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POLICY BULLETIN #14-35-EMP

REVISIONS TO THE UNDERSTANDING WHAT WILL TAKE PLACE AT MY TAG
APPOINTMENT (FIA-1064) NOTICE

Date: Subtopic:
March 25, 2014 Forms, Employment

This procedure can The purpose of this policy bulletin is to inform all Job Center and
now be accessed onthe | Training Assessment Group (TAG) staff that the form Understanding
FlAweb. What Will Take Place At My TAG Appointment (FIA-1064) has been

revised as follows:

e The “What Happens at TAG” section has been revised to
clarify what participants can expect when they report for their
appointment.

e The “Have you taken out a loan for training?” section has
been replaced with a section titled “Have you acquired debt
from student loans? Or, would you like to avoid doing so?”
This section explains services offered to participants
regarding student loans and other financial options related to
paying for their training program.

Effective Immediately

Attachments:
E Please use Print on FIA-1064 (E) Understanding What Will Take Place At My TAG
gﬁg‘ﬁ;‘g to obtain copies Appointment (Rev. 03/25/2014)

FIA-1064 (S) Understanding What Will Take Place At My TAG
Appointment (Rev. 03/25/2014) (Spanish)

HAVE QUESTIONS ABOUT THIS PROCEDURE?
Call 718-557-1313 then press 3 at the prompt followed by 1 or
send an e-mail to FIA Call Center Fax or fax to: (917) 639-0298

Distribution: X
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Understanding What Will Take Place At My TAG Appointment

HRA's Policies
THE 35 HOUR WORKWEEK

HRA requires that all able-bodied participants must be fully engaged in a work or training-related activity for 35
hours per week. If you attend an educational/training program approved by the Agency, you may use a
combination of class hours and work activities (e.g., Federal Work Study [FWS], Internship and Externship) to
make up a 35-hour work week. The Agency will provide funds for childcare and transportation expenses to cover

both the school and wo i . esult of the it, a Traini sment Group (TAG)
unit has been implery f icipant’'s pyefere wherever ible.

the prima -time) activity of the
sled, the first 20 (twenty) hours of activity must be one
prpoved classrpom hours |may be counted to meet the

There is a 12-month
participant’s schedule
or a combination of \
35-hours per week re

GED, BASIC EDUCATION, ESL
JOB SEARCH, EMPLOYMENT PREPARATION, JOB PLACEMENT

If you attend any of these courses, a maximum of 15 classroom hours may be approved. These courses must
be accompanied by a Work Experience Program (WEP) assignment, unless you are employed part-time or
concurrently attending an approved skill course.

What happens at TAG?

At your first interview, it is your responsibility to bring all the documentation needed to obtain an approval for your
training. This will include a completed FIA School/Training Enrollment Letter (Form W-700D) confirming your
acceptance into the program, accompanied by a registrar or bursar’s receipt, or a letter of acceptance on school
letterhead, and documentation verifying that you have child care in place (if needed). If you participate in FWS,
then the FWS award letter will also be required.

If you are a continuing student in a program that was previously approved by the TAG unit, you must bring a
completed FIA School/Training Enroliment Letter (Form W-700D) and a transcript of your last term of enrollment,
with proof of grade point average (GPA), to continue receiving carfare and childcare while attending classes.
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What does it mean if my program is not on the list of Available/Educational programs?

Any training/education program that has New York State Education Department accreditation, and meets a
concrete employment goal, may apply to be on the available training provider list maintained by HRA. Currently,
hundreds of programs have been made available by HRA. If the program you are requesting is not already on the
available list, they will be given an opportunity to apply. Please note however, that “Liberal Arts” is not an
approved course of study.

There are many programs which require tuition, books, and fees. HRA does not reimburse any participant for
these expenses. However, upon request, a caseworker may suggest programs that provide similar services
without charge. Please also note that TAG does not issue training vouchers.

If the program you are attending has been approved, and you have not exceeded your 12-month lifetime limit, all
of your class hours will be counted towards your 35 hour per week activity. If your total class participation is less
than 35 hours, other approved work activities may be assigned to ensure that you meet the 35-hour engagement
requirement.

What does it mean if my Training is Disapproved?

If the training you are enrolled in or wish to enroll in is disapproved, it doesn’t mean that you can no longer attend.
You may attend, however, HRA will not count any of the classroom hours towards your mandatory 35-hour work

week. A combination of the following approved work activities will make up your 35 hours:
Approved Work Act
[ ]
[ ]
. |
[ ]
Reasons why my program , i olved?
1) The program i aChe - degree programi |

2) The programis a leeral Arts program

3) The program was not approved by the NY State Department of Education
4) There are cautions against the organization

5) The program did not meet its placement rate requirement

6) The program failed to meet HRA's requirements

7) The program cannot be approved because of its geographic location

Reasons why you may be Disapproved to attend a program?
1) You failed to meet the 2.0 grade point average requirement
2) The program chosen was not on the available list of training providers by HRA.
3) You have recently completed a training program
4) TAG could not verify your training documentation.

Have you acquired debt from student loans? Or, would you like to avoid doing so?

TAG offers Debt Advisement and Counseling to assist you with organizing your finances, clearing up debt, and
saving money.

The Debt Counselor will:

e Conduct workshops on topics including FAFSA applications, types of aid, and student loans

e Provide one-on-one assistance to assess your specific financial matter

e Work in collaboration with the Office of Financial Empowerment to provide referrals to
institutions/agencies that best fit your needs

If you are interested in attending the workshop or wish to speak with the Debt Counselor, please ask at the TAG
reception desk.
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Entender Lo que Sucedera en mi Citade TAG

La Politica de la HRA
LA SEMANA LABORAL DE 35 HORAS

La Administracion de Recursos Humanos (HRA) requiere que todos los participantes sanos deben estar
plenamente activos en un trabajo o actividad relacionada con la capacitacion por 35 horas a la semana. Si usted
asiste a un programa educacional o de capacitacion aprobado por la Agencia, puede utilizar una combinacién de
horas en clase y actividades de trabajo (por ejemplo Estudio y Empleo Federal [FWS], pasantia y practica
laboral) para compensar las 35 horas a la semana de trabajo. La Agencia proveera fondos para cuidado infantil y
los gastos de transporte para cubrir tanto los requisitos de la escuela, como los del trabajo. Como resultado de la
Demanda Davila, se ha implementado una unidad del Grupo de Evaluaciéon y Capacitacion (Training Assessment
Group - TAG) para respetar la preferencia de los participantes en capacitacion, cuando sea posible.

Hay un limite de tie o [la actividad principal
(tiempo completo) e s [primeras 20 (veinte) horas
de actividades debe axim horas de estudios

en clase pueden tomars i i iSi manales
5ED), EDUCACION BASICA,

' : LENGUA [ESL) '
BUSQUEDABE \ EMPLEO, CION-DEEMPLEO

Si usted asiste a uno de estos cursos, se puede aprobar un maximo de 15 horas de clase. Estos cursos deben
acompafiarse de una asignacion del Programa de Experiencia Laboral (WEP), a menos que usted esté
empleado(a) medio tiempo y asista simultdneamente a un curso aprobado de aptitudes.

¢, Qué Pasa en TAG?

En su primera entrevista, es su responsabilidad traer toda la documentacion necesaria para obtener la
aprobacion de su capacitacion. Esto incluird una Carta de Inscripcién de Capacitacion/Escuela FIA (Formulario
W-700D [S]) llenada que confirme su aceptacion en el programa, junto a un recibo de la oficina de matriculacion
o de la tesoreria, 0 una carta de aceptacion en el membrete de la escuela, y documentacion verificando que tiene
cuidado infantil disponible (si se necesita). Si usted participa en FWS, entonces se necesitard la carta de
asignacion de FWS.

Si usted es estudiante en un programa de educacion continua que se aprobd anteriormente por la unidad TAG,
debe traer una Carta de Inscripcion de Capacitacion/Escuela FIA (Formulario W-700D [S]) llenada y el
expediente académico de su Ultimo semestre de inscripcién con prueba del promedio de notas (GPA) para
continuar recibiendo la asignacion de transporte y cuidado infantil mientras asista a las clases.

¢ Qué significa que mi programa no esté en la lista de programas Disponibles/Educacionales?

Cualquier programa de capacitacion/educacion acreditado por el Departamento de Educacion del Estado de
Nueva York que cumpla un objetivo concreto de empleo, puede solicitar para estar en la lista, mantenida por
HRA, de proveedores disponibles de capacitacion. Actualmente, hay cientos de programas disponibles de la
HRA. Si el programa que usted esta solicitando ya no se encuentra en la lista, se le brindara la oportunidad de
solicitar. Sin embargo, favor de notar que las Humanidades (Liberal Arts) no es un curso de estudio aprobado.
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Hay muchos programas que requieren el pago de la matricula, libros y tarifas. La HRA no reembolsa estos
gastos a ningun participante. Sin embargo, si se solicita, el trabajador del caso podria sugerir programas que
brindan servicios similares sin costo alguno. Favor de notar ademas que TAG no otorga comprobante de
capacitacion.

Si el programa al cual usted asiste ha sido aprobado, y usted no ha excedido el limite de por vida de 12 meses,
todas las horas de sus clases seran contadas para las actividades semanales de 35 horas. Si el total de su
participacion en clase es menos de 35 horas, se le puede asignar otras actividades de trabajo aprobadas para
asegurar que usted retina el requisito de 35 horas de participacion.

¢ Qué significa que se me Desapruebe el Curso de Capacitacién?

Si se desaprueba el curso de capacitacién en el que esta inscrito(a), esto no significa que usted ya no puede
asistir. Usted puede asistir, sin embargo, la HRA no contard las horas de clases para las 35 horas semanales
obligatorias de trabajo. Una combinacion de las siguientes actividades de trabajo aprobadas contaran para sus
35 horas:

Actividades de Trabajo Aprobadas:

e Empleo

e Estudipo-d _

e Pasa l
° WE ),

1) El programa es pata arg hefio
2) El programa
3) El Departal
4) Hay adverte
5) EIl programa no~cum
6) EIl programa no reunié los requisitos de la HRA

7) No se puede aprobar el programa debido a su ubicacién geogréfica

York no aprobho6 el programa

eeacion

¢Razones por las cuales se le puede Desaprobar a usted para asistir al programa?
1) Usted no cumplio el requisito del promedio de notas de 2.0
2) El programa elegido no se encuentra en la lista de proveedores de capacitacion disponibles de la HRA
3) Usted ha completado recientemente un programa de capacitacion
4) TAG no pudo verificar su documentacion de capacitacion.

¢Ha contraido usted deuda de préstamos para estudiantes? ¢0O, quisiera evitar hacerlo?

TAG brinda Asesoria y Consejeria Financiera para ayudarle a organizar sus finanzas, pagar sus deudas y
ahorrar dinero.

El Asesor Financiero:

e Llevara a cabo talleres sobre temas incluyendo solicitudes de FAFSA, tipos de ayuda y préstamos para
estudiantes.

e Brindara asistencia personal para evaluar su problema financiero especifico

e Colaborara con la Oficina de Capacitaciéon Financiera para proporcionar envios a las
instituciones/agencias que mejor se ajusten a sus necesidades.

Si a usted le interesa asistir al taller o desea hablar con el Asesor de Préstamos (Debt Counselor), favor de pedir
informacion en la recepcion de TAG.



