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Employment Services Policy Manual

SUBJECT:  Education and Vocational training
	Summary:
	Social Workers refer customers to colleges for post-assessment education and/or vocational training and other WTW activities, as needed. 

	
	The Community College CalWORKs counselor develops Student Education Plans (SEP) for customers attending their sites.

	
	Students must maintain a 2.0 grade point average for adequate progress


POLICY:
	Welfare-to-Work Plans
	Below are the primary allowable activities to be entered on a WTW Plan for customers attending Community Colleges:
· Vocational Training (VTR);

· Work Study; 
· College sponsored unpaid work experience;
· Unsubsidized Employment;
· Job Skills Directly Related to Employment (when core hours are met with another activity, or after 12-month of VTR). 

	
	Customers are not eligible for Vocational Training if they possess a baccalaureate degree unless they are pursuing a California regular classroom teaching credential. 

	
	Some colleges have different charges connected to residency rules, so staff should ask how long the student has lived in California.

	MPP 42-714. 3. (h)
	When determining participation rates, the total number of individuals counted as engaged in Vocational and Educational training activities can not be more than 30% of the total adults participating in activities.

	Vocational Educational Training
	Vocational Education/Training counts as core for a 12-month life time maximum regardless of weekly participation hours in school. Vocational Educational training may include:

· Work-focused general education (GED),

· English as Second Language (ESL) 

	
	Vocational training is limited to 12 months but students can participate longer if they:

· Use their 24 month clock or

· Meet WTW hour requirement and  Federal core requirements with  another activity

	
	Hours that can be included in vocational training activity include homework, the time required for application of financial assistance, EOPS, and/or lab hours as indicated by coordinator/counselor. This may also include hours for placement in work-study, learning disabilities assessment, tutoring hours, and required appointment time with the school/program counselor.

	Adult Basic Education
	Customers may also need basic educational services to develop the required skills needed for vocational training to enter into an occupation. Adult Basic Education may be scheduled concurrently or sequentially prior to starting the vocational training

	Community Colleges
	Solano County Health and Social Services has agreements with Solano Community College and Napa Valley College to collaborate and coordinate services for CalWORKs participants. Referrals to SCC/NVC for vocational training are conducted through the assessment process. 

Students must cooperate with the CalWORKs Counselor and keep all scheduled appointments to remain eligible for the VTR activity. Only the CalWORKs Counselor gives the SEP to CalWORKs students.  

	Satisfactory Progress


	The Vocational Education and Training activity is approved by semester and the student must have satisfactory progress.  If there is not satisfactory progress, the student must meet with the CalWORKs Counselor and follow the Counselor’s recommendation. 

	
	Students must attend classes, meet required activity hours, and maintain a 2.0 Grade Point Average (GPA) to have satisfactory progress.  

· Attendance/transportation reports must be turned in to the WTW worker by the 5th of every month. 
· Students must have satisfactory progress to continue in the school program. 
· Students who don’t have satisfactory participation will be put in non-compliance.  

	WTW Activities
	Students must attend alternative activities when there is a delay in enrollment or a break of one week or more.             

· Work hours

· Job club/search

· Job Readiness Workshops

· Bridging activities

· Community services
· A WTW 15 must be completed to calculate the maximum Community Services hours

	Excused holidays
	These holidays are excused in the WTW program:

· New Year’s Day 

· Martin Luther King, Jr.’s Birthday

· President’s Day 

· Memorial Day 

· Independence Day 

· Labor Day 

· Veteran’s Day 

· Thanksgiving Day 

· The day after Thanksgiving 

· Christmas Day  

	School enrollment verifications
	Community Colleges verify school enrollment for the semester or quarter by providing the student schedule monthly. 

	
	Students must provide prior semester grades, current Student Education Plan (SEP) and class schedule before a book voucher will be approved.

	Assessment Counselor
	CalWORKs Assessment Counselors work with community college and/or vocational training staff to streamline referral process and provide input to enhance services provided to participants. 

	
	Assessment Counselors assess if vocational training is the most beneficial activity for the individual, based on labor market information, work history, current skills, and abilities. The program must lead to self-supporting employment.  

	Assessment Counselor
	Assessment Counselors notify the college by faxing a copy of the EDP  to CalWORKs Counselor/Coordinator or designated contact

	Assessment
	Customers may attend an approved vocational or educational program based upon the results of the assessment. Assessment Counselors will indicate the activity(ies), career goals, suggested provider, and approximate time on the Employment Development Plan (EDP)and WTW2.

	
	The Assessment Counselor reviews work history, test results, education and training history, and the individual’s circumstances to consider whether vocational training is needed as part of the participant’s EDP to obtain and/or progress in employment. 

	
	The Assessment counselor should ask the customer about background investigation requirements for applicable career fields, to ensure the customer meets course requirements.

	Employment Development Plan (EDP)
	EDPs contain specific language as to primary and secondary career (short term and long term) goals; core and non-core activities, and duration of program. Educational activities can be assigned as core activities for a maximum of 12 cumulative months. After the 12 months is exhausted, education can be assigned as a non-core activity while the person participates in core activities for at least 20 hours per week. 

· Non-core education/training can be assigned for a person who already has a bachelor degree; as long as they are participating 20 hours weekly in core activities 

	
	The EDP specifies that satisfactory progress and attendance shall be maintained in the vocational training. 

· Failure to maintain satisfactory progress and/or attendance shall result in non-compliance with the EDP, unless good cause exists.

· If this occurs, the vocational training program may no longer be an approved activity and supportive services will be terminated. 

	
	EDPs assign activities to attend when a break of a week or more due to holiday etc., is expected. Participants must attend these alternative activities to continue to meet hourly requirements. 

	
	The completed initial EDP is faxed to the CalWORKs Counselor or Coordinator.  EDPs include information regarding approved WTW activities, as well as hourly requirements and supportive services. 

	Student Education Plan (SEP)
	Customers in VTR must meet with the College CalWORKs Counselor two times; to develop the SEP and to discuss school progress.  

· The SEP lists the courses needed to complete the certification or degree program.  

· Participants must take the required courses.  

· Any classes that are not approved will not count as a WTW activity and are not eligible for supportive services.  

· Students must cooperate with the CalWORKs Counselor and keep all scheduled appointments to remain eligible for the VTR activity.   

· Only the CalWORKs Counselor gives the SEP to CalWORKs students

	
	The return appointment is used to select appropriate classes for the upcoming semester, and a full SEP is developed and shared with Assessment for the follow-up EDP appointment. 

	
	When the student has changed their mind about attending school, the SCC/NVC CalWORKs Coordinator immediately contacts the H&SS Assessment Counselor via reverse referral so the Assessment Counselor can set another appointment. The SCC/NVC CalWORKs Coordinators will also make a reverse referral to the Assessment Counselors when an EDP has not been received for the participant.

	Tracking Vocational Training 12-Month Lifetime Clock
	The WTW Worker is responsible for tracking the 12-month vocational training clock in CalWIN

· A customer who is discontinued from cash aid will only have the balance of the 12-months remaining. 
· Partial months in WTW activities count as a full month.


