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Federal Goal Statement

“The TAACCCT (Trade Adjustment Assistance Community College Career Training) provides
institutions of higher learning funds to expand and improve their ability to deliver education and
career training programs that can be completed in 2 years or less, and that result in skills, degrees,
and credentials that prepare program participants for employment in high-wage, high— skill
occupations and are suited for workers who are eligible for training under the TAA for Workers

Program, chapter 2 of Title Il of the Trade Act of 1974.”

“The overarching goals are to increase attainment of degrees, certificates, and other industry
recognized credentials and better prepare the targeted population, and other beneficiaries for high-
wage, high-skill employment via four priority strategies: 1) Accelerate progress for low-skilled and
other workers; 2) Improve retention and achievement rates to reduce time to completion; 3) Build
programs that meet industry needs, including developing career pathways; 4) Strengthen online and
technology-enabled learning.”

Consortium Goal Statement

“Six community and state colleges located in the southeastern section of the United States have
formed a unique and lasting partnership in order to improve education and training opportunities for
TAA-eligible workers, veterans and long-term unemployed adults, but more lastingly, facilitate a
permanent change in approach to serving employers, workers and the community at-large. The
Southeastern Economic and Education Leadership Consortium (SEELC) seeks to utilize the TAACCCT
program as a means of systems change, whereby community colleges in a variety of diverse economic
and demographic settings can serve as leaders in integrating regional economic and workforce
development to improve the skills and employment of individuals, and in turn, foster a business
growth climate that offers more opportunities for all members of the community.”

Consortium Mission Statement

“The mission of the Southeastern Economic and Education Leadership
Consortium (SEELC) is to implement sustainable educational
innovations for the advanced manufacturing sector.”

Consortium Vision Statement

“To prepare a skilled workforce.”
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Strategies and Sub-strategies

Strategy 1: Develop National Standards-Based Career Pathway Opportunities

Strategy 1.1

Strategy 1.2

Strategy 1.3

Strategy 1.4

Strategy 1.5
Strategy 1.6

Strategy 1.7

Develop curriculum and credentials aligned to national industry
standards and competencies with support from AWS and NIMS
Align national industry credential development to current TAACCCT
projects and develop articulation options

Align national industry credential development to existing and new
associate’s degrees to foster educational options for participants
Develop articulation agreements between non-credit to credit
institutions, such as TN Technology Centers and 2+2 articulation
agreements

Establish AWS Accredited Test Facilities (ATF) at each institution
Hire new full-time faculty and adjuncts with experience in industry in
order to increase capacity for courses tied to national industry
competencies and credentials

Recruit and enroll program participants, conduct WorkKeys
assessments and develop work-based learning opportunities

Strategy 2: Develop Ongoing Career Support and Post-Program Assessment of

Competencies
Strategy 2.1

Strategy 2.2
Strategy 2.3

Strategy 2.4

Strategy 2.5

Hire Recruitment, Retention & Completion Coaches and Develop
Standard Program Intake Procedures

Establish Job Placement and Job Retention Strategies

Install REAL WELD trainers at institutions; conduct EWI training; engage
employers in customized training opportunities

Engage in continuous program improvement practices and third-party
program evaluation

Collect Participant Data, Prepare DOL Quarterly Reports, Track
Outcomes Data

Strategy 3: Develop Regional Collaborative to Address Worker Skill Needs

Strategy 3.1
Strategy 3.2

Strategy 3.3

Create Regional Collaborative council with WIBs, Econ. Dev. Agencies
and employers

Identify employer engagement unified strategies between community
colleges, WIBs and Econ. Dev. Agencies

Leverage existing and future resources, including discretionary grants,
and collaborate on business relocation, recruitment and growth
strategies

Taken from Project Work Plan (SOW) with Dates submitted 04/20/2014



https://www.dropbox.com/s/7x8inv33j4jmmqh/05202014_Project%20Workplan%20with%20Dates.pdf?dl=0
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Project Work Plan
Strategy 1: Develop National Standards-Based Career Pathway Opportunities Total Cost: $ 6,792,099 (direct costs)
Activities Colleges Implementer(s) Costs Time & Milestones Deliverables
Involved
Develop curriculum and PSCC Program Director Personnel: $204,450 | Year 1 Q2-Q4, Year 2 1. New Career Pathways
credentials aligned to national NSSC Project Managers Travel:10,256 (12/1/2014 — 09/30/2015) Featuring Stacked and
v. | industry standards and PBSC Design Manager Supplies: $14,050 v' Baseline current credentials Latticed Credentials is
; competencies with support from PSC Deans Contractual: and gaps published
g | AWS and NIMS VGCC Faculty $60,240 v Prioritize early credentials 2. Articulation agreements
E RCC AWS needing to be implemented created—Non-credit to
» NIMS v" Engage AWS and NIMS and credit; 2+2; and multi-
EWI implement partnership state
agreements 3. AWS SENSE standards
Align national industry credential PSCC Program Director Personnel: $614,568 | Year 1 Q2-Q4, Year 2, Year 3 implemented at all
development to cutrent PSC Project Managers Travel:$17,450 (12/01/2014 — 09/30/2016) SEELC colleges
N | TAACCCT projects and develop RCC Design Manager Equipment:$256,021 | v Crosswalk credential 4. AWS ATF’s
; articulation options Provosts/VP’s Supplies:$12,056 implementation implemented at all
& AWS Contractual: v Implement AWS SENSE SEELC colleges
8 NIMS $240,240 Standards in SEELC 5. New AWS and NIMS
o EWI v Sign articulation agreements credentials offered at all
TAACCCT Grantees across states based on SEELC colleges
standardized competencies 0. Man.ual identifying
Align national industry credential PSCC Program Director Personnel: $486,114 | Year 1 Q3-Q4, Year 2, Year 3 qlttlculurn that can be
@ | development to existing and new | NSSC Project Managers | Travel:17,450 (04/01/2014 — 09/30/2016) implemented to
; associate’s degrees to foster PBSC Design Manager v' Begin degree approval industry standards as
& | cducational options for PSC Provosts/VP’s process with state higher ed. developed by
E participants VGCC Deans authorities TAACCCT grantees
7] RCC Employers v" Develop hybrid courses and SEEL_C
State Higher Ed. Staff aligned to associate’s degrees 7. New hybrid courses
Develop articulation agreements PSCC Program Director Personnel: $542,419 Year 1 Q4, Year 2, Year 3 creat.e.d .
< | between non-credit to credit NSSC | Project Managers | Travel:$23,900 (07/01/2014 —09/30/2016) |5 Additional faculty hired
« | institutions, such as TN PBSC Design Manager Supplies:$22,500 v" Negotiate with non-credit o. All program )
& | Technology Centers and 2+2 PSC Deans Contractual:$35,000 pattners ?anggement leadership
% articulation agreements VGCC Faculty V' Develop credit transfer 10 Clre
- RCC  |State Higher Ed. Staff guide - Lompetency )
® v" Publish complete pathway assessments provided
ouide identifying transferable
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o | Establish AWS Accredited Test PSCC Project Managers Personnel: $439,112 | Year 1 Q3-Q4, Year 2
+~ | Facilities (ATF) at each institution | NSSC Design Manager Travel: $11,978 (04/01/2014 — 09/30/2015)
3 PBSC Provosts/VP’s Equipment: v AWS visits campus locations
% PSC Deans $1,893,700 v" Implement ATF standards
= VGCC Faculty Contractual:$163,345 | v/ Enroll students in Certified
@ RCC AWS Welding training

Hire new full-time faculty and PSCC Project Managers Personnel: $914,896 | Year 1 Q3-Q4
Q | adjuncts with experience in NSSC Provosts/VP’s Supplies:$342,684 (04/01/2014 — 09/30/2014)
; industry in order to increase PBSC Deans v" Develop model position
® | capacity for courses tied to PSC College HR description questionnaire
E national industry competencies VGCC v" Advertise positions and
% | and credentials RCC screen candidates

v' Interview and hire

Rectruit and enroll program PSCC Project Managers Personnel: $289,422 | Year 1 Q3-Q4, Year 2; Year 3

participants, conduct WorkKeys NSSC Completion Coaches | Travel:$24,920 Q1-Q2
N | assessments and develop work- PBSC  |Outcomes Specialists | Supplies:$71,348 (04/01 /2014 — 03/31/2016)
v+ | based learning opportunities PSC WIBs Contractual: $83,980 | v' Develop recruiting materials
3 VGCC Employers v" Conduct outreach through
% RCC Community Partners employers and community
- partners
@ v" Implement partnership

referral process
v' Meet recruitment targets

skills and prior learning
assessment

11. Program participant
targets are met.

12. SEELC colleges
become NIMS
accredited (RCC is
already and can
mentor.)

Strategy 2: Develop Ongoing Career Support and Post-Program Assessment of Competencies Total Cost: $ 3,676,072 (direct

costs)
Activities (Callls Implementer(s) Costs Time & Milestones Deliverables
Involved

Hire Recruitment, Retention & PSCC Project Managers Personnel: $371,584 | Year 1, Q2-Q4 . Completion Coaches
- Completion Coaches and NSSC Completion Coaches | Travel:$13,188 (01/01/2014 —09/30/2014) hired at all colleges
o Develop Standard Program PBSC College HR Supplies:$52,349 v Develop model position 2. Intake manual
& | Intake Procedures PSC WIBs description questionnaire published
% VGCC | Community Partners v' Advertise positions and 3. Participant portfolio
& RCC screen candidates process implemented
@ v’ Interview and hire and available for

v" Develop intake manual patticipants

o Establish Job Placement and Job PSCC Project Managers Personnel: $359,430 Year 1, Q3-Q4, Year 2, Year 3 4. REAL WELD
o~ Retention Strategies NSSC Completion Coaches | Travel: $11,405 (04/01/2014 —09/30/2016) competency assessment
3 PBSC Outcomes Specialists | Contractual: v Align credential design to framework established
% PSC WIBs $428,293 current and future jobs 5. REAL WELD
= VGCC | Econ Dev. Agencies v’ Establish job placement alignment with AWS
@ RCC Employers targets among partners SENSE standards and
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v" Develop “participant
portfolios” for hiring

Install REAL WELD trainers at PSCC Project Managers Personnel: $200,000 | Year 1 Q4, Year 2 Q1-Q3
institutions; conduct EWI NSSC Design Manager Travel: $19,560 (07/01/2014 — 06/30/2015)
™ | training; engage employers in PBSC EWI Equipment:$234,600 | v' Purchase RW systems
‘; customized training PSC AWS Supplies:$31,459 v" Conduct faculty training and
® | opportunities VGCC Employers Contractual: align curriculum
s RCC $147,608 v" Develop assessment
] procedures
v' Align with AWS SENSE
Standards
Engage in continuous program PSCC Program Director Personnel: $364,124 | Year 1, Year 2, Year 3, Year 4
improvement practices and (primary) Project Managers Travel:$4,300 (10/01/2014 —09/30/2017)
third-party program evaluation NSSC  |Outcomes Specialists | Evaluator: $797,979 | v/ Procure third-party
< PBSC Evaluator evaluator
‘; PSC v" Submit full evaluation plan
2 VGCC to DOL
E RCC v" Implement evaluation
b protocols
v" Design continuous feedback
mechanism
v' Establish DropBox site
Collect Participant Data, Prepare PSCC Program Director Personnel: $478,653 | Year 1, Year 2 ,Year 3 ,Year 4
DOL Quartetly Reports, Track (primary) Project Managers Travel:$7,659 (10/01/2014 —09/30/2017)
Outcomes Data NSSC  |Outcomes Specialists | Supplies:$21,563 v" Implement and train on
n PBSC Social Solutions Contractual:$132,500 ETO software data system
: PSC WIBs v" Submit quarterly reports on
> VGCC State UI Agencies time
E RCC State Depts of Ed v" Develop outcomes
) dashboards

v Establish informed consent
guidelines and data sharing
agreements

common cutticulum
created

. NIMS post-program

assessment created

. NIMS Machinist

credential validation
process implemented.




GgSFEEC

o

GRANTS MANUAL

Strategy 3: Develop Regional Collaborative to Address Worker Skill Needs

Total Cost: $1,039,618 (direct costs)

asset and infrastructure map

Activities Colleges Implementer(s) Costs Time & Milestones Deliverables
Involved

« | Create Regional Collaborative PSCC College Presidents | Personnel: $249,145 | Year 1 Q2-Q3; Quarterly . Regional Collaborative
@ | council with WIBs, Econ. Dev. NSSC Project Managers Travel: $9,040 thereafter mission, vision and
8 | Agencies and employers PBSC Deans Supplies: $4,586 (01/01/2014 -09/30/2017) strategies statement
% PSC WIBs Contractual: $39,355 | v/ Identify partners . WIA and other waiver
= VGCC | Econ Dev. Agencies v" Develop charter and scope opportunities identified
@ RCC Employers v" Develop vision and mission to support

Identify employer engagement PSCC Project Managers | Personnel: $470,913 | Year 1 Q3-Q4; Year 2, Year 3 collaborative
~ unified strategies between NSSC Deans Supplies: $12,763 (04/01 /2014 —09/30/2016) . MOU regarding
® | community colleges, WIBs and PBSC WIBs Contractual: $35,000 | v' Benchmark existing efforts employer engagement
& | Econ. Dev. Agencies PSC Econ Dev. Agencies v Identify overlap activities
% VGCC Employers v Develop MOU . Workforce and
- RCC Community v Conduct collaborative, Education asset and
@ Partners rather than competitive infrastructure map

outreach . New pa'rtnerships with

Leverage existing and future PSCC Project Managers Personnel: $209,040 | Year 2, Year 3 foupdamons,.vegture
M | resources, including discretionary NSSC WIBs Travel: $3,456 (10/01/2014 — 09/30/2016) capital organizations
: grants, and collaborate on PBSC Econ Dev. Agencies | Supplies: $6,320 v Align pathways to econ. dev. and others
® | business relocation, recruitment PSC Foundations activities
E and growth strategies VGCC Venture Capital v" Develop new partnerships
) RCC State Agencies v" Research/publish workforce
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Reporting Outcome Measures:

B: Cumulative Participant Outcomes

1. Unique Participants Served/Enrollees
2. Total Number Who Have Completed a Grant-Funded Program of Study
2a. Total Number of Grant-Funded Program of Study Completers Who Are Incumbent
Workers
3. Total Number Still Retained in Their Programs of Study (or Other Grant-Funded Programs)
4, Total Number Retained in Other Education Program(s)
5. Total Number of Credit Hours Completed (aggregate across all enrollees)
5a. Total Number of Students Completing Credit Hours
6. Total Number of Earned Credentials (aggregate across all enrollees)
6a. Total Number of Students Earning Certificates - Less Than One Year (aggregate across all
enrollees)
6b. Total Number of Students Earning Certificates - More Than One Year (aggregate across all
enrollees)
6¢c. Total Number of Students Earning Degrees (aggregate across all enrollees)
7. Total Number Pursuing Further Education After Program of Study Completion
8. Total Number Employed After Program of Study Completion
9. Total Number Employed After Retained in Employment After Program of Study
Completion
10. Total Number of Those Employed at Enrollment Who Receive a Wage Increase Post-
Enrollment
C: Cumulative Participant Summary Information
la. | Male

1b. | Female

2a. | Hispanic/Latino

2b. | American Indian or Alaskan Native

2c. | Asian

2d. | Black or African American

2e. | Native Hawaiian or Other Pacific Islander
2f. | White

2g. | More Than One Race

3a. | Full-Time Status

3b. | Part-Time Status

4 Incumbent Workers

5 Eligible Veterans

6. Participant Age (mean)

7. Persons with a Disability
8

9

Pell-grant eligible
TAA-eligible
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Program Outcome Measures:

Outcome Measure Targets for all Participants
Total Unique Participants Served Year 1: 390 Total:
Cumulative total number of individuals entering any of the grant- Year 2: 659 1,736
funded programs offered Year 3: 687

Total Number of Participants Completing a TAACCCT-Funded Year 1:152 Total:
Program of Study Number of unique participants having earned all Year 2: 417 1,074
of the credit hours (formal award units) needed for the award of a Year 3: 505

degree or certificate in any grant-funded program

Total Number of Participants Still Retained in Their Program of Study | Year1:192 Total:
or Other TAACCCT-Funded Program Year 2: 150 522
Number of unique participants enrolled who did not complete and are Year 3: 180

still enrolled in a grant-funded program of study

Total Number of Participants Completing Credit Hours Year 1: 233 Total:
Total number of students enrolled that have completed any number of|  Year 2: 347 935
credit hours to date Year 3: 355

Total Number of Participants Earning Credentials Year 1: 315 Total:
Total number of participants completing degrees and certificates Year 2: 529 1,329
in grant-funded programs of study Year 3: 485

Total Number of Participants Enrolled in Further Education After Year 1: 40 Total:
TAACCCT-funded Program of Study Completion Year 2: 105 277
Total number of students who complete a grant-funded program of Year 3: 132

study and enter another program of study

Total Number of Participants Employed After TAACCCT-funded Year1:134 Total:
Program of Study Completion Year2:277 991
Total number of students (non-incumbent workers only) who Year 3: 378

completed a grant- funded program of study entering employment in |Year 4 (follow-

the quarter after the quarter of program exit up only): 202

Total Number of Participants Retained in Employment After Program Year1:114 Total:
of Study Completion Year 2: 191 787
Total number of students (non-incumbent workers only) who Year 3: 298

completed a grant-funded program of study and who entered Year 4|(f9”1°8VX'
employment in the quarter after the quarter of program exit who up only):

retain employment in the second and third quarters after program

Total Number of Those Participants Employed at Enroliment Who Year 1: 60 Total:
Received a Wage Increase Post-Enrollment Year2:122 377
Total number of students who are incumbent workers and who Year 3: 157

enrolled in a grant-funded program of study who received an increase |Year 4 (follow-

in wages after enrollment up only): 38
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Reporting Outcome to Program Outcome Conversion Cart:

Program Outcome = | Reporting Outcome
1. Total Unique Participants Served = | B:1
2. Total Number of Participants Completing a TAACCCT
= | B:2

Funded Program of Study
3. Total Number of Still Retained in Their Program or Other | _ B:3
TAACCCT-Funded Program '
4. Total number of Participants Completing Credit Hours = | B:5a
5. Total Number of Participants Earning Credentials = | B:6a+6b+6¢C
6. Total Number of Participants Enrolled in Further
Education After TAACCCT-Funded Program of Study = | B:7
Completion
7. Total Number of Participants Employed After TAACCCT

. = | B:8
Funded Program of Study Completion
8. Total Number of Participants Retained in Employment - B9
After TAACCCT-Funded Program of Study Completion '
9. Total Number of Those Employed at Enrollment Who - | B:10
Receive a Wage Increase Post Enrollment '

Reporting and Outcome Measure Resources:

TAACCCT Data Elements for Individual-Level Participant Data Collection — Rounds 2, 3, & 4
TAACCCT Reporting Handbook — Annual & Quarterly Program Reporting (11/01/2012)
TAACCCT TA Guide for Reporting Documentation (06/30/2016)

TAACCCT FAQ #1 — Participant Reporting (01/18/2012)

TAACCCT FAQ #2 — Annual Performance Report (amended 07/08/2013)

TAACCCT FAQ #3 — Grant Programs, Programs of Study, & Non-Credit Students (07/10/2013)
TAACCCT FAQ #4 — Miscellaneous Questions on Reporting

TAACCCT FAQ #5 — What is a Participant? (08/01/2014)

Participant Flowchart — Who Counts as a Participant
TAACCCT FAQ#6 - Six-Month Grant-Funded Program Activities Extension
TEGL 17-05 Attachment B — Definitions of Key Terms



http://www.doleta.gov/taaccct/pdf/taaccct_round2_participant_report.pdf
http://www.doleta.gov/taaccct/pdf/taaccct_round2_handbook.pdf
https://www.dropbox.com/s/ccl2zzjo6isbnf1/TAACCCT%20TA%20Guide%20for%20Reporting%20Documentation_FINAL_06.30.16.pdf?dl=0
https://www.dropbox.com/s/fkqplxqmiilss9s/TAACCCT-FAQ-1-Participant-Reporting%20Defined.pdf?dl=0
https://www.dropbox.com/s/h0798q4c5vfsrtv/TAACCCT_Round_2-3-4_FAQ_%232_Amended.pdf?dl=0
https://www.dropbox.com/s/169remgtgadxywi/TAACCCT_GRANTEE_ROUND_3_FAQ__3_-_NON-CREDIT_STUDENTS.pdf?dl=0
https://www.dropbox.com/s/ivime4fz7v6hyg0/TAACCCT_GRANTEE_ROUND_3_FAQ__4_-_MISCELLANEOUS_QUESTIONS_ON_REPORTING.pdf?dl=0
https://www.dropbox.com/s/v8c98w3yvy7to24/Rounds_2-3-4_FAQ__5_-_What_is_a_participant.pdf?dl=0
https://www.dropbox.com/s/97rqjcz7l392yxv/Who_Counts_as_a_Participant_Flow_Chart.pdf?dl=0
https://www.dropbox.com/s/jr6364stflkenmy/TAACCCT_FAQ_%236_Performance_and_Extension_FINAL.pdf?dl=0
https://www.dropbox.com/s/kv28x9u93yxyrgr/TEGL17-05_AttachB%20%281%29.pdf?dl=0
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Outcome Commitments by College by Year with SEELC Totals 4 &
Outcome Measure Targets for All Participants
Total Ur.uque Partlmpants Se.:r\.led _ Year 1 126 10 80 34 60 80 390
Cumulative total number of individuals entering any of the grant-funded
1 |programs offered Year 2 139 60 122 81 120 137 659 1736
Year 3 160 80 140 87 110 110 687
Total Number of Participants Completing a TAACCCT-Funded Program Year 1 20 5 25 29 25 35 152
9 of Study 1074
Number of unique participants having earned all of the credit hours (formal award|Year 2 82 55 65 55 75 85 417
units) needed for the award of a degree or certificate in any grant-funded program Year 3 98 65 87 95 75 85 505
Total Number of Participants Still Retained in Their Program of Study or [year 1 62 5 53 7 30 35 192
. Other TAACCCT-Funded Program B i
Number of unique participants enrolled who did not complete and are still e 28 5 24 23 25 45 150
enrolled in a grant-funded program of study Year 3 32 10 o1 28 20 56 180
Total Number of Participants Completing Credit Hours . vear 1 76 0 65 29 30 40 233
Total number of students enrolled that have completed any number of credit
4 |hours to date Year 2 83 0 68 66 60 70 347 935
Year 3 96 0 69 80 55 55 859
Total Number of P.a\rtlupants Ear_nmg Credentials B . Year 1 101 9 65 97 49 64 315
Total number of participants completing degrees and certificates in grant-funded
5 programs of study Year 2 111 49 98 65 96 110 529 1329
Year 3 113 57 99 62 77 77 485
Total Number of Participants Enrolled in Further Education After Year 1 0 5 3 18 5 4 20
6 TAACCCT-funded Program of Study Completion 077
Total number of students who complete a grant-funded program of study and Year 2 10 40 8 38 5 4 105
enter another program of study Year 3 15 50 1 6 5 5 132
Total Number of I"artlupants Employed After TAACCCT-funded Program Year 1 31 10 33 20 25 15 134
of Study Completion
7 Total number of students (non-incumbent workers only) who completed a grant- |Year 2 35 35 50 47 35 75 277 991
funded program of study entering employment in the quarter after the quarter of Year 3 90 55 70 43 45 75 378
program exit
Year 4 (follow up only) 30 10 50 30 50 32 202
Total Number c.)f Participants Retained in Employment After Program of Year 1 15 8 30 0 25 36 114
Study Completion
8 Total number of students (non-incumbent workers only) who completed a grant- | Year 2 33 32 47 18 35 26 191 787
funded program of stu_dy and Wh_O entered emplqyment in the quarter after the Year 3 54 52 68 33 45 6 298
quarter of program exit who retain employment in the second and third quarters
after program exit Year 4 (follow up only) 18 10 30 44 30 52 184
Total‘ Number of Those Participants Employed at Enrollment Who Year 1 5 5 3 0 5 1 60
Received a Wage Increase Post-Enroliment
9 Total number of students who are incumbent workers and who enrolled in a grant{ Year 2 15 25 46 22 5 9 122 377
funded program of study who received an increase in wages after enrollment Year 3 20 45 51 2 5 14 157
Year 4 (follow up only) 7 5 10 0 8 8 38
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SEELC Grant Definitions:

Participant — any individual admitted at the host institution at some point
during the reporting year, and registered for a course or program in Welding,
Machining, or Advanced Manufacturing.

Completer —a participant who has successfully met and demonstrated
competency in all course or program skills, lecture, laboratory requirements,
and had credential(s) conferred by the college or school.

Completing Credit Hours — any individual who completes, has awarded or has
earned at least one (1) or more credit hours within the reporting year.

Credential — successful completion and awarding of the identified industry
recognized certification, conferred college or school degree, diploma, and/or
certificate in the areas of Welding, Machining, or Advanced Manufacturing.

Enrolled in further education — upon conferral of a credential, an individual
who continues to enroll in training courses or credit classes in pursuit of an
additional industry recognized certification, conferred college or school degree,
diploma, and/or certificate.

Reporting year — The data year you are reporting on is the previous “defined”
year, beginning October 1 and ending September 30

e |Initial discussion of SEELC definitions started in April 2014 following the SEELC Kick-Off meeting at
PSCC.

o Definition drafts circulated over the following months with final definitions adopted at the SEELC
meeting at RCC in September 2014.

e  Minor changed were suggested and adopted by the Admin Leadership Committee to the definitions on
October 15, 2014.

e Change to Participant Definition, deletion of the statement “and who has completed intake and opted
in to the SEELC Program offerings.” were adopted by the Admin Leadership Committee on June 10,
2015.

SEELC Participant Definitions folder in Dropbox
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https://www.dropbox.com/sh/xg0zkx2ml2qujxi/AACbbbwbjqTgEFU524_eQBsPa?dl=0
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SEELC Grant Deliverables:

ID# | Strategy ID Deliverable Detailed Description & Resources:
1 Strategy 1: New Career Pathways Featuring Stacked The word ‘published’ simply means disseminated and can include both print and electronic media
Deliverable 1 and Latticed Credentials is published (i.e. website/pdf). The point of the deliverable is for each Project to produce Career Pathway

documents for SEELC related programs of study. Examples Career Pathway Documents including
a ‘blank template’ can be found HERE.

2 Strategy 1: Articulation agreements created—Non- For this deliverable, focus should first be given to establishing articulation between the non-credit
Deliverable 2 credit to credit; 2+2; and multi-state and credit sides within a projects own institution; then articulation agreements with local
vocations institutions and the projects institution; then 2+2 agreements. Any existing articulation
agreements should be documents if used to satisfy the fulfillment of this deliverable.

SACS Position Statement on Transfer of Academic Credit

3 Strategy 1: AWS SENSE standards implemented at all The AWS SENSE Program is a comprehensive set of minimum Standards and Guidelines for
Deliverable 3 SEELC colleges Welding Education programs. Palm Beach State’s AWS SENSE QA Manual and additional
resources for SENSE standards implementation can be found HERE.

4 Strategy 1: AWS ATF’s implemented at all SEELC The AWS Accredited Test Facility (ATF) program requires that a facility implements a quality
Deliverable 4 colleges assurance program that meets the requirements established in the QC4-89, Standard for the
Accreditation of Testing Facilities. The requirements include that the facility has a Quality Manual
that controls the activities related to the testing of welders in the facility according to

QC7, Standard for AWS Certified Welders.

Palm Beach State’s AWS ATF QA Manual and additional resources for ATF implementation can be

found HERE.
5 Strategy 1: New AWS and NIMS credentials offered at | Once a Project completes Deliverables 3, 4, and/or 12 it can start offering the opportunity for
Deliverable 5 all SEELC colleges AWS and NIMS credentials respectively. Once credentialing opportunities are offered to students

through the college this deliverable can be marked as met on the Quarterly Narrative Report.

6 Strategy 1: Manual identifying curriculum that can be | Each SEELC project is tasked with developing a document that outlines it’s curriculum
Deliverable 6 implemented to industry standards as development processes (that uses industry standards)and designs an implementation plan that
developed by TAACCCT grantees and can be replicated within other programs of study or within other regions using the same program
SEELC of study.
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https://www.dropbox.com/s/bhnav36r5fphtc5/Sample%20Pathways%20Docs.zip?dl=0
https://www.dropbox.com/s/t3bgqc3yjox1vhn/blanksample.doc?dl=0
https://www.dropbox.com/sh/c9z30v7kpvlbq81/AABrYUwh832ptpMtGGXiCq1wa?dl=0
http://www.sacscoc.org/pdf/081705/transfer%20credit.pdf
https://www.dropbox.com/s/8jz409okwmnofjn/Sample%20PALM%20-%20SENSE%20QM%20Manuals.zip?dl=0
https://www.dropbox.com/sh/kf56gm7d36qjjnt/AAAjw9wH6yXL5KBLrvGzAFh8a?dl=0
https://app.aws.org/certification/ATF/QC4-89.pdf
https://app.aws.org/certification/ATF/QC4-89.pdf
https://www.aws.org/library/doclib/QC7-93.pdf
https://www.dropbox.com/s/3dw9jfvcz9uhjep/PALM%20-%20Sample%20ATF%20QA%20Manual.zip?dl=0
https://www.dropbox.com/sh/zvvyu34wbyfpmcf/AAALwwvBtJdGgl2co3c8EVNpa?dl=0
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Strategy 1:
Deliverable 7

New hybrid courses created

The term ‘hybrid’ can have many different meanings. It is important for each SEELC project to
first determine how its host institution defines a hybrid course. In March of 2014, the
Consortium was required to submit a Detailed Deliverables Report to the DOL. In this report,
each college identified what hybrid courses they intended to create as part of the SEELC grant.
Hybridization of courses can go on throughout the life of the grant. Once course hybridization
has concluded, each SEELC project should document the courses that were hybridized and make
the deliverable complete on the Quarterly Narrative Report.

Strategy 1:
Deliverable 8

Additional faculty hired

Each project identified faculty positions that would be hired and supported using grant funds
during the life of the grant. Once your project has hired all intended faculty, you should
document all hires and mark the deliverable complete on the Quarterly Narrative Report.

Strategy 1:
Deliverable 9

All program management leadership hired

‘program management leadership’ includes the Consortium Director, the Consortium Design
Manager, and Project Managers at all 6 SEELC partner colleges. This Deliverable should be
marked Complete on your Quarterly Narrative Report on the date that your Project’s first Project
Manager started. Please note, that not all colleges title their Project Managers the same,
however, for reporting/grant related purposes the top level management position paid using
grant funds will be known as the Project Manager.

10

Strategy 1:
Deliverable 10

Competency assessments provided
identifying transferable skills and prior
learning assessment

This refers to the availability of SEELC participants to take the WorkKeys assessment. Each SEELC
participant should be offered the opportunity to take the WorkKeys assessment when they enter
and when they exit the program. WorkKeys results should be entered into the ETO software
system via the [SEELC] WorkKeys Assessment Touchpoint. This deliverable can be marked as
completed on the Quarterly Narrative Report once a clear procedure for offering the WorkKeys
Assessment has been established, documented, and implemented in your Project

11

Strategy 1:
Deliverable 11

Program participant targets are met

At the Project Level, this deliverable can be marked as complete on the Quarterly Narrative
Report once your Project has met its committed participant outcomes. However, it should be
noted that the deliverable will not be met at the Consortium level until total from all 6 projects is
equal to or greater than 1736 unique participants served.

12

Strategy 1:
Deliverable 12

SEELC colleges become NIMS accredited
(RCC is already currently NIMS accredited
and can serve as a mentor to other SEELC
members.)

Each SEELC College with a Machining or Metal forming Training Program of study will actively
seek NIMS Accreditation as part of the grant. The Consortium Lead will pay for NIMS 1-Year
Comprehensive Implementation Program, including Unlimited Registrations, Online Theory Exam
Fees and Accreditation Fees for all Consortium Member Colleges from June 2014-May 2017.
Example Self-Study Manual and additional resources for NIMS Accreditation can be found HERE.

13



https://www.dropbox.com/s/kc9gt8spc3lfwa1/03212014_SEELC_Deliverables_DOL.pdf?dl=0
https://www.dropbox.com/s/b1cijrtbdqef8po/Participant%20Breakdown%20By%20School.pdf?dl=0
https://www.nims-skills.org/web/nims/5
https://www.dropbox.com/sh/kzdhnqozi4q8h5t/AAB9DpULXn-e-ZWRUfQcfOFpa?dl=0
https://www.dropbox.com/sh/o8nilk47wts0h0u/AADNlS6guzqJoe1ASUbPdTSva?dl=0
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Strategy 2:
Deliverable 1

Completion Coaches hired at all colleges

Note: While your Project may not title your position ‘Completion Coach’ and instead call them
‘Advisor Specialist’ or Academic and Career Coach’ or the purposes of this deliverable, as position
within your Project paid by your Project whose primary focus is on the areas of academic
advising, career advising, recruitment, and/or retention of SEELC participants, they position is a
the ‘Completion Coach’ position referenced in the grant and reporting. As such, This Deliverable
should be marked Complete on your Quarterly Narrative Report on the date that your Project’s
first ‘Completion Coach’ started.

14

Strategy 2:
Deliverable 2

Intake manual published

The word ‘published’ simply means disseminated and can include both print and electronic media
(i.e. website/pdf). This intake manual should include both a copy of the Intake Form and a
detailed description of the Intake process for adding and tracking new SEELC Participants.

15

Strategy 2:
Deliverable 3

Participant portfolio process implemented
and available for participants

Each SEELC project is tasked with first defining what a participant portfolio consists of (NOTE:
portfolio can consist of resources already at the host institution), second implement the
participant portfolio into the SEELC programs of study, and third, make SEELC participants aware
of the portfolio and its benefits.

16

Strategy 2:
Deliverable 4

REAL WELD competency assessment
framework established

When implementing the Real Weld System at each school, there should be a clear method of
base lining students coming into the program. As they progress through the program of study,
welding competencies should be regularly updated using this new technology in order to
document progress in the particular skill set in order to help the student build a portfolio that
shows both progress from program entry, and overall mastery.

17

Strategy 2:
Deliverable 5

REAL WELD alignment with AWS SENSE
standards and common curriculum
created

The REAL WELD trainers will be aligned with AWS SENSE standards in order to ensure that each
school’s program are using the same nationally recognized standards in their particular

program. Although regional and local demand will make it necessary to align the machines with
local needs, the AWS SENSE standards will insure continuity in basic skills across the

consortium. This will be done in conjunction with EWI (the developers of the REAL WELD Training
System).

18

Strategy 2:
Deliverable 6

NIMS post-program assessment created

Required step in completed Deliverable #12 ‘Become NIMS accredited’. This consists of a
formulized plan to “how” and “when” students/participants will be tested for NIMS accreditation
and which NIMS credentials the will be tested for. EXAMPLE: The 4 NIMS credentials that we
applied for accreditation are (Measurement, Materials, & Safety),(Job Planning, Benchwork, &
Layout),(CNC Milling Operator),& (CNC Turning Operator). With a slight modification in the

class the first 2 can be integrated into the MET 1005 class. It will also have to be integrated into

14
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the MET 1022 class before accreditation. The CNC Mill and CNC Lathe is taught in the MET 2700
and MET 2720 Classes. The first two credentials are required as a minimum by NIMS and must be
earned before a person can earn the CNC credentials.

19 Strategy 2: NIMS Machinist credential validation Required step in completed Deliverable #12 ‘Become NIMS accredited’. This consists of
Deliverable 7 process implemented establishing a MET TECH committee to review and grade “machined parts” that are submitted for
specific NIMS Credentials.
20 Strategy 3: Regional Collaborative mission, vision and | Each SEELC project is tasked with either creating or working with an existing group to establish a
Deliverable 1 strategies statement collaborative between the college, local chambers, economic development agencies, and
workforce boards for the purpose of develop a strategic approach to working with and serving
the needs of local industry. (i.e. working collaboratively, not competitively)
21 Strategy 3: WIA and other waiver opportunities With WIOA, states will be revisiting waivers and what waivers are allowed. Suggest colleges track
Deliverable 2 %e;nAﬂN &ﬁtoéﬂaborative waivers being requested by states; however, this issue is probably moot due to WIOA transition.
22 Strategy 3: MOU regarding employer engagement Through regional collaborative/partnership, look for ways to work together to engage employers,
Deliverable 3 activities rather than continue to do it independently of one another. NGA has report concerning this as a
guide.
23 Strategy 3: Workforce and Education asset and Provide documentation of local assets, including One-stops, college campus locations, business
Deliverable 4 infrastructure map and industry data, etc. Can use Google maps as backbone.
24 Strategy 3: New partnerships with foundations, Document ways college will track foundation funding opportunities and ways to engage (for

Deliverable 5

venture capital organizations and others

instance VG received small foundation grant after winning SEELC) good example.
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STRATEGIES

ACTIVITIES DELIVERABLES

Strategies = Goals and Objectives
Activities = Tasks and Milestones

Deliverables = Tangibles

Outcomes = People/Participants

16
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Consortium Member Institutions:

W TR Tennessee

Northeast State Community College (NeSCC)
2425 TN-75, Blountville, TN 37617
www.northeaststate.edu

Pellissippi State Community Colllege (PSCC)
10915 Hardin Valley Road, Knoxville, TN 37933
www.pstcc.edu

North Carolina

Randolph Community College (RCC)
629 Industrial Park Ave, Asheboro, NC 27205
www.randolph.edu

Vance-Granville Community College (VGCC)
200 Community College Rd, Henderson, NC 27536

www.vgcc.edu

Florida

Polk State College (POLK)
310 Technology Drive, Bartow, Florida 33830

www.polk.edu

Palm Beach State College (PALM)
4200 S Congress Ave, Lake Worth, FL 33461
www.palmbeachstate.edu

N
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http://www.northeaststate.edu/
http://www.pstcc.edu/
http://www.randolph.edu/
http://www.vgcc.edu/
http://www.polk.edu/
http://www.palmbeachstate.edu/
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Functional Organizational Chart

Pellissippi State Community College

SEELC Program Director and Program Design Manager

I —

Northeast State Pellissippi State Randolph Vance-Granville
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Consortium Committee Meeting Structure:

Committee:

Members:

Meeting Day/Time:

Administrative Oversight Committee

Consortium Director
Consortium Design Manager
NeSCC Project Manager
PALM Project Manager
PSCC Project Manager

POLK Project Manager

RCC Project Manager

VGCC Project Manager
Subject Matter Expert (SME)

1% and 3" Wednesdays @
2PM EST

Student Success Committee

Consortium Design Manager
NeSCC Completion Coach
PALM Completion Coaches
PSCC Completion Coach
POLK Completion Coach

RCC Completion Coach

VGCC Completion Coaches
NeSCC Data & Outcomes Spec.
PSCC Data & Outcomes Spec.
POLK Data & Outcomes Spec.
RCC Data & Outcomes Spec.

1% and 3" Wednesdays @
10AM EST

Outcomes and 3™ Party Evaluation Committees

Northeast State

Consortium Director
Consortium Design Manager
NeSCC Project Manager
NeSCC Completion Coach
NeSCC Data & Outcomes Spec.
ICF, International Reps

TPMA Reps

Feb, May, & Aug

3" Tuesday @ 9AM EST
Nov

2" Tuesday @ 9AM EST

Palm Beach State

Consortium Director
Consortium Design Manager
PALM Project Manager
PALM Completion Coaches
ICF, International Reps
TPMA Reps

Feb, May, & Aug

4™ Tuesday @ 1030AM EST
Nov

3" Tuesday @ 1030AM EST

Pellissippi State

Consortium Director
Consortium Design Manager
PSCC Project Manager

PSCC Completion Coach
PSCC Data & Outcomes Spec.
ICF, International Reps
TPMA Reps

Feb, May, & Aug

4™ Tuesday @ 2PM EST
Nov

3" Tuesday @ 2PM EST

19
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Consortium Design Manager
RCC Project Manager

RCC Completion Coach

RCC Date & Outcomes Spec.
ICF, International Reps
TPMA Reps

Polk State Consortium Director Feb, May, & Aug
Consortium Design Manager 4™ Tuesday @ 9AM EST
POLK Project Manager Nov
POLK Completion Coach 3" Tuesday @ 9AM EST
POLK Data & Outcomes Spec.
ICF, International Reps
TPMA Reps

Randolph Consortium Director Feb, May, & Aug

3" Tuesday @ 1030AM EST
Nov
2" Tuesday @ 1030AM EST

Vance-Granville

Consortium Director
Consortium Design Manager
VGCC Project Manager
VGCC Completion Coaches
ICF, International Reps
TPMA Reps

Feb, May, & Aug

3" Tuesday @ 2PM EST
Nov

2" Tuesday @ 2PM EST

Project Meetings

Northeast State

Consortium Director
Consortium Design Manager
NeSCC Project Manager
NeSCC Completion Coach

NeSCC Data & Outcomes Spec.

1* Tuesday @ 9AM EST

Palm Beach State

Consortium Director
Consortium Design Manager
PALM Project Manager
PALM Completion Coaches

2" Tuesday @ 1030AM EST

Pellissippi State

Consortium Director
Consortium Design Manager
PSCC Project Manager

PSCC Completion Coach
PSCC Data & Outcomes Spec.

2" Tuesday @ 2PM EST

Polk State

Consortium Director
Consortium Design Manager
POLK Project Manager

POLK Completion Coach
POLK Data & Outcomes Spec.

2" Tuesday @ 9AM EST

Randolph

Consortium Director
Consortium Design Manager
RCC Project Manager

RCC Completion Coach

RCC Date & Outcomes Spec.

1** Tuesday @ 1030AM EST

20
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Vance-Granville

Consortium Director 1* Tuesday @ 2PM EST
Consortium Design Manager
VGCC Project Manager

VGCC Completion Coaches

Regional Collaborative Committees

As determined by each
project

College

local Chamber

local Economic Development
Agency

local Workforce Boards

Curriculum & Credentials Development

Committee

As needed at SEELC in
person meetings

College Deans
Project Managers
SME

Meeting Information:

Meeting:
Conference Call Number:
Adobe Connect Link:

Meeting:
Conference Call Number:
Adobe Connect Link:

Meeting:
Conference Call Number:
Adobe Connect Link:

Meeting:
Conference Call Number:

Administrative Oversight Committee
(712) 770-4010; Code 7115194
http://pellissippi.adobeconnect.com/seelc_aoc/

Student Success Committee
(712) 770-4010; Code 7115194
http://pellissippi.adobeconnect.com/ssc/

Outcomes and 3™ Party Evaluation Committees
(712) 770-4010; Code 7115194
http://pellissippi.adobeconnect.com/otpec/

Project Meetings
(712) 770-4010; Code 711519#

21
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Consortium Level Policy Statements:

SEELC Grant Intake Policy: Each SEELC Project will develop and maintain its own Intake Manual,
containing the project’s Intake Form and detailing the project’s intake processes using SEELC approved
participant definitions and DOL guidelines.

SEELC Grant ETO Policy Statement: For the purposes of participant data tracking and outcomes
reporting, the Efforts to Outcomes (ETO) software system by Social Solutions will be the official
tracking/reporting system of SEELC.

SEELC Grant Reporting Policy and Due Dates:

1.) Each SEELC Project is required to submit the following reports to the Consortium Director
corresponding due dates. If the due date falls on a weekend or holiday the report is due the
next business day (Project Manager)

a. Monthly Project Dashboard Reports — due the 15" of each month
b. Quarterly Narrative Progress Reports - due Jan 25", Apr 25", Jul 25", & Oct 25"
c. Copies of Quarterly Financial Report - due Jan 30", Apr 30", Jul 30", & Oct 30"

2.) Each SEELC Project is required to submit a Quarterly Financial Report (ETA 9130) to the DOL -
due Jan 30™, Apr 30", Jul 30™, & Oct 30™ (Business Office/Grants Accounting)

3.) SEELC Director is responsible for compiling and distributing Monthly Project Dashboard Reports
by the 30" of each month

4.) SEELC Director is responsible for submission of the Consortium Quarterly Narrative Report and
the Consortium Annual Performance Report, which aggregate the activities of all consortium
members. Due dates — Feb 14", May 15", Aug 14", & Nov 14™

5.) SEELC Director is responsible for compiling and distributing Outcome Analysis Reports within 45
days following the end of each quarter.

6.) The DOL may make other requests for reports and/or information. Due dates for project level
submission shall be determined by the Consortium Director.

SEELC Grant Policy Statement concerning Grant Deliverables: Each SEELC Project is required to update
the Progress “Status”, “Actual Start Date”, and “Actual End Date” for Project deliverables on the
Quarterly Narrative Reports. For the Consortium Quarterly Narrative Reports, a deliverable will be
considered “Ongoing” the first time any project lists the deliverable “Ongoing” at the project level
report and that project’s Actual Start Date will be the Consortium’s Actual Start Date; a deliverable will
be considered “Completed” once all projects have listed the deliverable as “Completed” on the project
level reports, and the Consortium’s Actual End Date will be the date the last project completed the
deliverable.

Policy Statement for Incumbent Worker Increase in Wages Measure: Per Kristen Milstead, Workforce
Analyst for USDOL, the TAACCCT APR increase in wages measure for Incumbent Workers is very broad
and nonspecific and can include any type of increase such as increase in wage per hour, increase in
hours per week, receiving benefits, etc. Any increase may be counted as an increase in wages as long as
it is applied consistently. Uses Social Solutions ETO software, this system will only recognize an increase
in wage per hour as an increase in wages. To capture other forms of increases in wages in ETO for
Incumbent Workers, each SEELC develop its own policy and procedure for ETO input and not “actual”
wage increase in the participant file.
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https://www.dropbox.com/s/vzgt7c32ghlaazn/TAACCCT_Performance_Metrics_10-13-15.pdf?dl=0
https://www.dropbox.com/s/vzgt7c32ghlaazn/TAACCCT_Performance_Metrics_10-13-15.pdf?dl=0
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Dropbox Folder Links:

Focus

Folder Content Descriptions:

(1) Consortium Docs & Archives

Consortium Level

This folder contains basic documentation about the SEELC Grant proposal.
Subfolders include Award Letter, Detailed Eval Plan, DOL Correspondence,
Grant Modifications, Original Submission, SEELC College Partnerships, & SGA.
(Shared collaboratively with Consortium Level Staff and Downloadable to
anyone with link)

(2) Consortium Grant Rpts & Meetings

Consortium Level

This folder contains an archives of all SEELC Consortium level reporting to
the DOL and Project level reporting to the Consortium director. It also
contains Consortium level staff reporting such as PAR’s and T&E’s. This
folder does not contain internal Project level reports or Project level staff
reports. (Shared collaboratively with Consortium Level Staff and
Downloadable to anyone with link)

(3) Consortium Op Docs

Consortium Level

The folder contains SEELC Consortium level operational documents in the
areas of Budgets and Purchasing, Personnel, Communications, ETO Software
Docs, Marketing and PR Docs, Grant’s Manual, and Travel. (Shared
collaboratively with Consortium Level Staff and Downloadable to anyone
with link)

(7) SEELC Pre-Work Archive This is an archive document of all electronic information collected by the
PSCC Grants Development Office as part of the SEELC Grant submission prior
to funding. (Downloadable to anyone with link)

(8) SEELC Back-up from Feb 2014 Archive This is an archive document of all electronic information collected by the

PSCC Grants Development Office as part of the SEELC Grant post-award,
prior to the hiring of J Brent Ellis as SEELC Consortium Director.
(Downloadable to anyone with link)
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https://www.dropbox.com/sh/d18c6g1g9ie2b4z/AADGGwyYhoNTj2blmoj18rbra?dl=0
https://www.dropbox.com/sh/2pspj3xo57xlsj6/AADdb8fAeOLTPHE_drQiTNnda?dl=0
https://www.dropbox.com/sh/2ikeo60bmsf8won/AAAk5jE98Fe0CV9cYNI1gmb6a?dl=0
https://www.dropbox.com/sh/oome2ojrj45tqav/AABnKJ8eyk4fMKHPLKJ3F0uYa?dl=0
https://www.dropbox.com/sh/ax70623982tgdbx/AACzs-ULWFhfW_P8_ERYEJS1a?dl=0
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Consortium Wide Sharing

Consortium Level

This folder is used to share informational documents relevant to general
SEELC Project operations and Strategy, Activity, Deliverable and Outcome
completion. (Shared collaboratively with Consortium Level & Project Level
Staff and Downloadable to anyone with link)

NeSCC SEELC

Project Level

This folder is used to share informational documents between the
Consortium Staff and the SEELC Project at NeSCC. (Shared collaboratively
with Consortium Level & NeSCC Project Level Staff and Downloadable to
anyone with link)

Palm Beach SEELC

Project Level

This folder is used to share informational documents between the
Consortium Staff and the SEELC Project at PALM. (Shared collaboratively
with Consortium Level & PALM Project Level Staff and Downloadable to
anyone with link)

Pellissippi SEELC

Project Level

This folder is used to share informational documents between the
Consortium Staff and the SEELC Project at PSCC. (Shared collaboratively with
Consortium Level & PSCC Project Level Staff and Downloadable to anyone
with link)

Polk State SEELC

Project Level

This folder is used to share informational documents between the
Consortium Staff and the SEELC Project at POLK. (Shared collaboratively
with Consortium Level & POLK Project Level Staff and Downloadable to
anyone with link)

Randolph SEELC

Project Level

This folder is used to share informational documents between the
Consortium Staff and the SEELC Project at RCC. (Shared collaboratively with
Consortium Level & RCC Project Level Staff and Downloadable to anyone
with link)
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https://www.dropbox.com/sh/0gv9dchvalxxywp/AACHluMR3v93G7g_9aqq5YU4a?dl=0
https://www.dropbox.com/sh/148o60a7bkrwjas/AADU02G6ddL-hdJlmw1eQDmva?dl=0
https://www.dropbox.com/sh/phqfw0tl79p6f7d/AACFb4vMOP7cG4B9wfsK3dGga?dl=0
https://www.dropbox.com/sh/x552r3k0639r3ln/AAC6O6qRsMiwQbhi8C5Z3Y-ya?dl=0
https://www.dropbox.com/sh/i02bw77e6pu8e4p/AABGT9ZbKtdoElYx7Y5_nqF5a?dl=0
https://www.dropbox.com/sh/qawuz09jtgljx2f/AAApeQ69nGgYecIAJ8d-_KAIa?dl=0
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Vance Granville SEELC Project Level This folder is used to share informational documents between the
Consortium Staff and the SEELC Project at VGCC. (Shared collaboratively
with Consortium Level & VGCC Project Level Staff and Downloadable to
anyone with link)

NOTE: All SEELC Projects may have additional files that are not shared with the Consortium, one would need to contract each College’s Project
Manager to gain access to those files.
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https://www.dropbox.com/sh/qr8xpr2jecueaj6/AACL7X88Soa8-xm_vBsGkbRYa?dl=0
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Basic Grant Compliance and Management Procedures:

Responsibility: Grant funding through a grant approval or award letter serves as a contract between
your institution and the Department of Labor. As a recipient of grant funds, your institution becomes
the fiscal agent for the management and oversight of funds. In accepting grant awards, your institution
also assumes the fiduciary responsibility required of these funds.

Administrative Oversight:
“Financial Controls”

e Strong internal financial controls (individual grant accounts to avoid comingling of funds,
compliance with laws, regulations and grant agreements) are operational in the expenditure of
grant dollars.

o Internal controls are essential to ensuring that funds are not used for unallowable
purposes (personal use, embezzlement, or are grossly mismanaged such as overpaying
for services for personal benefit-kickbacks.

“Program Documentation”

e Programmatic documentation of compliance evidenced within grant operations and records.

o Grant expenditures tie to grant goals.

o Success evidenced through programmatic reporting and/or achievements which directly
addresses grant objectives.

“Supplement, Not Supplant”

e Grant funds do not supplant institutional funds (grant dollars used for projects which should be
supported by institutional dollars).

o Under the federal “supplement, not supplant” requirement, grantees may use federal
funds only to supplement and, to the extent practical, increase the level of funds that
would, in the absence of the federal funds, be made available from non-federal sources
for the education of participating students.

o In no case may grantees use federal program funds to supplant (take the place of) funds
from non-federal sources.

“Grant Records Retention”
e Refer to the appropriate OMB Circular for retention and access requirements for records.

Personnel Compliance:

Dual Compensation: No employee may receive double pay for the same period of time worked. For
example, a full-time staff member could not be receiving compensation for that position while putting in
the same hours in support of a grant and receive a salary for both positions.

Release Time: Release time for the purpose of grant funding is just that. Replacement time required to
fill-in when college personnel are released from their duties to work on grant related responsibilities. As
the term Release Time implies, it is the cost to the college to release any staff member from their
current assignment in order to work on grant funded activities. Monies set aside for this purpose must
support the cost of temporary personnel or adjunct faculty to release staff and / or faculty from their
regular assigned duties. If temporary or substitute personnel are not required, no release time should be
requested. When there is a need to pay temporary or substitute personnel, calculations must include
rate of pay and all payroll related costs.
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Time & Effort Reporting - Program Accountability of Time Towards Grant Purposes:

The Office of Management and Budget (OMB) Circular A-21 requires that institutions document the time
and effort that each employee funded with grant dollars spends on various projects or activities during a
specified time period. Effort includes the time spent working on a sponsored project in which salary is
directly charged or contributed, as well as time spent on instruction, administration, and public service.
Effort reporting is the method of certifying to the granting agencies that the effort charged or cost
shared to each award has actually been completed.

Federal Regulations (OMB A-21, J.10.c.(2)(a, b, c)) require that time and effort reporting be completed
and certified by appropriate personnel. Activities/hours must be documented for employees where any
portions of their salary/fringe are directly charged to a sponsored (restricted) fund. Timesheets should
reflect 100% of the employee’s time and effort for each pay period, not just the time worked on the
grant.

OMB Circular A-87 requires all employees, including teachers, paraprofessionals, administrators, and
other staff that are paid with federal funds to document the time and effort they spend within the
program. The portion of the federally paid salary should be reflective of the actual activity, not
budgeted, the individual has put forth for that federal program. Time and effort reporting is required
when any part of an individual's salary is charged to a federal program or used as match for a federal
program.

Each college is required to establish a system for tracking, monitoring, and certifying “time and effort”.
You should contact your business office for your institutions method of tracking, monitoring, and
certifying “time and effort”.

Staff 100% funded by Grant Dollars
e Staff members whose salaries are solely funded on grant dollars must certify their time and
effort on a regular basis. The purpose of this certification is to demonstrate that staff can verify
100% of their time is allocated to the grant.

Staff Funded by Grant Dollars and Other Funding Sources

e TE reports will reflect how a person spent his or her total time (effort), which would not
necessarily agree with how the person is paid. Staff members whose salaries are split by a
percentage between two or more grants or general fund or auxiliary dollars must complete a
Time and Effort Report on a monthly basis to document time spent on various projects and
activities.

e The Time and Effort Report provides a record of 100% of employee effort for a pay period and
should reflect the actual activity of each employee, not the budgeted activity. The budgeted
effort percentages reflect only the budget sources from which an employee is paid and are not
meant to reflect the distribution of actual time and effort. Effort certification must reflect actual
work performed. Reporting such time is suspect when each monthly reporting looks exactly the
same for each day and each hour every day.
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Below are links to additional resources regarding Time and Effort:
e  Millersville University — Presentation on Understanding Time and Effort
e SBCTC —Time and Effort Guidelines
e SEELC Kick-off Meeting Presentation on Record Keeping (Feb 2014)
e Sample Time and Effort Reports

Equipment, Supplies, and Travel:

Equipment: All equipment must be purchased and utilized during the grant award period. All
equipment purchases must be approved by the Department of Labor prior to purchase. Federal rules
define equipment as any item with a cost of $5,000.00 or more per item and a useful life of more than 1
year. Your institution may define equipment using a lower threshold than the federal definition.

Inventory Management Records must be maintained and include:
* Description of the property
* Serial number or other identification number
*  Funding source of property
*  Who holds the title (if applicable)
* Acquisition date
*  Cost of the equipment
*  Percentage of federal participation
* Location, use and condition of the property
* Any ultimate disposition data including the date of disposal and sale price

Supplies: All supplies must be purchased and utilized during the grant award period. Federal rules
define supplies as any item with a cost less than $5,000.00 per item. While the purchase of supplies do
not require prior approval from the Department of Labor, all supplies purchased must be both allowable
items and items used within the scope of grant activities.

Travel: When traveling with grant funds, normal institutional procedures must be followed. All Travel
MUST directly relate to project outcomes. Receipts for travel costs must be provided. All travel
expenses paid by the Consortium must be approved by the Consortium Program Director. Each
institution will be required to pay up-front costs associated with staff travel and then the Consortium
will reimburse the host institution. All local travel will be paid using each projects local travel budget.

Budget Adjustments:

Budget revisions are usually required when there is a changes within a project (how funds will be spent
toward specific objectives) or if there are changes to personnel or equipment and supply categories.
Grant staff should always be able to justify such changes and get approval prior to spending. In many
cases such changes require review and approval through a program officer or grant-making agency.
Documentation of approval of such changes should be documented either through memo, letter or e-
mail to ensure that changes have approval.
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In making budget changes staff should use the JAR Standard:

Justifiable — Allowable — Reasonable

Justifiable: This refers to the scope of the grant. Asks the question, “Does the change or the purchase
fit within the scope of the grant and support grant activities?”

Allowable: This refers to whether or not the cost is allowable under current federal guidelines, the SGA,
and/or the rules and regulations of the funding agency. Also asks the question, “Do | have the proper
authority/approvals to make the change or purchase?”

Here are some resources in determining allowability:
e Allowable and Unallowable Cost under Federal Grants
e Unallowable Cost under Federal Grants

Reasonable: This refers to the determination of the cost and/or cost analysis for the budget change.
Asks the question, “Is this a good use of federal funds?” and “Are we being good stewards of federal
funds?”

JAR Standard and Examples:

Example 1: You have extra money left in your supply budget and the VP of Academic Affairs wants to
know if the SEELC Project can by a new MRI Machine for the colleges Health Sciences program. They a
found a machine on sale for 25% of retail and it costs $4999.00.

Can you purchase it? No! What’s missing? Justification, it’s outside the scope of the SEELC project.

Example 2: The next SEELC meeting is at your college and you have been asked to locate a venue for the
Thursday night dinner. “Bob’s Tavern and Grill” is a great local restaurant and you are good friends with
the owner Bob. Bob says that he would allow SEELC to use the private meeting room and for $50 will
provide all the beer, wine, and well drinks that the consortium wants for the dinner.

Can you purchase it? No! What’s missing? Unallowable, can’t use grant funds to purchase alcohol.

Example 3: You have purchased all your approved items of equipment and still have an extra
$100,000.00 in your Equipment Budget. You request and are given approval to purchase 1 HAAS Lathe.
The HAAS Lathe normally costs $75,000.00 but the distributor has agreed to sell the Lathe to the college
for $100,000.00 so that you can use the remainder of your Equipment budget and get the 10% indirect
cost on the additional $25,000.00. It’s a win-win all around. Can you purchase it? No! What’s missing?
It's Unreasonable to pay 133% of retail for an item, even if you have the money in the budget.
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Appendix A: Consortium Reports

SEELC Grant Reporting Policy and Due Dates:

1.) Each SEELC Project is required to submit the following reports to the Consortium
Director corresponding due dates. If the due date falls on a weekend or holiday the
report is due the next business day (Project Manager)

a. Monthly Project Dashboard Reports — due the 15™ of each month
b. Quarterly Narrative Progress Reports - due Jan 25™, Apr 25", Jul 25, & Oct 25t
c. Copies of Quarterly Financial Report - due Jan 30", Apr 30, Jul 30, & Oct 30t

2.) Each SEELC Project is required to submit a Quarterly Financial Report (ETA 9130) to the
DOL - due Jan 30", Apr 30™, Jul 30*", & Oct 30™ (Business Office/Grants Accounting)

3.) SEELC Director is responsible for compiling and distributing Monthly Project Dashboard
Reports by the 30™ of each month

4.) SEELC Director is responsible for submission of the Consortium Quarterly Narrative
Report and the Consortium Annual Performance Report, which aggregate the activities
of all consortium members. Due dates — Feb 14", May 15™, Aug 14, & Nov 14t

5.) SEELC Director is responsible for compiling and distributing Outcome Analysis Reports
within 45 days following the end of each quarter.

6.) The DOL may make other requests for reports and/or information. Due dates for
project level submission shall be determined by the Consortium Director.

Monthly Dashboard Reports:

Samples of Project Level and Consortium Level Monthly Dashboard Reports can be found on
page A-3

Below are links to Dashboard resources and past submissions:

e Blank Monthly Dashboard Report Templates

e Find Prior Submissions of Project Level Monthly Dashboard Reports

e Find Prior Submissions of Consortium Level Monthly Dashboard Reports

Quarterly Narrative and Financial Reports:

Samples of the following Quarterly Narrative Reports can be found on corresponding pages:

e Sample of the Project Level SEELC Quarterly Narrative Progress Report - page A-4
e Sample of the Consortium Level SEELC Quarterly Narrative Report submitted to DOL —
page A-5

A-1
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Below are links to Quarterly Report resources and past submission:

e Project Level Quarterly Report Templates (adopted 06/04/2015)

e Find Prior Submissions of Project Level Narrative & Financial Reports (by Quarter)

e Find Prior Submissions of Consortium Level Narrative Reports (submitted to DOL)

e Other Quarterly Report Resources

Annual Performance Reports:

Samples of the Annual Performance Report submitted to the DOL can be found on page A-6

Below are links to Annual Performance Report resources and past submissions:

e Year1APR
e Year2 APR
e Year 3 APR
e Year4 APR

e Support Documents and Resources

Outcomes Analysis Reports:

Samples of the Outcomes Analysis Report can be found on page A-7
Below are links to Outcomes Analysis Report resources and past submissions:

e Qutcome Commitments by Each College by Year

e Qutcomes Analysis Template (Excel)

e TAACCCT TA Guide for Reporting Documentation (02/19/14)

e Find Prior Outcomes Analysis Report (by Quarter)

A-2


https://www.dropbox.com/sh/3rrzzdtob3gt743/AACX0nHu0A94pKraBChCZEZ3a?dl=0
Find%20Prior%20Submissions%20of%20Project%20Level%20Narrative%20and%20Financial%20Quarterly%20Reports
https://www.dropbox.com/sh/y4o39vdm02jjmjm/AACjIoP13IGwOyAG6bj5e0v1a?dl=0
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https://www.dropbox.com/sh/2z1jeewcwdfwumb/AABcu5rZphw_U_E1yKIRAcLVa?dl=0
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https://www.dropbox.com/sh/go4dug7rs67n6y9/AACftEWxAV9Yy9OHWptWKW-7a?dl=0
https://www.dropbox.com/sh/hh0quiz3dty65tp/AAC_8MqrzXuWnk2QJzz74qJHa?dl=0
https://www.dropbox.com/sh/d9tayzevm6r8yx2/AAC7K8iw53_H_4qDDcoz9MjNa?dl=0
https://www.dropbox.com/s/3945ue6h9vohz6w/Commitments%20by%20College.pdf?dl=0
https://www.dropbox.com/s/dih3r7ivg6p21bl/SEELC%20Outcomes%20Analysis.xlsx?dl=0
https://www.dropbox.com/s/l04mlt4wfpe6n38/TAACCCT%20TA%20Guide%20for%20Reporting%20Documentation_FINAL_02.19.14.pdf?dl=0
https://www.dropbox.com/sh/x1ck6zdzr9k9vkj/AACEz0-fe1GS77Jl5eUNFASDa?dl=0
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TAACCCT

B No. 120

Exp

TAACCCT

TAACCCT Round 2 APR Target.To-Actual Thermometer
[T
A. GRANTEE INFORMATION
1. Grantee Name: Pelisippi State Commurity College 2 Grant Number: 1125003 13-60-A4/
4. APR Submission
3. Round: s 4 o 1132514 3 5500052
B. ACTUAL-TO-TARGET COMPARISON: NUMBER TARGET  PERCENT  ACTUAL RATE/AVG OUT OF
EAR 1 FROM  FROM oF ELIGIBLE PARTICIPANTS
apR sow TARGET
(numerator) NUMBER
ACHIEVED
L. Total Unique Participants Served (8.1) s ) aa% A
ber f s Gty A TAGECT-
Funced rogam o Sty & ° - = o
3. Tota Number of Stl Recansd in Tieir veg-am or Other 1, Y .
TAACCCT.-Funded Program 26 31 v o e
4. Total number of Partcipants Compieting Credt Hours | 23 200 500
e
5. Total Number of ¥ pants Earring Credentias (64 +
P H a1 Y %
o T b oot s vl n ot
cation AT rogrem, of tuty o “ % o
Complaon (5.7}
7 o b s Sl e 130CCCT .
Fon g o Sty Corpienh (. ° = e o
& Total Hunber of Paricipants Retined i Employment e - oo
Aiter |ARCCCT-Funded Prograrm af Sy Compietion (2.9)
9. Total Mimber 31 Those mployed at Entolment Who P . n
Reratie  Warps Tncnas Fost- Froment (8.10) o e v
T —
F. ACTUAL-TO-TARGET COMPARISON: NUMBER TARGET ~ PERCENT  ACTUAL RATE/AVG OUT OF
TOTAL [From From oF ELIGIBLE PARTICIPANTS
sow TARGET
(numerator) NUMBER
ACHIEVED
TaacceT
1. Total Unique Participants Served (5.1) 173 1736 105 A
2. Total Number of Particpants Completing a TAACCCT- P
Funded Program of Sty (8.2) ° or e o
3. Total Number of St Retaine in Their Progra or Other
TAACCCT-Funded Program (5.5) e o e e
4. Total number of Partcipants Complting Credit Hours
o o 35 ™ 350
5. Total Number of Particpants Earning Credentils (6A+ o I~ "
6860 e “

6. Total Kumber of Partcipants Enroled in Further
Education After TAACCCT-Funded Program of Study o Ed o% o
Completion (5.7)

7 Total Numberof Prtcpants Emploed Afer TAACCET- o o
Findadprogram of Sty Cometion (.69

. Tota Number ofpartcant Retanec i Employme

After TAACCCT-Funded Program of Study Completion (B 9 ° o o o
9. Tota NumberofThose mployed ot Envolment wro. . e e

Jage Increase Post-Envoment (8.10)
* ACTUAL RATE/AVG calculated as follows:

2. Total N s Compleing  TACCCT Fuded progran of Sty / Toat Ui ParipntsSarved o)
3 Tota Number St Retaned n T Program o 01

4 Total Number of 9

5. Total Number of 7 Numbe

(enrolees)
& Toat Nomier o Parichants Enrolcd i e Edscadon At TAACECT Fonet rogtem ot Sty Complton / Total Kumbor of Paripants
Completing & TAACCCT-Funded Program of Sucy.

7. Total Number of Atter program / Total Number of aTarceer -
Funded Program of Study
5. Total Number of ot ipants Employed

After TAACCCT-Funded Program of Study Completion

the Annual Performance Report, which s only one aspect on which grantees are
Cvaluaied. Capacity bulding. he prmary (50ss of the TAACCCT grants, i no reflected in (s thermameter.

Grant No: TC-25008-13-60-A47 Project Name: Southeastern Economic and Educaton Leadership Consorium (SEELC)

Form ETA9160

ANNUAL PERFORMANCE REPORT - Table 1
TAA COMMUNITY COLLEGE and CAREER TRAINING GRANTS
Expires: 03312015 OMB No. 1205-0489

A GRANTEE IDENTIFYING INFORMATION
Grantee Name: Grant Number.
Project Name
Grantee Address
Adress 110615 Hardin Valy R acress 2
Ciy: Knowile 2 3932
Report Year End Date: 093012014 Report Due Date: 111472014
Performance ems. | Vear 1)
B CUMULATIVE PARTIGIPANT OUTCOMES (AL PARTICIPANTS)
1 Unique partcipants Served/Enroliees £
2 Total Number Wh Have Completed a GrantFunded Pragran of Study 0
2. To 0
3 Tota Number SUll Retaned In Thelr Programs of Sty (or Other GrantFunded Programs) 104
- Total Number Retained n Other Education Program(s) o
5 Total Number of Credit Hours Completed (aggregate across all envollees) 1908
Sa.Total Number of Sudents Compleing Credi Hours o
& Toal 10
6a.To Than One vear 0
& Toal Vore Than One Year o
. o
7 Tota Number After Program o o
& Total Number Employed Afte Program of Study Gompietion o
o Total Number Employed Afler Retained in Employment Afte Program of Study Completion o
0. Total Number of Recove a 0
- cumu L GRANT
Ta vale 10
b Female s
2a Hispaniciaing 7
2 American Indian or Alaskan Naive 2
26 Asian B
24.Black or African American 2
Ze.Naive Hawaian or Other Pacifc fiander o
2 whie %
20 Vore Tran One Race 2
3aFullTime Stas 03
3b_pari-Time Staws ®
& incumbent Workers 1
5 Elgible vetrans a7
& Paricipant Age (mean) 510
7_persons wi a Disabilty 0
o palgrant igibie B
5 TARSlginie =
Year 1 Data Generated on 11/132014 Page 1013

10. Other Demographic Measure (Optional - Entered by Applicant) [Viesclomnesniclity)
. ACHIEVEMENTS AND SUCCESSES.
I your from the previous year
grant, most of our
less. Round 3, mul-Stae, TN, 2 n FL, and 2 n NC. | hink that
Director talks.
it each member colege every other Tuesdzy.
. SERVICES and OUTCOMES for TAA ELIGIBLE INDVIDUALS
1 of how g fically, ada
™ TaaceeT
2
@ how many g
o
@ how many
2
the durason of for VAR
elgible paricipants.
£
for L
Youmay
The number of
Vear 1 Data Generated on 11/1312014 Page 2013

Report Certification / Additional Comments

Grantee After accessing the APR on the DOL Grantee Reporting System, | noticed that the Pamclpam
Remarks: Outcomes table in Section B. CUMULATIVE PARTICIPANT OUTCOMES (ALI
PARTICIPANTS), does not match the Participant Outcomes listing on page 76 of me
TAACCCT Round 3 SGA, nor the Outcomes and Outputs Section on page 35 of the SEELC
Proposal. It was somewhat concerning to discover that the APR for Round 3 had not been
updated to match the SGA.

Name of Grantee Certifying Official: Telephone Number:

Emai
L. Anthony Wise 8656946616 president@pstcc.edu

This reporting requirement is approved under the Paperwork Reduction Act of 1995, OMB Control No. 1205-0464.
Persons are not required to respond to this collection of information unless it displays a currently valid OMB number.
Public reporting burden for this collection of information is estimated to average 16 hours per quarterly report per
grante, including time for reviewing instructions, searching existing data sources, gathering and reviewing the
collection of information. Respondent's obligation to reply is required to maintain benefits. The reason for the
collection of information is general program oversight, evaluation and performance assessment. Send comments
regardmg this burden estimate or any other aspect of this collection, including suggestions for reducing this burden, to

U. S. Department of Labor, Employment and Training Administration, Youth Office, Room N4459, 200
Consmunon Avenue, NW, Washington, D.C. 20210 (Paperwork Reduction Project 1205-0464).

Year 1 Data Generated on 11/13/2014 Page3of3
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‘SEELC Grant - Year 1 ARP and 0710812015 ETO Data

SEELC Grant - Year 1 ARP and 07/08/2015 ETO Data.

OUTCOMES RANKINGS

BE

SEELC Grant - Year 1 ARP and 0710812015 ETO Data.

g

performance Report by College 1o Date with SEELC Totals
BE

'SEELC Grant - Year 1 ARP and 0710812015 ETO Data

Performance Report by Callege by Year

SEELC Grant - Year 1 ARP and 07/0812015 ETO Data.

Program Outcome Commitments by Callege by Year
wih SEELC Yearly and Project Totals
T

SEELC Grant - Year 1 ARP and 0710812015 ETO Data

n
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& SEELC

GRANTS MANUAL

Appendix B: Consortium Forms

SEELC Grant Intake Policy: Each SEELC Project will develop and maintain its own Intake
Manual, containing the project’s Intake Form and detailing the project’s intake processes using
SEELC approved participant definitions and DOL guidelines.

Below one can find links to each college’s Intake Manual and Intake Form. Sample Intake Forms

are also included in this appendix.

¢ Northeast State Community College (NeSCC)
o Intake Manual
o Intake Form: page B-2

e Palm Beach State College (PALM)
o Intake Manual
o Intake Form: page B-3

e Pellissippi State Community College (PSCC)
o Intake Manual
o Intake Form: page B-4

e Polk State College (POLK)
o Intake Manual
o Intake Form: page B-5

e Randolph Community College (RCC)
o Intake Manual
o Intake Form: page B-6

e Vance-Granville Community College (VGCC)
o Intake Manual
o Intake Form: page B-7

SEELC Forms: Below one can find links to other SEELC Forms for Participant Tracking and
Staff Access. Samples are also included in this appendix.

Participant Forms: Staff Forms:

Participant File Checklist: page B-8 Staff Access Request Form: page B-12
Participant Contact Note: page B-9

Employment Form (Non-incumbent): page B-10

Retention Form (Incumbent): page B-11

B-1


https://www.dropbox.com/sh/f9o8yyn2iv92ff0/AAAeLdUordCB7VSdp-ORzVEfa?dl=0
https://www.dropbox.com/sh/wjvaksazkv1v8jg/AABGtBxY4mrSFhyrfn5Q2VK3a?dl=0
https://www.dropbox.com/sh/khzq6rq85774ccw/AAB4xy0Rf7CJ13xdrmBKyBiWa?dl=0
https://www.dropbox.com/s/6e26bry97dcqx5e/NeSCC_SEELC%20Grant%20Intake%20form%203-30-15.pdf?dl=0
https://www.dropbox.com/sh/qrtu6qxfhlcfy6y/AAB8llHJiUKBRj5QRNy1BTaIa?dl=0
https://www.dropbox.com/s/ie20fyib2kt2j9u/PALM_SEELC%20Intake%206-1-15.doc?dl=0
https://www.dropbox.com/sh/nh4106puk05oza1/AADcGIpQOobmEdcT9mQPSD4oa?dl=0
https://www.dropbox.com/s/h6axzyi8jewr0lj/PSCC_SEELC%20Grant%20Intake%20form_071415.doc?dl=0
https://www.dropbox.com/sh/gntui2h6p77gzqs/AABvnHkm2BM9LcP0-vIzu9-Ya?dl=0
https://www.dropbox.com/s/13vhxy37n05uex2/POLK_SEELC%20Intake%20Form.doc?dl=0
https://www.dropbox.com/sh/9w5izb4v5pjz8jp/AAAzBqK2gaCtd1-K9uMBBq-ia?dl=0
https://www.dropbox.com/s/khnj98aua76x0m1/RCC_SEELC%20Grant%20Intake%20form%2010-15-14.doc?dl=0
https://www.dropbox.com/sh/lq3c30j1d5cqs1g/AAAOG9qUKsdDOd8daREy2ApTa?dl=0
https://www.dropbox.com/s/ds722otob8wyd79/VGCC_TAACCCT%20Intake%20FORM.pdf?dl=0
https://www.dropbox.com/sh/m8emz1bfbq1yvq4/AAAS_2iQ9wHMGLPwZUQhPJFDa?dl=0
https://www.dropbox.com/sh/012wqhi9q3fx92o/AAArmLen2l6HFsYuVXPRW26ea?dl=0
https://www.dropbox.com/s/a2bzsuegnbrc0dm/Checklist.docx?dl=0
https://www.dropbox.com/s/ojz4025l7ffq2zd/SEELC%20New%20Staff%20Access%20Req%20Form.docx?dl=0
https://www.dropbox.com/s/77ufjb3a80afkgw/Contact%20Note.xls?dl=0
https://www.dropbox.com/s/3rnzvw4b6hftfc1/Employment%20%26%20Retention%20Form-Non%20Incumbent%20Worker.xls?dl=0
https://www.dropbox.com/s/rdppw93n4atgkpv/Retention%20Form-%20Incumbent%20Worker.xls?dl=0

° Program participating in:
A, bar
< P Participant Application — Machining

) SEELC Please Print — Manufacturing
SOUTHEASTERN ECONOMIC &xp We|d|ng (SEELC Staﬁ:)
EDUCATION LEADERSHIP CONSORTIUM

PARTICIPANT INFORMATION

Last Name: First: M.I.: | Case#(to be completed by SEELC Staff )
Primary Address: Student ID#

City: Social Security #:

State: Zip: County: Date of Birth:

Home Phone: Cell Phone: Email Address:

Work Phone: Alternate Contact Name/Relation/Phone:

GENERAL INFORMATION

Gender: Ethnicity: Marital Status: Race:
[ American Indian/ Alaskan Native [ Asian

[ ™male [] Hispanic/Latino [ single
[ Black or African American  [] Native Hawaiian/Other Pacific Islander
[ Female | [J Non-Hispanic/Latino | [] Married

] Multi-Racial ] white [ other
Citizenship Status: Do you acknowledge a disability? [] Yes [] No
[ u. s. citizenship  [] Lawfully admitted alien with right to work Are you currently employed? []Yes [] No
Are you a Veteran? [] Yes [] No If so, where are you employed?
If Yes < = 180 days? [] Yes [ No If so, what is your hourly wage?
Are you eligible for Veteran’s benefits at NeSCC? [ ] Yes [] No AND hours/week?
Are you eligible for Pell Grant? []Yes [ No Are you currently laid-off from your last job? [] Yes [] No
Are you eligible for TAA Benefits? [] Yes [] No If so, are you receiving unemployment benefits? [ ] Yes [] No

EDUCATION INFORMATION

Attending Northeast State : [] Full Time [ Part Time Working towards: [] Certificate [] Degree

Major/Concentration Projected Graduation Date

Certification(s) Obtained :

I understand that my participation in the SEELC Grant program is voluntary. By signing below I consent to participate in the SEELC Grant and attest that
the information provided is complete and accurate to the best of my knowledge. I authorize the release of information relative to my participation in this
program to required third parties including SEELC, the Department of Labor, and ICF International, the grant’s third party evaluator. The principal purpose
for collecting this information is to administer the program, including tracking and evaluating participant progress. I also authorize the release of any
information relative to my placement, employment, and training to and from prospective employers, training institutions, state agencies, and federal
agencies for the duration of the grant. All information provided is for the sole use of the purpose of the SEELC Grant program and will be maintained
securely and confidentially.

Participant’s Signature: Date: SEELC Staff Initials:

SEELC Participant Intake Form 3/30/2015

B-2


jbellis
Typewritten Text
B-2


SEELC

Palm Beach State College

Program participating in:

SOUTHEASTERN ECONOMIC 4w Participant Application — Machining
EDUCATION LEADERSHIP CONSORTIUM _ Weldlng Technology

PARTICIPANT INFORMATION

Last Name: First: M. | Student ID#
Primary Address: Soclal Securtty #:
City: Dato of Birth:
State: ‘ Zip: | County: Email Addrass:
Home Phone: Altemate Contact Name/Relation/Phone:
Cell Phone:
Work Phone:
GENERAL INFORMATION
Gender: | Ethnicity: Race:
Merttal Status:
[] American Indian/ Alaskan Native [ ] Asian
[] mate | [[] HispaniciLatino !
[ single
[[] Biack or African American [[] Native Hawaiian/Other Pacific Islander
O [Inon- gz
arrie
Female | Hispanic/Latino [[] Mutti-Racial ~ [_] white [Jother
Cltizenship Status:

[[Ju.s. citizenship  [_] Lawfully admitted alien with right to work
Are you a Veteran? [_| Yes [ ]No

Ave you eligible for Veteran's benefits? [_] Yes [_] No

Do you acknowledge a disability? [_] Yes [_] No

Ara you eligible for Pell Grant? [_| Yes [ | No

Are you eligibla for TAA Benefits? [ Yes [ ] No

Ars you currently employed? | | Yes [ |No
Company:

Job Title:

If 80, what is your hourly wage and hra/wk?
Are you currently lald-off from your last Job? || Yes [ | No

1 50, are you receiving unemployment benefits? || Yes [_| No

| understand that my participation in the SEELC Grant program s voluntary. By signing below | consent to participate in the SEELC Grant and attest that

the information provided is complete and accurate to the best of my knowledge. | authorize the release of information relative to my participation in this

program to required third parties including SEELC, the Department of Labor, and ICF Intemational, the grant's third party evaluator. The principle

purpose for collecting this information is to administer the program, including tracking and evaluating participant progress. | also authorize the release of

any information relative to my placement, employment, and training to and from prospective employers, training institutions, state agencies, and federal

Revision June 1, 2015

agencies for the duration of the grant. Allinformation provided is for the sole use of the purpose of the SEELC Grant program and will be maintained

securely and confidentially.

Date:

COMMENTS:,

General

Release of Information

Student Name: SSN (last 4 only): _XXX-XX-

| hereby give permission for Palm Beach State College and TAACCCT grant to obtain and/or
disclose my past, present, and future information or records that may be needed for eligibility
determination, monitoring and follow-up purposes. This information may include, but shall not be
limited to: school records, grade records, attendance records, employment information, medical
records, public assistance records, employment information and vocational rehabilitation
assessment or evaluation tools. A photocopy/facsimile of this signed consent form may be used
to obtain/release information authorized by signature on this form.

Itis also my understanding that any information obtained by the above organization will be held
in strict confidence.

| understand that | may revoke this consent at any time by providing a written statement
indicating that my consent to the release of information is no longer given to the party (parties)
previously granted permission.

Student Signature Date

If under 18 years of age, it is required to have a parent or legal guardian sign:

Parent/Guardian (Please print legibly) Parent/Guardian signature

Worker Rights under Federal Law
Americans with Disabilities Act | Ask for a Disability Navigator — located in the local workforce
One Stop offices. The ADA information line: 800-514-0301
(voice) 800-514-0383 (TDD)
FLSA general information: (202) 606-1800
TTY: (202) 606-2582
Revision June 1, 2015

Fair Labor Standards Act

B-3

| State Contact: Peter De Haan (850) 245-7167 |

[ Civil Rights Laws
| State Contact: Peter De Haan (850) 245-7167 |

Equal Pay Act

*PRIVACY ACT STATEMENT: Pursuant to 42 U.S.C. 1320b-7 (a) (1) (Social Security Act) and
7 C.F.R. 273.6, disclosure of your social security number is mandatory. - Social security
numbers will be used by the Agency for program administration including verification purposes,
distinguishing one individual from another, and for tracking and reporting purposes.

Revision June 1, 2015
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/ PSCC Program participating i
S E E L C Participant Application __Machining

Dlaaea Print

___Manufacturing
PARTICIPANT INFORMATION
Last Name: First: M.L: ‘Case(to be completed by SEELC Staff )
Street Address: Student ID#
City: State: Social Security #:
Zip: County: Home Phone: Date of Birth: (mm/ddlyyyy)
Cell Phone: Work Phone: Email Address:
Current Employer: Alternate Contact Name/Relation/Phone:
Employer Address: (Street, City, State, Zip)
GENERAL INFORMATION

Gender: Marital Status: Ethnicity: Gitizenship Status:
[ Mate [ singe [[] HispaniciLatino [Ju. s. citizenship
[Jremale | [ Married [ Non-HispaniciLatino ] us Permanent Resident

[ Lawfully admitted alien with right to work
Race: Are youa Veteran? |_|Yes [ |No
[[] American Indian/ Alaskan Native ~[] Asian Are you eligible for Veteran's benefits? || Yes || No
[[] Biack or African American || Native Hawaiian/Other Pacific Islander | Eligible for Pell Grant? [_| Yes [_] No
[Jwnite [ Mutti-Racial [ other Eligible for TAA Benefits? || Yes [_|No

Are you currently employed? [ | Yes [ |No

Are you currently lald-off from your lastjob? [ |Yes [ |No

EDUCATION INFORMATION

Ars you currently enrolled in college: [_] Yes [_]No  Ifyes, are youattending: [ | Full Time or [_] Part-Time

Degrees/Certificates Seeking: Projected Grad. Date:

Highest Grade Completed: || GED [__] HS Diploma [_| Voc. Cert [ ] AA/AS Degree [_| BABS [ Master's +

SEELC Partcipant Intake Form 07/14/2015

I understand that my participation in the SEELC Grant program is voluntary. By signing below | consent to participate in the SEELC Grant and attest
that the information provided is complete and accurate to the best of my knowledge. | authorize the release of information relative to my
participation in this program to required third parties including SEELC, the Department of Labor, and ICF International, the grant’s third party
evaluator. The principal purpose for collecting this information is to administer the program, including tracking and evaluating participant progress. |
also authorize the release of any information relative to my placement, employment, and training to and from prospective employers, training
institutions, state agencies, and federal agencies for the duration of the grant. All information provided s for the sole use of the purpose of the SEELC
Grant program and will be maintained securely and confidentially.

's Si Date: SEELC Staff Initials:

SEELC Participant Intake Form 1112172014
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;—L\arl(loi Participant Application

Planea Print

oot ety
PARTICIPANT INFORMATION

Last Name: First: M.L: | Casef{(to be completed by Staff )

Street Address: Student ID#

City: Social Security #:

State: Zip: County: Date of Birth: (mm/dd/yyyy)

Home Phone: Email Address:

Cell Phone: Alternate Contact Name/Relation/Phane:
GENERAL INFORMATION

Gender: Ethnicity: Race:

Marital Status:
[[] American Indian Alaskan Native [ ] Asian

[ mate | [] HispaniciLatino [ singie

[ Black or African American ] Native Hawaiian/Other Pacific Islander

0 Do [] Married

Female Hispanic/Latino [Jmutti-Racial [ white [J other

Citizenship Status:

Eligible for Pell Grant? [ Yes [ ] No
[[Ju.s.citizenship [] us Permanent Resident i Oves [

) Eligibla for Trade Adjustment Assistance Benefits? || Yes [ | No
[ Lawtully admitted alien with right to work

Are you currently employed? Yes No
Selective Servica: (for males born on o after 1/1/1960) y vioyed? [ Jves []

Are you currently laid-oft from your last job? [_] Yes [ ] No
[] Registered [ ] Not registered [_] Not applicable ¥o yourtmstjop? [ ]ves ]

If s0, are you receiving unemployment benefits? [ Yes [_] No
AreyouaVeteran? || Yes [ |No v g nemploy Oves]

Do you acknowledge a disabll ves []No
Are you eligible for Veteran's benefits? || Yes [_| No ! 9 vz [Jves []

EDUCATION INFORMATION

Are you currently enrolled in college: [ ] Yes [ | No  Ifyes, are youatiending: [ ] Full Time or [_] Part-Time

School Name: Program Projected Grad. Date

Highest Grade Completed: || GED [__] HS Diploma [_| Voc. Cert [_] AA/AS Degree [ | BABS [ Master's +

Certificatic Obtained

I understand that my participation in the Grant program is voluntary. By signing below | consent to participate in the Trade Adjustment Assistance
Community College and Career Training grant and attest that the information provided is complete and accurate to the best of my knowledge. |
authorize the release of information relative to my participation in this program to required third parties including Florida Trade, SEELC, the
Department of Labor, and ICF International, the grant’s third party evaluator. The principal purpose for collecting this information is to administer the
program, including tracking and evaluating participant progress. | also authorize the release of any information relative to my placement,
employment, and training to and from prospective employers, training institutions, state agencies, and federal agencies for the duration of the grant.
Allinformation provided is for the sole use of the purpose of the Trade Adjustment Assistance Community College and Career Training grant program
and will be maintained securely and confidentially.

F Date: Staff Initials:

Florida TRADE/SEELC Colleges are equal opportunity employers. Auxiliary aids and services are available upon request to individuals
with disabilities. All voice telephone numbers listed may be reached by persons using TTY/TDD equipment via the Florida Relay Service

at711
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Randolph Community College Program participating in:

Participant Application ___ Computer-Integrated Machining

SE EL C ___Electrical Systems Technology
T ASTENS BCONORE Please Print - ! I fog )
t ___ Weldind Technohy
PARTICIPANT INFORMATION
Last Name: First: M.l | Student ID#
Primary Address: Social Security
City: Date of Birth:
State: ’ Zp: ’ County: Email Address:
Home Phone: Altemate Contact Name/Relation/Phone: T
Cell Phone:
Work Phone:

GENERAL INFORMATION

Gender: | Ethnicity: Race:
Marital Status:
[ American Indians AlaskanNative . [ Asian
Male Hispanic/Latino
O L] e [ singte

[ Biack or African American [] Native Hawaiian/Other Pacific Islander

0 L] o [ Married

Female | Hispanic/Latino [Imutti-Raciar ] white [ other

Citizenship Stafus: Are you currently employed? | | Yes | |No

[[Ju:s. citizenship [ ] Lawfuly admitted alien with right to work If so, what Is your hourly wage and hrsfwk?

Are you a Veteran? || Yes [_|No Do you have stable housing? [_| Yes [ | No

Are you eligible for Veteran's benafts? [_] Yes [ No Do you have rellable transportation? [_] Yes [| No

Do you acknowladge  disability? [ ] Yes [_] No Do you have reliable childcare? [ Yes [ No []N/A

Are you eligible for Pell Grant? [ | Yes [_| No Are you currently laid-ff from your last job? [_] Yes [_|No
Are you eligible for TAA Benefits? [ Yes [ | No If 5o, are you recsiving unemployment benefits? | Yes || No

| understand that my participation in the SEELC Grant program is voluntary. By signing below | consent to participate in the SEELC Grant and attest that
the information provided is complete and accurate to the best of my knowledge. | authorize the release of information relative to my participation in this
program to required third parties including SEELC, the Department of Labor, and ICF International, the grant's third party evaluator. The principle
purpose for collecting this information is to administer the program, including tracking and evaluating participant progress. | also authorize the release of

any information relative to my placement, employment, and training to and from prospective employers, training institutions, state agencies, and federal
agencies for the duration of the grant. Al information provided is for the sole use of the purpose of the SEELC Grant program and will be maintained
securely and confidentially.

Date:

SEELC Office Use_

Case #: Entered into ETO by: Date:
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Program participating in:
Machining
Participant Application Manufactuting
Please Print Weld.ing
PARTICIPANT INFORMATION
Last Name: First: M.I.: | Case#(to be completed by SEELC Staff )
Street Address: Student ID#
City: State: Social Security #:
Zip: County: Home Phone: Date of Birth: (mm/dd/yyyy)
Cell Phone: Work Phone: Email Address:
Current Employer: Alternate Contact Name/Relation/Phone:
Employer Address: (Street, City, State, Zip)
, GENERAL INFORMATION
Gender: Ethnicity: Marital Status: Race:
[J American Indian/ Alaskan Native [ Asian
O ™ale O Hispanic/Latino O single

[J Black or African American  [] Native Hawaiian/Other Pacific Islander
[ Female | [J Non-Hispanic/Latino [ Married

[J Multi-Racial [ white L] Other
Citizenship Status: Eligible for Pell Grant? []Yes []No
[J U. S. Citizenship Eligible for TAA Benefits? [] Yes [ No
[ US Permanent Resident Are you currently employed? []Yes []No
[1 Lawfully admitted alien with right to work Are you currently laid-off from your last job? [JYes [ No
Are you a Veteran? []Yes [ No If so, are you receiving unemployment benefits? [ ] Yes [] No
Are you eligible for Veteran’s benefits? []Yes [ No Do you acknowledge a disability? [] Yes [] No

EDUCATION INFORMATION

Are you currently enrolled in college: []Yes [] No If yes, are you attending: [] Full Time or [J Part-Time

School Name: Program Projected Grad. Date

Highest Grade Completed: [ GED [ HS Diploma [J Voc. Cert [] AA/ AS Degree [] BA/BS [ Master's +

Certification(s) Obtained :

| understand that my participation in the SEELC Grant program is voluntary. By signing below | consent to participate in the SEELC Grant and attest that the
information provided is complete and accurate to the best of my knowledge. | authorize the release of information relative to my participation in this program
to required third parties including SEELC, the Department of Labor, and ICF international, the grant’s third party evaluator. The principal purpose for collecting
this information is to administer the program, including tracking and evaluating participant progress. | also authorize the release of any information relative to
my placement, employment, and training to and from prospective employers, training institutions, state agencies, and federal agencies for the duration of the
grant. All information provided is for the sole use of the purpose of the SEELC Grant program and will be maintained securely and confidentially.

Participant’s Signature: Date: SEELC Staff Initials:
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SEELC

EDUCATION LEADERSHIP CONSORTIUM PARTICIPANT FILE CHECK LIST

Participant Name:

[ ] Intake Form

[] 37 party Release

[] TAA Proof

1 Pell Proof

[] veteran Proof

[ class Schedule

] Degree Works print off (credit hours)
] KeyTrain Scores (if applicable)
1 work Keys Results (if applicable)
[ career Scope (if applicable)

] Model Release

B-8
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SEELC Participant Encounter Record

PARTICIPANT NAME

DATE OF CONTACT

CONTACT PERSON

NATURE OF CONTACT (CHECK ONE)

Melissa Davis

PHONE @

PERSONAL () otHER ()
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SEELC EMPLOYMENT AND RETENTION FORM

SOUTHEASTERN ECONOMIC AND (NOt Employed at Reglstratlon)
EDUCATION LEADERSHIP CONSORTIUM

PARTICIPANT'S NAME: EXIT DATE:

LAST FIRST MIDDLE

Verifying: I:lEmponment During 1st Quarter After Exit Ref. Quarter: to

|:|Unemployed

Employer: Rate of Pay: Hours Per Week:
Job Title: Cont. Educ:

Verfied By: Date Verified:

Verifying: |:|Employment During 2nd Quarter After Exit Ref. Quarter: to

|:|Unemployed

Employer: Rate of Pay: Hours Per Week:
Job Title: Cont. Educ:

Verfied By: Date Verified:

Verifying: |:|Employment During 3rd Quarter After Exit Ref. Quarter: to

|:|Unemployed

Employer: Rate of Pay: Hours Per Week:
Job Title: Cont. Educ:
Verfied By: Date Verified:

7/10/15 MD
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SEELC

SOUTHEASTERN ECONOMIC AND
EDUCATION LEADERSHIP CONSORTIUM

INCUMBENT WORKER RETENTION FORM

PARTICIPANT'S NAME: EXIT DATE:
LAST FIRST MIDDLE

Employment Information at Registration Wage:
Employer: Rate of Pay: Hours Per Week:
Job Title: Cont. Educ:
Verfied By:
Wage Increase: I:l YES Date Verified:

[Ino
Employer: Rate of Pay: Hours Per Week:
Job Title: Cont. Educ:
Verfied By:
Wage Increase: |:| YES Date Verified:

[Ino
Employer: Rate of Pay: Hours Per Week:
Job Title: Cont. Educ:
Verfied By:

B-11
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NEw EMPLOYEE ACCESS REQUEST FORM

ADD TO SEELC DIRECTORY
College:

First Name:
Last Name:
Job Title:
Email Address:
Office Phone:
Cell Phone:

Fax:
|
ACCESS TO SEELC DROPBOX

Does this staff member need access to Dropbox?

ACCESS TO SEELCETO SITE

Does this staff member need access to ETO? \

If yes, please list below the ETO Programs for which you are requesting access:
1.)
2.)
3.)

4.)
. _____________________________________________________________|
SEELC COMMITTEES AND CONFERENCE CALLS

Please place a “X” next to the SEELC Meeting/Conference Call invites you would like this new staff
member to receive:

Project Meeting with Consortium Director and Design Manager (1% or 2" Tuesday of each month)
3" Party Evaluation Meeting with Project Staff (3" or 4" Tuesday of each month)

Admin Oversight Committee (Wednesdays @ 2:00PM)

Student Success Committee (Wednesdays @ 10:00AM)

Requested by:
Date:

Email completed form to Program Director at jbellis@pstcc.edu
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o
[ .Vﬁ
S SEELC

GRANTS MANUAL

Appendix C: Process Documents

SEELC Grant Processes for Participant and Employer Workflow and Tracking within ETO
Software:

Add New Participants: pages C2-C6

Referral/Dismissal Procedures: pages C7-C21

Creating a Collection of Participants: pages C22-C25

Adding New Employer: pages C26-C29

Tracking Past Employment: pages C30-C33

Tracking Program Status: pages C34-C39

Tracking Student Contact (Single, Multiple, Collection): pages C40-C45

Obtaining & Entering WorkKeys Assessment: pages C46-C50

L 0 N o U B W N R

Tracking New Employment: pages C51-C55

[E
e

Tracking Post Program Education: pages C56-C60

[ERN
=

Generating & Manipulating Touchpoint — Flat File Report: pages C61-C64

[E
N

Generating an APR in ETO: pages C65-C67

Additional ETO Resources:

e ETO Training Manuals (SEELC Specific, All Users, Program, Site & Enterprise Management)

e ETO Training and Training Demos (both Fee-Based and Free Demos available online)

e ETO Training Catalogue

e ETO Help Manual

e ETO Software Blueprint for the TAACCCT 2.0 Performance Starter Model (08252015)

e ETO Report Requirements for the TAACCCT 2.0 Performance Starter Model (08252015)
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https://www.dropbox.com/s/ohymqeucqyuy9iw/01_Adding%20New%20Participants%28A%29.pdf?dl=0
https://www.dropbox.com/s/35fmiu2spnx1nfm/02_Referral-Dismissal%20Procedures%20%28A%29.pdf?dl=0
https://www.dropbox.com/s/u4sz1a4gjy7dgf3/03_Creating%20a%20Collection%20of%20Participants%28A%29.pdf?dl=0
https://www.dropbox.com/s/gz2fqt3zgtfq8eq/04_Adding%20New%20Employers%28A%29.pdf?dl=0
https://www.dropbox.com/s/p9yjfpkwijlxkbv/05_Tracking%20Past%20Employment%28A%29.pdf?dl=0
https://www.dropbox.com/s/oxx2j8e95ts3bzw/06_Tracking%20Program%20Status%28A%29.pdf?dl=0
https://www.dropbox.com/s/715j7p73iwqokcf/07_Tracking%20Student%20Contact%20%28Single-Multiple-Collection%29%28A%29.pdf?dl=0
https://www.dropbox.com/s/3injgs2bf3du0az/08_Obtaining%20and%20Entering%20WorkKeys%20Assessment%28A%29.pdf?dl=0
https://www.dropbox.com/s/z2civxxvxc2cwvy/09_Tracking%20New%20Employment%28A%29.pdf?dl=0
https://www.dropbox.com/s/97645t1qvipnaqa/10_Tracking%20Post%20Program%20Education%28A%29.pdf?dl=0
https://www.dropbox.com/s/t80gy1uvho3g03f/11_Generating%20%26%20Manipulating%20Touchpoint-%20Flat%20File%20Report%28A%29.pdf?dl=0
https://www.dropbox.com/s/6dos1luthmtq1j0/12_Generating%20an%20APR%20in%20ETO%28A%29.pdf?dl=0
https://www.dropbox.com/sh/6joe3c93l29rhov/AADVYX81GqcThY-2bWbp9b5ea?dl=0
http://www.socialsolutions.com/about-us/customer-training/
https://www.dropbox.com/s/01go90a8fxl4x0a/TrainingCourseCatalog.pdf?dl=0
https://sites.google.com/site/etosoftwarehelpmanual/
https://www.dropbox.com/s/u432wm9idgm8wwb/Blueprint%20-%20TAACCCT%202%200%204-14-2014.pdf?dl=0
https://www.dropbox.com/s/zqnnbsz5vi7rzgs/Report%20Requirements%20TAACCCT%202%200.pdf?dl=0

E[C

Adding New Participant
Description: Basic process for adding new participants into the ETO tracking system
Staff: Completion Coaches, Advisors, Data & Outcomes Specialist

Documentation/Information Needed: Either a completed Project Intake Form or access to the participant’s
directory information (NOTE: each SEELC project should develop a written intake form and intake manual
specific to their project following DOL, TAACCCT, and SEELC guidelines). Access to College’s student database
will be necessary to validate information on Intake Form, or to gain access to directory information.

Optional Documents:

e TAACCCT Guide to Reporting Documentation (Dropbox...\Consortium Wide Sharing\Grantee
Resources)

e TAACCCT-FAQ-1-Participant-Reporting Defined (Dropbox...\Consortium Wide Sharing\Grantee
Resources)

Frequency of Process: Upon student’s completion and signing of Project Intake Form or entrance into
qualifying program of study.
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https://www.dropbox.com/s/fykxzdub3gifmip/TAACCCT%20TA%20Guide%20for%20Reporting%20Documentation_FINAL_02.19.14.pdf?dl=0
https://www.dropbox.com/s/cj1bkndpinom9wd/TAACCCT-FAQ-1-Participant-Reporting%20Defined.pdf?dl=0

Adding New Participant:

Step 1: When possible, obtain a signed Intake Form from the participant and validate all information. If an
Intake Form is not available then use ‘directory’ information provided by your institution. NOTE: Without the
signed Intake Form the 3rd party evaluator for SEELC cannot contact the participant AND this data can’t be
updated at a later point in this same TP.

Step 2: Log into ETO System and navigate to your Projects Intake Program (Example: Northeast Intake)

ETO et S Oftw a re SEELC Grant Site: Consortium

Home Mew To Do List Messages My Favorites My Dashboard Manage AppsVEW %

Enter Search Termis) | Search |

Click link at the top of screen and then choose Intake Program from the list of available Programs.

ETO™software SEELC Grant Site- Consottum =] [6o]

Messages My Favorites. Wy Dashboeard

Participant lw ['in | Consortium L] coarcp |

Enter Search Temis)

Palm Beach Intake
Palm Beach TAACCCT 2.0

Palm Beach TAACCCT 2.0 Follow-up
Pellissippi Intake

Pellissippi TAACCCT 2.0

Pellissippi TAACCCT 2.0 Follow-up
Enroll Entity E:lt !Fﬂ% 20

Polk TAACCCT 2.0 Follow-up

Add Entity Randolph Intake

Randelph TAACCCT 2.0
View/Edit Entity L Al
TAACCCT Follow up 2.0

Record Entity TouchPoints

Step 3: Click either the “Add a New Participant Button” on the Dashboard or Click the “Participants” menu and
“Add New Participant” at the Right Side Bar Menu

TO ™ Softwa re SEELC Grant Site: Northeast Intake Welcome _\ Home Page |Help| L

ToDolist Messages  MyFavorites  MyDashboard  Manage AppshEW)

er Search Temls) Participant | Jin | Notheast Intake

¥ Participants

ticipan

Find Participant
K View Participant nfo
Add a New Participant Enrall Entity Refer to TAACCCT Program ﬁ Add New Participant
Vigw/Edit Participant
View/Edit a Participant Add Entity Dismiss Participant fram Program E e
Record a TouchPoint View/Edit Entity E I

b Intel ferrals
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Step 4: Enter in the New Participants Demographic Information (All of these fields will not be completed if the
participant has not completed the Intake Form):

NOTE: The Program Start Date at the top of Program Enrollment automatically defaults to the current date.
Be sure to adjust this if you are not keying data on the same day as program enroliment (or day they
entered the program if ‘directory information’ is being used).

Student ID = this is the College Issued Student ID number for your college

First Name = Required Field

Middle Name

Last Name = Required Field

Address Information: (NOTE: By entering the zip code the city and state will automatically populate)
Email Address:

SSN = Needed to track Ul Wage Data (all but last 4 are hidden for security)

Case Number = Leave this field blank and the system will assign a Case Number for you

DOB = Need to calculate age for DOL APR

Gender = Needed for DOL APR

Race = DOL APR Fields

Ethnicity

Marital Status

Phone Information: Be sure to enter a cell phone in if you want to use the ENGAGE test messaging
feature.

[

Cell Phone

[ies5) 722 T x|

ﬁ Save

Once you enter the information, Click Save at the bottom. You should get a confirmation pop-up. Click OK

(=] Success x

O Brent Fake was successfully added.

Step 5: After you click “Ok” the system should redirect you to the “TAACCCT Intake 2.0 Touchpoint.” This
touchpoint is very important for populating the Annual Performance Report and the touchpoint should only be
recorded once. This is not demographic information, because it can change over time, however the DOL is
interested in the status of the participant at the point they entered the program.
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Again, using the participant’s signed intake form complete the touchpoint. If no intake form is available, the
only school directory information can be entered into the system. All other fields will need to be left as not
selected.

NOTE: The date at the top of the Touchpoint will default to the current date, however, this date should
reflect the day in which the participant signed the intake form (or entered the program if ‘directory
information’ is being used).

Enter the New Participant TAACCCT Intake 2.0 Touchpoint Information:
Has the student signed the program consent form? Yes or No

e School Status = Enrollment status: full time student (12+ credit hours) or part time (less than 12 credit
hours)

e Incumbent worker = Does the student have any job at time of enrollment into SEELC grant? If yes,
then; Yes.

e Disability = If reported by student, otherwise leave blank.

e Eligible Veteran Status = must meet one of the list criteria, otherwise No.

e Pell grant eligible

o TAAeligible

- Once complete, Click Save and OK at the confirmation screen.

ﬁ Save

Step 6: Upon submission of and confirmation of the TAACCCT Intake 2.0 Touchpoint, you will be redirected to
the “Review Touchpoints” screen (below). Form here, Click “Home” Tab to add another new particpant or
start another process.
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ETO " Softwa re SEELC Grant Site: Northeast Intake
Home g To Do List Messages My Favorites My Dashboard Manage AppsNEW)

Enter Search Term(s) Northeast Intake

Review TouchPoints for Fake. Brent

Name

L4

TAACCCT Intake 2.0 Take New

Take New TouchPoint

HOME Screen:

ETO bl SOftwa re SEELC Grant Site: Northeast Intake Welcome _ | Home Page |Help| Log Off
Mew  Quick Search  To Do List My Favori My D AppsiNEW)
Enter Search Tarmis) | Search |

Edit Dashboard M " Duplicated Participants
Find Participant

“iew Participant Info
Add New Parficipant

Add a New Participant Enroll Entity Refer to TAACCCT Program
View/Edit Participant
View/Edit a Participant Add Entity Dismiss Participant from Program Dismiss Participants
» Participant History
Record a TouchPoint View/Edit Entity rEE——
» Entities
» Collections
SAVE THE DATE * TouchPoints
Retord TouchPoints
SEELC Meeting - June 3-5, 2015 at Northeast State Community College View Eniity TouchPoints

[Jclose and don't display again. View Participant TouchPoints

» Reports
Action Links [2] +-I@ | | Recent Participants/Entities [2] +-1@ » ETO Insight
R e Y L. » Program Administration
Q Cinks & é? Recent Participants » Site Administration
Batch Upload Name
Upload Files
Manage Dashboard Templates v
Dismiss Participants
< >

Note: Upon completion, the participant will need to be referred to a TAACCCT 2.0 Program. After referral and
acceptance into TAACCCT 2.0 Program, complete any other Touchpoints that are applicable to the participant.
For instance; all participants need to have the Program Status 2.0 Touchpoint completed, and all incumbent
workers need to have the Employment History 2.0 Touchpoint taken. See other processes for further
instruction.



E[C

Dismissing/Referring Participants

Intake, TAACCCT 2.0, TAACCCT 2.0 Follow-Up

Description: Students must be dismissed from each SEELC grant site (Intake, TAACCCT 2.0, TAACCCT 2.0
Follow-Up) in order to progress through a Trade & Industry program as a SEELC grant participant.

Staff: Advisor Specialists/Completion Coaches, Outcomes & Data Specialist

Documentation/Information Needed: student name, date of dismissal, completion documentation if
applicable

Optional Documents: Student Transcript

Frequency of Process: Each time a participant needs to progress to a new SEELC grant site (Intake,
TAACCCT 2.0, TAACCCT 2.0 Follow-Up)

Notes of importance:

(1) Refer a participant when they need to move to a new stage in the program (Intake: Initial
participants/Intake form complete, TAACCCT 2.0: Intake form complete and student has started
program, Follow-Up: Student has completed or been dismissed from the program)

(2) When moving from Intake to TAACCCT 2.0 and from 2.0 to Follow-Up. Itis a “best practice” to
always refer and dismiss at the same time. As well, make sure Program Status 2.0 is up-to-date (with
completion and completion date or saying they withdrew)

(3) If a participant leaves college, then they should be moved to Follow-up and dismiss at the same time
(do not wait and see if they return the next semester) — if they do return to the institution at a later
time, contact Brent or Brandon to have them put back correctly in 2.0 for APR accuracy

(4) Dismissal (Exit) can mean (a) a student is progressing in the program and is ready to move to another
phase of the grant (Intake, TAACCCT 2.0, TAACCCT 2.0 Follow-Up) OR (b) a student has been removed
from or has dropped-out of the program
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Participant Dismissal from SEELC grant Site (intake, TAACCCT 2.0, TAACCCT 2.0 Follow-Up)

Step 1: Make sure you are on the appropriate SEELC grant site (Intake, TAACCCT 2.0, TAACCCT
2.0 Follow-Up) homepage

ETO "software B . — 1 — = = T [ R

433 2 Ve Pasrticipaant Treus Bty Fartar 15 TAACCET Program

Wierm il a Pt igrand Ay Entity Comeratns Frarte i frinn Progs e
FoCond @ Toucriont Wi Ean Endty
My Caseload D
B vreeiens
Mocest Particinants. =F-
:‘-‘ Mecent Particiants
-—_—. EE ]
[ v Fecent Touenroims
s . o
= ka4 ibiog it
= iy S — S
- TAKCCET Irstake 2.0 Enabled LY
o+ i
AP oot 1.
Step 2: Choose Dismiss Participant from the program
ETO"software SELE Grant St Fuim Sosch ke - =] Wielcome Jamarsaus Hemagn | oms Pags | Help) Lig OF
New  QucrSesth  ToDolist | Massages  MyFmwdtes  MyDashboard  Mansge dpos™
|Ertier Snarch Tl Fateped = [ Foim Buoch ke = | Search |
1
A3 3 New Participant Enrod Entty Refer 10 TAACCCT Program
e =
Record a TouchPoint ViewEQH Enfity
| My Caseload

ammw

Mo records to displar,

Recest Participants 432
™ Recont Participants d
o
Rocest TouchPolats. OF ]
u My Recent TouenPoints
- TAACCCT Intake 2.0 Enabled 6/26/2015
- TALCCCT Intakes 2.0 Dnabled 6/26/201%
- TAACCCT Intake 2.0 Enabled /262015
an TAKCCET Invtake 2.0 Enabled 626/201%
+ i
|
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Step 3: Select search to reveal all the participants in the Intake site

ETO"software SEELC Grant S5 Pam fmach e
New | QickSeaich - TaDolist | Wsiapes  MyFawemes  UyDasmbard  Minage Appsne
[Ertwr Saarch T Fatcoas > JB P Beoch biske = Bl Saarch |

= [Ga] Watcome [N | 5o Page | et Log OF

Step 4: Select the participant(s) to be dismissed and choose the program end date & dismissal
reason. Select “Successful Dismissal” for all participants who are not “drop outs”, especially
from 2.0 to follow-up. Then select dismiss participants.

ETO"software SEELC Grant S5 Pam fmach e
New  QikBeach - TaDolist | Mssages  yFmemes Uy Dasaboard  Manage sposnes
|Ertr Sech T Fancows o [ Faim brach biske = (&

...... Waleome Jamurite Hassarn | Hame Page | Bsiei Leg OF

| @ o 10853 BEiEES
I 4] 10648 4231982
1 B 62 156
1 34 11198

511401981




Step 5: Press okay to confirm the dismissal

ETO"software STELC Grant Sie, Faim Dooch intske wisicoms [N | 1o Cae | L) Lag.0F

Add Multiple Referrals to new SEELC site

Step 1: Go to the home page of the appropriate SEELC Grant Site: (Intake, TAACCCT 2.0,
TAACCCT 2.0 Follow-Up)
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Step 2: Choose the Internal Referrals tab in the upper right hand corner of the page and select
“Multiple Participant Referrals”.

B raps oo ebaetname com e D= O @ AL STATL COMM_

ETO"software SEELC Grast S4s: Paim Btgch TAACCOT 20 Fatomiy wietcorw [N | i aas (50| Loz n

H My Rocest TouchPoints

- Employmant History 2.0 Falm TAMCOCT 2.0 Partopant  Enabled W22015 WS W2R015
- [SFLL] Stadert Contact Palm Basch TAACCCT 2.0 Patapant  Cnabled 018 WIS WA015
- TAACCCT Intakes 2.0 Palm Beach trtska Patepant  Enabled &26/2013 62871015 S2872015
- TAACCCT Intake 2.0 Pam Beach Intake Partopant  Enabled SI6/2015 6/26/2015 SIE2015
- TAACCCT Intake 2.0 Paim Beach Irtake Patbopant  Enabled SIG2015 G26/2015 62015
- TAACCCT Irtaken 2.0 Paim Daach tntake Patcpant  Tnabled  &728/72015 612872015 S8/2015
* iz N
|@S0cial Solutions sz o o seca ssteen. e <cenRO0OoB

feting - Indhust S| @ PR STATE COMMU_

ETO"software SEELL Geant St Paim Beach gy Vivicome Jamaiai Haris | Hime ase |50 | Lasa

ECSodal Solutions e 2207 bevwpes ty Socui Sebtesn. ke fce=n0OoE
2 " M0 R0 Mop
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Step 4: Select “to Program”

_Numq stath comm_ x |

ETO.software SEELC Grart Stv. Pabm Beach inlabs

an Baavinap - %
[ ] e WCCER S o L et Masimars

rx" )

“t=[R00B6

|@Social Solutions st 2 beepes ty secul Sehsuen e

Step 5: Input the appropriate “Referral Information” for the group of participants, add
“Referral Notes”, & choose “Dismiss from Program.

*For projected completion date use 9/30/2016 on all as that is the last day to work with participants in
the grant at this point (if no-cost extension is granted, process will need to be updated)

B= @0 | & PUare STATE COMM_

ETO "software SUBLC Grart v Baim Beach TAACCET 20

SE|+T] #3001 490

Oate of Next Comtaet: [y v][1n V{3003 ] e1) 7 301000
Time Spant on Contact: (i [metes]
elerral Hotes:

[Pres Pabaan @ veicamaii o ges an spdeie on his g

Ditsmiss From Program: |
[ |
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Step 6: Additional dismissal information will appear. Select the appropriate “Reason for
Dismissal”, choose a program dismissal date, and check “successfully completed” if appropriate.

Then press “Submit”.

D= @O @ rusie sTATL Conm

ETO"software ‘SEELC Grart See Paim Sasch TASDOCT 20

B r— T I -

weicoms [N | 1ixime s (i Lot

Programs [Fuis hess TAACEET 3.5 Paleesp %]

Diste of et Comtncts [nez v (13 w|[Z002 w4 [47] 30 ) 450
Time Spent o Contact: (1 [esues)

Belereal Motes:

| @S0cial Solutionse s brwepss by socul Sehtosn. ke

. - lmi@ | &
é’ @ g i stasotmm.com vy - @] @ musweiatcom < || ——
ETO™ SOftwa re SEELC Grant Sae Paim Sepch TAACCCT 20 Welcome JATonigdt HImleR | Hame Pee 15001 Leaps

Faw | GckSowis  Tabeiat  Sesseps Uy Pavicbes Uy Daadied
o=

[— v

|
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Step 8: Review referral Information of each participant to make sure it is correct.

& o R O - @ el o coune At conm_ x

ETO " software SEELC Grant Sae Paim Sagch TAACCCT 20

Faw | Gckfowis  Tabeiel  Sewsegs Wy Pavibe Uy Dashoerd .

Rafacoad be Proguuns: P Basch TARCCCT 3.0 Follom-up
nrison

Dinte o st Exmtant /1402025
vasemad to pet

|@Sacial Solutions 2 brpes sy Secal Sohsom e

Participant Referral to SEELC grant site (Intake, TAACCCT 2.0, TAACCCT 2.0 Follow-Up)

Step 1: On the corresponding SEELC grant site (Intake, TAACCCT 2.0, TAACCCT 2.0 Follow-Up)
select Refer to TAACCCT Program

ETO"software SEELE Grant Ste. Paim Beach btaky Wemcom JaOno, t e
B Gk Sewss  TaDalal  Mewssges i Uy ushbrd  Udeage Rppn ™
| === e [eercn |
o e

At 5 New Participant Enren Entey Hater 1 TARCTLT
Viewllsa 3 Patcipant fad lintay. Dismcs Participant from Program
Fecord & TouchPost ViewEdt Entiry.

Hy Cancload

a Wy Casaload

s recsrds 10 dnslay

~
*  Rocest Famicipants
-t
M
H My Recest TouchPoints
P TAACLCY btake 2.0 Prabied aanols
- TARCCCT Intake 2.0 Enabled B/26/2015
» TAACCET Intshe 2.0 Chabled Gi2era015
® TARCEET beaaka 2.0 Enabled 62672015
e
i EE
|@Social Soluti ot <ms@nooa
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Step 2: Select “Include Dismissed Participants in Results” and press Go.

ETO "software SEELL Cuaet See B B T

Ouwkch Seeis  Ta Dol

|@social sol - S————— RN

Step 3: Select Go For the appropriate participant(s) you would like to refer

= @0 | @ e iTATLCOMM.

ETO " software SEELC Grant Ste. Paim Sagch TASDCCT 20 wietcomw IR | 1t Faas (50| Lozf

239/ 158
TR

FUTTE PEEL eld-008.
3 kg FEIC W 007
5 W 0863
5 srknown PRSC-weid-008
L 0863
i 0868
FrinT 0648
0. wiknown PREC ek -004
1 EUTITE 0866
% wrknoan PREC-Wed-005
(1% i 344
ta st 08ss
15 ETIT 10841
L e Ed
1 733150 077
e 2340 0765
£ e 0766
0. ¥ nz
a TG s
. N sy
1 ELT s
Ers 0LE0 1350
s A5 0867
28, antbszn A 001
an P 0748
i e 10808
. Tianstaen 3351
0. wrsT 1353
. I 0069 v
2mirmn mn
il Tmammmne 4 20D 006
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Step 4: Select “Type of Referral” (to Program) and press submit

D= @O @ rusie sTATL ConmL

ETO"software SEELC Grant St Paim Bageh TAADCCT 20 wieicore [N | 5 | Lo
Rew  OuciSews  TaDelmt  Sewisges Uy Faviebes iy Cushbeded
(S ]

[— v

E.Sodal SolUtions 200207 Drvrcees by Socul Soktosn. e ER-N NN -N]

7 Md M oz L R

Step 5: Input the appropriate “Referral Information, add “Referral Notes”, & choose “Dismiss
from Program.

*For projected completion date use 9/30/2016 on all as that is the last day to work with participants in
the grant at this point (if no-cost extension is granted, process will need to be updated)

D= @c] o rusanstarecom = B

ETO " software SEELC Grane Sr Pam Bescs TAAGEGT 20 Woekcomme Juciais Haniad | bl Paie 1551 LuROR
Bew O Sames  TaDmlit Weassgsa Uy Feeshes Uy Dusthesrd  llsnags dpp e
{ Zearcs ]

R =

| S 0cial SOIULIONS S 7001320 Devskpa vy SaciSoktemn b <cmmooa

C-16



Step 6: Additional dismissal information will appear. Select the appropriate “Reason for

Dismissal”, choose a program dismissal date, and check “successfully completed” if appropriate.
Then press “Submit”.

R e et D= el e rmummen s oo~ I

| ETO " software SEELC Grant Ste- Balm Baach TAMCCCT 2.0 woeicorrs [ :cne.02e 1| Losn
) | iy Frivaen Easbbaard i b=
v Sawet Tamia) Prtees ! | searcn |

Program: [Fim Bard TARECET 38 Firea 2]
Do

Tafnrmation:
Date of Mext Comtact: [y~ (s
Tt St o Cowme [i

|@5ocial Soluti e

<onNo0oE

o _— s i@in
é’ [ — etcuothmmne com e s - @] @ musweiatcom < || e A
ETO"software SEELC Grart See Paim Sapch TASLCCT 2.0 Weicoms famnigie Haries | HameTess 15091 Leant

Faw | GckSowis  Tabeiat  Sesseps Uy Pavicbes Uy Daadied

|

7 Mrd | Fog M) Mg MET
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Step 8: Review referral Information to make sure it is correct.

5= & C ] @ s TATLCOMM x

ETO " software SEELC Grart See Paim Saih TAMDCCT 20 wietcom NN | 1 Fiaas (5| Lozf

Ratucead ta Praguans: T 2.0 Follw-up
Eatur
Faferval Baten 7872614

Pambng Svop OFF Bate: 10/4/2015

Dlate o Mt Exmtant £/14/2018

wascamad to et

ECSodal Solutions e 220 bevwies y Socul Sektesn. ke fce=n0OoE

Add Pending Referrals to new SEELC site

Step 1: Go to the home page of the appropriate SEELC Grant Site: (Intake, TAACCCT 2.0,
TAACCCT 2.0 Follow-Up)

@ s e shptotmarecom v g 2= i S @ PRusgre STATE COMM_ *

ETO "software | SEELC Grant Sta- Paim Baach TAMCCOR 29 Folowan

Wisicome [aTitiout HAmagn | Hame Pade || koa0n

Chaemiss Farticgant bom Program Vi ot Entry
e e
a My Cassload
O . - ot
i racords 1 disalay.
Wecent Participants EE-

N
Recant Participants.
ez

- Emoloyment History 2.0 Paim Beach TAACCCT 2.0 2015 97272015 2212013
- [S011C] Sudert Cortact Palm Beach TALCCCT 2.0 W05 $2/2015 W05
® TAACCCT Intake 2.0 Faim Beach Itake &28/2013 /262015 4262015
- TRACLLT itakn 2.0 3 Deeh tekaka arasrans 6262015 aranrans
viin TAACEET Intake 2.0 Pakm ianch treaka amamns wizasaons aangz0a
- TAACCCT Intake 2.0 Palm Beach Intake 282015 /262015 282015
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Step 2: Choose the Internal Referrals tab in the upper right hand corner of the page and select
“View Pending Referrals”.

@ e oo ebowctimarecam e =i C | @ POsare STATE COMM_ *
ETO"software SEELE Grant St P Bpach TRALCC! 218 Folioman ey ————e—

View Panding Rerrals EnmA Emtiy
T
Fneatd TouchPmres A Enity
Dvamass Famcgant bom Frogam Vit Entity, | Vs Ry
v ety
My Cavaload e
a My Cassload
*aild
W racords 15 disslay.
Wecent Paricipants EE-
"’E Rscant Parkipents
Mam
(] Wy Rucest TouehPoint
- Emgloyment History 2.0 Faim Beach TAACCCT 2.0 Pamopant  Enabled /2015 9272015 22/2015
- [SE01C] Sudert Contact Palm Beach TALCCCT 2.0 Partcipant Enabled W05 $2/2015 w2201
- TAACCCT Intake 2.0 Paim Beach Intake Pamopant  Enabled  &/Z8/2013 262015 262015
= TAACCCE drtadcn 2.0 Fam Banch ekaka PAODINE  Gnabled  S/IB/U15 62801015 Sran01s
- TRACCET tntaki 2.0 Ealm aneh eeakn Dammant  Bnabled  SO8/2015 s/zaia018 arangz018
- TAACCCT Intakce 2.0 Paim Seach Intake Partigant  Enabled  &/26/2015 /262015 &28/2015
+
tiger 1

r.-TEer
Step 3: Select “A different program within my site” and press submit

B raps oo ebaatname com e D= B C ] O A TATLCOMM *
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Step 4: Select “accepted” for the appropriate participant(s) to accept a pending referral

T

ETO"software SEELC Grast Sae: Palm Bach TASCOCT 29 Folvmiy weicoms [N s 7eas (e | Lo

| I L et | pamtng.
fsmneen: | Fox Raforead mate | orop 0 Dats
Fabm barih TARCOCT 20) [t i varcser reteus 1ibamia|soianin | wormsted | ot scepted

m»u-h-wﬂ:.n; [rromtvens 1o sancee st wrazoisfsaness Janertod) mot sried

|@S0cial SOILtIONS S 203015 evessos by secu ks, e cenooE

Step 5: Press “Okay” to verify the accepted pending referral

Q [ B D= @0 @ munweitan com *

ETO"software SEELC Grast Ste: Pam Beach TAACTOT 2.0 Folomuy

mmvm:.n_ [rromtvens 1o sancee st wrazoisfsaness Janertod) mot sried

0 [ pepa———

=] aeman ]

I T T LT e ———— <=B0O0B
z "3 o M1 e

C-20



Step 6: Input the appropriate referral information for the participant and press “Add
participants to the program”. A message will appear to confirm the participant has been added
to the chosen program. Press Ok.

e b3
é_ T ——— O @ || @ emumare sran com_ = g )
ETO "software SEELC Oraet Ste. Pan Braet TAACCCL 2 0 Folonsp wieicome [N  i:me 2o (g Loz on

S OCial SOIUTIONS S 75003075 lusaierant by Sacisl Lrktmnas. e

Step 7: The student should now be on the participant list for the appropriate SEELC grant site:
(Intake, TAACCCT 2.0, TAACCCT 2.0 Follow-Up)
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Creating a Collection of Participants

Description: This process shows how to create a Collection of participants that can be used in ETO Engage, and
in multiple TouchPoints. The purpose of creating a Collection is to be able to perform an action on multiple
participants at one time. (Note: Not all TouchPoints will allow you to work with more than one participants at
a time.)

Staff: Completion Coaches or Data & Outcomes Specialist

Documentation/Information Needed: You need to know which participants you want to include in the
collection as well as the Program that you will be working in.

Optional Documents: None

Frequency of Process: As needed
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Creating a Collection of Participants:
Step 1: Make sure you are in the Program that you are going to be working with the Collection.

To create a Collection, click on ‘Create Collection’ found on the Navigation Bar on the left or on your
Dashboard. /

[« |6 e \\@\acn 5 petssepsTaTe Comn, < || n AL

v‘-‘r] Search ~ ‘ ﬁsr‘are| More » Signin %+
v B) v 0 dh v Pagew Safetyv Toolsv @+

File Edit View Favorites Tools Help x

95 @ SEELC-ETO & Informer Reporting - Rep... @) dif

ETO™software

Home  MNew  QuickSearch  To Do List

Partcipany v

Welcome Marissa Cogbum | Home Page | Help | Log Off

| Enter Saarch Tam(s) Randolph TAACCCT 20 v

~ EETTE—

v Collections

View Referrals from Intake Pragram Enroll Entity Record Class Attendance

Create Collectio

Add Entity Refer to Follow-up Program i

View/Edit Entity Dismiss Participant from Program
» Program Administration

» Site Administration

Create Class

Record a TouchPoint

Action Links [2] £/ =/@ | | Recent Participants/Entities [2] 1@
Q Links “; Recent Participants
Dismiss Pa ants Name

Create Collettion

View Parficipant TouchPoints
View Entity TouchPoints
View Collections TouchPoints

ETO Insight =~

II Participant Work Readiness

Participant Work Readiness

All Time
3.50 -
3.00
L 250
5
2
@ 2,00
»
7 1.50 o
@Social Solutions 20012015 Developed by Social Salutions, Inc. @ m [l vl
https://secure.et .com. porting/Dashboard.aspx ®100% v
PAGE10F5 457 WORDS ] B -———+—+ 100

T

- 4/7/2015

1| ) H I | Desktop A 23 ) 12:49 PM

Step 2: Choose the ‘TAACCCT2.0’ Collection Type.

| |- Select a Collection Type - XM

-- Select a Collection Type -- E

If you are going to use the collection in ETO Engage, choose the ‘/ENGAGE TAACCCT 2.0’ Collection
Type.

)—— Select a Collection Type -- x| v

-- Select a Collection Type —

ENGAGE TAACCCT 2.0
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Createa Collection
. . [EnsaGE TAacceT 20 [+]
Step 3: If you are creating a Collection group of
Participants, choose Participants as the subject. (You can [ Please selecta subject ~ -]
-- Please select a subject --
also create Collections of Entities.) it

Step 4: You will see a screen of your Participants (or Entities). Choose ‘All’ so you can see all of your
Participants (or Entities). Choose the people you want to include in your Collection. If you want all of
them, click the box in the green bar to the left of ‘Name’. Ygu can also include dismissed participants

if you choose that box. /
/

] - a
Q@‘ ] https:-";'[&(llraEtosoftware.(om;’md&xa[p D/E ] H 2 pELu?ﬂ:m STATE COMM... % ‘ | () g ted
File Edit View Favofites Tools Help x  Google v | ] search ~ | 3 Share | More 3 Signin 9, -
5% @ SEELC-ETO 2] Informer Reporting - Rep... @ digitalfilms &2 A3Asheboro Activif Con.. < ncworks 1,000 in 100 Survey Mo~ ~ [ g v Pagev Safetyv Tools~ @~ -
ETO i S 0 ftW a re SEFLC Grant Site: Randolph ZAACCCT 20 ‘Welcome Marissa Cogbum | Home Page | Help | Log Off
Home New Quick Search To Do List Messages My Fmrile Reporting Dashboard Manage AppsMEW)
[Erver Searen Torme) | -panmm v [ Seargh |
~
[ENGaGE Tfaccer 20 Fonwor
s Ot oo
- \
aricipars | 1
CJinclude Dismised Pagtdpants 7 ]
tluLm 2 i(_‘ [M| Pagesze:[p0 -]  Pageof2, ropb 11050 f 121
10
| L] | Name | DOB | Case No.
20 / J
| i / i | d [ | 1=
121 v 7
1.0 73 11771967 10370
2 O 100 2/2/1994 10774
3 0 o 2/3/1994 10317
40 4/25/1994 10319
5 0 5/15/1990 10615
6 [ 9/18/1994 10678
70O 12/9/1963 10320
g O 5/10/1957 10321
9 O 12/16/1992 10655
10 O 7/4/1989 10371
1m0 1/16/1981 10604
20 10/13/1994 10322
130 9/1/1988 10449
v
1 8/7/1991 10323
@Social Solutions @ 2001-2015 Developed by Social Solutions, Inc & me Do@m@

When you have chosen your members for your Collection, click ‘Continue’.
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Step 5: You will now name your Collection. If I'm creating a Collection of ‘All’ of my participants, |
make sure | put the date in the name so I'll know that it was ‘All as of’ a certain date. Even though
has a date created down in the Collection Info, you can’t see this date in ETO Engage
when you are choosing the Collection. Choose your school as the ‘Project Site’. You can leave the

N e
e@\ @ hitps //secure etosoftware.com/index g £~ ac| @ paussrpisTarecom. x| | {1 38 £55

File Edit View Favorites Tools Help X

oogle v | *] Search - | 5§ Share | More » Signln 9 -

»

s @ SEELC-ETO &) Informer Reporting - Rep.. i~ v [ @ v Pager Safetyr Took+ @~

ETO™software

Home New Quick Search To Do List Messages My Favorites

43 A3Asheboro Activity Con...

ncworks 1,000 in 100 Survey

SEELC Grant Site: Randolph TAACCCT 2.0 Welcome Marissa Cogburn | Home Page | Help | Log Off

Dashboard Reporting Dashboard Manage AppsMEW)

| Enter Search Temm(s) | within [ Paricipant w |in | Randolph TAACOET 2.0 v | [ Search |

» Participants
» Participant History
b _Internal Referrals

Adding to ENGAGE TAACCCT 2.0

+ Al
o ENGAGE TAACCCT 2.0 name: * [All Participants - 4/7/15 [» Entities
<) Create Collection
o | ——

Collcton oo |
) Create by (Name):
o |Marissa Cogburn
(#]
Project Site:
= RCC v
(%]
© Date Collection was created.
o 4(7/2015 |
Q Collection Target Group:
o Participant
(%]
o Notes:
This is= a Collection created of all Participants as of 4/7/2015. This
(] will be used in ETC Engage to send messages to all of our participants.
Q
(%]
o &
(=]
v
(#]
@S0 © 2001-2015 Developed by Social Solutions, Inc «F e [w]

0% -

Bl B -——+—+ o

1:03PM
4/7/2015

»
Desktop . « %35 92 )

Your Collection is now ready to be used.
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E[C

Adding New Employers

Description: When a participant provides information regarding their employer this information needs to be added to
their record in ETO and the employer must also be added to the employer entity list.

Staff: Outcomes & Data Specialist, Completion Coach
Documentation/Information Needed: Employer/employment information from participant.
Optional Documents: Internet search engine to gather information about employer.

Frequency of Process: Whenever Employment information is added for a participant to ETO.
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Adding New Employers and Employment Information into ETO

When a participant provides information regarding their employer this information needs to be added to their record in ETO and the
employer must also be added to the employer entity list.

Tasks Staff
Adding New Employers to ETO Outcomes & Data Specialist, Completion Coach
Adding Employment Information on Participants into ETO Outcomes & Data Specialist, Completion Coach

Frequency of Process: ~ Whenever Employment information is added for a participant to ETO

Employment

— T

Employment History Employment Placement Update Employer Entity List
Add employer history Add Employer Placement Choose find entity option
touchpoint in ETO using data Touchpointin ETO

from intake form

If employer is not listed, add
Em_plc—yer Information No Ionger Emplo}!'ed entity

Figure 1: Process

The Process:

Task 1: Adding New Employers to ETO

New Employers should be added to the Employer Entity list in ETO so that they will appear in the in the drop down for the
Employment Placement Touchpoint.

Home  New ['QuickSearth| ToDolist Messages  MyFavorites  MyDashbostd  Manage Appstew
Erter Search Temis) wathin Patcoart [= [ Pelissoni TAACCCT 20|~ M Search |
*Etity Mame: [ =
e —
*Entity Type: [--Selece- > Address 1:
' + Internal Referrals
15 an Individual: Address 2: + Wy Work
Phone Number: Zip Code: > Entities
Find Entty
Contacts Aad Hew Entey
- Contact Information View/Edt Entey
Relationship: --Select-- [o] Copy Business Address. Manage Entties
Title: Address 15 EnrotEntty
Prefix: --Salace- [o] Address 2: L Dismas Entty
Fiest teame: Zip Code Manage Pregram Entées
Middle Name: Email:
Last Name:
Suffix [--Select- [o]
Notes:
Phone Information
Number Type  Phone Ext
--Salacr- [w] delete
[(Add Phone |
PSocial Solutions e 20012015 beveispes by Socai Soktions, ine 4e@o0a

Figure 2: ETO Employer Entity in ETO
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To add a new Employer Entity, first click on “Find Entity” to see if this Employer is already on the list. (Note: if this is not working you

may have to check with System Administrator).

HoEE  NEw ToDelml  Misssgss My Froles Uy Dinhoesrd  WEnsgs Appd
Eraet Sasesh Taamis) [ Homhaan ke [l Searcs 8

ind Entit

| Search for Entity Across the Site; SEELC Gran Sile =

Viaw Entities by Type = [ 000 N |

by Emtity Sub-Type A= [t

Figure 3 Find Entity in ETO tab

Task 2: Adding Employment Information on Participants into ETO

Employment History Touchpoint:

Adding an Employer History Touchpoint in ETO. Here you will enter employment information on participant. Multiple employment

histories may be added as participant changes jobs. Make sure you include hourly wage.

Select TouchPoint: I — Select a TouchPoint — E|

— Select a TouchPoint —
Employment History 2.0

ment Placement 2.0

Goal - WF 2.0

TAACCCT Intake 2.0

[SEELC] Student Contact
[SEELC] WorkKeys Assessment
[SEELC] Workshops
[TAACCCT] Program Status 2.0

Figures 4 & 5: Adding an Employment History Touchpoint for a Participant

Employment History

Employment type

Employer Information

State/Province:

Country: USA
o

Employer: | AgCenttral Farmers Coop |
Addresslinel: I I
Addressline2: I

[
City: |
[

Supervisor

[ |

Supervisor Phone Number

Supervisor Email

Position l l
Startdate  [5721/2015 = I =

Job description:

Reason for leaving

OLaid off
Orerminated
Oroo litde pay
OHours
Ocontract ended
Oinjured
Oliccation

Reason for |eaving notes
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Task 3: Adding an Employer Placement Touchpoint in ETO

Select TouchPoint: | - Select a TouchPoint — E]

- Select a TouchPoint —
Employment History 2.0

Employment Placement 2.0 =
Goal - WF 2.0

TAACCCT Intake 2.0

[SEELC] Student Contact

[SEELC] WorkKeys Assessment

[SEELC] Workshops

[TAACCCT] Program Status 2.0

Figures 6 & 7: Adding an Employer Placement Touchpoint

Here you can complete Job Information and No longer employed if applicable.

Job Information | No Longer Employed
Job Information | No Longer Employed

All starred questions are WIA required. Date employment ended

*Point at which this form was completed mm/ddfyyyy _]

- Select -- ¥ P
Reason for employment ending

- Select -
*Placement type

- Select — -

Termination or resignation notes

Is the job directly relevant to training received?

-- Select - ~

Employer

*Employment start date Did your position end as scheduled?
mm/dd/yyyy =5 - Select - ~

Position title

Are you eligible to return?

-- Select-- -

Note: Employer here is a drop down based on the Employer Entity Field.
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E[C

Tracking Past Employment

Description: Past Employment TouchPoint is used in the SEELC APR for Incumbent Workers — last
measure for wage increase

Staff: Completion Coaches or Outcomes & Data Specialist
Documentation/Information Needed: Intake Form from the participant or Ul data if available
Optional Documents: None

Frequency of Process: Just once — at time of entry into TAACCCT 2.0 for all Incumbent Workers to show
their current employer and wage at intake
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Tracking Past Employment

» Past Employment is used in the SEELC APR for Incumbent Workers — last measure for
wage increase

» Completion Coach (or Outcomes & Data Specialist as needed) collects employment
status information on a student for the SEELC grant at time of Intake only — Use Intake
Form

» Only for Incumbent Workers — TAACCCT FAQ #2 has definition of IW, basically anyone
who is employed at Intake:

Who counts as an incumbent worker?
The definition of "incumbent worker" in the reporting package is that the student is employed at
enrollment. There is no minimum number of hours or special stipulations on what type of
employment the position falls under to be counted or not counted under this definition. If the
student is in any capacity employed at enrollment, he or she is considered an incumbent
worker.

» |IW should be marked yes in the Intake Touchpoint (TP)

B &0 | @ PrLsaeeISTATE COMM., ¥

% Coogle O & el Ramsey = &, -
ETO softwa re SEELC Grant Sae Northeast Infake WWeicome Mpliss Ramess | Hems Pace |Helol Led OF
ey v s [

(Evm Sowen Temis) {8 Parscisns [ Howheas imaice [ :

Basx Infurmaben

Hasg the student signad the program consent form?
W

School Status

Incumbent worker
Cv —

Disability

Elhile Vietoran Status

Pell grant eligitle

w

Tas elighle
(¥
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» Complete the Employment History TP in ETO TAACCCT 2.0

)20 0 e e oo 9= 8¢ | B ohens e Cormasty | @ PILISPHESTATE COML | mﬁ)@

% Cougle - Yowe- © Foue | Mo 0 Wby A e x Flomet + Hiut
ETO"software SEELC Granl i Nothusd TAACOLT20 Wekome 1efses Ramse | Ko Pace | i | Lea 8
b ten | Oiieach Tafulat acl Ll

|@Social Solutions ez s et secwsoos re. <=noog

O Make sure you choose current in the TP and enter the name of employer (can just
type in the name — no drop down here) and wage (must have wage for IW for APR)
0 This TP would only be done once
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& LT N 1 1)

X Goge » Qo & Ftue Moen (|8 bRy X+ X ot v G

ETO™software SEELL Gant S Natheast IACULT 20 Wecome essafamsey | Home ate [ g | Log Ut

o i G—

Agdressinel:

o
State/Province: |

Start date iy o mlete o E

w0 < :

@Social Solutionse o esesty so s e ¢ef00D

9
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E[C

Tracking Program Status

Description: This process shows how to enter a Program Status TouchPoint as well as why, when and how
often you should perform this process. Make sure to create a new TouchPoint each time. Only ‘edit’ the
TouchPoint if there are keying errors.

Staff: Mostly the Completion Coaches or Data & Outcomes Specialist

Documentation/Information Needed: You need to know what

Optional Documents: None

Frequency of Process: This process needs to be performed several times throughout the semester:

- Initially, perform this process to identify the major that the participant is attempting.

- After the census date, perform this process with the number of courses the participant is currently
attempting

- After grades have been posted, perform this process with the number of courses the participant
completed.

- If a participant completed a certificate, diploma, degree, industry credential, etc. perform this
process to indicate the completion.

- If a participant drops out, perform this process to indicate that the participant withdrew.
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Tracking Program Status:

Step 1: Make sure you are in the correct program../

1=

Home Page | Help| Log O

ETO™software SEELC Grant Site: Randolph TAACCCT 2.0 Welcome r_-

Home = MNew QuickSearch ToDolist Messages  MyFavortes My Dashboard  Manage Apps™=

| Enter Search Term(s) | within | Participant v |in |Randoiph TAACCCT 20 v | | Search

‘Quick Search Results » Participants
"
» Internal Referrals

e SN Casenimber oo
Matches for: Show All Participants [ Entiges ]

Create Collection
Record TouchPoints
View Entity TouchPeints

View Participant TouchPoints

» Program Administration
» Site Administrat on

20.

21.

@Social Solutions e 2001-2015 Developed by Social Solutions, I

Step 2: Click ‘Record TouchPoints’ to add a new TouchPoint.

If you want to see what TouchPoints are there for a participant first, click ‘View Participant
TouchPoints’ or ‘View/Record TouchPoint’.

Step 3: Choose the ‘[TAACCCT] Program Status 2.0’ Record TouchPoint
TouchPoint if you chose ‘Record TouchPoints’ in Ste

Select TouchPoint: _Select a TouchPoint —
Employment History 2.0
Employment Placement 2.0
Goal - WF 2.0

TAACCCT Intake 2.0

[SEELC] Student Contact
[SEELC] WorkKeys Assessment
[SEELC] Workshops
[TAACCCT] Program Status 2.0
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If you are checking the current TouchPoints for a participant first and choose ‘View/Record
TouchPoint’ or ‘View Participant TouchPoints’ in Step 2, you will see the current TouchPoints for the
participant that you choose. You can click on the + to expand the ‘[TAACCCT] Program Status 2.0’

Touchpoints.

Review TouchPoints fo

[SEELC dent Contact Take New
= (CCCT] Program Status 20 Take New

| L] 8] 8] "7 X [oriter M L]
7/21/2015 8/5/2015 Randolph TAACCCT 2.0
7/21/2015 /2172015 Randolph TAACCCT 2.0
1/15/2013 3/1772015 Randolph TAACCCT 2.0
5/10/2014 31772015 Randolph TAACCCT 2.0
1/15/2014 31772015 Randolph TAACCCT 2.0
ETO Engage Effort
TAACCCT Intake 2.0 Take New

Take New TouchPoint

Under the ‘Take Action’ column:
To view, click the Eye icon.
To edit, click the Pencil icon.

To delete, click the Trashcan icon.

Step 4: To Add a new TouchPoint, click ‘Take New’.
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Step 5: Note that all information from the last [TAACCCT] Program Status 2.0 TouchPoint is already

pre-filled for you. This is just for convenience and you can delete or change any of the pre-filled
information.

[TAACCCT] Program Status 2.0 for [ We/5/2015 x WEH|
Pragram | Meeting | Credit/Credential Information {
TAACCCT program (Career Pathways)

Is this program designed to be completed in one year or less?

Date entered prag

2 AN

Date completed progray

mm/dd/yyyy ‘

The following information“should be updated at each ‘status check.

If you have just enrolled the Pa
TouchPoint:

nd this is your first’ [TAACCCT] Program Status 2.0’

- Choose one of the three * am (Career Pathways)’

- If the participant is enrolled in either an industry recognized credential or an institutional
certificate program, choose ‘Yes’ for the ‘Is theyrogram designed to be completed in one
year or less?’ if the certificate requires 24 or less credit hours. Choose ‘No’ for the ‘Is the

program designed to be completed in one year or less?™if the certificate requires more
than 24 credit hours.

- Enter the date that the participant signed the Intake form into the ‘Date Entered Program’
field.
Click Next Page.

Step 6: Skip Tab 2 — ‘Meeting’.
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Step 7: Choose the Semester that you are entering information for.

[TAACCCT] Program Status 2.0 for on

Program | Meeting | Credit/@redential Information ‘

Semester

[Fall 2015 - V|

Mumber of credits working on this semester

2 4

Total number of credits completed

Working towayd professional certificate?

Working tolyard degree?

Enter ‘Nu
depending o

Enter the professi

will open up. See below:

er, of, credits working on this semester’ or the ‘Total humber of credits completed’,
hen you are performing this process. (See ‘Frequency of Process’ on page 1).

nal credential, professional certificate, or degree that the participant is working on
in one of the last three fields. When you choose ‘Yes’ in the ‘Working toward...” field, more choices
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Working toward a professional credential? Working toward professional certificate? Working toward degree?

Yes v Yes v Yes v
Professional credential Professional certificate Degree

[~ Select - ~ [ Select - [-- Select -
Upload Scan of Credential Professional certificate status Degree status

| selea | [ Select — hd [ Select hd

Professional credential status

[ Select -




You can then choose the name of the credential, certificate or degree. Make sure that you choose
‘In Progress’ in the status of the program you choose.

Step 8: When a participant completes the credential, certificate, or degree program, take a new
TouchPoint and add a completion date on Tab 1 AND change the status to ‘Complete’ on Tab 3.

[TAACCCT] Program Status 2.0 for on

Program ‘ Meeting | Credit/Credential Information

TAACCCT program (Career Pathways)

In progress
. . . Incomplete (withdrew/dropped out)
Is this program designed to be cgmpleted in one year or less? Complete

Date entered program

9/22/2014 )

Date completed prog/am

mm/ddiyyyy

The following information should be updated at each status check.
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B[O

Tracking Student Contact (Single, Multiple, Collection)

Description: Recording TouchPoints for single, multiple, and collections of students
Staff: Data & Outcomes Specialist (hereafter referred to as "DOS") and Completion Coach

Documentation/Information Needed: Date of contact, duration of meeting, summarized content of
meeting, phone call, or content of email

Optional Documents: Emails that coach or DOS were carbon copied in, email attachments

Frequency of Process: Each time DOS or coach is notified or initiates contact with student (try to
maintain a 24hr action policy when entering data)
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Single & Multiple Student Contact:

Step 1: Locate and select the 2.0 section of ETO

ftware.com/index.asp P-ad @ | PELLISSIPPI

share Point ;
Granville Intake

Nare SEELC Grant Site: [ErTRi ey v
Granville TAACCCT 2.0 Follow-up

To Do List Messages My Favorites My Dashboard Manage Apps(NEW)

Granville TAACCCT 2.0 v || Search |

Step 2: Select “Record TouchPoints” on the right hand side of the screen:

e

Record TouchPoints

View Entity TouchPoints

View Participant TouchPoints
» Reports

» Wizards

Step 3: Select the [SEELC] Student Contact touchpoint

To Do List

Home New

Select TouchPoint: [RGCEEE R i1z | 0.

Employment History 2.0
Employment Placement 2.0
Goal - WF 2.0

TAACCCT Intake 2.0 //
[SEELC] Student Contact

[SEELC] WorkKeys Assessment

[SEELC] Workshops
[TAACCCT] Program Status 2.0

Messages My Favorites My Dashboa

Granville TAACCCT 2.0 v
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Step 4: Select “Participant” from the drop down menu and a list of students to select from will
appear

«cord TouchPoint

elect TouchPoint: [[SEELC] Student Contact M

IF'articipant ﬂ

elect Subject Type:

Participants |
_lInclude Dismissed Participants
LR 2| k| |H Page size: |50 Pagel of 2, rows 1 to 50 of 59

O | Name
| T

10

2.

30

4.0

O

6 M

Step 5: At this point you can select either one or multiple students you wish to record a contact
touchpoint. Once the student/students have been selected click on “Continue”

Record TouchPoint

Select TouchPaint: [[SEELC] Student Contact v
Select Subject Type: [Participant v]

| Participants |
| | Tnclude Dismissed Participants

4|4 2| k|[|MH Page size: |50 = Page 1 of 2, rows 1 to 50 of 59
[ MName
\ T

d O

[«

O & &
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Step 6: Enter the date manually or use the calendar icon. Key the time duration of the meeting
if applicable and select the type of contact that was made.

[SEELC] Student Contact on ik E

e All

Student Contact |
Date:

[mmiddryyyy (1=

o Time Spent:
e Add Hours I:I : I:I Minutes

Contact Type:

Email

Phone Call

Text Message

ENGAGE - Email
ENGAGE - Phone Call
ENGAGE - Text Message
Social Media Message
Individual Meeting

Group Meeting

—~
=z

Step 7: Type a brief description of the meeting, media message, or summary of the email in the
“Notes” box.

*Optional - If you wish to schedule a reminder for follow-up for yourself or another staff
member select the appropriate box. An attached copy of media content pertaining to the
contact can be uploaded by clicking on the “Select” button as well.

Notes:
(1500 character limit)

Enter Text Here . . .

\Date of Next Student Contact
[Jschedule Follow-up Alert to show up on your To-Do list
[[Ischedule Follow-up Alert to show up on Other Staff's To-Do list

File Attachments:

Select | <
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Step 8: Once finished click on “Save”

Save

Recording Student Collection Contact:

**NOTE** A “Collection” must previously be created to be able to use this function.
See Create a Collection Process located in SEELC Dropbox/Process Doc Proj/RCC
Processes/Creating a Collection

Step 1: Previous steps 1 - 3 will need to be followed but TAAACT 2.0 will need to be selected as
“Subject Type”.

New Quick Search To Do List Messages My Favorites My Dashboard Manage Appsi™="}

Enter Search Temiz) Granvile TRACCCT 2.0 v

Select TouchPoint: |[SEELC] Student Contact
Select Subject Type: — Select a subject type —-
Participant /

TAACCCT 2.0

Step 2: Select the name of the collection that contains the students you are recording a contact
touchpoint for. Then click on “Continue”.

T~ oo |

—
TAACCCT 20 "\\
clude Disabled Collections
m&“ll Pagesize:m Pagel of1, rows1tol ofl
Collection Name

1 All TAACCCT Students
a '1_| [N l Namm i L EA -

CESEL P L PR R P
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https://www.dropbox.com/home/Consortium%20Wide%20Sharing/Process%20Doc%20Proj/RCC%20Processes?preview=Creating+a+Collection+of+Participants+Process+Documentation.docx

Step 3: Enter the date manually or use the calendar icon. Key the time duration of the meeting
if applicable and select the type of contact that was made.

[SEELC] Student Contact on SREEGE ]

au All
Student Contact |
Date:
[mmiddryyyy (1=
o Time Spent:
%' Add Hours I:I H I:I Minutes

Contact Type:

Email

Phone Call

Text Message

ENGAGE - Email
ENGAGE - Phone Call
ENGAGE - Text Message
Social Media Message
Individual Meeting

Group Meeting

—~
=~z

Step 4: Type a brief description of the meeting, media message, or summary of the email in the
“Notes” box.

*Optional - If you wish to schedule a reminder for follow-up for yourself or another staff
member select the appropriate box. An attached copy of media content pertaining to the
contact can be uploaded by clicking on the “Select” button as well.

Notes:
(1500 character limit)

Enter Text Here . . .

\Date of Next Student Contact
[Jschedule Follow-up Alert to show up on your To-Do list
[Ischedule Follow-up Alert to show up on Other Staff's To-Do list

File Attachments:

Select | <

Step 8: Once finished click on “Save”

Save
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E[C

Obtaining and Entering WorkKeys Assessment

Description: Entering WorkKeys assessment date, score, and time duration

Staff: Data & Outcomes Specialist (hereafter referred to as "DOS") and Recruitment/Retention Coach,
WorkKeys testing facilitator

Documentation/Information Needed: WorkKeys scores & Date of assessment
Optional Docs: Time of test duration and Copy of Certificate received

Frequency of Process: Each time WorkKeys assessment is given
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Obtaining and Entering WorkKeys Assessment
Step 1: At the end of each WorkKeys assessment the DOS should contact the testing facilitator
and request that electronic copies of the WorkKeys results.

*In the event that test results cannot be individual separated, print the copies of certificates
and scan them individually.

Step 2: If an electronic or physical copy of the WorkKeys certificate is provided place each
students copy in their appropriate location.

Step 3: The WokKeys test results will be entered into ETO under the “2.0” section.

ftware.com/index.asp P-ad 4@ PELLISSIPPI

ihare Point

i Granville Intake
Nare SEELC Grant Site: [EEm Y eas @)
Granville TAACCCT 2.0 Follow-up

To Do List Messages My Favorites My Dashboard Manage Apps(NEW)

Granville TAACCCT 20 v || Search |

-

Step 4: Select “Record TouchPoints” on the right hand side of the screen:

beEmtes

Record TouchPoints

View Entity TouchPoints

View Participant TouchPoints
» Reports

|
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Step 5: Select the [SEELC] WorkKeys Assessment touchpoint

To Do List Messages My Favorites My Dashboa

Granville TAACCCT 2.0 v

EnerSearnTom |
Select TouchPoint: [CEEERG T2 .

Employment History 2.0
Employment Placement 2.0
Goal - WF 2.0

TAACCCT Intake 2.0

[SEELC] Student Contact /
[SEELC] WorkKeys Assessment “

[SEELC] Workshops
[TAACCCT] Program Status 2.0

)

Step 6: Select the student you are recording the TouchPoint for and click “Continue’

| Granvills TAACCCT 20 v

sarch Terms)

—
Participants
| Include Dismissed Participants
M4 m 2 ik Fagesi:e:iso »|  Page10f2 rows 1to 50 of 59

‘ ] Name

| Y

O
2Ol

]

(1 H
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Step 7: Enter the assessment date NOT the date the information is entered; that is automatically
populated at the top. NOTE: the date can be manually keyed or the calendar icon may be used

Entar Search Term(s) | within 7 | Granvills TAACCCT 2.0 v

[SEELC] WorkKeys Assessment for on [

| WorkKeys

[mmyddiyyyy

Step 8: Each WorkKeys score is entered into their respective fields using the drop down feature. If any
section was not given as an assessment that field can be left blank.

Enter Search Term(s) Participant v

Reading for Information Score:

Applied Mathematics Score:

No Score
<3

3
4
5
6
7

ation Score:

Applied Technology Score:

Step 9: The duration of the WorkKeys assessment may be recorded by manually keying the time in.

**Some facilities maintain a standardized time limit for testing due to assessment categories and
dismiss the class as a whole. In this case all students will have the same assessment duration.

Total Time Spent on Assessment:

Hours ‘_] : u Minutes
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Step 10: The certification level is selected from the drop down menu. NOTE: if the student did not
finish the assessment or failed to produce a score worthy of a category, “None” should be selected
indicating the student participated in the WorkKeys assessment. This is indicated by a "<3".

**Awarded Color is as follows:

e Platinum = lowest score is 6
0 (with exception of Locating Information, highest given is 6)
e Gold = Scores of Level 5 or higher on all three exams
o Silver = Scores of Level 4 or higher on all three exams
e Bronze = Scores of Level 3 or higher on all three exams

National Career Readiness Certification Obtained:

MNone
Bronze
Silver

| Gold

| Platinum

Step 11: Once all information is entered and confirmed click “Save”.

Save

C-50



E[C

Employment Placement

Description: Process used for following-up with students to gain their employment information after
they have completed the program.

Staff: Outcomes & Data Specialist, Completion Coaches

Documentation/Information Needed: Knowledge if participant is incumbent or non-incumbent worker,
Ul wage data if available, and student contact information

Optional Documents/Information: Contact institution’s job placement office to see if data is already
available.

Frequency of Process: Up to three quarters after program exit/completion
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Employment Placement

The process of following-up with students to gain their employment information after they have completed
the program.

IESES Staff

Contacting students
Filling out Documentation of Job Placement
Putting information into ETO

Completion Coach
Completion Coach
Outcomes and Data Specialist

Month of Graduation

First Quarter Second Quarter

Third Quarter

December

July- September
October-December
January- March

Tracking
Employment

October- December

January-March
April- June
July- September

January- March
April- June

Incumbent Worker Unemployed Student
e s
Finﬂ out if they had a vﬁage \\‘ Find out if student has gained

increase

If gained while enrolled in the
Program, fill out Job
Placement Form and Put
information into ETO

If not obtained during
Program, go through the
contact Process during the
first quarter after completion.

to see if information is has

Contact Job Placement office
already been obtained

If you get information, fill out
Job Placement Form and put
in ETO

14

If no, email stucﬁnt il |

I/
If no answeér, wait a week and
emaijl student again

[
In no hnswer, wait a week and
call student

J

J

If ho answer, wait a week and i
call student again

(N
If no answer, wait a week and
send student a letter

N
Wait a month, if no answer,
document efforts

J

J
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employment the first quarter
after completion

see if they have wage

Contact Placement office to
information

If you get information fill out
Job Placement form

If no, email student [l

¥
¥
g
X

g

If student has gained
employment repeat follow up
for second and third quarter
after completion

If no answer, wait a week and 0
email again

If no answer after a week, call
student

‘

If no answer, wait a week and
call student again

J

If no answer after a week, i
send student letter

Wait a month. If no answer
document efforts.

,@‘




Check List for Employment tracking efforts

Students Name

For unemployed or Incumbent workers who have not had wage increase information
documented:

First Quarter after Completion

0 Contact Placement office (first week of Quarter)  Date
0 Email Student (Second week of Quarter) Date
0 Email Student (Third week of Quarter) Date
O Call Student (Fourth week of Quarter) Date
0 Call Student (Fifth week of Quarter) Date
0 Send Letter (Sixth week of Quarter) Date

Only for students unemployed at enrolment and had a job during first Quarter follow-up:

Second Quarter after Completion

0 Contact Placement office (first week of Quarter) Date
0 Email Student (Second week of Quarter) Date
0 Email Student (Third week of Quarter) Date
0 Call Student (Fourth week of Quarter) Date
O Call Student (Fifth week of Quarter) Date
0 Send Letter (Sixth Week of Quarter) Date

Only for students unemployed at enrolment and had a job during first and second
Quarter follow-up:

Third Quarter after Completion

0 Contact Placement office (first week of Quarter)  Date
0 Email Student (Second week of Quarter) Date
0 Email Student (Third week of Quarter) Date
0 Call Student (Fourth week of Quarter) Date
0 Call Student (Fifth week of Quarter) Date
0 Send Letter (Sixth Week of Quarter) Date
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Documentation of Job Placement and Wage Increase while
Enrolled in Program

Student’s Name;

Date of Verification:

Employment Status:

Employer Wage:

Job Title

Verified By:
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Follow- up Documentation of Job Placement and Wage Increase

Student’s Name

Date of Completion

First Quarter after Completion Date of Verification:

Employment Status:

Employer Wage:

Job Title

Verified By:

Second Quarter after Completion Date of Verification:

Employment Status:

Employer Wage:

Job Title

Verified By:

Third Quarter after Completion Date of Verification:

Employment Status:

Employer Wage:

Job Title

Verified By:
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SSEEC

Tracking Post Education

Description: Recording TouchPoints for Post Education after completion of TAACCCT program of study
Staff: Outcomes & Data Specialists, Completion Coaches

Documentation/Information Needed: Type of Post education, School name, Name of Program, Date
Entered, Possibly date Completed

Frequency of Process: When student enters a new post education program and possibly if they
graduate from that program
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Tracking Post Education

Step 1: Locate and select the 2.0 Follow-up in ETO

SEELC Grant Site:

E

Step 2: Select “Record TouchPoints” on the right hand side of the screen:

e

Record TouchPoints

View Entity TouchPoints

View Participant TouchPoints
» Reports

» Wizards

Step 3: Select the Post Program Education 2.0 Touchpoint

Enter Search Tarmi(s) Polk TAACCCT 2.0 Follow-up

Select TouchPaint: |Post Program Education 2.0
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Step 4: Select “Participant” from menu then click continue at top or bottom of screen

Eﬁz 3[» /(] Pagesize:[50 ~¥] Pagelof3 rows1toS00f112

W@ G | s W R

Oooooooooooooogooao

fary
(=]

ey
[

fary
b

13

14

15

16

17
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Step 5: Enter the date that information was obtained manually or use the calendar icon.

Post Program Education 2.0 for L1 N0/3/2015 B

Post Program Education ]

Post program education

|-- Select - hd

Mame of education institution

Mame of program/degree/area of study

Date entered education program
|mm;’dda’yyyy | :|

Post program education status

|-- Select -- V|

Date completed education program
mm/ddyyyy | =

Motes
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Step 6:

. Select Post Program education type

. Enter Name of educational Institute

. Enter Name of Program/degree/area of study

. Date entered education program

. Post Program Education status

. Possibly enter date post education program was completed

. Enter any note that you may have

Step 7: Once finished click on “Save”

Save
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Generating & Manipulating Touchpoint- Flat File Report

Description: This is a good report to run to see if you missed entering a participant’s data into
ETO or need to do any type of counts on particular fields for any of the Touchpoints

Staff: Mostly Outcomes & Data Specialist would use this report
Documentation/Information Needed: This report can be ran as often as needed

Frequency of Process: Once logged into ETO, go to the right hand side and choose Reports>View
Report (new)
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Generating & Manipulating Touchpoint- Flat File Report

» This is a good report to run to see if you missed entering a participant’s data into ETO or
need to do any type of counts on particular fields for any of the Touchpoints
» Mostly Outcomes & Data Specialist would use this report
» This report can be ran as often as needed
» Once logged into ETO, go to the right hand side and choose Reports
o View Report (new)

O 2 v iccue

azaftware.c D -~ @ ¢ || @ PELUSSIPPISTATE COMM A (=
x Google |2 search - | = W share | More 3 N ST
ETO"software SEELC Gran Site: Nonheast Iniake Wetcome IR | Home Pce | Help | Log O
o | ew Gk Search | TouLai || Wessages | Wy Favaries (IR scege Apesten
within \ Participant v\.\ \Nnnh»w Intake \.‘ M
ouchPoints

TakaAclion Status Date Completed

- Enable 4/22/2015

= £ /1472015

- e aaa/2015

@ Ed 4/14/2015

@ Enabled aj14/2015

@ Enabled 4/14/2015

@ Enabled 4/14/2015

e Enabled 4/14/2015

@ Enabled a/1a/2015

@ Enabled 4/1/2015

+ pew
APR Report FET)
A AP Ropon
View Report
| . .
REniE BasmER

—_— _ i - ™
Z Pl B 9 Mo i w B BT om0 ]
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o Refresh Report List
o Category — Touchpoint reports
o Touchpoint — Flat File

% Google v Msewcn - 7 [ shere | Morem 018 ey &+ FComent v Fisdet
ETO - Softwa re SEELC Grant Site: Nottheast Intake weicome [N | Homepece 1o Lon o
Home New Toolst  Messages  MyFoores  MyDositoard  Marage ApeseY)

Pt |l s stz _v i Searc

A
| [ Query Wizard Pius | [ ETO Resutts | [ List | =

E Category Name Description
E

C e
Report Report Description Type Options

11-14-14 Participant Count Personal
TouchPoint - Fiat File copy Persanal
Trial Report Persanal
Report Report Description Type Options
TAACCCT - Al - Employment Flacement Report 2.0 Custom
TAACCCT - All - Results Scorecard 2.0 Custom
TAACCCT - Annual Performance Report 2.0 (Rounds 2-4) -Always use Start Date=10/01/2013 and End Date=09/30/2014. Custom

{

Report Description Type Options
Provides aggregate responses to TouchPoint(s) completed in a date range with ability to drill down to a sub repart for spedfics by

TouchPoint - ate Responses data clemert. Custom
TouchPoint - Flat File -This report is a grid format flat file, meant to be exparted to Excel to be manipulated. Standard

TouchPoint - Response Report Standard

TouchPoint Flat File -This regort s interactive, allewing filtering and sorting capabilities. You can alsa export in Excel or CSV format. Standard

Report Report Description Type Options
Birthday List A Birthday List by Program that indludes each Partiopant's Date of Birth and Age. Stendard

Box Score -Use 10/1/2013 as start date and "today” as end date. Can be site wide, single, or multiple program specific. Custom

Demographic -Adtive Enrolled Dismissed Regort This report includes aggregate demagraphics infarmation of Active, Dismissed, Enrolled & Served participants Custom

Pariicipant Face Shesl Basic demographic and family information for a single particpant Custom

Participant List ~can be ran for site and single or multiple programs Custom

Participant List by Program for SEELC Grant Site (Generates a list of all partidipants by program in your sitz, including addresses. Standard

Participart List for SEELC Grant Site (Generates a list of &l partidpants in your site, including addresses. Standard

%
:
5
i
i

Entity Profile Report Custom
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o Choose the Program Name: School Name and then Intake, TAACCCT 2.0 or
TAACCCT 2.0 Follow-Up

o Choose Name of TP needed — e.g. TAACCCT Intake 2.0, Program Status 2.0,
Employment History, etc.

o Choose Begin Date — whatever date you are wanting to see data from

o Choose End Date — same as above (note: it pulls from the date the data was
entered into ETO not the date the TP occurred)

o Click Run Query

@ hitpsy//liveoffic

om/OpenDoc /openDocument.jsp

P

o0 J- 1w 4t ]a» H

TouchPoint Flat File W lg g  SocalSolutions g A

‘v Document - View - 15| @ | | & RefreshData | (7 Track ¥ 7| % | 65

&
s ? 'f'\ o
8 Cl@araa
This report is in a grid format and is meant to be exported to Excel. The report will display all responses for the selected TouchPoint in the
selected program(s) and site(s). B »
Reply to prompts before running the query.
——P |+ Entervae(s) for TouchPoint Name:
—> #  DBegin Date:
—Pp |+ EndDae

D — Enter value(s) for Site Name: (optional) This fiter will be ignored because no value has been selected
TouchPoint TouchPoint Subject Type Subject Subject

Enter value(s) for Program Name:

Type values here |

.-

Refresh Values %

To see the content of the list, please click the Refresh values button.

Enter your search pattern here hﬁ v

(3) More Information

Select or type the values you want to return to reports for each prompt displayed here.

Run Query, Cancel

5] TouchPoint Fiat File

Refresh Date: February 12, 2014 5:45:47 AM GMT-05:00

G g moim i

» To work with the report you will need to save it as Excel on your computer — Under
document choose “Save to my computer as”, then Excel
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Generating & Manipulating Touchpoint- Flat File Report

» This is a good report to run to see if you missed entering a participant’s data into ETO or
need to do any type of counts on particular fields for any of the Touchpoints
Mostly Outcomes & Data Specialist would use this report
This report can be ran as often as needed
Once logged into ETO, go to the right hand side and choose Reports
0 View Report (new)

YV V V

AP Repert FE -]

W APFR Report
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0 Refresh Report List
0 Category — Touchpoint reports
0 Touchpoint — Flat File

~‘ihlcimla-w.y"\ % BComen v

SEELE Geant Ste: Nothaaet btsn wecons [N omepece (e oo

Calegury Dest ription

Seport Separt Descripion L
TAACCCT - M - Employment Placement Report 240 Custom
THACELT - A Pesfisrmens e Reqmnt 2.0 (Rourck 3-4) ~Bways e Slont Rale=10/01/2013 andl Fral Debe=09/30/7014. Canterm
T Repurl Destription Troe  Oplioms
MWWhTmﬂmMnameMhmmhaﬁwwmwmm
data elemant,
~This repnrt i a gric file, meant o by o 2 Pyt e masipedated. ‘Standari
- Standard
~This report & interactive, akowing Fitaring and eoring capabiitis, You can alea sxportin Bxcel or LSV format. Standsrd

Meport Description
‘A Birthday List by Program Lhel mdudes each Parbopant’s Deie of Bath and Aye.
Use 10/1/2013 a5 start dotc and today” a5 ond dote, Can be sic md, singc, or mubipke program spechic
This repart i aggregat i i ion of Artive, Dismissed, Enrolled & Served pacticants
Dasic demographic and famly mformation for & sngle parbcant
~can be ran for ofe and oingle or mulbipls programe

oAl

pregram in yeur sk, i

Particpant List for SCILC Grank Site Generabes a kst of ol perticipants in your ste, nduding addresses,
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0 Choose the Program Name: School Name and then Intake, TAACCCT 2.0 or
TAACCCT 2.0 Follow-Up

0 Choose Name of TP needed — e.g. TAACCCT Intake 2.0, Program Status 2.0,
Employment History, etc.
0 Choose Begin Date — whatever date you are wanting to see data from

0 Choose End Date —same as above (note: it pulls from the date the data was
entered into ETO not the date the TP occurred)
0 Click Run Query

LAl

B vocument - view - [ % B[ 0 G fes - M4 o - Remesnia | Tp ek 0 AL
' ™
& Social Solutions
TouchPolnt Flat File Y i A
‘go ® P
as¥ g
@ 80 @araa ..
This report is In a grld format and ks meant to be exponed to Excel. The report will display all responses for the selected TouchPolnt in the
selected program(s) and sites). Prompts. X%
Rendy n prompes Betnre minnng e query
Frngram Hame
e N {8} Tor TouchPrint Name
—P % Aegnome
R — »  Fnafae
—_— Enles vaits) fur St Name. (optionsD This et will e nuresd because: nu valu fias been selecied
TouchPomt  TouchHoin! Subject Iype Subgect  Subject
Enter value(s) for Program Reme:
| [iad
Retresh VAl T3 ’T
f akoss buthot =
p [ -
7) wore mtamation
e e e vak A e AR 1t
v
S 2 TouchPoint st Fie

Refresh Dabe: February 12, 2014 T48:47 AN CUT-25:00

» To work with the report you will need to save it as Excel on your computer — Under
document choose “Save to my computer as”, then Excel
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E[C

Process Document for Generating an APR in ETO

Description: Annual Performance Data Submittal Processes

Staff: Outcome & Data Specialists to run the report regularly to verify data.
Program Managers (6) forward to the Consortium Director of the Lead Institution (Pellissippi)

Documentation/Information Needed: APR form which provides information on participants in the
programs funded by the grant.

Optional Documents: Minimal narrative

Frequency of Process: Run report regularly to verify data and to be submitted annually for DOL
purposes; which will be October 30 for all consortium colleges. The due date into DOL by the Lead
Institution each annual report will be November 14,

Reference: http://www.doleta.gov/taaccct/pdf/taaccct roundl handbook.pdf
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http://www.doleta.gov/taaccct/pdf/taaccct_round1_handbook.pdf

Process Document for Generating an APR in ETO

1.) Utilizing the IE Browser, log into www.etosoftware.com with password.

2.) On the right menu bar, about eight down, click on “Reports”

3.) On the Reports drop down menu, select the last line by clicking on “View Reports (NEW)”

» Participants

» Participant History
» Internal Referrals

» Entities

» Collections

» TouchPoints

* Reports 1
Demographics Reports
ETO Results
Query Wizard Plus

View Reports (NEW) & 2

» ETO Insight
» Program Administration

i

p» Site Adminiztration
» Enterprize

4.) Click “Refresh Report List” button near the top of the screen to obtain the most recent information.

| Manage Reports | | Query Wizard Plus | | ETO Results | | Refresh Report List | %

5.) On the “TAACCCT Reports” drop down menu, click the “TAACCCT — Annual Performance Report 2.0
(Round 2-4)” . This will provide a crucial reminder to always use the Start Date 10/1/13 and End Date
9/30/14 for our Year One. The program should default to these specific start and end dates.

-] 1.) TAACCCT Reports TAACCCT Specific Custom Reports
Report Report Description Type Options
TAACCCT - All - Employment Placement Report 2.0 Custom
TAACCCT - All - Results Scorecard 2.0 Custom
TAACCCT - Annual Performance Report 2.0 (Rounds 2-4) e -Always use Start Date=10/01/2013 and End Date=09/30/2014, Custom
T—

6.) Social Solutions TAACCT Annual Performance Report 2.0 one page report will populate for your
college from https://liveoffice.etosoftware.com/OpenDocument/opendoc/openDocument.jsp. If not,
follow the drop down menu prompt down to your school and click your colleges’ name to open.



http://www.etosoftware.com/
https://liveoffice.etosoftware.com/OpenDocument/opendoc/openDocument.jsp

: : . TAACCCT
SOCI?I;;OIJUUOHS A Annual Performance Report 2.0

The Annual Performance report is designed to show:
- Cumulative Progression and demographic breakdown for all participants enrolled in the TAACCCT program during
and after the user-defined date range for up to four years.

ROUNDS 2, 3 AND 4 ANNUAL PERFORMANCE REPORT
TAA Community College and Career Training Grants

Report Date Range: 10/1/13 - 9/30/14

A. GRANTEE IDENTIFYING INFORMATION

Performance ltems Year 1 Year 2 Year 3 Year 4
2013-2014 | 2014-2015 | 201 5-2016 | 2016-2017

B. CUMULATIVE PARTICIPANT OUTCOMES (All GRANT PARTICIPANTS)
1. Unique Participants Served/Enrollees 8 29

A Trdal Khimboar of Darininante Wiha Laos Mananlabed I I [ |

7.) Click on all four fields to run your report, which should result in the green checks on the left.
Prompts

Rephy to prompts before running the query.

v Participants enrolled between (1071/2777) 1001/2013 12:00:00 AM

L'
W Enter Program Mame: Palm Beach TAACCCT 2.0
W Enter Follow-up Program Mame: Palm Beach TAACCCT 2.0 Follow-up

8.) Note the self-populating date and midnight time is what you want.

Participants enrolled between (1001/7777)

[10/1/2013 12:00:00 AM |4

n to reports for each prompt dizsplayed here.

9.) Hit the Run Query button at the bottom right of screen and enjoy the report data!
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GRANTS MANUAL

Appendix D: Creative Commons

Overview of Creative Commons License Requirements:

Intellectual Property Rights (All Applicants) SGA:

“To ensure that the Federal investment of these funds has as broad an impact as possible and to encourage
innovation in the development of new learning materials, as a condition of the receipt of a TAACCCT grant, the
grantee will be required to license to the public all work (except for computer software source code, discussed
below) created with the support of the grant under a Creative Commons Attribution 3.0 (CCBY) license [current
Creative Commons Attribution 4.0 is also allowable] . Work that must be licensed under the CCBY includes both
new content created with the grant funds and modifications made to pre-existing, grantee-owned content using
grant funds....”

Excerpt from page 32 of the TAACCCT Round 3 Solicitation for Grant Applications (SGA)

Intellectual Property Agreement — US Department of Labor: Employment & Training Administration:

“This letter is in reference to the requirement in your grant agreement to license products developed under the
grant with a Creative Commons Attribution 3.0 License. This language can be found in the SGA portion of your
grant agreement (SGA Section 111.D.9). In addition, SGA Section I1.D.9 and Part V.18 of your grant agreement
requires a disclaimer on grant deliverables. We have found that text in the required disclaimer is in contradiction
with the Creative Commons Attribution 3.0 License requirement [or CCA 4.0 License]. The intent of the Department
is to ensure that this Federal investment has as broad an impact as possible. Therefore, replacement disclaimer
language is provided below.

If applicable, the following needs to be on all products developed in whole or in part with grant funds, “This
workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training
Administration. The product was created by the grantee and does not necessarily reflect the official position of the
U.S. Department of Labor. The U.S. Department of Labor makes no guarantees, warranties, or assurances of any
kind, express or implied, with respect to such information, including any information on linked sites and including,
but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued
availability, or ownership.”...”

Excerpt from the DOL ETA Intellectual Property Agreement

18. Intellectual Property Rights: Award Letter Part V: Special Conditions

“The Federal Government reserves a paid-up, nonexclusive and irrevocable license to reproduce, publish or
otherwise use, and to authorize others to use for federal purposes: 1) the copyright in all products developed
under the grant, including a subgrant or contract under the grant or subgrant; and 2) any rights of copyright to
which the grantee, subgrantee or a contractor purchases ownership under an award (including but not limited to
curricula, training models, technical assistance products, and any related materials). Such uses include, but are not
limited to, the right to modify and distribute such products worldwide by any means, electronically or otherwise.
Federal funds may not be used to pay any royalty or licensing fee associated with such copyrighted material,
although they may be used to pay costs for obtaining a copy which are limited to the developer/seller costs of
copying and shipping. If revenues are generated through selling products developed with grant funds, including
intellectual property, these revenues are program income. Program income is added to the grant and must be
expended for allowable grant activities...”

Excerpt from the Award Letter Part V: Special Conditions



https://www.dropbox.com/s/rgfyusgcl8wusxi/taaccct_sga_dfa_py_12_10.pdf?dl=0
https://www.dropbox.com/s/qhm3r2uziggowwt/Intellectual%20Property%20Agreement.pdf?dl=0
https://www.dropbox.com/s/mdfel2puc90u8ty/Part%20V%2C%20Special%20Conditions.pdf?dl=0

+

Understanding Creative Commons License Requirements:

Open Professionals Education Network

The Open Professionals Education Network (OPEN) provides free support and
technical assistance to all grantees of the $2 billion Trade Adjustment Assistance
Community College & Career Training (TAACCCT) grant program from the U.S.
Department of Labor.

https://opendus.org/resources/

Watch this video on Understanding Creative Commons Attribution

https://vimeo.com/43142376

Creative Commons Licensing Tool:

@creative
com

Creative Commons has an online tool that will assist you in choosing and formatting the Attribution 4.0
International License that meets TAACCCT Grant Requirements.

https://creativecommons.org/choose/
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