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CAREER EXPLORATION PLAN

Activity Achievement Benchmark Date Set | Achievement Date Comments _l
Planned | Actual
OCCUPATIONAL SKILLS TRAINING & WORK EXPERIENCE PLAN
Activity Achievement Benchmark Date Set | Achievement Date Comments _I
For Measurable Skills Gain Planned | Actual
MEASURABLE SKILLS GAINS ACHIEVED
Activity Achievement Benchmark Date Achievement Date Comments

Planned Actual

Planned

Actual

INDIVIDUAL SERVICE STRATEGY REASSESSMENT AND MODIFICIATION

Appointment Date

Discussion Points and Modifications Made

Start Date

Comments
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PLAN GAP INFORMATION

Date Set Reason for Gap End Date Comments
Planned Actual
FOLLOW-UP SERVICES
Contact & Appointment Date Information or Services Provided Comments
CASE MANAGEMENT/SKILLS TRAINING ACTIVITY - Tracking
Activity Start Date Completion Date Provider Project/Petition #

Planned| Actual | Planned

Actual

This Service Strategy was developed with my full knowledge and cooperation. I fully understand this is a planning document and do
not hold the enrolling agency responsible for activities that may not occur. | understand | am responsible for maintaining contact with

my case manager no less than once per month.

Signature:

Career Center Case Manager:

Youth Provider:

Date:

Date:

Date:
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ATTACHMENT
H

CUSTOMER AGREEMENT FORM

Alabama Career Center System Drug Policy
and
WIOA Post-Employment/Post-Program Follow-Up
Services



CUSTOMER AGREEMENT FORM

Alabama Career Center System Drug Policy

The following drug policy is applicable to all Alabama WIOA participants:

I The Alabama Career Center System reserves the right to require participants to take a
drug test.
2 A participant who is found to have used illegal drugs will be suspended from

participation until such time as he/she can demonstrate that he/she is drug-free or has
entered a drug treatment or counseling program before he/she is considered for re-
enrollment.

3, A participant who has been refused employment based on failure of a drug test or refusal
to take a drug test will be suspended from participation until such time as he/she can
demonstrate that he/she is drug-free or has entered a drug treatment or counseling
program before he/she is considered for re-enrollment.

4. Participants who exhibit the use of alcohol while participating in a WIOA program will
be suspended from participation.
3. A participant may appeal an order for a drug test and/or sanctions imposed as a result of a

drug test in writing to the Division Director, Workforce Development Division, Alabama
Department of Commerce, P.O. Box 304103, Montgomery, Alabama 36130-4103.

I have read and understand the above statement.

Signature Date

WIOA Post-Employment/Post-Program Follow-Up Services

We are committed to you during your participation in WIOA services and afterwards on an as
needed basis. We will be here to offer you career counseling, career guidance, and/or agency
referrals for other support if needed. After completing these services someone from the Alabama
Career Center System will contact you periodically or write you a letter requesting information
about your employment status. If you move, your phone number changes, or your employment
status changes please call or write to let us know.

[ have read and understand the above statement and agree to cooperate with the Alabama Career
Center System staff to provide information during this period of follow-up services.

Signature Date

WDD-15
9/2016
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PARTICIPANT INFORMATION RELEASE FORM



WORKFORCE INNOVATION AND OPPORTUNITY ACT

PARTICIPANT INFORMATION RELEASE FORM

I, the undersigned, do hereby authorize the Alabama Career Center System staff and any training
facility attended to release any and all information regarding my test scores, grades, progress, or
other pertinent information for the purpose of Workforce Innovation and Opportunity Act

reporting requirements.

Participant Signature Date

Witness Signature Date

WDD-17
9/2016
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WIOA GRIEVANCE AND COMPLAINT PROCEDURES



ALABAMA DEPARTMENT OF COMMERCE
WORKFORCE DEVELOPMENT DIVISION

WORKFORCE INNOVATION AND OPPORTUNITY
ACT (WIOA) GRIEVANCE AND COMPLAINT PROCEDURES

The Workforce Innovation and Opportunity Act (WIOA) is a federal law that provides for state programs, services,
and activities to increase job opportunities, the length of time people stay in jobs, and the amount of money working
people earn. The Alabama Department of Commerce (ADC), Workforce Development Division (WDD), receives
money from the U.S. Department of Labor to provide WIOA programs, services, and activities. The ADC/WDD
is a partner in the Alabama Workforce Development System and in the Alabama Career Centers located throughout
the State, except the Career Centers located in Jefferson and Mobile Counties.

Wi i ; ] fai ] .
These grievance and complaint procedures apply to WIOA programs, services, and activities in the Alabama Career
Center System (all Alabama counties except Jefferson and Mobile) and Statewide programs, services, and activities
run or paid for directly by the ADC/WDD. The procedures may be used by any person who believes the Workforce
Innovation and Opportunity Act, or any rules or agreements under the WIOA, have been violated (not obeyed) in
any ADC/WDD WIOA program or activity.

H b time do I 1 fil : laint?
Discrimination complaints must be filed within 180 days (within about six months) of the date you believe the
discrimination happened. Other WIOA grievances and complaints about programs and activities must be filed
within one (1) year of the date you believe a violation happened.

s o Lt . laint?
If your complaint is about a WIOA program or activity, but you are not claiming discrimination, first discuss the
grievance or complaint with your supervisor, a counselor at a training location, a human resources or personnel
manager where you work, or a person who is responsible for helping people with complaints in the Career Center
where you received services to try to settle the complaint locally. If your complaint is not settled in a way that
satisfies you within ten (10) days, you may send a written complaint within five (5) days (after the 10 days are
over) to Ms. Lillian Patterson, Equal Opportunity/Grievance Officer; Alabama Department of Commerce;
Workforce Development Division; 401 Adams Avenue; PO Box 304103; Montgomery, Alabama 36130-4103.
Include your name, address, telephone number, and the name and address of the person(s) you believe did something

wrong.

An investigation may be conducted, a hearing may be held, or other action may be taken by the WDD to settle the
complaint within sixty (60) days. If you are complaining about a program or activity of the Alabama Career Center
System and you do not get a decision about your complaint within sixty (60) days, or if you are not satisfied with
the decision, you may appeal by writing to Mr. Steve Walkley, Director, at the same address as the Equal
Opportunity/Grievance Officer (see above) within ten (10) days after you either get the decision or should have
gotten the decision.

If you are complaining of labor standards violations (e.g., An employer disobeyed a law or rule about working
conditions, wages and benefits, health and safety standards), and you and the employer you are complaining about
are covered by a collective bargaining agreement (i.e., an agreement between an employer and a union about wage
rates, hours of labor and working conditions), you may choose to file your grievance through what is called a binding
arbitration procedure. Contact your supervisor, personnel manager, or union representative for information about
whether this applies to you and the steps you should follow.

(Over)



Equal Opportunity is the Law
It is against the law for the Alabama Department of Commerce (ADC), Workforce Development Division (WDD),
or any person, agency, organization, employer, or training provider who/that receives WIOA money from the
ADC/WDD to discriminate against any person in the United States on the basis of race, color, religion, sex, national
origin, age, disability, political relationship or belief; and against any person who benefits from a WIOA program
because of the person’s citizenship, because the person is a legal immigrant, or because the person is a WIOA
participant.

The ADC/WDD and agencies, organizations, employers, and training providers that receive WIOA money must
not discriminate in any of the following ways:

» Deciding who will be admitted or have access to a WIOA program or activity;
> Providing opportunities or treatment in a WIOA program or activity; or
> Making employment (job) decisions related to a WIOA program or activity.

If you think someone discriminated against you because of your race, color, religion, sex, national origin, age,
disability, political relationships or beliefs; or, if you are a WIOA participant and you think someone discriminated
against you because of your citizenship, because you are a legal immigrant, or because you participate in a WIOA
program, you may file a complaint within 180 days of the date you think the discrimination happened with either
Ms. Lillian Patterson, Equal Opportunity/Grievance Officer, at the same address given above or the Director, Civil
Rights Center (CRC), U.S. Department of Labor, 200 Constitution Avenue NW, Room N-4123, Washington, D.C.
20210.

If you file your complaint with the Equal Opportunity/Grievance Officer at the ADC/WDD, you must wait either
until the ADC/WDD issues a written Notice of Final Action, or until 90 days have passed (whichever comes first)
before filing with the Civil Rights Center (see address above).

If the ADC/WDD does not give you a written Notice of Final Action within 90 days after you file your complaint,
you do not have to wait for the ADC/WDD to issue the Notice before filing a complaint with the CRC. But you
must file your CRC complaint within 30 days after the 90-day deadline (in other words, within 120 days after the
day you filed your complaint with the ADC/WDD).

If the ADC/WDD gives you a written Notice of Final Action on your complaint, but you are dissatisfied with the
decision or result, you may file a complaint with CRC. You must file your CRC complaint within 30 days of the

date you received the Notice of Final Action.

Grievance and complaint procedures were explained to me

by

Employee’s Name

Title Agency Date

Applicant’s/Registrant’s/ Participant’s Signature

WDD-24
972016
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WIOA Performance Measurable Skill Gains



WIOA Performance Measurable Skill Gains
< Overview
Measurable Skill Gains is the percentage of program participants who during a program year, are in an
education or training program that leads to a recognized postsecondary credential or employment and
who are achieving measurable skill gains toward such a credential or employment. Measurable Skills
Gains should be posted quarterly.

+* What are Skill Gains?

Participants who have achieved measurable skill gains based on attainment of one of the five types of
gains:

1) Educational Achievement

2) High School Diploma or Equivalent

3) Secondary/Postsecondary Transcript and/or Report Card

4) Training Milestone

5) Skills Progression

% What are considered Positive Measurable Skill Gains?
Educational Achievement: Participants that have low levels of literacy or are basic skills deficient at

program entry who received educational instruction below the postsecondary level who had a
successful outcome (achievement of at least one educational functioning level).

Attained Secondary Diploma/Equivalent: Participants that did not have a secondary education
diploma at program entry who had a successful outcome (diploma/equivalent)

Secondary/Postsecondary Transcript or Report Card: Transcript or report card for either secondary or
postsecondary education for 1 academic semester (or 12 credit hours) that shows a participant is
achieving the state unit’s policies for academic standards*. For postsecondary education participants,
achievement of academic standards will be a 2.0 Grade Point Average or higher.

Training Milestone: Satisfactory or better progress report, towards established milestones from an
employer or training provider. These are participants who are enrolled in On-the-Job Training,
Apprenticeship or Work Experience during program participation who have a successful outcome
(completion of OJT, completion of 1 year of an apprenticeship, etc.).

Skills Progression: Participants who are enrolled in education or training during program participation
who had a successful outcome. This would include successful passage of an exam that is required for a
particular occupation or progress in attaining technical or occupational skills as evidenced by trade-
related benchmarks such as knowledge-based exams.

9/2016
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FUCTIONING LEVEL DESCRIPTIONS AND BENCHMARKS
Revised 7/01/2013

ABE/ASE
Functioning
Level 1 2 3 4 5 6
Beginning | Beginning Low High Low Adult | High Adult
ABE Basic Intermediate | Intermediate | Secondary | Secondary
Literacy Education Basic Ed. Basic Ed. Education | Education
TABE 9/10
Scale Scores 0-1.9 2-3.9 4-5.9 6-8.9 9-10.9 11-12.9**
596 &
Total Reading 0-367 368-460 461-517 518-566 567-595 above
595 &
Total Math 0-313 314-441 442-505 506-565 566-594 above
Total 586 &
Language 0-389 390-490 491-523 524-559 560-585 above

For use with basic academic skill levels determination for WIOA Literacy and Numeracy Performance Measures

ESL
FUNCTIONING
LEVEL 1 2 3 4 5 6
BREINING L.ow. High Low High Advanced
ESL Beginning e ; ;
’ Beginning | Intermediate | Intermediate ESL*
Literacy ESL

BEST Literacy 0-20 21-52 53-63 64-67 68-75 76-78
BEST Plus 0-400 401-417 418-438 439-472 473-506 507-540
CASAS (Life
Skills) 0-180 181-190 191-200 201-210 211-220 221-235
TABE CLAS-E
(Reading &
Writing) 225-394 395-441 442-482 482-514 515-556 557-600
TABE CLAS-E
(Listening &
Speaking) 230-407 408-449 450-485 486-525 526-558 559-600

*If a student’s initial BEST Plus score is 540 or higher, he/she should be referred to a GED class
and be administered the TABE.
**Exit scores for Advanced ESL: BEST Plus = >541; CASAS =>236
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ADULT ED REFERRAL FORM



Career Center to Adult Basic Education Referrals:

Name:
Address:

Phone Number:

Email:

Referring Career Center:

Referred By: Date Referred:

Adult Education Class: Location:

Reason for Referral:

[JGED [ EsL
] Ready to Work [ Basic Literacy
[ Testing / Remediation for WIOA [1 career Pathway

Prior Testing Information:

Date Tested: Test Given by: [] Online [ Paper
Test Given: Level Given: Score: Math: Applied Math: Reading:

Program of Study Desired:
Required Grade Level: Reading:

Comments:

Adult Basic Education referral to Career Center

Referred By: Date Referred:
Referring Adult Ed Class:
Career Center Referred to:

Reason for Referral:

O Testing / Remediation Results
[ referral for Training

[ sob Search Assistance

O Workshops

O other

Comments:

9/2016
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Common Performance Measures
WIOA Program Year 2016

Adults
Employment Rate 2™ Quarter Number of exiters employed during the 2nd guarter after exit
Total Number of exiters

Employment Rate 4" Quarter Number of exiters employed during the 4th quarter after exit
Total number of exiters

Median Earnings Midpoint of wages earned during the 2nd quarter after exit for all exiters with
wages in 2nd gtr.

Credential Rate Number of exiters that were in postsecondary education or training program
and obtained a postsecondary credential during or within one year after exit
PLUS exiters that were in a secondary education program and obtained a
diploma or equivalent during or within one year after exit AND were also
employed or enrolled in education or training leading to a credential within one
year of exit

Number of exiters that were in a postsecondary education or training program
PLUS exiters that were in a secondary education program (at or above Sth
grade level) without a high school diploma or equivalent.

Measurable Skill Gains Number of in-program participants in an education or training program that
leads to a postsecondary credential or employment and are achieving skill gains
in one of the following:
1-Educational Achievement 4-Training milestone
2-HS Diploma or equivalent 5-Skills progression
3-Secondary/post-secondary transcript/report card

Dislocated Workers
Employment Rate Quarter 2 Number of exiters employed during the 2nd quarter after exit
Total Number of exiters

Employment Rate Quarter 4 Number of exiters employed during the 4th quarter after exit
Total number of exiters

Median Earnings Midpoint of wages earned during the 2nd quarter after exit for all exiters with
wages in 2nd gtr.

Credential Rate Number of exiters that were in postsecondary education or training program
and obtained a postsecondary credential during or within one year after exit
PLUS exiters that were in a secondary education program and obtained a
diploma or equivalent during or within one year after exit AND were also
employed or enrolled in education or training leading to a credential within one
year of exit.
Number of exiters that were in a postsecondary education or training program
PLUS exiters that were in a secondary education program (at or above 9th
grade level) without a high school diploma or equivalent



Measurable Skill Gains

Number of in-program participants in an education or training program that
leads to a postsecondary credential or employment and are achieving skill gains
in one of the following:

1-Educational Achievement 4-Training milestone
2-HS Diploma or equivalent 5-Skills progression
3-Secondary/post-secondary transcript/report card

Under WIOA, a new set of performance standards were developed. The performance measures resemble those under WIA but are
distinctly different for youth. Employment Rate Quarter 2 is a new measure for youth and includes the youth who were employed, in
education or other occupational training during the 2nd quarter after they exited. Employment Rate Quarter 4 is also a new
measure and is calculated in the same manner as the 2nd quarter except it looks at those in the 4th quarter. Median earnings is new
measure and it pulls the midpoint of all wages earned by youth during the 2nd quarter after exit. Credential rate is basically the
same as it was under WIA except it expands the cohorts. Measurable skill gains is a new measure for youth and it allows the tracking
of a wider variety of ways to measure a skills gain, such as a report card or a training milestone.

Youth
Employment Rate Quarter 2

Employment Rate Quarter 4

Median Earnings

Credential Rate

Measurable Skill Gains

Number of youth entered employment, education or in occupational skills
training during the 2nd quarter after exit

Number of youth exiters

Number of youth entered employment, education or in occupational skills
training during the 4th quarter after exit

Number of youth exiters

Midpoint of wages earned during the 2nd quarter after exit for all exiters with
wages in 2nd gtr.

Number of exiters that were in postsecondary education or training program
and obtained a postsecondary credential during or within one year after exit
PLUS exiters that were in a secondary education program and obtained a
diploma or equivalent during or within one year after exit AND were also
employed or enrolled in education or training leading to a credential within one
year of exit

Number of exiters that were in a postsecondary education or training program
PLUS exiters that were in a secondary education program (at or above Sth
grade level) without a high school diploma or equivalent

Number of in-program participants in an education or training program that
leads to a postsecondary credential or employment and are achieving skill gains
in one of the following:

1-Educational Achievement 4-Training milestone
2-HS Diploma or equivalent 5-Skills progression
3-Secondary/post-secondary transcript/report card

**Exiters - participants who have completed all WIOA services and are not expected to return for future services.



Effectiveness in Serving Employers

Retention with Same Employer in the 2nd
& 4th Quarters after exit

Employer Engagement

Repeat Business Customer

Number of participants employed with the same employer in 2nd & 4th qgtr.
Number of participants employed in 2nd gtr.

Number of businesses that received a service or continues to receive a service
or other assistance during the reporting period
Number of businesses located within the State at the end of the reporting period

Number of businesses that have received a service or continues to receive a
service or other assistance during reporting period AND that received a service
anytime within the previous 3 program years

Number of unique business customers that received a service anytime within the
previous 3 program years
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CUSTOMER
SATISFACTION

SURVEY

Alabama
Carcer Center System

. . >
A proud partner of the americanjobcenter networs

ALABAMA
A\ WORKS!




ALABAMA DEPARTMENT OF LABOR T S —

O ves | O e

Would you recommend our facility to a friend?

Alabama
Career Uenter Svstan

O Yes | [-j N"'V

Custamer Satisfaction Survey Why or why not?

We are committed to providing you with the best Career Center —_— — .
experience possible, so we welcome your comments. Please fill out

this questionnaire and place it in the box located in our lobby. If your visit was not successful, how could we have made it more
Thank you. beneficial to you?

al services do you typically receive?

O Job Search/Resume/Registration

O Employee Search

: What services would you like added to our facility?
D Veteran Services ¥ acihty

O Unemployment Assistance

O Tuition Assistance

Please share any additional comments or supgestions.
O Job Training o .

O GED/Remediation

O Resource Room

,k your greeter..

Courteous? O Yes | O No

Informative? O yes | O No

Prompt and efficient? O ves | O No ALABAMA DEPARTMENT OF LABOR
:m'. Nas the (iu:m;:f;{-}ce{s} you received today? o

[ Disappointing
If you would like to speak with us regarding this survey, please

O Okay leave your contact information below.

L1 G Name:

O Exceptional

. T il = T - Email:
Was out tacility clean and welcomingy
@

OYes ONo

Phone: { )

Please rate your overall experignce taday
; gz Thank you for participating!
O Disappointing
O Okay
O Good

O Exceptional
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Career Center System

Alabama Career Center
649 Monroe Street

Montgomery, Alabama 35570

205-921-5672
email@alcc.alabama.gov

A\

ALABAMA
WORKS!

Please help us improve our service to you: Check as appropriate

Statement

Strongly Agree Disagree

Agree

Strongly No
Disagree Comment

Staff was courteous and
respectful

Staff provided accurate and
helpful information

Staff was timely with responses

| received quality referrals that
matched my job descriptions

| was able to find a suitable
candidate from your from
referrals

Name of any staff member/s providing service

|

Did we meet your expectations? Comment below

Do you have any suggestions that would help us to improve?

Your Company Name / Representative






