
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


PHASE IITraining Focus
CUSTOMER INFORMATION (Please Print)
 ADDITIONAL ASSESSMENTS TO DETERMINE NEED FOR TRAINING
Assessments
Test Date
Scores/Results
• The interest/abilities assessment scores indicate that the customer’s strengths are in the following areas:
• The interest/abilities assessments indicate that the customer’s interests are in the following areas:
• The interest/abilities assessments indicate that the customer’s weaknesses are in the following areas:
• What career field is the customer interested in pursuing?
• The interest/abilities assessments indicate that the following occupations may be a good fit for the customer:
• Do these occupations relate to the career field the customer expressed an interest in?
TRAINING REQUEST
• On what date did the customer formally request training?
• Requested Training Program?
• Explain why may be different than training request
• What skills/experience/training/certifications are needed to succeed in the occupation(s)?
• Will the wage meet the self-sufficiency criteria?  
If Yes, provide documentation, if No, verify that this is acceptable to the customer.
• Will this training only lead to self-employment?  
• Is the selected occupation in a high demand field in the labor market?
If No, what documentation was used to verify there are jobs available for this occupation?
•The basic skills tests/assessments indicate that the customer meets or does not meet college entrance levels.
If the grade level does not meet the college entrance requirements, what steps will be taken to raise the customer’s basic skills levels?
• Will the customer’s current income sustain his/her household for the length of training?
If No, what will the customer do to support the household?
• Customers monthly budget worksheet results:
Total Family Expenses:
Total Family Income including Unemployment:
Total Unemployment amount Receiving:
The customer's unemployment compensation (UI and TRA) is estimated to end on:
FAFSA Applied for or Received?
• Is there enough income to cover household expenses for the length of training?
  
Explain:
 • Based upon the above calculations, will the customer need to work while in school?
  
Explain:
 • If this agency assists with training costs, could the customer afford to attend training?
Explain:
 • Are there any supportive services needed in order to complete the training program?
AGENCY REFERRED TO FOR SERVICES
REASON FOR REFERRAL
DATE
 CUSTOMER’S SHORT TERM GOALS
    
DATE
PLAN
RESULTS
LONG TERM PLAN
DATE
PLAN
RESULTS
SIX CRITERIA FOR TRADE TRAINING ELIGIBILITY
TAA customers must meet ALL six (6) criteria to be eligible for trade-funded training. Check all that apply and provide an explanation/documentation of whether the customer meets or does not meet the specific criteria.
1. Is suitable employment available?  This means is there suitable employment available in the local commuting area, or a reasonable prospect of such suitable employment becoming available in the foreseeable future.
YES
The worker may be expected to secure suitable employment based on labor market conditions and the worker’s current skills and past experience. 
• Provide additional details on the next page and examples of suitable employment opportunities.
NO
There is no suitable employment available for the worker and there is no reasonable prospect of suitable employment becoming available for the worker in the foreseeable future.  The determination is based on the following (check all that apply):
The worker has been seeking suitable work without success for an extended period of time and has no other barriers. Length of time:
The worker’s skills are highly specialized and not easily transferable.
The worker has few, if any, opportunities to utilize current skills in the labor market and obtain suitable employment.
The worker is currently qualified to accept work in industries that are in decline and offer limited, if any, job opportunities.
Other (explain):
 Documentation methods used:
Focus Career 4 & 5 star matches + referral/application results showing inability to obtain suitable employment.
Focus Career results showing no 4 or 5 star matches + LMI documenting no suitable employment opportunities exists in the local commuting area.
LMI data listing jobs available matching current skills + referral/application results showing inability to obtain suitable employment.
Former job title compared to LMI in the local commuting area showing no suitable employment opportunities exists.
LMI documenting no suitable employment opportunities exists in the local commuting area now, or in the foreseeable future.
If customer is willing to relocate, LMI data showing no suitable employment opportunities exists outside the local commuting area now, or in the foreseeable future.
Other (must be prior approved by Central Office)
2. The customer will benefit from appropriate training. This means that there is a documented customer need for skills upgrading and training.  It must also be documented that the customer will be job ready upon completion of the training program. Answer a, b, and c.
a) Is there a direct relationship between the needs of the worker for skills training or remedial education and the training program under consideration?
Documentation used:
Interest Ability Assessment and/or basic skills results that support a skills gap that will be addressed by the training program
Documentation of expected credential + LMI documentation of employment opportunities.  The goal is that employment opportunities be suitable employment.  If no suitable employment opportunities are projected, staff must discuss the customer’s understanding that projected employment does not pay up to 80% of layoff wages and their ability to support themselves in such employment.
Other (must be prior approved by Central Office)
b) Does the worker have the mental and physical capabilities to undertake, make satisfactory progress in, and complete the training?
Assessment results that support the customer’s ability to undertake and complete the training program
Other (must be prior approved by Central Office)
c) Will the worker be job ready on completion of the training program?
Documentation of expected credential + LMI documentation of employment opportunities. The goal is that employment opportunities be suitable employment. If no suitable employment opportunities are projected, staff must discuss the customer’s understanding that projected employment does not pay up to 80% of layoff wages and their ability to support themselves in such employment.
Other (must be prior approved by Central Office)
3. Is there a reasonable expectation for employment following training.  This means there is a reasonable expectation that the customer will find a job in the labor market after completion of training. There should be a fair and objective projection of job market conditions expected to exist at the time of completion of training.
YES
Check the documentation used:
LMI documentation of expected suitable employment opportunities in the future
Documentation of a bona fide offer of suitable employment (potential employer letter, etc.)
Training program credential matches a local area demand occupation
Other (must be prior approved by Central Office)
NO
(explain):
4. Training is reasonably available. This means that training is reasonably accessible to the worker within the local commuting area.  If not accessible within the local commuting area, but is available outside the local commuting area the cost must be reasonable and documented in Criteria #6.
YES
 The proposed training is suitable and reasonably accessible within the worker’s commuting area.
Program provider literature or other provider documentation of program available.  
 Example:  Excerpt from Program Catalog or letter from provider listing program details, costs and requirements.
Other (must be prior approved by Central Office)
The proposed training is suitable and outside the worker’s commuting area. Suitable training is either unavailable in the commuting area OR the proposed training outside the commuting area involves less cost to TAA.
Program provider literature or other provider documentation of program available.  
 Example:  Excerpt from Program Catalog or letter from provider listing program details, costs and requirements.
Other (must be prior approved by Central Office)
NO
The proposed training is NOT suitable and reasonably accessible within the worker’s commuting area.  Explain (examples may include lack of transportation or computer access):
The proposed training is outside the worker’s commuting area, substantially adding to the total cost of training; appropriate training is available in the commuting area.  Explain:
5. The customer is qualified to undertake and complete the training. This criterion documents the customer’s personal qualifications to undertake and complete approved training. Evaluation of the customer’s personal qualifications must include physical and mental capabilities, educational background, work experience and financial resources, as adequate to undertake and complete the specific training program.
a) Are the worker’s personal qualifications, including physical and mental capabilities, educational background, and work experience, adequate to undertake and complete the specific training program being considered?
Copy of Basic Skills assessments/test scores + provider program minimum requirements (if applicable).
Copy of customer’s Master’s Degree received within the last ten years (assessments not required).
If the customer has an identified mental or physical ability, clearance from a physician or treatment facility documenting the customer’s capability to complete a training program. May also accept ability assessment results showing capabilities from provider agencies such as Vocational Rehabilitation.
Other (must be prior approved by Central Office)
b) Are the worker’s financial resources (including UI and TRA and personal or family resources if the training duration exceeds the period covered by UI and TRA) adequate to undertake and complete the specific training program being considered? Conservative estimate from OET staff documenting remaining weeks of UI and TRA will last through the duration of the training program.
If UI/TRA is not expected to last until training completion, at least one of the following documentation methods must be used:
Budget/worksheet showing expenses and income to determine financial abilities. This must be signed by the customer (or as part of a signed Employment/Training Plan). Income should be substantiated with one of the following:
Retirement/Pension paystub or aware letter
Pay stub of customer’s employment or spouse’s employment
Written statement from family/friends providing support while in training
Other (must be prior approved by Central Office)
c) Can the customer complete training in the number of training weeks allowed?
6. The training is suitable and available at a reasonable cost. Suitable means the customer met Criterion #5 above.  In determining whether the costs of a particular training program are reasonable, first consideration must be given to the lowest cost training available. If outside the local commuting area, transportation and subsistence must be considered in total cost of training.
a) Does the proposed training satisfy number 5 above AND is the training appropriate for the worker given the worker’s capabilities, background, and experience?
b) Does it appear that training substantially similar in quality, content and results may be obtained from another provider at a lower cost and within a similar time frame? If yes, indicate whether the alternative training has been considered. Why was it not selected?
c) Are the costs of the proposed training reasonable in comparison with the average costs of training other workers in similar occupations at other providers?
d) Taking into consideration funding from sources other than TAA funds, is the training cost to TAA expected to be a reasonable cost of training as documented in EKOS Training Approval Tab? If no, provide additional details in the space below to explain why the plan should be approved or denied based on cost.
At least one of the following documentation methods:
School Comparison Chart of all program providers in the local commuting area. When training, substantially similar in quality, content and results, is offered at more than one training provider, the lowest cost training will be approved. If costs are higher than 200% of the LWIB maximum training amount, it must be prior approved by Central Office.
If no training providers are within the local commuting area, documentation of training costs (tuition, books, fees, transportation or subsistence) for providers outside the local commuting area. The cost must be within 200% of the LWIB maximum training amount; if not prior approval from Central Office is required.
Other (must be prior approved by Central Office)
Training Program Semester Cost Breakdown
List Semester
Travel
# of Training Weeks
Subsistence
Books & Supplies
Tuition
TOTALS
The customer certifies that the information provided to determine eligibility for the six criteria above is correct to the best of their knowledge.
TRAINING PLAN APPROVED:
TRAINING PLAN NOT APPROVED:
Explain:
WIA Verification Signature:
Merit Staff Signature:
Approved Training Program:
Training Provider:
BENCHMARKS AND REVIEW OF SIX CRITERIA EACH TERM:
SEMESTER/TERM 1
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 2
2nd Semester\Term training 6 criteria met?    
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 3
3rd Semester\Term training 6 criteria met?    
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 4
4th Semester\Term training 6 criteria met?
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 5
5th Semester\Term training 6 criteria met?
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 6
6th Semester\Term training 6 criteria met?
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 7
7th Semester\Term training 6 criteria met?  
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 8
8th Semester\Term training 6 criteria met?
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SEMESTER/TERM 9
9th Semester\Term training 6 criteria met?
Explain:
Customer Signature:
BENCHMARK
START DATE
END DATE
MET
RESULTS
The customer is making satisfactory academic progress.
The customer will complete the Trade-approved training program by the scheduled completion date.
SUMMARY OF PHASE II - TRAINING FOCUS
DID THE PLAN RESULT IN EDUCATIONAL ATTAINMENT?
DID THE PLAN RESULT IN EMPLOYMENT?
Initial Customer Signature:
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