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Guidance Memo of Understanding

Date: August 7, 2013

Subject: Participant Intake, Documentation and Case File Management

As a requirement of the grant and for accurate reporting to the Department of Labor, each Nebraska Community College Consortium college must collect a participant intake form and maintain a case file on each participant that includes the following:

1. Nebraska trans*IT Participant Intake Form. This form should be completed by the student at the point of entry into a Nebraska trans*IT funded program.
a. A Student Release of Information that authorizes the college to share the student’s information with the local and state workforce agencies, and the US Department of Labor. (included in the participant intake form).
b. Equal Opportunity Statement and Grievance Policy (included in the participant intake form).
c. Priority of Service Statement (included in the participant intake form).   Please note:
i. The Jobs for Veterans Act (Pub. L. 107-288) requires priority of service to veterans and spouses of certain veterans for the receipt of employment, training, and placement services in any job training program directly funded, in whole or in part, by DOL. The regulations implementing this priority of service can be found at 20 CFR part1010. In circumstances where a grant recipient must choose between two qualified candidates for training or a service, one of whom is a veteran or eligible spouse, the Veterans Priority of Service provisions require that the grant recipient give the veteran or eligible spouse priority of service by admitting him or her into the training program or providing service. To obtain priority of service a veteran or spouse must meet the program’s eligibility requirements. Grantees must comply with DOL guidance on veterans’ priority.
2. Pre-Assessment instruments if applicable (basic skills assessments, interest inventories, etc).
3. Proof of enrollment in the grant-funded program or course (such as a transcript). Individuals will be considered to be Participants when they have entered or enrolled in a Nebraska trans*IT grant-funded program, and remain in the class beyond the drop/add deadline (students who try out a course during the “add/drop period” and officially drop the course before the grant is charged would not be counted as participants).
4. Certificate of Completion

Questions related to the Nebraska trans*IT Participant Intake Form/Participant File, please contact: 

Scott Broady 
Nebraska trans*IT Project Director
sbroady@mccneb.edu 
402.738.4526

Attachments:
Nebraska trans*IT Participant Intake Form.– Attachment 1
This workforce solution was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The solution was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The 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. This work is licensed under the Creative Commons Attribution 4.0 International License. To view a copy of this license, visit http://creativecommons.org/licenses/by/4.0/
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