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Illinois Works

Program

Construction and the Building Trades?

llinois Works' FREE Pre-apprenticeship
program can prepare you fo successfully

vew w2 ilinois.gov/dceo/lllincisWorks/Pages/P
reApprenticeship.aspx

{i® ILLINOIS WORKS .
L} Pro-Apprenticeship Program

Pre-apprenticeship

Are you interested in a career in Target Audience

o All llinois residents are welcome

fransition to a Department of Labor Program Offers
registered apprenticeship in the trades! o Classroom instruction e  Industry
o Wrap-Around Services Recognized
sgieiiies kot
The Office of lllinois Works o Stipends :,ZH:,:T
CEQ.WWorks@ilinois.gov
Find us oniine at: Eligibility Requirements =

» Possess a High School

7% ILLINOIS WORKS

with an emphasis on women,
peopie of color and veterans

Minimum Age of 18 Years Old

Diploma/GED/HISET
lllinois Resident

A Winois
Department of Commerce
& Economic Opportunity
DL 8
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Tools & IWRS

@ ILLINOIS WORKS  IMlinois Works Pre-apprenticeship
2L PreApgrenticeship Progrom Program Information Sheet

Program Design & Goal
The linois Works Pre-Apprenticeship program is
designed to increase the number of qualified

construction and building trades apprentices who are

women, people of color, veterans, and prepares

them to enter full apprenticeship programs on
their way to careers in the construction and building

trades.

Eligibility Requirements
To enter the program applicants must be/have:

18 years old
Illinois resident
High school diploma or GED
Interest in career in the construction & building
trades
Able to pass a drug-test

Additional Criteria
The following criteria are not requirements but
will help participants be more successful in the
program. [f applicants need assistance with any of
the following, the program can offer support
services.

Driver's License
Relisble Transportation
English Proficiency

Support Services Offered
Below is just a sample of the services offered.
Additional services are available depending on

participant's needs

Childcare
Transportation Assistance
Housing Assistance
Math & Reading Tutoring
Mental Health Counseling

Stipends
Stipends are paid out based on participant
performance including attending mandatory sessions
and passing module assessments.

Industry Recognized
Certifications/Credentials
NCCER. Core Cumculum Certification
OSHA 10-Hour Construction Certification
First Aid/CPR Certification

Job Readiness &
Registered Apprenticeship Assistance

The program's goal is to help participants enter Registered
Apprenticeship Programs. Below are some of the services

available:

Resume Writing
Mock Interviews
Apprenticeship Application Assistance
Apprenticeship Program Tours

Module Required
Hours
Introduction to Construction and Its 4
Trades
Basic Safety/OSHA 10-Hour 13
Certification
Intreduction to Construction Math 32
First Aid'CPR
Introduction to Hand Tools and 12
Demo/Practicum
Introduction to Power Tools and 12
Demo/Practicum
Introduction to Construction 12
Drawings

Introduction to Basic Rigging 10
Basic Communication Skills B
Basis Employability Skills—Part 1 8
Introduction to Materials Handhng 8
Basic Employahility Skills—Part 2 24
Test Taking Skills 4
Practicum/Job Site Work &

Total Hours 169

[Insert Grantee Logo]

[Insert Grantee Name|
|Insert Grantee Address)
|Insert Grantee Phone Number]
[Insert Grantee Website]

This document was developed by the Qifice of lllimois Works for
the wse by Minois Works Pre-apprenticeship Program grantees,
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Marketing Plan Worksheet

What is your target population? (age, race, ethnicity, gender, geographic location, language etc.)

What do members of your target population care about? Or what services might this group need?

Where do members of your target population get their information?

What is a realistic timeline for your organization to do outreach?

[JWeekly [IBiweekly [IMonthly [] Quarterly [] Other:

Will any of your marketing activities cost money? If so, what is the budgeted marketing amount?

(& ILLINOIS WORKS
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Outreach & Recruitment - Tools & IWRS

Flyer

o ILLINOIS WORKS
LY Pre-Apprenticeship Program

O n e - S h e ete r | Tips for Running an Open House

Hosting an Open House can be an ideal and low-pressure way to meet prospective participants and give them a
chance to learn about the program, meet program staff, and begin the application process. Below are some tips to
keep in mind as your plan your open house and a sample agenda to help you plan your first event:

. I. Date and Time

M a r k e‘t I n g P | a n When you are planning your open house, think about your target population. What is the best day and
time for them to attend? Consider your target population’s other potential obligations such as school,

work, and caring for children. Many open houses will span several hours to accommodate differing

schedules, perhaps 5:00 PM — 9:00 PM on a weekday, or an all-day open house on a weckend day.

IL. Encourage Your Team and Partners to Attend

H e a 't M a p Open houses help introduce prospective participants to mstructors, staff, and partner agencies that will
provide support and help them succeed in the program. Fostering this connection and allowing

prospective participants to gather information directly from program staff can increase their confidence

and interest in the program.

- - Additionally, make sure to have staff positioned throughout the event so that potential participants feel
I I s fo r R u n n I n a n O e n H o u se welcome, and they know where to go for certain activities including where to complete pre-screening
p g p questions, and even fill out an application on-site.

11 Offer an Activity or Learning Opportunity

These cvents are ideal times to show off the unique aspects of your program and provide participants with

a more meaningful experience. Some activitics might include providing tours of the classroom

W O r k P | a n space/construction lab, having alumni mini sessions where prospective students can hear from/ask
questions of recent graduates, or host a scavenger hunt that teaches potential participants about your

program along the way.

IV. Offer Refreshments
Depending on the time of day that is chosen, make sure to offer refreshments in your open house event.

L ea d E n t ry V. Collect Information and Follow Up

The goal of the open house is to recruit new participants into the program. As a result, a key objective
during the event is to gather contact nformation from potential participants. Collect this information as
part of the registration process or as attendees arrive (usc a sign-in sheet they need to fill out when they
arrive). Prior to the event, set a standard for how quickly you want to follow up with attendees, and who

Pre_SC reen assessment will be assigned to do the follow-up.

Some attendees may want to complete pre-screening questions or the full application the night of the open
house. Make sure to have staff available to help.

This document was developed by the Office of lllinois Works for the use by lilinois Works Pre-apprenticeship

(ﬁé ILLINOIS WORKS
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Outreach & Recruitment - Tools & IWRS

F Iye r ATTACHMENT I: PROPOSED WORK PLAN
Table A: Total Outcome Metrics
[Total Number of [Total Number of [Total Individuals L .
ICohorts Individuals Recruited (all [Enrolled (all cohorts) ed on information per cohort. Per cohort outcome numbers should
O n e - S h e et e r Motal Individaals fl:::;::dividuals Hotal Individuals Ins \_\j'ith the .ﬁrst planned outreach activity for cach cohort and ends the
\Completed (all [Tramsitioned — Primary [Transitioned — y of instruction. . . .
lcohorts) lOutcome (all cohorts) Kecondary Outcome 15 no later than four wccks_ bcfgrc program instruction begins.
all tu-hor:ts] ants sh_ould take place bch_m: lnS@ctlon .bcgms. )
*Participant numbers in Table A should align with those in Attachment 1I: Participant Demographic & l?ntl_ll!:a]i;]r:t;nd last day of instruction. This should match the number of
. Cuitcomes Summary w A .
M a r ket I n g P | a n + Recruited: An individual who 1s interested in the program and has provided their contact :utcl::]tlh:;gljt:: I]:;mcr:m::;:' i};::r:l:;t?odnd:;:czfn;tztplzzg\:::j :.n:.c rant
information to be contacted for enrollment. 2023) program. g
+ Enrolled Participant: An individual who completes a pre-screen, application, and -
standardized interview and is offered to attend the program, accepts the offer, and attends Cohort 1
training.
+ Completed Participant: An individual who begins instruction and successfully individual C ——
H e a t M a p completes all required modules and assessments to obtain industry-recognized Individuals "l:mnlsitioned—
certifications and credentials. K dary Out
+  Primary Qutcome Transitioned Participant: A graduate of an Illinois Works Pre- CCOnLAry nleome
apprenticeship training program who has applied and has been accepted to a DOL Start Date [End Date
registered apprenticeship program OR who has applied and has been placed on a waiting
. . list for a DOL registered apprenticeship program.
T I pS fo r R u n n I n g a n O p e n H O u S e * Secondary Outcome Transitioned Participant: A graduate of an Illinois Works Pre-
apprenticeship training program who chooses not to apply for a DOL registered
apprenticeship program and instead is actively participating in an alternate outcome (i.e. Cohort 2
registered in a college program or other education/training program. accepted a position
with employer, etc.) Individuals
Completed
Table B: Instruction Information Individuals Transitioned —
W 0 r k P Ia n Becondary Qutcome
[Total Curricula Hours ILength of Training Program tart Date [End Date
weeks)
|Curriculum Offered ICertifications offered (minimum
(NABTU, NCCER, of NABTU/ NCCER/Other,
[Other nationally I0SHA-10, First Aid/CPR)
L ea d E n t ry recognized curricula) Cohort 3
*Total curricula hours and information should align with information provided on Attachment {11:
Sample Curricufum and Proposed Curricufum Individuals
Completed
Individuals Transitioned -
Becondary Outcome
Pre-screen assessment Btart Date End Date
Program Dates
Participant Transition

{J} & ILLINOIS WORKS
&l Pre-Apprenticeship Program
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Pre-screen assessment

ADD PARTICIPANT PRE SCREENING

First Mame *

Johnmy
Last Mame * —
Phone * 123 456-7800
Emnail *
Provider © Chicago Test Provider 1 b
ype* Hot Lead Inquiry hd

Do you have an interest in making a career in the construction industry? *

Yes ® Mo

Do you have the availability to attend the program? *

Yes ® Mo

Do you have a High School diploma or GED/HISET? =

Yoz ® No

Are you at least 18 years of age? *

Yoz ® No

Are you an lllinois resident? *

Yes ® Mo
How did you hear about B Emai Organization Website
this program? Zoci MNonprofit/Faith-based Radio
organization referral ™
American Job Center Mailings Cther

Mewspaper or Magazine

Pre Scresning Result =

Meats pre-soresning requirements. Interested in participating. w
Pre Screening Date * 08012022
Follow-Up Date
Sex* ale -
Races

Selecr ail thar apply.

American Indian or Alaskan Native
Asian
Black/African American
Hzwaiian or Pacific lzlander
Hispanic
Prefer not to answer

Whits

{i® ILLINOIS WORKS
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Application
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Application - Tools & IWRS

@5 ILLINOIS WORKS

Pre-Apprenticeship Progrom

Pre-apprenticeship Program Application

Application - Paper/Virtual

Application Date:

2 ILLINOIS WORKS REPORTING SYSTEM APPLICATION FOR TEST
Email: TEST502

I n te rV i eW S h eets Street Address 1: Demaographic & Contact Information Education Other Considerations Work History

City, State, Zip Code:

Name:

Primary Phone: Primary Phone Type: Firs fame * Tt
) o Social Media Type: Social Media Username: Lot e+ S
Applicant/Participant Referral D of Bk __/_I_
FO rm Sex at Birth: 0 Male o Female Preferred Gender: 0 Male o Female o Non-B  confirm gmail +

Military Status: 0 Active Military o0 Recently Separated Veteran 0 War or Comb  Stret Addrass 17
o Retired Veteran 0 Disabled Veteran o NA
Streat Address 2

Marital Status: o Married o Single o Divorced o Other

City*
Ethnicity: o American Indian or Alaskan Native o Asian 0 Black/African | o
o Latino/Hispanic o Hawaiian or Pacific Islander o White, Noi
ZPCode® 60661

Are you authorized to work in the United States? o Yes o No

Brimary Phone *

Highest Level of Education (Grade Level or Degree):

erimary Phone Typs * Select v
Do you have a High School Diploma or a GEDVHISET certificate? 0 Yes oNo
- Alvgrnate Phone (Format
Explain: XD
o . N . Alternate Phone Ty, ac
Have you participated in a pre-apprenticeship training program before? o Yes oNo Fne Thene Lyes S h
If yes, what was the name of the program/organization?
- - Date of Birth * = | 17172001
Do you have a Driver's License? o Yes o0 No Sex 2t Birth * Select v
If no, are you willing and able to get a Diriver's License? 0 Yes 0 No
Sele e
MiFtary Sman Szle L
Warital Status Select bl

Sara Ftnniein *

"B Pre-Apprenticeship Program



Application - Tools & IWRS

{fbe nUNOIS WORKS b
T} Pre-hpprenticeship Program
Pre-Apprenticeship Training Program Seore = F
. . . Interview Questionnaire Are vom being saked andier
pplication - Paper/Virtua ST b s
. . program’ N
Interview Directions: 1 yes, can you provide s
o ) ) . ) Whan ase dhe top 3 or 3 thing example on how you will deal
Each participant interview should be conducted by two program representatives who must independently seore the Jr",pili“!f!n;;;;ny o with potential barriers?
applicant’s responses. Interviewers should take detailed notes regarding the applicant’s responses. Once the pariicipaing in his program?
] interviewers have completed their questionnaires and scored the applicant’s answers, the total scores from both
I n te rv I ew s h eets interviewers should be averaged. An average scone of 400 (100%) is the maximum seore a participant can receive,
while the minimum score for acceptance to the program is 32 (80%). Once the final seone has been caleulated, it
should be entered into the llinois Works Reporting System (ILWRS) along with scanned copies of both
questionnaires. Applicant interviews usually last 45 — 60 minutes. Time should be allocated for interviewer
. . . questions as well as a dedicated time for the applicant to ask questions. Baram? Seore= _
Applicant/Participant Referral Ratng Scale: 1 3-Good 4~ Excel e Brntimas
fing Seale: | = Foor Average - = Exeellent (Lﬂ.b'ﬂ'ﬂﬂ'lul’lbtllldd‘q.g l\!'ﬂlb&ufk have at least a ssed an your ypical work o
ipersomal or professional)? Bpleting life commitments, can you
F O r m Candidate Name: ) Date: Time: comanit i being present s
required?
Interviewer Name:
Are there any barriers that might
ke it difficuls For e
Interviewer Title: :L-fu:'. rl..::; mm).i."u e
Interview Type: Face to Face Phomne
Lnterview Questhon Scores & Probing Questions F career? Score =
; . R o o - IF ] were wo ask a friesd or family
1. Why are you interested in the construction industry? Score = member what yor gremiess skills
What wades are you imerested in® ore what wald they say?
(carpeniry, operaton, laborer etc.) When you think aboat your future
Do you have mezmbers af yous CapeET are |{|¢|\: n.jnuxhlla.}mf.
personal or professional eetwork feel you lack or want t improe? aboration. This Score =
thait are in the construction trades? Bu have When thinking shos “respect
Soore = and poofissionalism™ what
actions come o mind?
2. What do you know about eonstruction pre-appreaticeship programs? Score = What are you easeer sapimtions? Describe how yeu have had &
pesitive relationship with others
Have yeu researched other What do you hope o secomplish in the past either im a
consanuction pre-sppeeaticeship in 5 years? professional, educational, or
pregrums? personal seiting {community
D v kmovw: whiat type of training RS, ot ek )
is offiered in these programs? pnsitioning Soore =
Class o, work-hased leaming i .
= ign with i
e, b pursaimg a cometraction
mpprenticeship something you see
yoursell pursuing insnsedisely
after this program®
Total Score




Application - Tools & IWRS

(b e ILLINOIS WORKS

[uzert Grantee Logo]

Applicant/Participant Referral Form

Application - Paper/Virtual

Participant Name: Referral Date:

Referral Service Category:

I n te rV i eW S h eets o_Delivery of Other Instruction o Wrap-Around Services

o0 Student Support Services o Transition Services
Referrali(s):
L] L] L]
Applicant/Participant Referral SpedficServee | Agemey | PV | cency Addees | Ageney Welsie
F O r m g’ijﬁiﬁs KidsCarel 23 T08-555-5553 | 123 Chicage Ln www KidsCarel 23 org

Chizago, IL 60013

Grantee Staff Name:

Grantee Staff Title:

This document was developed by the Office af Illinois Works for the use by lllinois Works Pre-apprenticeship

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program
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Enrollment Letters

Application - Tools & IWRS

{:*:uﬁ ILLINOIS WORKS

[Inzert Grantee Logo]

[Date]

[Participant Mama]

[Participant Address]

[Participant City, State, Zip Code]

Dear [Participant Namae],

Congratulations! It 15 with great pleasure that I offer vou acceptance into the Illinoiz Warks Pre-
apprenticeship program at [Provider Mame]. Bazed on your application and interview, [ have confidence
that you will be an cutstanding addition to our cohort begimming this [Fall Winter/SpringSummer]. Prior
to begmnmz the program, we ask that vou complats the following steps:

o Fertfication Documents
Prior to or on your first day of traming, plaasze bring in decwmentation that confinms your date of
birth (1.2., Driver's Licensa/State D, Birth Certificate) and vour high school/GED completion
{Le., Diploma, Official Transcrpt, Cartificata).

o Serup an Intaks Appoinoment.
MNow that vou have been accepted to the program, there is a host of support services available to
you During your intake zppointment, our team will provide you with 2 list of services available
through our zagency or partner agencies designed to bolster vour success. During this mesting, we
also welcome any questions you may have zbout the program. Call our office at [Provider Phone
Number] to sst-up your mtake appomiment 2= soon 2z possible.

Please note thar if you do not complete the wems obhove, your ccceptance to the program may be
revoksd ar the discretion of the program.

Please find program mformation below:

Program Address: [Program Address]

Program Dates & Times: [Program Dates & Timas]

We cannot wait for vou to join our program! Please do not hesitate fo reach cut to me or any mamber of
our team.

s AlC WADK
{Jit @ ILLINOIS WORKS [Insert Crantee Logo]

[Date]

[Participant MName]
[Participant Addrasz]

[Pasticipant City, Stata, Zip Code]

Dear [Participant Name],

Unfortunately, our program 1= umable to offer you acceptance mto the Illmeois Works Pre-apprenticeship
program at [Providar Name].

[For eligibility that cannet be changed — Le., no GED or Livense and unwilling to ger these ete. OR
alternate reason — Le., low scoves on standardized interview]

Based on vour application you are presently unable to meet the eligibility requiraments for the program.
However, we would like to refer you to [referral partmer or Illinois work¥et] for alternate programs and
ZETVICES.

[For eligibiliry thar can be changed — ie., no GED bur willing ro ger this]

Based on vour application you are presently unable to meet the eligibility requiraments for the program
due to [insert alizibility requirement]. Howsver, our organization provided vou with information for
[refarral partuer].

Through [referral pariner]’s program you have the opportumity to bacome eligible for our program. We
will mamtain your information and follow up with you periodically to determme your mterest m
reapplying for our program. Pleas= find [refarral partner]’s mformation listed balow.

[Referral Partner Name]
[Referral Partnar Address]
[Referral Partnar Phone Number]
[Feferral Partner Website]

If our team can be of additional zszistance, please fasl frae to reach out to me or any member of our team.

4 5 [LLINOIS WORKS [Inzert Grantee Logo]

[Date]

[Participant Name]

[Participant Address]

[Participant City, State, Zip Code]

Deear [Participant MName],

Congratulations! It 15 with great pleasure that [ offer you conditional acceptance to the Illmeis Works Pre-
apprenticazhip Program at [Provider Name]. Based on vour application and interview, I havs confidenca
that you will be an cutstanding addition to our cobort beginning this [Fall Winter/Spring/Summer]. Pricr
to baginmmg the program, we azk that vou complets the following steps:

I [Insert Condinonal Ttem —Highlight any condittonal wem]

II.  Verifieation Documents

Prior to ar on your first day of traming please bring in documentation that confirms your date of birth
{Le., Drivar's License/State ID, Birth Cartificats) and your high school'GED completion (1.2, Diploma,
Official Transenpt).

OI.  Serup an Inwake Appoinoment

Iow that vou have been accepted to the program, there are a host of zupport sarvices available to vou.
During your intzka appointment our team will provide you with a list of services available through our
agency or parmer agencies designed to bolstar your success. During this mesting we also welcome your
questions about the program. Call our offica at [Provider Phone Number] to sst-up your intzke
appombnent as soon as possible.

Please note thar if you do not lete the item(s) highlighted above, your P to the program
may be revoked ar the discrenon of the program.

Program Information:
Program Address: [Program Address]
Program Dates & Times: [Program Dates & Times]

We canmot wait for vou fo join our program! Please don’t hesttate to reach out to me or any member of

Smeerely, Smeerely,
[Program Contact Signaturs] ) our team.
[Program Contact Typed Mame] [Program Contact B1znatura]
[Program g o ]].\. [Program Contact Typed Mama] Smeerely,
[Program N ] [Program Contact Ema:l]
[Program Centact Phone Number]
T =

5

Fe=AppFenticeship Program



Intake & Wrap-Around Services (Enroliment)

Wrap-around Service Coordinator Conduct Intake Meeting & Complete the
Wrap-around Service Assessmentin IWRS

Including, but not limited to:
- Apprenticeship Application Fees
- Transportation
- Childcare
- Technology Rental/Assistance
- Alumni Networking
- Mentoring
- Financial Literacy

&
@a ILLINOIS WORKS



Intake & Wrap-Around Services (Enroliment): Tools & IWRS

o ILLINOIS WORKS

Discrimination, Harassment, pm— - i
d Bullyi li d
an u yl ng po Icy an Sample Discrimination, Harassment and Bullying Policy Bullying Complaint Form
d [Grantee Name] strives to create and maintam a working and training enviromment m which people
proce ures are treated with dignity, decency, and respect. The environment of the crganization should be
characterized by mutual trost and the absence of intimidation, oppression, and exploitation. [Grantes
Name] will not tolerats unlawful discrimmation or harassment of any kind. Through enforcement of Bullvins
. thiz pelicy end by education of employees, [Grantee] will seek to prevent, comect, and discipline — e
Wrap-around service blior it el s oy,
All emplovees, regardless of their positions, and program participants are covered by and are Comments
expected to comply with this policy and to take appropriate measures to ensure that prohibited
a S S e S S m e n t conduct does not ocour. Appropriate disciplinary action will be taken against any employes or
participant who violates this policy. Managers and employees who kmowingly allow or tolerate mancy, sexual orientation)

dizcrimination, harassment. or bullying, meluding the falure to mmediately report such misconduct
are in violation of this policy and subject to discipline.

Wra p-arou Nnd service tracki ngin Prohibited Conduct Under This Policy

[Grantee Name]. n compliance with zll applicable federal, state, and local anti-discrimination,

| W R S harassment, and bullying laws and regulations, enforces this policy in accordance with the following
definitions and guidelines:

Discrimination

It iz a viclation of [Grantes Name]'s policy to discrimmate in the provizion of training opportunities,
benefits or privileges; to create discriminatory traming conditions; or to use discriminatory evahuztive
standards m trammg if the basis of that discriminatory treatment 15, in whole or i part, the person’s
race, color, national origin, age, religion, dissbility status, sex, sexual orientation, gender identity or
expression, genetic information or marital status. jessary)

Dizeriminztion of this kind may also be strictly prohibited by a variety of federal, state, and local
laws, including Title VII of the Civil Rights Act of 1964, the Age Discrimination Act of 1267, and
the Americans with Disabilities Act of 1990. This policy 13 intended to comply with the prolubitions
stated in these anti-discrimination laws. Discrimination in viclation of this policy will be subject to
dizciplinary measures up to and including dismmssal from the program, if participants, or termmation,
if staff.

Harassment

[Grantee Name] profubits harassment of any kind, including sexual harassment. and will take
appropriate and immediate action in response to complaints or knowledge of violations of this pelicy.
For purposes of this policy, harassment is any verbal or physical conduct designed to threaten,

A oy TTC-Rpprenticeship program



Intake & Wrap-Around Services (Enroliment): Tools & IWRS

ADD WRAF AROUND SERVICES

Discrimination, Harassment, and
Bullying policy and procedures P

Do yous have refiable tramsportation 1o and from

Wrap-around service
assessment CHILDCARE/FAMILY MEMBER CARE:

yowr care? Select Responzs

TECHNOLOGY ASSISTANCE FOR VIRTUAL LEARNING (BROADBAND AND HARDWARE) A€° IF
VIRTUAL LEARNING WILL BE EMPLOYED:

Wrap-around service tracking in .
IWRS

o allow you to
zan induding online instruction? Select Response w
DRIVERAE™S EDUCATION FEES
o Select Rezponze o
st o it i Select Response v
MENTORSHIP:
Wiould you be interested in being partnered with _ _
a metor? Select Responss L
FINANCIAL LITERACY:
Do ',;_\u" et P -
Select Rzzponss "

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program

OTHER WRAP-AROUND SUPFORT SERVICES:




Intake & Wrap-Around Services (Enroliment): Tools & IWRS

Discrimination, Harassment, and

Bullying policy and procedures
(§9) CAREER PLAN
1 Earliest Start Latest Planned Due
W ra p a ro u n d Se rVI Ce Gal Related Steps  Category  Date Date Status
a SS eSS m e nt Training Services Show Mext Carser /16,2022 S/5f2023 Off Tradky/Incomplete
Steps Flzn
H H Wrap A d Hide Mext Steps  Cars 31472022 12/9/2022 Complet
Wrap-around service tracking e freun et e Career AR a0z e
I n Iw RS Fimamcial /472022 8/5/2022 Successful
_iteracy Completion
Transportation 121,/2022 12/8/2022 Staried/Cipen
Transition Senvices  Show MNext Carser /11,2022 gM2s2022 Complete
Steps Flan
Support Senvices Carser Complete
Flzn

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program



Host participant Orientation &
Complete Orientation Career
Assessment & Commitment

Agreement

Mark participants who are present for
Instruction on day 1 as “Enrolled” in
IWRS

If any participants are not present,
attempt to follow up with them twice.
If no response, mark individual as
Administrative Withdrawal in IWRS

&
@I@ ILLINOIS WORKS



Orientation Agenda

Career Assessment -
Orientation

Program Commitment
Letter/Agreement

Training: Tools & IWRS

o ILLINOIS WORKS

Insert Grantee L
£ Pre-Apprenticeship Program [1nsert Grantee Logo]

Illinois Works Sample Orientation Agenda

Instructions:
The orientation should be facilitated by a program manager/director or an Academic Success Specialist, someone
that will be working with students on a dmly basis.

»  lntroductions (30 minutes)
o The staff and instructors whao will be working with the participants introduce themselves
o Ask the cohort members to introduce themselves to their fellow classmates
o Sample Icebreakers & Introductions

+ Introduction to [Provider Name| (15 minutes)
o Provide a short history of the organization and program
o State the mission, vision, and goals of the organization
= What is the organizations “why"? Why apprenticeship programs are important? How do they
benefit participants?

»  lntroduction to Hlineis Works (1 hour)

Illinois Works Job Act History

Rebuild Illinois

Historic barriers for target populations

DCEQ and the Office of lllinois Works

Goals of the Illinois Works program
Pre-Apprenticeship Program

What is a pre-apprenticeship?

What happens afler a pre-apprenticeship program?
What career options are available to apprentices?

0000 QO0O0O0OQ

*  l0-minute break

*  Program Reguirements and Expectations (1.5 hours)

Expectations of the program
Time commitment

Diress code

Attendance

Participant demeanor
Wrap-around services

Student support services
Classroom traming and certifications {requirements for each)
Construction lab training
Worksite training

Current worksile partners/sites
Transition services

000000000000

Grantee Logo]

1, Equity

know cach other. These help to get participants laughing and

‘eel free 1o use one below, find more online, or create one that is

other and set a timer for 1 minute. During that one minute have
name, interest in construction, interest in program ete.). When that
ift to the person next to them (left or nght of them) and start the
tes individuals will have met at least 5 new people!

ipant to introduce themselves and then to share something about
n different from everyone else in the room. This can be anything
I eat pickles with peanut butter.” These unique facts can help

an encourage openness and individuality in the group.

iree or four and give each group 20 sticks of dry spaghetti, a
a marshmallow. The goal is to see which team can build the
yw on top of the finished product. The icebreaker allows for
yrming which will serve them well in the program!

ORKS
hip Program



Orientation Agenda

Career Assessment -
Orientation

Program Commitment
Letter/Agreement

Training: Tools & IWRS

[Inzert Grantee Logo]

Career Assessment — Qrientation

Instructions:

This form will be utilized to create your parsonalized career plan whila von're entolled in the Illinpis
Works Pra-zpprenticeship program. You will have the opportunity to complets another caresr azssezzment
nezr the and of the program.

Data:

Participant MNama-

Job Readinesz
Do vou have an up-to-date razume? o Yez oMo
Do vou have expenencs tzking part in job interviews? o Tez oNNo
Will vou be readily availables to transition to a DOL-registered appranticeship program mmmediataly after
program completion? = Yez oNe
If no, when do vou plan to transition” (1e. withm 3 months, § menths, 1 vear, more than 1
year or other).

ol-imonths o 3-fmonthse cCOmenths—1lyear clyear+ o Other:

What iz the primary goal for vour carear? (Salact one)

DOL-registered apprenticeship - union Advanced construction traming/aducation

including eollega)

DOL-registared appranticeship — non-union Non-construction traming/sducation

Conztruction employment (outside DOL
rezisterad apprenticeship)

Start construction business

Non-conztructon Employment Start non-construction busmess

irt Grantee Logo]

netmoction, 1= thers 2 spacific trade or trades that you'ra mnterested n

Elactrician* Operatl.ng
engineer/oparator

Plumbear Cement Mason
Pipefitter Boilermaker
Dowall finishar Elsvator constructor
Haat and frost insulator Iron warker
MMachinary maovers, riggers, Wilbwright
and erectar
Foofer waterproofar Sheet metal worker
Structural iron worker Teamsters

| Tuckpointer Steamfitter

need to have one-year of high school level Algebra | or squivalent

Non-construction apprenticaship

Cther:

What iz zecondary goal for your career? (Select ons)

DOL-registered apprenticeship - union

Advanced construction traming/aducation
including eollega)

DOL-registered apprenticeship — non-union

Non-constroction framing/sducation

Conztruction employment (outside DOL
rezisterad apprenticeship)

Start construction business

Non-conztructon Employment

Start non-construction business

Non-construction apprenticaship

Cther:

1 EFaMISEs.

Illinoir Works for the urs by Illinoiz Wor @ IllINOIS WORKS

% Pre-Apprenticeship Program



Training: Tools & IWRS

Orientation Agenda

Career Assessment -
Orientation

Program Commitment
Letter/Agreement

@ ILLINOIS WORKS

Pre-Apprenticeship Progrom

Pre-Apprenticeship Training Program Commitment Letter

1, Participant Name . understand and agree 1o the following:

1 am entering into an approximate Enter Week Training Program, known as Program Mam, delivered by
the Grantee Mamin parmership with the Office of Illinois Works {(ILW) and the Depariment of Commerce
and Economic Opportunity [ DCEC).

1 will successfully complete the requirements of the program as follows:

o Minimum of 80% anendance for each of the program’s courses-absences excused on a case-by-case
Ihasis only

o Mchieving a score of T0% or more cach of the course's post assessments

o Maintaining a professional attitude, demeanor, and conduet respectfil of all participants, instructors,
and program staff

Training will take place on Instruction Days/ beginning Start Date and running until End Date, Classes
will take place in person at Program Address

1f you arrive later than the starting time and'or you have multiple absences, it may result in dismissal from the
training program and, as a result, unsuccessful completion.

D to situations beyond the control of the program, this program may temporarily or permanently move to a
hybrid or virtual leaming format. If this occurs, additional instructions and information will be supplied to you.
Dwuring these times vou will need access to a computer with a camera and audio and Internet sccess in order to
fully participate.

If you are loaned any technology from Grantee Nameor one of its pariners, you are required to follow the
established technology policy established by Grantese Mann and ILW.

These courses are offered by Grantee Mame _ Funding is provided by a grant from Hlinois W orks

and DCEOQ.

Instructors and program staff will be issuing reports based on attend ance, tardiness, participation, performance,
and professionalism o Grantes Mame and the ILW.

If T am having any personal or professional clhallenges that interfiere with training or attending other requined
program activitkes, | will contact the Student Success Coordinator from Srantes Mame that is assigned 1o me
as 5000 as possi ble

1 will commit to providing Grantee Name all documentation required for tracking key performance
indicators required by ILW and DCEQ.

1 will commit to participating in the evaluation to be conducted by Grantee Mame afier training is
completed.

1 will comply with all random drug tests required by Grantee Mame,

1 will commit to complying with all COVID-19 protocols and requirements as outlined by Grantee Name,
in response to requirement and recommendations from all competent authorities.

acy Act (FERPA), I give permission to
this program to the DCEO and ILW.

Date:

Date:

(ﬁ& ILLINOIS WORKS

% Pre-Apprenticeship Program



Instructor/ Data Entry Coordinator (DEC)
Instructional tracks attendance, post-
Partner delivers assessment scores and
training following credentials in IWRS throughout
the approved the tenure of the program.
curriculum.

Pay out stipends
to participants
based on
performance

Participant Performance

Thresholds

Attendance
80% + per module

Post-Assessments
/0% + per module

{{h® ILLINOIS WORKS
&l Pre-Apprenticeship Program



Final Curriculum Form
IWRS Attendance
Attendance Roster
IWRS Post-Assessments
Stipend Policy

Stipend Procedure

Training: Tools & IWRS

o ILLINOIS WORKS Final Curriculum Form
Q\‘f} Pre-Apprenticeship Program

Directions: Keview the traming service modules below. This curriculum is based on the proposed curriculum your organization submitted during
the application/renewal process combined with any changes resulting from negotiations. If the information below is incorrect, please cross out the
incorrect information and add in corrected information highlighted in yellow. Once this form has been completed, it must be signed by the program
administrator and sent to your organization’s assigned ILW Grant Manager.

Upon approval of the curriculum, your organization’s Grant Manager will sign and retumn this form via email. A copy of this form will be uploaded
into IWRS and training service modules will be entered by the Grant Manager into IWRS.

Reminder: All training service modules must have a scored student evaluation t-assessment/performance profile) and rosters to verify
attendance/stipend hours. Pass/fail assessments will not be accepted. If a service does not currently have a scored post-assessment, alert your
organization’s grant manager for assistance.

Grantee Name:

e over the course of the grant
renewed for 2023 may have

ministrator Initials

s curriculum are needed

Confirm this module has a P
Number of | Cuorricula’ peored student evaluation (post- ’,“@”m
Muodule Name . administrator
Hours Certificate assessment/performance e
initials
profile)
Maodule {: Intro to Consiruction 5 LRI NCCER D
Total Hours
ILW Grant Manager Signature Date Approved

Date training services were entered/verified in IWRS:

(ﬁé ILLINOIS WORKS

% Pre-Apprenticeship Program



Training: Tools & IWRS

EDIT WEEKLY ATTENDANCE (\WEEK OF 11/2023-1/7/2023)

Final Curriculum Form

Day Check In Lunch Start Lunch End Check Out Make-up Session Updated
Sunday O O
17172023

IWRS Attendance

1/2/2023

Tuesday
1/3/2023

Attendance Roster

1/4/2023

Thursday
1/5/2023

IWRS Post-Assessments

1/6/2023

Saturday
1/7/2023

Stipend Policy

Required Weekly Hours Actuzl Weekly Hours

Stipend Procedure o | sttt ety Aemiance |

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program



Training: Tools & IWRS

{ib® ILLINOIS WORKS
AL Pre-Apprenticeship Program

Fi na I C u rri CU I u m FO rm Sample Ilinois Works Attendance Roster .

ORGANIZATION TRAINING DATES (Weekly)
INSTRUCTOR TRAINING TIME
MODULE NAME MODIULE #
Note: Please use one Roster per Week, documenting Module Name, Training dates, and hours. Participants should print and sign their full name in ink. Participant
| W R S Att e n d a n Ce name muse match 10 (no Initials/nicknames). Participants are required to sign-in when they arrive for training. The instructor is responsible for entering the daily

Training hours for each participant af the end of the training day, documenting any shortfalls in attendance.

Training Dates [ [ [ [
Training Hours [ | [ |

Attenda nce Roster Pﬂrt'wipn:_l!ﬂ:nl & Last Participant Signature “Attendance Notes

k-2

IWRS Post-Assessments

o | = o | ] | | =
-_.E

Stipend Policy

10 E
11 e Attendance Entered IWRS___ .
. 12 l
Stipend Procedure E
14
15
& |
4
This document was developed by the Office of Ninois Works for the use by Illinois Works Pre-apprenticeship Program grantees. s

A
Tx 0¥ Pre-Apprenficeship Program



Training: Tools & IWRS

Status (Default) Post-Assessments Eamed Credentials

Fi n a | C u r ri C u I u m FO rm Career Plan / Add Activities/Services / Edit Customer Service

IWRS Attendance EDIT CUSTOMER SERVICE

. Module 1 - Ilinois Works Pre-apprenticeship Program Orientation (2 houwrs)
Profile: loe Jackson

Attendance Roster -

Email shosglzszjos@whitesonnet

User Mame lJzcesonEs

IWRS POSt-Assessments Last 4 55N Sassing % 70

Grantee Zhicsgo Test Frovider *

Search:

Post-Assessment Mame Score » Date

Stlpend PO“Cy T NECCER - Module 1 a7 3/1/2083 x
Reset Password Send Message Showing 110 1 of T entrizs Previous 1 Mext

Stipend Procedure

Update Customer Service

**This Customer Service was updated by Dan Martinez on 3/27,/2023 at 3:14 PM*™

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program



Training: Tools & IWRS

(b ® ILLINOIS WORKS

3 Pre-Apprenficeship Progrom

Fi na | C u rri Cu I u m FO rm Performance-Based Stipend Policy

The Hlinois Works Pre-Apprenticeship Program seeks to eliminate economic barriers commonly
associated with an individual’s inability to invest in skills training and work readiness. To

mitigate these barriers, llinois Works requires the use of stipend payments for all pre-
I W R S Atte n d a n Ce apprenticeship program participants.

A stipend is a fixed regular small payment made to pre-apprenticeship individuals to encourage
the participation in certain activities. Performance-based stipends should be based on attendance,

academic performance, and participants reaching program milestones. Payments may be used to
Att e n d a n Ce R Oste r reward pre-apprentices who complete incremental benchmarks in their program and provide
needs-based payments for costs associated with attending the pre-apprenticeship program. The
stipend is not a wage; it is intended to cover incidental costs incurred while attending the pre-
apprenticeship training program.

I W R S P Ost - ASS eSS m e n tS Stipends may be paid based on actual hours of attendance. Attendance in the activity must be

documented as the basis of stipend payments. Stipends may be paid to participants for their
successful participation in education or training services (except such allowances may not be
provided to participants in paid activities including, work, and internships). Performance-based
stipends paid based on attendance and academic performance should not exceed $13 per training

L] L]
Stl pe n d POI Icy hour. Justification of need does not need to be documented in the participant’s file since it is not

need-based, and it is given to all participants. These payments should be paid on a weekly or
biweekly basis based on performance measures established in the grantee’s policy.

Although, participants are given the opportunity to make-up hours to reach required attendance
S ti p e n d P rO C e d u re per module, grantees are not required to offer a stipend for these hours. It is at the discretion of

the grantee to pay stipends once make-up hours are completed, but any stipends for make-up
hours must be tracked strictly to ensure compliance with financial reporting.

This document was created based in part on a sample from San Diego Waorkforce. (20200 Incentive & Sripend Draft — Subject to @ ILLINOIS WORKS

Change. San Diego Workforce Parmership. hitps: Svorkforce. ovg/wp-content/uploads/ 2020/ 1 WA rachment-Incentive-and-Siipend-
Palicy-Drafi pdf
ellr-bretpd % Pre-Apprenticeship Program




Final Curriculum Form
IWRS Attendance
Attendance Roster
IWRS Post-Assessments
Stipend Policy

Stipend Procedure

Training: Tools & IWRS

£ & ILLINOIS WORKS
L Pre-Apprenticeship Program

All Hlinois Works Pre-apprenticeship program grantees are required to provide a stipend
payment to participants throughout the program. Stipend payments are meant to financially
sustain participants during the tenure of the pre-apprenticeship program so they can effectively
engage in training.

Each grantee should have both a stipend policy and procedure. The stipend policy outlines the
purpose of a stipend, offers relevant definitions, and provides high-level detail regarding the
grantee’s stipend disbursement. The stipend procedure is designed to provide logistical details on
stipend amounts, how stipends will be provided to participants, how stipends are documented,
and how participant stipend amounts are reduced due to low attendance or performance.

It is important and required to provide all participants with both the stipend policy and procedure
during orientation to ensure they understand how their stipend will be earned and disbursed to
them.

Page 2 of this document provides a sample procedure is provided for a fictional grantee - ABC
Organization. This sample provides all the essential information that participants must know
about their stipend payments.

Page 3 of this document provides an example of how this procedure would be applied.

Page 4 of this document provides the same procedure with the fictional grantee’s information
removed. Grantees can use this template by entering their program’s information into the
highlighted fields or by using this template as a basis for a custom stipend procedure.

This sample and template were developed by the Office of lllinois Works for the use by Hlinois
Waorks Pre-apprenticeship Program grantee.

rocedure

participants are
is curriculum will last
of 169 training hours.

ing performance are
is based on rosters that
based on post-

aining day participants
ng week, and $2,197 total.
8 post-assessments.

s day. If participants
Eade up on an alternate

ate date the participant’s
s missed.

hours up, their stipend

ining module. To pass a
t fails the post-

[fior that training day,
training day they will

osit. ABC Organization
es to determine the

Et report that will outline
ent.

iipcnd Amount
Post- Stipend
Assessment | Payment
Adjustment
$0 $65
$0 $65
S0 $65
S0 $39
S0 $52
(815) $50
Total $336
tod 1f she had attended
|

t paid the full amount
sessment which reduced

ABC Organization will
ment. Making up all
yment.

en if she passes she will




If a participant falls below the
attendance or post-assessment
thresholds, the Student Support
Service Coordinator (SSSC) must

offer appropriate services

Including, but not limited to:
- Make up hours or tests
- Testretakes
- Additional test taking time
- Tutoring

DEC uploads verification
document for required
certificates:

NCCER, MC3, ICCB, other
approved curriculum

First Aid/CPR

OSHA-10

Any additional certificates

{{h® ILLINOIS WORKS
&l Pre-Apprenticeship Program



Sample Extenuating
Circumstances Policy for
Make-Up Post-
assessments and
Sessions

Sample Make-Up Sessions
and Post-assessment
Policy

IWRS Student Support
Services

Acceptable items for
completion verification

Training: Tools & IWRS

@a ILLINOIS WORKS

&3 Pre-Apprenticeship Progrom [nsert Grantee Loge]

Sample Extenuating Circumstances Policy for
Make-Up Post-assessments and Sessions

What are Extenuating circumstances (EC)?

Extenuating circumstances (EC) are circumstances that are unavoidable, unexpected and beyond
a participant’s control. It may have a direct, substantial, and negative impact on the ability to
undertake or complete an exam or attend a scheduled instruction session. Extenuating
circumstances are usually health-related or serious personal or family situations such as a serious
illness or the death of a close relative.

What may be accepted as EC?

The basic principle of EC is *beyond the control of participant”. Reasons such as minor illness,
family event, travel plan, employment responsibility, or transportation difficulty will not
normally be accepted.

Some examples that may be accepted:

Acute illness or injury on the day of or during the examination, including COVID-19

The death or serious illness of a close family member or dependent

Suddenly worsening of a long- term health condition

Extended illness or injury that lasts for more than five days that is serious enough to stop you
from studying, writing, or revising

Serious personal injury

Being the victim of a serious crime

Unavoidable and/or unforeseen transport difficulties (e.g., through natural disaster)

Court attendance/Jury service

Jury service where deferral has been refused by the court

Examples that are unlikely to be accepted:

Any reasons submitted without supporting evidence
Mistaking the date/time/location of the examination

Routine employment commitments

Transport difficulties, foreseeable or planned travel disruption

Expected due date (candidates who are pregnant can seek special arrangements by submitting a
request to the instructor)

Repurposed from Roval College of (Msterricians & Gynecologizes. (2022). Exams Exvtemuaring Clreumstances Policy.
hatpszwww. reog.org. mken/ careers- trainin g/ mrco g-exams/ exams-exien uaing-circumstances-palicy

(ﬁé ILLINOIS WORKS

% Pre-Apprenticeship Program



Training: Tools & IWRS

Sample Extenuating
Circumstances Policy for

Make-Up Post-
assessments and Sessions

Sample Make-Up Sessions
and Post-assessment
Policy

IWRS Student Support
Services

Acceptable items for
completion verification

o ILLINOIS WORKS
a Ple-&pplenlkeihip Program [Insert Grantee Logo]

Sample Make-Up Sessions and Post-Assessment Policy

To instill good habits that are needed in the construction and building trades, [llinols Works has a firm
attendance policy. Class participation is vital to developing the knowledge, skills, and attitudes essential
for success as an apprentice. Attendance will be excused for the situations outhined in the Extenuating
Circumstances Policy for Make-Up Exams and Sessions, but participants are still required to
attend at least 80% of a module’s instructional hours (along with obtaining at least a 70% score on
the module’s post-assessment) in order to successfully complete the module.

Make up of time and of tests will be scheduled and coordinated by the program’s Academic
Success Specialist in partnership with program instructors and other instructional staff,

Missed Instruction Sessions

Participants must make up missed class{es) when the instructor and the academic success stafl schedule a
make-up time session. Ideally missed time, 15 made up no later than two weeks afler a module has ended.
If missed class time is not made up before the scheduled term has ended, the participant will not receive a
completion certificate until the obligation 1s met. Excessive absences and failure to meet make-up
deadlines will lead to disciplinary action, which could result in dismissal from the program.

Missed Post-assessments

Participants must make up missed exams when the instructor and the academic success staff schedule a
make-up exam session. [deally missed exams are made up no later than two weeks afier a module has
ended. If missed exams are made up before the scheduled term has ended, the participant will not receive
u completion certificate until the obligation is met. Failure to meet make-up exam deadlines will lead to
disciplinary action, which could result in dismissal from the program.

Failed Post-assessments

Participants must retake failed exams when the instructor and the academic success staff schedule a
make-up/retake exam session. Ideally fmled exams are retaken no later than two weeks afler a module has
ended. If fmled exams are not retaken before the scheduled term has ended. the participant will not
receive a completion certificate until the obligation is met. Failure to meet retake deadlines will lead 1o
disciplinary action, which could result in dismissal from the program.

Excessive Absenteeism and Missed Post-assessments

Participants that display a pattern of excessive absenteeism and/or continually miss exams need to meet
with the Academic Success Specialist who will first understand their situation and offer, in partnership

with mstructors and other program staft, support and opportunities for correction. If the patterns continue
or worsen, the Academic Success Specialist will meet with the participani:

1 Apprensiceship® 20 Studeni®a? (Handbook % 10 Revised ¥

b

d warn them about the consequences of not attending and
£ss is not made, participants can be dismissed from the

udent a second warning about potential dismissal from the

missal procedures, in partnership with the program director,

the participant from the program.
in IWRS, and warnings given to participants must also be
pecialist meets with them.

eies and requirements are in place to maintain the learning
Elassroom interactions.

arning training sessions, participants are required o obtain
cordance with current health and safety gudelines.

they are sick.

€ health directives for isolation or quamntine.

e classroom and work areas if students wish to wipe down

VID-19

due to COVID-19 illness, isolation or quarantine, they
diately to make arrangements to make up missed work.
ngements for assignments and exams. In most cases, the
should be made up within one week after the isolation

gni Handbook for Pre-Apprenticeship, Education and Training.
miricinyDomain/ {1 48/ Brevard 20 Adulr ¥ 20 Educarion®a 20 re- wo R Ks
20Ny Fa20E#E 20200 F pf

e PresApprenticeship Program



Training: Tools & IWRS

Sample Extenuating
Circumstances Policy for
Make-Up Post-

(§) CAREERPLAN

Earliest Start Latest Planned Due

assessments and Sessions Goal Related Steps Category Date Date Status
Training Services Shioww Mext Career 6/16/2022 5 o42023 Off Track/Incomplete
Sample Make-Up Sessions - =
Wira ow Mex f42022 ‘02022 Comple
and POSt-aSSGSSI’nent ;Erwijsmund E:E:.: Mext gfar:er a/d/ 022 12/952022 mplete
POIICy Transition Services  Show Mext Career aM12022 31252022 Complets
Steps “lan

|W R S Student Su pport Support Services ;ti::c Mt g; r:Er 5/1,/2023 5/31/2023 Complets
Services

Tutoring EM/2023 573172023 Successful
Complstion

Acceptable items for
completion verification

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program



Sample Extenuating
Circumstances Policy for
Make-Up Post-
assessments and Sessions

Sample Make-Up Sessionsx

and Post-assessment |,
Policy

IWRS Student Support
Services

Acceptable items for
completion verification

Training: Tools & IWRS
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3-4 weeks prior to the end of the " ,
orogram, the Transition Service TSC develops the Transition Planin

Coordinator (TSC) completes the IWRS based on the Pre-Transition
Pre-Transition Career Assessment Career Assessment.

Based on participant transition
plans, the TSC activates their
partner network.

{{h® ILLINOIS WORKS
&l Pre-Apprenticeship Program



Training: Tools & IWRS

ADD CAREER ASSESSMENT

Pre-Transition Career
Assessment

to-date resume? *

B | 4102023

4. Complete screening for wrap around support services
View Wrap Around Support Services Screening 8/9/2022
3. Career Assessment

3 Primnany Gaal * ~
Add Career Assessment ect Responss

Secondary Gaal * Szlect Responss

Assessment + Recommended Action If career goals are nelated to construction is there a ic trade(s) you're insterested in pursuing? (Select at least one)

07/23/2022 Career Assessment Begin cutlining an action plan that will ensure the
meet the nec...

Carpantar Structural lron Worker

Painter Tuckpointer

Bricklzyer | Operating Engineer/Operstor

D6/14/2022 Career Assessment Begin outlining an action plan that will ensure the
mest the nec...

Ceramic Tile Finisher Cement Mason

Glazisr Baoilermaker

Laborer Elevator Constructor

06/14/2022 Career Assessment Begin outlining an action plan that will ensure the
mest the nec...

Plaztersr Iron Worker
Sprinklerfitter Milhwright
Technical Enginser Sheet Metal Worker

Electricians Teamster

L. . Plumbers ! Steamfitters
6. Use Customer's Training & Services/Career Plan to:

1. Use Customer’'s Career Plan to:

Pipefitter = Zeramic Tile Layer
Drywall Finisher * Operating Emgineer - Heawy Equipment Technician

Heat & Frost Insulstor * Painter/Drywall Finisher
Machinery Mower, Rigger, & Erector MAA
RooferWaterproofer

ODDODODOODODODDODODOODODOD

m CICEE

(ﬁé ILLINOIS WORKS
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Program Completion

m——— Grantee staff continue working E—
with participant to transition

Complete

At the end of

the program, Grantee staff upload transition

the DEC el E—) verification documentsin

assigns a final In Transition IWRS

status to each

participant in
IWRS. Grantee staff continue to work

Incomplete puummmd the participant to help them
complete the program, if
possible

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program



Program Completion: Tools & IWRS

IWRS Program
Completion Statuses ADD STATUS

Completion Status * Complete had

Exit Interview

Complete

Q u esti O n na i re Complete & In Transition

Incomplete
— P Close
Post Program Active Tracking

Long Term Tracking
Administrative Withdrawal

{i® ILLINOIS WORKS
&l Pre-Apprenticeship Program



Program Completion: Tools & IWRS

IWRS Program Completion
Statuses

Exit Interview
Questionnaire

© ILLINOIS WORKS ~  tusert Grantee Logo]

% Pre-Apprenticeship Program

Exit Interview Questionnaire

Grantee Name: Date of Interview:

Interviewer Name and Title:
Participant Name:

Program Start Date: Date of Participant Exit:

Reason for Leaving:

0 Moving out of the city or state o Changed mind about working in construction and the trades
o Need seek employment o Going to college oWant to artend another training program
0 Family/personal life changes that prevent from attending o Do not like the program o Other

Please rate vour overall program experience (1 — Poor, 5 — Excellent)
1 2 3 4 5

What have you most enjoyed about the pre-apprenticeship program? Why?

What have you least enjoyed about the pre-apprenticeship program? Why?

Please rate vour experience with the following program areas (1 - Poor, 5 — Excellent)

Intake & Application Process 1 2 3 4 5 na
Wrap-Around Services 1 2 3 4 3 na
Student Support Services 1 2 3 4 5 nfa
Classroom Training/Instruction 1 2 3 4 5 nfa
Worksite Training/Instruction 1 2 3 4 5 nfa
Transition Services 1 2 3 4 5 nfa

Would vou like to provide any comments for the ratings above?

[Insert Grantee Logo|

| pre-apprenticeship training program to your friends or family? Why?

5 as to how your program might be improved?

nts you would like to make?

reenrolling in the program in the future? o Yes o No

w up? Follow up date:

brenticeship exit interview. (2002). Leaders in Business.
=interview-form-20207

o IS WORKS
&l Pre-Apprenticeship Program



Transition Services

TSC helps those participants that successfully complete with any transition
service needs

Including, but not limited to:

- Job Search
- Apprenticeship Application Assistance
- Mock Interviewing
- Resume Prep/Review
- Connection/Introduction to DOL RAPs, Unions, Employers etc.

{ib& ILLINOIS WORKS
&l Pre-Apprenticeship Program



Transition Tracking in

IWRS

IWRS Transition Support

Services

Transition verification

documents

Transition Services: Tools & IWRS

Profile: Tiger Woods

Email testing@tw.com

DOB "/1/2000
Last 4 SSN

Ses A

Participant Summary Tools

Enter Program Completion Status

Add Completion Status

Current Completion Status: Complete & In Transition View Baseline

Follow Up Date: 7/10/2023

PRIMARY TRANSITION

* o Complete & In Transition
* ' Planning to Enter 3 DOL
Registered Apprenticeship
Program
o « Applied to DOL
Registered
Apprenticeship
Program
o On the waitlist for DOL
Registered
Apprenticeship
Program
o Enrolled in DOL
Registered
Apprenticeship
Program

Uplaad Primary Transition Document

Choose File | Mo file chosen

SECONDARY TRANSITION

* " Complete & In Transition
s Not Flanning to Enter 2 DOL
Registered Apprenticeship

Program
o Opened a small
business
o Pursuing employment
anly
o Other

SECONDARY TRANSITION

* " Complete & In Transition
* ' Planning to Enter a DOL
Registered Apprenticeship
Program
o Planning to apply for a
DOL apprenticeship

{ib® ILLINOIS WORKS
&l Pre-Apprenticeship Program



Transition Services: Tools & IWRS

Transition Trackingin (§) cAREER PLAN
I W R S Earliest Latest Planned
Goal Related Steps Category Start Date Due Date Status
- Traiming Shiow Mext Steps Carger 6/16/2022 SA5/2023 OHff
IWRS Tra nSItlon Support Services Flam Track/Incomplete
SerVi ces Wrap Around  Show Mext Steps Carser Bi4/2022 12/9,/2022 Complete
Services Flam
Transition Hide Mext Steps Carger 841172022 grz2/2022 Complete
Transition verification sevices e
Assistance with completing an B11,72022 aMasz022 Successful
documents apprenticeship program Completion
application
Support Shiow Mext Steps Carger Ei152023 53172023 Complete
Services Flam

{i® ILLINOIS WORKS
&l Pre-Apprenticeship Program



i : & IWRS
Transition Services: Tools &

American Allied Workers Laboreys Union Logyy #101
MW'U.COM

TEL773-425 2568
LITNE0-2568

" king in
nsition Trac
Tra WRS

TO:

FROM:
American Allied Workers Laborers
Unicn Local #4101

Mempbe, Name:

Member Phone:
AAWIU.cop Memberg
TEL312:841.7743

Member Address;

PROMI§§$ RY NOTE

September 28, 202
€rsigned Jointly apg severalfy Promise to Pay to the order of
ker Laborers Union Loga) #101, the sum of 30, Dollars, together witp,
he rate of 1.5 M on any Unpaid ba|,

IWRS Transition Support
Services

FOR VALug RECEIVED, the ung,
American Allied Wy,

interest thereon at

Transition verification
documents

% per anny
Said sum, j

ance,
With a firse pa

nclusive of int

€ and accryeq inte,

rest shall pe fully Paid. Ay
balance he

tot
This note shall

be fully Payable “pon demany of any holder in
shall default in Making ap

the eveny the undersignaqg
Y Payments due under thjs note withjn 10 days of its dye date,
of any ult, the unders'gned agreed tg Pay all reasonapja attorney fees ang
on to €Nt permitteq Y law, Ti S note shaj take effecy as
Nt and be enforced i, accordance With the jays




TSC contacts those who successfully
completed the program every 90 days for
the first year.

This period is called Active Tracking Follow
Up and begins when the participant
graduates from the program.

During these follow up contacts, the TSC
completes the Active Tracking
Questionnaire in IWRS

After the first year, the team at
ILWPP will change the
participants’ statuses to Long-
term Active Tracking.

They will then be tracked by
ILWPP’s evaluation partners at
Northern lllinois University’s
Center for Governmental Studies

{{o ILLINOIS WORKS
&l Pre-Apprenticeship Program



Active Tracking
Questionnaire

ACTIVE TRACKING

Quarter

1 47772023 12:52:50 PM

Date Completed

Follow Up:

ADD STATUS

Completion St

What i your post-program
transition plan?

Transition Pan Status?

Which RAP are you enmolied
in?

Mobes

RAPIDS D (&

Vs this emplayer

Fallaw Up Cate

Tools & IWRS

Post Program Active Tracking

Planning to enter DOL Registered Apprent

Enralled in DOL Apprenticeship

Carpenter

Painter

Bricklaysr

Ceramic Tile Finisher
Glaziar

Laborer

Plasterer

o o o A o o I R

Sprinklerfitter

OOo0oOoooaoaod

Technical Engineer
Elgctricians

Plumbers

Fipsfitter

Drywall Finisher

Heat & Frost Insulator

Machinery Mower, Rigger, & Erector

iooferWaterprox

7 Yes [Comstruction On ;‘ﬁ Mo

123456

C ¥es ® Mo

07/10/2023

ceship Program

1 ooooooaod

OOd0oaoogoaaond

Structural Iron Werker

Tuckpointer
Cipersting Engineer/Cperator
Cement Mason
Soilermaker
Elevator Constructor
ron Worker
Millwright
Sheet Metal Worker
Teamszter
Steamfitters
* Zeramic Tile Laysr
* Operating Engineer - Heavy Equipment T
* Painter/Drywall Finisher
A
A

iechnician

(ﬁ& ILLINOIS WORKS
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Questions?

&
@I@ ILLINOIS WORKS



