WORKFORCE INVESTMENT FIELD INSTRUCTION (WIFI) NO.  05-06
DATE:
October 3, 2006



TO:
Local WIA Directors, Labor Exchange Administrators, UI Claim Center Directors and Local Rapid Response Teams 

SUBJECT:
State and Local Rapid Response Team Responsibilities 

REFERENCES:
Public Law 105-220 - Workforce Investment Act




20 CFR 652 - Workforce Investment Act; Final Rule; Subpart C -- Rapid Response

Activities; § 665.300 Rapid Response State and Local Responsibilities; § 665.310 - Required Rapid Response Activities

BACKGROUND

INFORMATION: Since 1989, the State of Maryland has maintained a State Dislocated Worker Unit to provide services to Dislocated Workers laid off through a Mass Layoff or Closure.  The Dislocated Worker Unit has been managing Rapid Response Services through the Worker Adjustment and Retraining Notification Act (WARN) under both the Job Training Partnership Act (JTPA) and Workforce Investment Act (WIA).  Even with the implementation of WIA, in 2000, the overall Rapid Response process has remained the same.  However, it has been sixteen years since the original guidance was written and distributed statewide.  With the conversion from local Unemployment Insurance Offices to Regional UI Claim Centers and the One-Stop staff consolidation, it has become apparent the old policy and procedures need to be reviewed and revised.  The purpose of this new guidance is to clarify the roles of the State Dislocation Services Unit Staff, UI Claim Center Staff and Local One-Stop partners in the Rapid Response process.     

ACTION TO 

BE TAKEN:
The State Dislocation Services Unit, Unemployment Insurance Claim Center Directors and Local Workforce Investment Act Directors will ensure implementation of this Rapid Response Guidance and their relevant responsibilities.

I. Responsibilities of Partners

1) State Rapid Response 

· The State Dislocation Services Unit through the Rapid Response Coordinator will coordinate Rapid Response Services with the One-Stop System.

2) Dislocation Services Unit  (DSU)

· The DSU is the State’s primary point of contact for initiating Rapid Response. 

· DSU Responsibilities:

· Advise the One-Stop System of any layoffs or closures.  

· Facilitate, coordinate and assist the One-Stop. 

· Offer technical, resource and staff assistance. 

· Carry out National Emergency Grant (NEG), Rapid Response (RR), and Trade Adjustment Assistance (TAA) activities.  

· NEG proposal development




· RR and TAA funding requests 

· Program technical and policy assistance 

· Assist the Local Workforce Investment Agency Director with available funding resources.  

· Monitor and oversee RR, NEG and TAA program activities to assure compliance.

3) Rapid Response Coordinator 

· The Rapid Response Coordinator will facilitate the initial contact for dislocations of over 50 workers as follows: 

· Contact the local Rapid Response Team Coordinator to initiate the employer call to offer services. 

· Ensure that the local team coordinator or regional representative makes the initial call within 48 hours (2 business days) of the notice.  

· Where the local team has a long-term relationship with the employer/business community, the local team leader should take the lead role and the Regional Representative should take a secondary facilitating role.  

· Offer Rapid Response Services to the employer contact and schedule the initial meeting.   

· The initial meeting should include: 

· Employer representative, 

· State Rapid Response Coordinator, and the

· Local Rapid Response Team Coordinator.  

· Other representation may include:

· Union representative (for organized workforce groups), 

· State or local economic development staff, and/or

· Private outplacement consultants (hired by the employer). 

· Initial meeting topics:
· Dislocation transition services, Unemployment Insurance benefits, the dislocation event timeline, workforce demographics, employer transition services, etc. 

· Attachment (A) Initial Meeting Talking Points. 

4) UI Claim Centers 

· Dislocation events displacing 50 or more individuals will require effective coordination with the Regional UI Claim Center. 

· Role of the UI Claim Center will be to determine:






· The specific UI claims services for the current event,  

· The method for taking UI claims, 

· The schedule for claims taking services, and  
· The policy issues or information requirements for claims. 
5) Local Rapid Response Team 

· The Local Rapid Response Coordinator will: 

· Coordinate with the State RR contact or designee, 

· Assist with scheduling meetings, 

· Coordinate with local partners, 

· Develop an action plan for delivering services, 

· Gather worker demographic data related to any grant proposal development, and   

· Work with the State RR Representative to communicate pertinent data, resource needs and project related issues to the DSU.  

II. Event Levels  

This segment will discuss state and local partner coordination and services based on the dislocation event size. Below are listed the various dislocation levels and stakeholder responsibilities.

1) DSU  Notification Protocols for All Events 

· The DSU will advise its state and local distribution on dislocation notices received by:

· Formal WARN Letter, non-WARN Letter, Email, Phone or other contact.  

· Based on the event size, state and local staff resources will provide the necessary Rapid Response Services.

· DSU will always partner: 

· Project strategy and grant proposal development 

· Technical and best practices assistance

· Monitoring and oversight  

2) Closures and Mass Layoffs of 100 or More Employees

· State DSU through the RR Coordinator will be directly involved. 

· Role of the UI Claim Center will be to determine:






· The specific UI claims services for the current event,  

· The method for taking UI claims, 

· The schedule for claims taking services, and  

· The policy issues or information requirements for claims.
· Local WIA Partner will coordinate with State DSU through the RR Coordinator:  
· To implement effective project services each dislocation event will need after determining workforce needs based on group demographics,
· To assist with strategic planning and implementing project, and
· To determine local capacity for delivering services.
3) Closures and Substantial Layoffs – Between 50 and 100 Employees

The State lead will be the Rapid Response Coordinator. 

· State Rapid Response Coordinator will:

· Coordinate with the local Rapid Response Team scheduling the initial meeting, 

· Coordinate with the local partners and the regional UI Claim Center,

· Be the go-between for the DSU and local Rapid Response Team,  

· Assist the local RR Team with orientation sessions, and 

· Ensure services are adequately provided.    

4) Dislocations Below 50 Employees

The DSU will hand-off these events to the local Rapid Response Team. 

· The local Rapid Response contact will fulfill the role of team lead by:

· Coordinating meetings, orientation sessions and transition services,   

· Advising the State Rapid Response Coordinator concerning issues associated with providing services, and 

· Directly coordinating with the regional UI Claim Center.    

· Role of the UI Claim Center will be to determine:






· The specific UI claims services for the current event,  

· The method for taking UI claims, 

· The schedule for claims taking services, and  

· The policy issues or information requirements for claims.   

5) Dislocations Below 25 Employees 

The State DSU, UI Claim Center or local Rapid Response Team receives service requests from employers displacing 25 employees or less. Below are some scenarios.    

· The employer contact is received by the DSU. 

· The employer’s contact information will be given to the local Rapid Response Coordinator. 

· Local Rapid Response Coordinator will take the lead in coordinating and offering services to the employer. 

· The local Rapid Response Coordinator will coordinate with the UI Claim Center. 

· The level and method of UI assistance will be the decision of the UI Claim Center Director.
· The employer contact is received by the One-Stop Center. 

· Local Rapid Response Coordinator to advise the DSU and the regional UI Claim Center. 

· Local Rapid Response Coordinator will coordinate and offer services to the employer. 

· The local Rapid Response Coordinator will coordinate with the UI Claim Center. 
· The level and method of UI assistance will be the decision of the UI Claim Center Director. 

· The employer contact is received by the UI Claim Center. 

· The Claim Center will inform the DSU and the local Rapid Response Coordinator of the dislocation event.  

· The UI Claim Center will take the lead in scheduling the employer meeting and coordinate with the local Rapid Response Coordinator. 

· The local Rapid Response Coordinator will coordinate and finalize all employment transition services.  

· The level and method of UI assistance will be the decision of the UI Claim Center Director. 

6) Rapid Response Orientation Sessions 

The goal of any initial Rapid Response employer meeting is to secure the employer’s commitment to offer orientation sessions to the displaced workers.  

· These sessions are best attended on company time at the work site. 

· To gain employer buy-in to the sessions, it is helpful to point out the positive reasons for such sessions.

· Marketing Orientation Sessions to the employer will improve outreach efforts to the displaced worker.    

· Some suggested points for marketing Rapid Response Orientation Sessions are:

· To explain the Unemployment Insurance Benefit System, 

· To advise the dislocated worker of One-Stop Transition Services, 

· To offer brochures on UI Benefits and One-Stop Service, 

· To offer a question and answer component to help reduce worker anxiety, and 

· To minimize negative impact on the business.    

· Attachment (B) Rapid Response Session Outline

7) When the UI Claim Center does not participate

The UI Claim Center may decide not to participate in the Benefits Orientation Session.  

· The DSU, State Rapid Response Coordinator or designee will provide the basic UI benefits information to the dislocated workers.  

· This portion of the presentation will be limited to distributing information handouts and briefing the audience on the handouts.  

· The DSU, State Rapid Response Coordinator and local One-Stop Staff are not to speak as experts on the UI Benefits Program.  The presentation comments related to UI Benefits will be limited to information only.  Presenters are not to offer policy opinions or interpret hypothetical situations. 

· Response to policy questions or hypothetical situations should be limited to commenting that affected workers: 

· Will need to file an unemployment insurance claim and receive a decision in writing on that particular issue. 

· Will need to pose specific questions to the Unemployment Insurance Division.   

· Attachment (C) - Unemployment Insurance Benefits Information Outline 
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ATTACHMENT (A) 

Rapid Response Initial Meeting - Talking Points

Review Company Information




Name ~ Address ~ Contact Person ~ 
Phone, email, fax

Review WARN Information 


Number to be laid off




Timeframe of layoffs 




For Closings  - Staggered Layoffs? 
Closing Date?


Facility Closing – Is the property leased?  Is it going to be sold?   

What type of business is it?
Service? 
Manufacturing?

What type of Service is performed or Product made?

If Manufacturer, discuss Trade Impact

Is the production moving?  

Is it moving outside US? 




Is the competition foreign?  

Has the company lost sales, production or market share? 

Do you make a part or supply materials to manufacturers of a finished product?  

Do they have foreign competitors or are they moving production offshore? 

Are they certified for Trade? (May be Secondary Workers)   

Demographic Information 




Worker’s Skills – job descriptions, skill descriptions, etc. 

Salaries – Salary ranges related to experience and job titles




Average Years of Employment

Gender and Age breakdown - estimates 

Retirees – Will any employees be retiring? 

ATTACHMENT (A) ~ CONTINUED 

Retirement or pension package – get a copy or description for UI. 

Will job transfers be available? 

Education  - Percent w/some H.S./ H.S. Grads/Some College/College

Commuter Patterns - Where do they drive from?  Resident Areas (Counties and States)

Employer Services - Are they providing outplacement services by contract or through HR? 

What services are being provided? 


Severance Package – Are they providing one?  What benefits are being provided?  

Obtain a copy for UI.  

When people leave the company are there any companies that tend to employ them? 

Obstacles  

Is literacy an issue?  Math?  Is there a large ESL Population? 

Are the job skills unique to the employer? 

Will they have difficulty transferring their job skills?

Large numbers of Older Workers? 

Limited opportunity in local economy?

Services Strategy

Rapid Response Orientations – Time – location – number of sessions – time allowed by employer for sessions. These sessions need to be coordinated with employer, LWIB/O-S and UI.  Try to schedule these sessions at this meeting. 

On-Site Services – Workshops- Seminars – Job Fair - Assistance Center.  These services need to be coordinated with LWIB/O-S.  

UI Claims – contact point – claims processing (paper bulk- phone – bulk – online – by phone) Coordinate with Area Claim Center. 

After Meeting

Work out State and local RR Team coordination concerning follow-up.  Begin to discuss  funding needs from WIA (RR, NEG) and TAA.  Report results to DSU. 

ATTACHMENT (B) 
Outline for Rapid Response Information Sessions 

Introduction of Local Rapid Response Team 

WIA – One-Stop Staff - Representative

Unemployment Insurance Staff – Representative 

Purpose of the Session 

One hour program providing information on One-Stop Transition Services, Unemployment Insurance, Trade Act for Manufacturing Workers (this program would be mentioned as a possible option).  Trade Certified Workers will need a longer information session to explain benefits.  Allow participants to ask questions on benefits.  The below 60 minute format is just a guide for the bare minimum timeframe. Typical sessions may run 90 minutes based on Q & A period. When promoting Orientation Sessions use 60 to 90 minutes as a range.  Trade Impacted Dislocations will require additional sessions to discuss TAA and TRA Benefits. 

State Regional Representative will do introductions and lead presentation.  

(5 minutes or less) 

WIA – One-Stop Staff will explain One-Stop Services from Core to Training  Services.  (15 minutes)

Unemployment Insurance - UI Claim Center Representative will explain the filing process and basic points of unemployment eligibility, requirements and payment process.  (20 minutes)

Q and A portion will be a direct opportunity for the customers to ask question concerning any of the benefits discussed.  (20 + minutes)

Material Handouts 

State Dislocated Worker Guide

Local WIA – One-Stop Brochure, Customer Survey, etc

UI – Brochure 

Details of presentation material to be covered – the State Representative/ Orientation leader is to make sure these topic points/talking points are covered in the RR Orientation Session. 

WIA Services  

Job Seeker – Self-service - Core Services 

MWE, Employer Recruitment, Job Fairs, Self-help tools, LMI

Workshops – Seminars – Counseling – Career Planning/Tools and Information 

ATTACHMENT (B) ~ CONTINUED

Intensive Services - Resume Assistance, Assessment, Interviewing techniques, networking, etc   

Tools for Training Preparation – remediation, refresher programs, GED, etc 

Job Training – Occupational Skills, Customized, On-the-Job, Post-Secondary 

In-demand occupations and growth industries served by this training 

Training Providers – Community Colleges, Colleges, University, Technical/ Proprietary Schools  - information about approved training 

The LWIA Training Cap

When discussing Training Services, the LWIA Training Cap should not be used in the Presentation or QandA Portion.  Some areas see the cap as a marketing tool that promotes the service.  However, customers view this cap as a training account balance or entitled amount of funding for training services.  The DSU wants locals to provide information or background on the local average length of training, the average cost of training provided and typical types of training approved.  We need to remove potential misunderstandings about training caps and training services. The best way to reduce these misinterpretations is to stop marketing training in fixed dollar amounts at the high end.  

In addition to the Training Cap Issue, it is important to emphasize pre-approval for Training Services.  Emphasize that Training Assistance is not a tuition reimbursement program. Training Assistance must be shown as part of an assessment process involving the One-Stop Counselor from the beginning to make an informed decision.   

UNEMPLOYMENT INSURANCE  

Usually, the unemployment insurance portion of the program is covered by the area UI Claim Center Representative. 

General Items to be covered 

UI Weekly Benefit Amount 

Filing Claims on-line or by phone 

Bulk Claim Process - based on Claim Center offering service. 


Tele-cert process, Web-cert process

Severance 

Vacation Pay

Retirement/Pension Benefits

Work Search – Able ~ Available ~ Actively Seeking Work  

ATTACHMENT (B) ~ CONTINUED 

Part-time Employment 

Dependent Allowance 

Q and A 

Floor is opened for questions concerning presentation topics. 

ATTACHMENT  (C) 

Unemployment Insurance Benefits

Applying for benefits 

By phone – 1-877-293-4125 ~ 8am – 3pm Mon-Fri

Online  Website ~http://www.mdunemployment.com

Bulk Claim arrangements sometimes possible through the employer and local claim center 

Eligibility 

layoff/job abolishment 

Able and Available/Actively Seeking Full-time Work without restrictions

Weekly benefits 

Monetary eligibility – must have sufficient wages during the base period (give current base period); these wages determine your weekly benefit amount. 

Up to 26 weeks of full benefits in a benefit year which is one year from the time you file your claim 

paid biweekly after the first one week check is paid

weekly benefit range $25 to $340 - approximately 50% of weekly gross wages up to $340. 

Work Search Requirements

Two job contacts weekly

In-Person - drop off resume/application 

Internet - email resume/application 

Mail - resume/application

maintain a list of all employer job contacts

Claimants using the One-Stop Center for job searching may use that as one of their job contacts.

Suitable Work - based on previous work experience, prevailing wage in your geographic area, distance, length of unemployment 

Any Issue on Suitable Work is decided on a case-by-case basis. 

NOTE – The presenter should allow Suitable Work to come up in the QandA Portion.  As experience has shown us this issue is controversial and time consuming in the formal presentation portion. 

ATTACHMENT  (C) ~ CONTINUED 

Work Search Waiver 

Allows you to go to school and receive your unemployment insurance and not look for work  

Dislocated Workers in WIA Approved Training

Trade Impacted Workers in TAA Approved Training 

Unemployed and training plans outside the WIA/TAA One-Stop System may be approved through the Claim Center Director.  

Getting a benefit check 

TELECERT - filing your claims by phone 

WEBCERT - filing your claims online 

First cert is done the Sunday after claim is filed; first check is usually received in about 10-14 days 

Claim information is available 7 days a week 24 hours a day 

Filing the cert is every other week for biweekly benefits 

Note your first telecert/webcert will be for one week.  

Part-time Employment 

Claimants may earn $100 gross wages per week without any deduction to their weekly unemployment benefits – total gross wages must be reported to UI. Report all wages when earned including self-employment, odd jobs. Must be Able/Available and seeking Full-time Work.  If you earn over your weekly benefit your claim will close. Must contact the claim center to reopen claim when unemployed again.

Severance/Vacation/Bonus Payouts 

Severance payments caused by a permanent job abolishment and/or closure do not delay payment of unemployment insurance benefits unless there is Wage Continuation - which means you are continuing to receive  all the benefits of a working employee 

Vacation and Bonus payments are not deducted if separation is an indefinite layoff

Pension Benefits – Base Period Employers 

LUMP SUM Pension or Profit-Sharing- not deductible if paid at time of layoff/shutdown of operations or rolled into a qualified retirement account within 30 days  

ATTACHMENT  (C) ~ CONTINUED

MONTHLY PENSION from base period employer – deducted as follows:

Contributory - you paid a portion - 50% reduction 

Non-Contributory - employer pays all -100% reduction 

Monthly pension is divided equally per week for the entire month.

Pensions – Non-base period employer

Other Pensions or Retirements from non-base period employers are not deductible

Social Security is not deductible but you cannot restrict your availability or work search to part time

Other Issues 

Unemployment is Taxable

Your Unemployment Insurance Benefits are taxed as income. You can authorize UI to withhold federal and/or state taxes from your weekly benefit check. If you are an out-of-state resident only federal would be withheld. 

Filing an Interstate Claim 

Individuals who worked in a state other than Maryland during the base period may need to file against the other state. Contact the claim center for information on how to file your claim. 

Dependent Allowance

Individuals with dependent children under age 16 years may be eligible for the dependent allowance of $8 per dependent per week (max. of 5 dependents).  

If you are eligible for the maximum benefit on unemployment insurance, you will not receive the dependent allowance unless we are paying a partial check for a particular week.  To ensure receipt of the dependent allowance, you need to file for the benefit at the start of your unemployment insurance benefit claim. 

Sick Claim 

If you become unable to work while receiving unemployment insurance benefits, you may be eligible for a sick claim and still receive your benefits. You will need to answer the telecert/webcert questions appropriately. Remember you must have been eligible for unemployment insurance prior to the sick claim being established. 

Child Support 

Court Ordered Child Support will be garnished from your unemployment insurance benefits prior to release of the benefit to you.  Any other agreed to Child Support will not be deducted.   

TIME FOR .....QUESTIONS and ANSWERS
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