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STATE OF VERMONT
Joint Fiscal Committee Review
Limited Service : Grant Funded

Position Request Form

This form is to be used by agencies and depadments when additional grani funded positions are being requested. Review
and approval by the Department of Human Resources .must be obtained prior tq review by the Oepartmeni of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscat Office for JFC review. A Request for
Classiflcation Review Form (RFR) and an updated organizational chart showing tg whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough deiail.

Agency/Department:
Depadment of Labor

Date:
1110212018

Name and Phone (of the person completing this request) Coleen Hale 802-8284240

Reqrre5l 1" ;oa'lPositions 
funded and attached to a new grant.

frPositions funded and attached to an exisjing grant approved by JFo +-41-,0I-
1. Name of Granting Agency, Title of Grant, Grant Funding Detail (attach grant documents):

This is an MOU frbm Department of Children adn Families. The document is attached.

2. List below titles, number of positions in each title, program area, and limiied service end date (information should be
based on grant award and should match information provided on the RFR) position(s) will be established only after JFC
finalapproval:

Title* of Position(s) Requested # of Positions

Job Center Specialist ll 3

Division/Proqram. Grant Fundinq Period/Anticipated End Date
Work Force Development December2021

*Flnal determination of title 1!d pay grade to be made by the Department of Human Resources Classlficatlon Division upon submlssion and review of
Request for Classification Revlew.

3. Justiflcation forthis request as an essential grant program need;
VDOL will provide employment services throughout the state of Vermont, as defined in detail under Section D,
Speciflcations. VDOL will prwide employment services to program participants referred by DCF/ESD and partner
agencies, These referals will consist of 3SW par.ticipants who agree to access 3SW employment and training
services and participants who are subject to the ABAWD time limits and who need to meei specific work
requirementb to maintain 3SW benefils. VDOL will receive the referrals when 3SW participants are screened as

I certify that this information is corect and that necessary funding, space and equipment for the above position (s) are
(required 32 Sec.5(b)
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1 Grant #: 03440-10308-19 'otigin"l X Amendment #
3 Grant Title: SNAP Emptoyment and Tralnlng Program
a Amount Prevlously Awarded: $0,00 " Amount Awarded Thls Action:

$1,312,374.63

6 
Total Award Amount:

$1,312,374,63
7 Award start Date: to/tlzoLg 8 Award End Date: g/lolzots e subrecipient Award: YES X lruc
xo Vendor #l

11 Grantee Name: Vermont Department of Labor
12 Grant"" Address:
a 

clt'rrt
14 state: vr tt zlp cod"t

tt st"t" Granting Agency: AHS/DcF/EsD
17 Business Unit: 03440

tt P"afort"n"" Measures;

YEs l-il No I-l D escriptio n I
te M"t"h7rn-Krnd:

'o 6 thts actlon ls on amendment, the followlng ls amended:
Amountl Funding Allocatlon: Performance Perlod of Work: Other:

YES Nof-l73
FFATA:

R&D:2a Subreciplent Fiscal Year End Month (MM format) :

Indlrect Rate: 0.oo %
(Approved Rte or de mlnhls 1016)

21 subreciplent DUNS #!

l9 cumulatlve
Fund Type

Awarded Award

D R

30speclal & other Fund Desctiptions

STATE FUNDS

l8Award 
This

Action

s559,505.81 $o.ooGeneral Fund

$0.00Speclal Fund

$o.ooclobal commltment (non-subreclpient funds)

s0.00Other State Funds

FEDERAL FUNDS
lincludes subreclplent Globol commltment fundsl

*Award This31

ActionCFDA#
32Program'fitle

35cumulative

Award

33Awarded

Prevlously
Fede r

Federal AWardlnB Agencyr

Federal Awaidlng Agensyi

Total Awarded - AII Funds

38
36

Total
FAIN

I

$0.00

$o.oo

t9{ErJ!ltqr4

Federal Award Project Desci:

Agency!eraFeo

$0.00 QI

Federa

E&NAP roo%561

$0.00 20t9L7s25t944
"adliaiijj.

63 .00

61 SNAP E &.7 $sss,sos.a2

Required Federal
Award lnformation

"Fed
Award
Date

sl24/L8
lssss,sos.az

prs:,rss.oo

. . .... $.o,so.l

Federal Award Prolect Descri

I ro o.ol

F€deral Award.Project Descr:

['
Descr:

$o.ool184w+oessors ls/24h8

GRANTEESTATE.GRANTING AGENCY

NAMET Pat Duda NAME: Llndsay Kurrle

TITLE: ESD Food & Nutrltlon Programs Dlrector TITLE: Commissloner of Vermont Department of Labor

PHoNE: (802) 24L-050x PHONE! (Eoz) 828-430L

EMAI Lr Lindsay,Kurrle@verm ont,govEMAIL: Pat.Duda@vermontrqov

STATE OF VERMONT GRANT AGREEMENT Part L-Grant Award Detail

.1



Aronowitz, Jason

From:
Sent:
To:
Subject:

Pope, Aimee
Thursday, January 10, 2019 1 1:30 AM
Aronowitz, Jason
RE: Limited Service Grant Funded Pos Request - VDOL

It's fine. I received it from the Appointing authority, they just didn't sign it if I recall.
Typically I would want the signature, but in this one case, I think it is ok.

Thank you

Aimee Pope

Deputy Director for Classification and Position Management
120 State Street-Sth Floor I Montpelier, VT 05620-2505
e-maili aimee.pope@vermont.gov
phone: 802-461-9903

From: Aronowitz, Jason <Jaso n.Aronowitz@ve rmont.gov>
Sent: Thursday, January LO,2}lg 10:46 AM
To: Pope, Aimee <Aimee. Pope@vermont.gov>
Subject: Limited Service Grant Funded Pos Request - VDOL

HiAimee,

I noticed the Request for Classification Review included in the packet is missing the Appointing Authority's signature. ls
that needed if you have already approved the request? Thanks - Jason

Jason Aronowitz
Budget Analyst
Finance and Management
109 State Street 5s Floor
Montpeter, VT 05609
(802) 622-41,02

1
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STATE OF VERMONT
LEGISLATIVE JOINT FISCAL OFFICE

MEMORANDUM

TO: Jim Reardon, Commissioner, Department of Finance and Management

FROM: Maria Belliveau. Associate Fiscal officer

DATE: September 15, 2015

SUBJECT: Final Notice of Approval for JFO #2774,2777, and278l

The following three requests were considered and approved by the Joint Fiscal Committee at
their September 15,2015 meeting.

JFO # 2774 - Request from the Vermont Department of Public Safety to authorize the
establishment of one new limited service position.

hltp:llvrvnv.le*state.vt.usljfol$antsldocslJFOYo2|2774o/o2}packet.pdf

JFO #2777 - Request from the Department of Liquor Control for authority to accept 4 $19,100
grant from the National Alcohol Beverage Control Association.

http:llv,rv,rw.Ieg.state.vt.lsljfol$antsldocsllFOo/o202777Yo20packet.pdf

JFO #2781 - Request from the Department of Children and Families to accept the first year of a
three year grant from the USDA and authorizethe establishment of 13 new limited service
positions associated with the grant.

ttttp:llvrv'rw.leg.state.vt.asllfol$antsldocslJFO%o20278lYo2}packet.pdf

PHONE: (802) 828-2295
FAX: (802) 828-2483

WEBSITE: www. leg,state.vt. us/jfo/

VT LEG #310852 v.l
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STAT]O OF YERMONT- MEMORANDI]M OF I]NDERSTANDING
DEPARTMENT FOR CHTT,DREN AND FAMILIES
Deparhnent of Labor (YDOL)

Vermirnt Department for Children and Famitisg
Memorandum of tlnderstanding (I\{OID

This is a MoU between the Vermont Deparfment for Children and Famities-Economic Services Division
(herein after caUed "DCFIESD") and the Vermont Deparhnent of Labor (herein aftbr called "yDOL',).

MOU: Vermont Deparftnent of Labor fl/DOL)

03440-1 03 08-1 9

The purpose of this Mou is to provide comprehensive employm.ent services to
3 S quaresVT recipients.

In consideration of tf.e services to be performed by vDoL, DCFIESD agrees to
pay, in accordance with the payr.ent provisions specified in Attachment B, a
sum not to exceed $7,312,374.63 subject to State and Federal funding
availabiliry.

This MOU shall begin October 1, 2018 and end on September 30, 2019,

MOUNO:

PURPOSE

MOU # 03440-10308-19
Page 2 of20

MAXIMUM
DOLI,ARAMOUNT:

TERM:

PAYMENT
PROVISIONS:

FTINDING
SOURCE:

In consideration of the services to be performed by vDoL, DCFIESD agrees to
pay, in accordance with'the paymentprovisiors, a sum not to exceed
$7,312,374.63 for FFY 2019.

$193,363.00 Federal (I'NS 100%) $559,505.82 Federal (FNS E&T S0%);
$559,505.8 1 State (50%)

AMENDMENTS: No changes, modifications, or amendments inlhe terms and conditions of this
Mou shal1 be effective unless reduced to writing, numbered and signed by the
duly authorized representative of DCFIESD and VDOL.

CANCELLATIONS: This MOU may be cancelled by either parfy by giving wdtten notice at least 90
dqYt i" advance.

CONTACT PERS ONS : VDOL: David Lahr, 8 02-8 28-5277 ;David-Labr@vermont. gov
D CF/ES D : P at Dud4 I 02-241 -0 603 ; pat. duda@iermont. gw

As a Subrecipient of federal firnds, the Subrecipient is required to adhere to the following federal regulations:. Guidance -2 CER ChapterT, Chapter II, Part 200 -Uniforrn Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards.

These circulars may be found on the office of Management and Budget website
at: https://wwwwhitehouse.eov/omb/circula$/
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STATE OF' YERMONT- MEMORANDUM OF TINDERSTANDING
DEPARTMENT FOR CHILDREN AND FAMILIES
Department of Labor (VDOI)
IflTE, TIIF'. UNDERSIGNED PARTIES, AGREE TO BE BOUND BY THIS MOU:

DEPARTMENT FOR CHILDREN AND FAMILIES
ECONOMC SERVCIES DIVISION:
By

MOU # 03440-10308-19
Page 3 of20

e-Signed by Sean Brown
sn,2Q{8.1 1-01'13:59:47 GMT

Sean Brown, Deputy Commissj.oner
Deparhent for Children and Families, Economic Seryices Division

DEPARTMENT OF LABOR
By:

. :.:1 : ii.

ejsigried by Lindsay Kunle
on?01.8j10-02 00:57:30 GMT

Lindsay Kurrle, Comm'i ssioner
Deparbnent of Labor

APPROVED AS TO FORM
By:

.:-
e-Signed by James Blum

on2018:10-01 17:48:41 GMT

Assistant Atiorney General
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MOU # 03440-10308-19
Page 4 of.20

STATE OF YERMONT- MEMORANDUM OF UNDERSTANDING
DEPARTMENT F'OR CHILDREN AND FAMILMS
Deparfment of Labor (VDOL)

ATTACHMENT A
SCOPE OF WORK TO BE PERFORMED

A. PROGRAMBACKGROLIND
The 3SquaresVT program (3S\fD is administered by the Deparhnent for Childreu and Families, Economic
Services Division (DCFIESD). The Food and Nukition Act of 2008 provides that the purpose of the
Employment ?nd tra;ning @&T) program is to provid"e Supplemental Nutrition Assistance program
(3SVT) participants opportunities to gain sftills, aaining and experience that will improve their fmploynrent
prospects and reduce their reliance on 3SVT benefits. DCFIESD is entering into an agreement *itl tnl
Vermont Deparhaent of Labor ffDOL) to provide E&T services, barrier rJduction seryices and case
management to 3SVT participates. E&T services will include supports forparticipants subject io the Abl6-
bodied Adults without Dependents (ABAWD) time iimits and who must meet work requirements in orrler
to maintain 3SVT benefits.

B. SERVICE DESCRIPTION
VDOL will provide employrnent seryices throughout the state of Vermont, as defined in detail under
Section D, Specifications. VDOL will provide employm.ent services to program participants referred by
DCFIESD andparhrer agencies. These referrals will consist of 3SVT participants who agree to access
3SVT employm.ent and taining services and participants who are subject to the ABAWD time limits and
who need to meet specific work requirements to maintain 3SVT benefits. VDOL will receive the referrals
when 3SVf participants are screened as appropriate for E&T Services or are identified as subject to the
ABAWD time limits.

C. SERVICE GOALS & OUTCOMES
. VDOL coordiriated employm.ent services will assist parlicipants subject to the ABAWD time limit in

meeting theirwork requlrements, ia.order for parlicipants to remain eligible for 3SVT and to bark
countable months.

. VDOL coordinated empioyment services will assist all E&T parficipants in gaining skills for
employability and self-suffi ciency.

. VDOL will provide DCFIESD with timety, consistent, communication and report outcomesthat
measure the results of referred progmm participants. (Attachment G)

D. SPECIFICATIONS
. Each of the 12 VDOI- district offices will coordinate with other provid.ers and provide the following:

o Program introduction and orientation of E&T programing
. o Component explanation

o Referral for assessment at Vocational Rehabilitation-Employee Assistance Program fltrR-
EAP)

o Supportsenice explanation
o ABAWD work requirement and qualifying activities overview
o Organiz4lisn of montfoly or more frequent regional team msstintt
o Parlicipants slgn an agreement to participate
o Develop and implement employm.ent plan for each participant

. VDOL will provide coordinated employment services to program participants using the coordinated
efforts of the regioqal teams. Regional teams include but are not limited to Vocational Rehabilitation
flfR), \IR- Employee Assistance Program (EAP), Vermont Association of Business, Industy and
Rehabilitation (VABIR) and Communiqy Action Agencies.



STATE OF VERMONT- MEMORANDUM OF'UNDERSTANDING MOU # 03440-10308_19
DEPARTMENT FOR CHILDREN AND I'AMILIES Page 5 of 20
Department of Labor (VDOL)

. VDOL vdll use Verrnont Job Link CVIL) to track participation in E&T, Al1 cases must be upd.ated at
least every 30 days and include service data from al1 other providers.

. VDOL staffwill work with approximately 100 people per FTE (firlltime equivdlent), and 50 people
per.5 FTE (part-time emFloyee) each State fiscal year @Y).

. VDOL will enswe that each E&T referral is informed of the program requirements and the
participants rights and responsibilities which include:

o Completing a general E&T orientation

o Track enrolknent, participation and completion of E&T components within Vermont Job
Link (VJL).

r VDOL will ensure that participants subject to the ABAWD time limits are informed. of ali
opportunities and encouraged to comply with their work requirements which includ,e:

' 1- Completing orientation providing information specific to ABAWD work reqriirements and

time limits.

2. Meet with the customer to explore possible exemption from the work requirement and for
completion of comparable worldare

3, If a customer meets comparable worldare, explain ABAWD time limit exemptions and

review the additionh benefit of working with E&T to expand employability.

4. Review all available E&T comFonents (see Attachment H) Explain qualifying

components, including variations with job search and job search ftaining- Review the

variations in each component regarding opporhrnities, hourly requirements and duel
enrollment in components. Also review countable months and how to use them during
3Sm and E&T participation

5; Educate participants about how they can meet their work requirement outside of E&T and

o"*."T;r*?;R:"J:triil*H,"oaveragedmontbry;and/or

- Working means employment, self-employrnent, volunteer work
and/orworking in exchange for in-kind benefits.

' Participatinginandcomplyingwiththerequirements of aworkprogramfor20 or

. more hows aweek.

- Workforce Innovation and Opporhnity Act @IOA) Activities.
- Section 236 of the Trade Act of I974 actlities, which include Trade

Adjusftnent Assistance (TA) and Trade Readjustment Allowances
(rRA).

. Completing Comparable Workfare.
6.' Track enrollment, parlicipation and completion of E&T componbnts withirl C/JL).

. VDOL will schedule appointnent with VR-EAP for ali appropriate participants.

. VDOL will refer to Commrrnify Action Agencies Micro Business Development Program wfosa

participant indicates an interest is starting their own business.

. VDOL will accept reverue referrals from other agencies and provide status of the referral to the

. lfrHiltjl1,J g*"*ants subject to the ABA{n tim,e,rirnits find employment in one or more jobs,

. $rith a total of at least 20 hours per week, averaged monthly.
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STATE OF YERMONT- MEMORANDUM OF I]NDERSTANDING
DEPARTMENT FOR CHILDREN AND FAMILIES
Department of Labor (YDOL)

MOU # 03440-10308-19
Page 6 of20

. 3SVT parficipants referred to VDOL, will be placed in allowable work activities to meet their work .

requirements when appropriate. (See Attachrnent G, Form D for details.)
o VDOL will send a letter of notification to participants subject to the ABAWD time limit advising

them of non-compliance, defining issue(s) that must be resolved within a specific time frame to avoid
using a corurtable month and possible loss of 3SVT eligibitify. A copy of this letter will be sent to the
referring DCFIESD office and will be filed in On Base by DCF/ESD.

. VDOL will monitor and evaluate participant compliance and commwicate via form ET 910, to
DCFIESD. DCFIESD will review VDOL communication andprocess all eligibility decisious. (See
Attachment G, Fofm C for details).

. The VDOL Program Coordinator will assign VDOL/E&T staffto parlicipate in tainings and
workshops with ESD as appropriate.

r VDOL will maintain a sta.ff directory that includes name, title, geographic area covered, whether a
part-time or firIl-time employee, the Prograrn Coordinator,.and the Regional Manager of all staff
firnded in whole or in part by this MOU.

. 3SVI participants eligible for VDOL services will be served by VDOLE&T stafflocated in VDOL
distict offi.ces. VDOL will assign a part-time VDOL Coordinator to oversee the progrnm, to monitor
work to ensure outcomes are achieved, to provide technical assistance and to coorrijnate as need.ed

with DCF/ESD to solve prograrnmatic questions.

. In all work performeq VDOL is expected to make reasonable accommodations for individuals with
disabilities and limited English proficiency.

o I0Ao/o of the time VDOL will maintain all required program documentation and records,
. Vpbl will be the case coordinator and is responsible for the case for the duration of participation.

This includes data collection from other service providers.
. VDOL will provide data and required reports Monthly/Quarterly and Annually depending on report.
. VDOL will work with E&T parfirers and stakehoiders to track E&T participation and ABAWD work

requirements compliance
. VDOLwill enswe E&T participant reimbursements are not being issued to individuals receiving

reimbursements for the same item through anoiher E&T provider.
. VDOL will tack E&T participation and process E&T participant reimbursements in the ACCESS

system for eligible participants
. ' VDOL will coordinate with E&T parhrers to provide fu1l range of coordinated services when working

with mutual p articipants
. VDOL will check ACCESS for Jobs for Independence (JFI) status/participation to be sure the

embargo pilotnie is enforced.
. VDOL will report the percentage of participants subject to the ABAWD time limits that obtained

employment this reporting quarter on ATTACHMENT G, Form A.
. VDOL will report the percentage of participants subject to the ABAWD time limits from the previous

quarterthat are still employed onATTACIilvIENT G, FormA
. VDOL will issue participarrt reimbursements, when appropriate, using ACCESS check-writelEBT

system.



STATE OT' Y-ERMONT- MEMORANDI]M OF UNDERSTANDING
DEPARTMENT FOR CHILDREN AND FAMILMS
Department of Labor CYDOL)

,VDOL staff will nrovide the following sbrvices.statewlde:

MOU # 03440-10308-19
PageT of.20

Utilize eniployneent options that build upon the E&T parLicipant's ability to obtain andretain rmsubsidized
employment.

Refer E&T participants to VDOL programs as appropriate.

Refer E&T participants to partner prograurs and seryices as appropriate.

Foliow all 3SVT rules and procedures for the employnent and training prograffL

Perfonnjob development activities through a process that VDOL utilizes, such as acontact with employers in
porson" on the phone, etc.

Record al1 employer outreach activities and contacts in VJL.

Maintain relation'ships with support resources such as mental health programs and community supports.

Informing ESD via the ET 910 of any ohanges i:r the customer circumstance that sould affect ABAWD time limit
status, E&T participation or 3SVT eligibility.

Data Transmission and Securitv:

. TheAgency of Human Services, DCFiESD will tansmit adatafile to VDOL weekly.

. VDOL will import that datainto theil VJL system

. VDOL will ensure only authorized staff have access to this d.ata for the purposes of completing the
duties as outlined by this agreement.

. VDOL will ensure the safety and security of ESD data.

. VDOL will notify ESD in witiog of any data breach, within 24 hows of them f ss6ming aware of said
breach,

. ESD will tansmit the file using a secure, encrypted method;

o The file sent to VDOL will contain records for 3SQW participants eligible for VDOL services (under
this agreemenQ at the time the file is created.

. The file sent to VDOL will contain the following data elements:

o Social SecurityNumber
o Date of Birth
o First and LastName

' o Person ID#
o' 3SquaresVTlFood Stamp (FS) Status
o FS Status Date
o Reach Up Financial Assistance CRI.|FA) Status

o RUFA Sta:tus Date
o Able Bodjed Adult Without Dependents (ABAWD) Status

o Work Regishation Code

. VDOL agrees ESD data shall not be relocated outside of the continental United States.

. At the termination of this agreement, VDOL will deiete in entirety, or retum, any ESD datao at ESD's
request.

o VDOL will not transmit petsonally identifiable information, such as firll social security numbers for any
indMduals per VDOL policy #4, Protection of Confidential Information (updated May 1 8, 2018).

a

a

a

a

a

a
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DEPARTMENT FOR CErr,ppEili AND FAMILIES
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MOU # 03440-10308-19
Page 8 of20

. VDOL will supervise the VDOL/E&T staffthrough its VDOL Program Coordinatorand regional
office managers, to ensure that VDOL staffmembers meet the specifications of work outlined above.

. The VDOL Program Coordinator will contact ESD to ad.dress issues as theyarise.

. The assigned VDOL Program Coorcijnator and VDOL Regional Managers will enswethat VDOL
staffwilll

- Maintain case notes and create confidential case files forparticipants.

- DCFIESD wili work with VDOL Program Qqoldinator, WorlforceDevelopment Director
and Comnissioner to identify practiees that need to be changed or strengtGned to comply
with sp ecifi cations of work.

Vacancies

o Staffing will be based on fuading in the MOU award and may be reviewed on a quarterly basis and
adjusted by the VDOL Commissioner after discussion withDCF/ESD.

. VDOL agrees to provide notice regarding VDOIIB&T staflvacancies and willnotiff DCFIESD_ program
Ir{anager of their plan to deveiop covemge for thevacancy.

Fair Hearings

o VDOL sta^ffmembers will participate as needed. in Fair Hearings and/or provide any documentation requested,
by DCFIESD for the hearing, VDOL will firlly participate in the ailjudicatory process inslusive of completing
the ESD 113.

Customer Service

. All VDOL staffmembers are to maintain a welcoming, abcessible andconsumer-oriented environment for
3 SVT participants. This specifi cally includes:

1. lyelssming: All pariicipantprogram complaints wi1lbe ad.dressed. internally; unresolved complaints
willbe sent to DCFiESD. VDOL staffwill be aware of civil rights issues and assure equal application
of all rules and policies regarding 3SVT participants.

2. Participant Involvement: VDOL staffwill involve participants, to the degree possible, in VDOL,s
delivery ofservices.

3. Access: VDOL staffwill engage in a process that reduces and eliminates any barriers to access for
3SVT participants, inciuding languagb serqices for thosewith limited Englishproficiency.

Records:

r VDOL sta.ffmembers who have been qpecifically authorized will have access to client data, The information
will be stored in a securb location and tbe materials will be destroyedwhen they are no longer necessary, as
dictated by the State of Vermont {es regarding length of time for keeping records.

o The VDOL Program Coordinator, Worldorce Development Director, Commissioner of Labor and DCFIESD
will be nbtified'immediately of any breach of security of clientdata-

PERF'ORMAN CE MEAS URES :

o 50Yo of participants who siped the agreement to participate will be engaged. in a qualiSring
component, within 10 days of injtial visit. This will be based on the unduplicated referral count.

. In the event that any of the outcomes above fall below 75% of the goal, VDOL, in conjunction with a
DCF/ESD Cenftal Office desigree, will develop a corrective action plan signed by both parties and
submitted to the Grant Manager within 30 days of submission of the quarterly report tbat indicated

E.
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STATE OF VERMONT- MEMORANDUM OF'I]NDERSTANDING MOU # 03440.10308_19

DEPARTMENT FOR CHILDREN AND FAMILIES P^ge 9 of 20

Deparhent of Labor $rDOL)
tfuatVDOL's performance fell below established minimums. DCF/ESD wili provide VDOL a

onthly perfoflnance ppdate relating directly to the prescribed performance benchmarls.

. Continued failure to meet the minimurn requirements established for any of the outcomes mayresult in the
cancellation of this agreement.

pRo GRAM ADMTMSTRATTON AND EVC.L-U"ATIOI,{

VDOL reports will be submitted quarterly. DCF/ESD will provide quarteriy data to VDOL on an

agreed upon date regarrling the number of E&T participants. DCFIESD will monitor and evaluate

VDOL's performance based on the following Program and Financial Reports and correspondence with
VDOL.

Weeklv Data Fetch

. The mutuaily agreed upon data extact from VJL wiil be submittedto the DCFIESD Data Manager

weekly,everyThursday. lfthedataincludedinthisreportisofasensitivenature(Pll,PHl,etc.),the
data will be transmitted to ESD via a secure, encrypted method. Any discrepancies or questions will
be resolved in a timely maorer.

Ouarterlv Prosram Renort

o The quarterly program reports GNS-83) wili be submitted to the DCF/ESD Grant Manager no later
than3O days following the end of the quarter. The program report must be submitted via email or mail
using the forms in Attacbment G. The results of this report will be shared with USDA's Food and

Nutrition Service (FNS). If FNS requires changes to the 583 Report the State will notify VDOL in a
timelymanner and work arounds willbe mutually agreedupon'

Annual Performance Ren ort

. The annual performance report includes all data from the previous federal fiscal year October 1, 2018

- September 30, 2019 (FFY19) and will be submitted to the DCF/ESD Grant Manager 60 days

followingtheendoffederalfiscalyearDecember I,}}Tg.Theannualperformancereportmustbe
submitted via email or mail using the forms in Attachment H. The results of this report wil1be shared

with FNS. If FNS requires changes to the Annual Report the State will notiff VDOL in a timely
mamer and work argunds will be mutually agreed upon

Financial Reports

o The Financial Report and Request for Grant Funds form will be sent with an original sipatwe via
regular mail. Satisfactory progamreports must be received withil 30 days following the end of the

quarter, to receive any subsequentpayments'
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1. Upon receipt and approval of VDOL quarterly program and fi:rancial reports for October through
December of 2018, and an electronic.memo from VDOL requesting the applicable tansfer u-o.-t, ESD
will initiate an interdeparhental transfer to reimburse VDOL in the amount of actual reported Wb1,
expenditures for that quarter, up to,the maximum payable for this MOU,

2. Upon receipt and approval of VDOL quarterly program and financial reports for January through March
of 20L9, and an eleckonic memo from VDOL requesting the appiicable tansfer amount, ESD will initiate
an interdeparknentai tuansfer to reimburse VDOL in the amount of actual reported VDOL expenditures for
that quarter, up to the balance remaining of the maximum payable for this Mou.
3. Upon receipt and approval of VDOL quarterly program and financial reports for Aprii through June of
2019, and an elecftonic memo from VDOL requestingthe apptcable kansfer amount, ESD wili initiate an
interdeparh:eental tansfer to reimburse YDOL in the amount of actual reported VDOL expenditures for that
quarter, up to the balance remaining of the maximum payable for this MOU.

4. Upon receipt and approval of VDOL quarterlyprbgram and financial reports for Juiy tbrough September
of 2019, and an electonic memo from VDOL requesting the applicable transfer amount, ESD will initiate
an interdeparhental fransfer to reimburse VDOL in the amount of actual reported VDOL expendifi:res for
that quarter, up to the balance remaining of the maximum payable for this Mou.
5. A final report including a brief narrative will be due and submitted to the ICAN Benefit progams
Assistant Administator within 60 days of the end of the MOU. Final payment under this MOU is subject
to receipt of invoice marked final and review and acceptance of the final repor! by DCFIBSD, using the
reporting requirements outlined in Attachment G, and optional narrafive reports, and satisfactory resolution
of performance issues.

6, Invoices submiued on the Financial Report & Request for Grant Funds forrn more than 60 days after the
quarter of service may not be honored.

Maximum Amount:
The maximum dollar amount payable for this agreement is not intended to guarantee any amount of
payr.ent. Paym.ent will be made for services listed in the specifications of work that are actually performed
and approved by the agreement manager, up to the maximum aJlowable amounl and is subject to the
availability of the federal fi:nds. The maximum amount payable by ESD to VDOL via interdepartmental
transfers shal1 be for $ 1,3 12,37 4 -63
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STATE OX' YERMONT- MEMORANDU'M OF IJ}{DERSTANDING
DEPARTMENT FOR CHILDREN AND NAW.ruS
Department of Labor (YDOL)

ICAN BUDGET:

voor- FFrxg

Direqt Gorts

Sakrv/Wa*es s 663,?99.01

Frinxe s 4L5i00z4s
PostaRe s00"00

Materials $ 5-000,00

Contractual - AlL Enhancement $ 30;000,0o
Trave0 $ 70a00
BuildinslSpace $ 451805,0O

fo:EdlDir€rck s f,l16.OrS0n.4g

ln,D-irectr $ [5a073,14
Yobl: $ f,,312,3J4i6'3

CoNTACT AND PAYMENT R_EQUEST,S.{FORMATTON"

Program Reports, Financial Reports, and Request for Payment should be sent to:

DCFlEconomic Services Division
Tracy Collier
ICAN Benefits Assistant Administrator
HC I South Dr.
280 State Dr.
Waterbury, VT 05671-1020
Tracy. collier@vermont. gov

Remittance Address of VDOL:

Vermont Deparbrent of Labor
DavidLahr and Chad Wawrzryniak
5 Green Mountain Drive
P.O. Box 488
MonQrelier, VT 05601-0488
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STATE OF YERMONT- MEMORANDTNN OT UI\DERSTANDING
DEPARTMENT F'OR CHILDREN AND FAMILIES
Department of Labor (VDOI,)

ATTACHMENT G
PROGRAM REPORT FORM - Quarterly

FORM A

Participan.t Activity - YDOL

Participant's
Last Name

First Name SSN Date of First
YDOL
Service

Engaged in
Employment
Related Activities
within 10 days?
Y/N

Person ID #
(ACCESS)

VJI#

rted by District

a

a

a

a

Totai Number of referrals (duplicated):

Total Nr:mber of referrals (unduplicated):

Number of participants that obtained employnent this reporting quarter?

Number of participants from the previous reporting quarter that have maintained employment?



STATE OF VERMONT_ MEMORANDUM OF IINDERSTANDING
DEPARTMENT FOR CETT,DREN AND FA]VM.IES
Department of Labor (VDOL)

ATTACHMENT G
PROGRAM RSPORT

Form B

'-.. .rarir.*!!!t!ErrtriEFF{E}:

MOU # 03440-L0308-19
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_ Thlrd

_ Fourth

COVERED

Flrst
Second

FISCALYEARSNAP EMPLOYMENT AND TRAINING
PROGRAM ACTIVITY REPORT(E &r)

COMPLETE ON FIRST QUARTER REPORT

COMPLETE EACH QUARTER

MONTH 2

I
T/ONTH 3

I
FISCALYEARTO

IWNTH 1

I
2. Number of ABAWD appllcants and recipients

partlclpating ln qualtfiing components

3. Number of all other appllcants and reclplenis

fncludlng ABAWDs lnrnhed in non{uallrylnq

actMtles) partlclpatlng in quallfflng components

COMPLETE ON FOURTH QUARTER REPORT FOR ENTIRE FISCALYEAR
who particlpated ln each component (ist components and attach soparafe sheef ifrocassa4l)4. Number of

NUMBERWHO PAR]ICIPATED IN EACH COMPONENT

ABAWD NON-ABAWD
COMPONENTS

TOTAL

Job Searoh

Job Search Tralnlng .

vVorkhre

Work Experience

Educatlon

WIOA

Self-Emolovment Tralnlng

Job Retentlon

TOTAL COMPONENT PAR]ICIPATION

EMPLOYMENT AND TRAINING PROGRAM

PARTICIPAT'ION
NUMBER WHO PARIICIPATED IN IHE E & T PROGMM

5. Number of lndividuals who partlclpated in the E & T

Program durlng the fscal Year

COMPLETE ON FOURTH QUARTER REPORT FOR ENTIRE FISCALYEAR

l. f.lumber of inatr,lduals who participated ln each component 0lst compohells and attach separate sheet lf necessary)

NUMBERWHO PARTICIPATED IN EACH COMPONENT

ABAWD NON-ABAWDCOMPONENTS
TOTAL

Job Search

Job Search TminlnE
Workfare
Work Expedence
trr{rroaflnn
WIOA
Ralf-trm nlnvmenl Tnlnlnc
l^h Patdnti^n

TOTAL COMP ONENT PAR'IICIPATION

EMPLOYMENT AND TRAINING PROGRAM
. PAR'TICIPA]ION

NUMBER WHO PARTICIPATED IN ]HE E & T PROGRAM

/. Number of indiVduals who partlcipated in the E & T
Program during the fiscai Year



STATE OT' VERMONT- MEMORANDUM OF UNDERSTANDING
DEPARTMENT FOR CHILDREN AND FAMILIES
Department of Labor (VDOL)

ATTACHMENT G
PROGRAM REPORT

Form C

i SNAPE&TADuaI Report - Fiscal Year 
I

Reporting period;

MOU # 03440-10308-19
P:rge 14 of.20

,l
..... -. -..:---..---.,----,-......-..J---,.-.---.-...-..-

Submit sumry data tbat disaggregate the aational reporting measures by the frlowirg

,i::
.......i....-. r .....-;. ..;

cbaracbristics:i i

I

E&Tn

a$sr E&Tcorryhtbn

Demographics

Demognphlcs

eryloynent in 2.d quarter afier

QuarerVWages in 2nd quader after

inE&T
eryloymetrin4tr

Coryletion of an educatbna! trabing wotk

c:rperierce, or aE. or!. fte-job trainiog conryonsd

lvLr-

I

Demographics

!

Volery Particbar( VJL Demographlcs/State Ul wage records

Manclatorv Particbant Nohe are Mandatory

Received hglr school diPlom
or equiwhncypriorto
partbbadonbE&T

VJL Demographlcs

VJL Demosraphlcseducation bvelulomwn
ABAWD

Vohlfary VJL Demographlcs/State Ul wage records
ffi-ffi

Matdatorv N/A N/A
VJL DemographlcsReceived hig! school diplora

or equivaleucy prior to.

partbipation in E&T
educatbn le.lehmlcnown VJLDemognphlcs

ABAWD VJL Demognphlcs

2adquarter afer
conpbtion of

Medim QuaderlyWages
in2adquarter affer

conpletion of partiiipatbn

inE&T

erylayrent

B&T

Vohtrary Data not avallable

Mandatorv None are Mandatory

Receirred hidr school dblorn Data notavallable
Data notavallableeducation level unknown
Data notavallable

Unsr:bsidbd enqloyrenf
in 4ta quarter after
con4letion of
participation in E&T

ABAWD
Volntarv VJL Demosraphlcs

Madatorv None are Mandatory

Received hiofi 3sl6o1 dbbm VJL Demographics

VJL Demognphicseducation bvel urlorown

ABAWD VJL Demognphlcs

Coqletbn ofan
eduoatbnd taiuing wo*
eqrerience, or an on the-
job tainingco4oned
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STATE OF YERMONT- MEMORANDUM OF TINDERSTANDING
DEPARTMENT FOR CHILDREN AND FAMILMS
Departmeut of Labor CVDOL)

ATTACHMENT G
PROGRAM REPORT

Form C - continued

nurrjber autl percenhp 6r the folbwing six cbaracteristics ofall E&T participarts served in the repoding ft cal yean

MOU # 03440:10308-19
Page 15 of20

. .!- __..i-.
Sbtes tbat cormit to oGriog all at-risk ABAWDs a slot in a guali$ing activity and bave received an additional ailocation of fnds nn:st include the fillowing

iffirmtbn

Vohrnlarv ParticbanF

Mandatorv particbqnts
Vobdaryvs. Mandatory

Received hir,h scbool dblorna or equivalency lrior to
Urknovm

&lucation

Hss ABAWD stafirs at ihe swt ofpadbipatbn in E&TABAWD

Fnsliql hnquage learners

U::lcnown

Speak hglish as a second hnguage

Male

Femle
Unknown

Gender

Betw€€n 16-17

Betwee,rr 18-35

Behreen 36-49

Between50-59

60 or oHer

Age

The mrctly average nmber ofindividuals to v&omthe Sbte oftred a

position in aqua@ing E8UI actitrity or worlchre program

The rrcnthlyaverap rurber ofindivltuals who participated in such

program

A descriptbn offte types of errybyne'd and t'alniog programs the State

agency oftred to at-rbk ABAWDs and 6e awihbility offtose pmgrarns

thoughotrthr State
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DEPARTMENT FOR CHILDREN AND FAMILIES
Department of Labor CYDOL)

ATTACHMENT G
PROGRAM REPORT

Form D

MOU # 03440-10308-19
Page 16 of20

State CoEponent Detail Ivleasures

The State will include ttre reporti-g messures as indicated in their E&T State Plan for any measr.Ee tbat the State i'lteDds to
serve lnore tllan LOO participants drn-ing the fiscal year.

Job Sdah Tb.c nur:obq of participats wbo se
euployed in thc first quarta afra ociting E
& T scwio* dividod by thc tota.l aumba of
participets who've received uy. of tlee
qualifrcd Job Sqch srvlce dwiogthe
rcport pGiod

T1:e rlllrjber ofICAN participarats who
becorne solf-eqrloyed after oor:4>lotion
of the self-errI:1o)reDt corry)bnent.

'Will bc rcportcd by Office of EcoDomic
opportmtSz (oEo)- .

Self Erq>loyed

Tlre nr.:rriber ofparticipants wtro retain
eqrlo;ment for 90 dalx following
participation fur qualitred job retentioa
scrvices r:o.der thc SNAP E&T pla.o-

Job Retention Ser"r-ices

Tlre m:rrrbcr ofpartioipants who ga.in
erq:lo1mrent o! receive certification frorn
an educational entit5r, sr.rch as, but not
lirnited to, vocational training hig!,
school equivalency, English as a socond
language, adult basic educatio4 dividcd
by the total Elrriber of partioipa:rts
who'we reoeived au;r ofthe qualified.
Educationber-gices r:oder tbe SNAP E&T
plan du'ing flre report pe,riod.

Education

Thc number ofparticipaats who gein
eqrloyrneut il]' flre first quarter after
exiting E&T services divided by the total
number of participa.rrts wlro'Ve rooeiwed
any ofthe qualified WorkExperience
services under the SNAP E&T pla.::,
during the report period.

WorkExperience

T'he number ofparticipants who are
erq>loyed in tbe first quarter after exiting
E&T services diwided by the total
nutober ofparticipants who've received
any ofthe qualificd Job Scarch Training
during the report period-

Job Serch Training

The rnrriber ofparticipaots who ga.in
erplolnnmt followi-q participation in
quatified .WIOA serviees uader the
SNAP E&T plan divided bJl.the total
uumber of partioipants who've received
aay of the quaUn.a WIOA services
r:srder tb.e SNAP EdtT pLarr dlrfutg the
report period-

wroA

'Wor1&re llhe nr.:rriber ofparticipa-r< who are
wrq:loyed in the fi,rst quarter aftcr exiting
E & T services divided bytbe total
ru:nber of indiwidr.rals who participated
in'Workfsre dr-rrhg tJre repofi period. **
fbg dgnqninator is lirxfted to onJ.y those
who did Wortrcfrre for any a::aouint of tire
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STATE OF YERMONT- MEMORANDT]M OF I]-NDERSTANDING
DEPARTMENT FOR CHILDREN AND FAMILf,ES
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ATTA.'MENT G
PROGRAMREPORT

Form E

MOU # 03440-10308-19
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Dater

Interageuty Notificatlon
AEAWD $S gmresVT liltor"k Ptran

Data; Caro nunbm I(Xftffi 

-

)DO(-lO(-
Brgistr?ct'r tle{c.e Tovm ofresidEncs SociaJ. Sculrit5r nnmbe(

DItMA'

l- Directiqn: flDOil.t,oES'D' flEsD to DOL

2, 3SguaresW suilr &rng$:
a fl EN'rnpt Roason;

h E Nalo$geractive
c- fl Eeaefitamouct 8-

3. Pqticifatisg iq Work For Bonsfit$ [WFB)
a- Voluntcdng
b. n Inftilljob ssat{h

{- F.rr.llaymeut activitlp fuWe deails tn #7 Eolote)

?. [J Obrainrdmplo]@cr$d
n. F paaiciprtiqs rnwo*progrm fiob sEaruh maybe analigible cmpmEnl)

5. Failura to comply without good caurcr (gtw dstatls ,n #7 below)

a F Ttreff2tssreused
b- n Didnotvoluneer.frrWorlfotBerefie t tr Refisedjobofftr
c. fl DiitrsotrcportforDolinton'iow & fl Diduof rcperltojrib
d. E Rsfusedjobrsftcral t- f,l Didnotmmpletnjobsearch

a fl Ditfaotcputforjobin*rvisw i- E Quitjob

6. Kegainine Etie$ility or CUsn comple'ti€;

E Compleed WFlls or otfiEf, vrorl. 1rrtrgran-
Dd*
Howe

?. Srpglcncotal idomstiou
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ATTACHMENT G
COMPONENT DEFINITATION AND OI]TCOMES

Form F

SNAP E&T

Components
Component Deflnidon outcomes {e)Gmples) i.e reportlng

Job Search. Requlres partlcpants to make a pre-

determlned number of Inquiries to
prospectlve employers over a ipeclfled perlod

of tlme. (12 confacts ln z months tlme)

The number of partlclpants who ar€ employed ln the flrst quarter after exftlng E & T servlces
dlvlded by the total number bf pdrdcipants who've recelved any of the qualified lob Search

servlces during the report perlod

Job search Tralnlng Enhances Job search readlness of partlclpants

by teachlng them Job seeklng technlques,

lncreaslngJob search motlvetlon and boostlng

self confldence. Thls includes Job skllls

assessment, Job clubs, Job placement servlces,

or other tralnlng or support acttvftles.

The number of partlclpants who are employed lri the flrst quarter after exhlng E&T servlces

dlvlded by the total number of participants who've recelved any of the quallfled Job Search

Tl"lnlng during the report period.

WorHare Partlclpants are requlred to work off the
yalue of the household's monthly SNAP

allotment, Thls asslgnmentcan be at prhrate

or public non profh as a condltlon cif

eliclblllty.

The number of partlclpants who are employed ln the flrst quarter after o(itlhg E & T servlces

dlvided by the totaI number of lndlvlduals who psrtlclpated in Workfare durlng the report perlod.
ir The denomlnator is limfted to only those who dld WorKare for any amount of tlme

Work Experlence The work experlence component is deslghed

to. tmprove employ'dbllty of partlcpant

through work experlence/tralnlng, caI be at
prlvate for proflt companles,

Ihe number of participants who galn employment ln the flrst quarter after exltlng E&T seMces

dlvlded W the total number of partlclpanG who've received any of the qualifled Work Expeilence

servlces underthe SNAP E&T plan duringthe report perlod,

Educatlon Wide nnge of actlvlties that wlll lncrease

baslcskllls and employabllltyof SNAP

partlclpants. (AB E, ESL, GEq post secondary

ed Vocattonal andTech) The tralnlng should

be drlven bv lob market.

The number of partlclpang who galn employment or recelve certfflcatlon from an educatlonal

entlty, such as, but not llmtted to, vocatlona.l tnlning; hlgh school equlvalenry, Engllsh as a

second language, adult baslc educatlon, dMded bythe total number of partlcipants whofve

recefued any of the qualtfled Edtrcation serylces under the SNAP E&T plan durlng the rbport
perlod.

WIOA This component lncludes Job tnlnlng servlces

that are managed by sfate agencles under

WorKorce lnvestmentAct, (llterary,

occupationai tralning, on-the job tralnlng

work experlence,job search. and baslc

readJustment seMces)

The number of particlpanls who galn employment followlng partlclpatlon ln qualifled WoA
servlces under the SNAP E&T plan dlvlded by the tota I number of partlcipants who've recelved

any of the quallfled WIoA servlces uhderthe SNAP E&T plan durlng the report pedod.

Self Employment

Iralnlng
lmproves employabllfty of participants by

tralnlngthem to design and operdte a small

buslness or dnotherself employment venture.

fhe number of SNAP E&T participants who become self -employed wlthln flrst quarter afler
completlon of self-employment component,

Job Retentlon Provides support servlces up to 90 days to
lndlvlduals who secured employment; only
those who recefued E&T servlces are ell8lble

forjob retentlon, Job retention supports

must be reasonable and necessary to retaln

the current emplownent,

The number of partlclpants who retaln employment for 90 days fo llowlng partlcipatlon ln
quallfled Job retention services under the SNAP E&T plan.
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Deparfment of Labor CVDOL)

ATTACHMENT G
FFY-2019 QUARTERLY FTNANCTAL REPORT

ICAN

Grantee: Vermont Deoarknent of T.ahor MOU #: 03440-10308-19

Report for quarter from

Expenditrres For Report Quarter Only

(A) @)
Total Grant Expended In
Budget Report Quarter

(c)
Total Expended

Year-To-Date

Personnel

Salaries

Fringe

Subtotal Personnel

Non-Personnel

Supplies

Postage

Travel

Space

Subtotal Non-Personnel

Inrlirect Costs

TOTAL HGENDITURES;

SIGNATTIRE;

$ 663.28e.01

$ 415.007.48

$ r.078.296.4e

5 00.0

$ 700.00

$ , 4s.80s.00

$ 82.005.00

g 1.s2.073.r4

$ r.312.374.63

Executive or Financial Director Title Date
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REQUEST TO:

MAIL REQUEST TO:

STATE OF VERMONT- MEMORANDUM OF UNDERSTANDING

DEPARTMENT FOR CHILDREN AND FAMILIES
Department of Labor CVDOL)

ATTACHMENT G
REQI]EST FOR GRANT PAYMENT

FROM: AgencY:

Economic Services Division, VT Deparhent for Children and Families

DCF Economic Services Division
HC 1 South i 280 State Drive / Waterbury, VT 05671-1020

Deparhnent of Labor fl/DOL)

RE: FFY-2019 MOU forICAN

Tenn: October l,2AI8 - September3l,2}I9

State-assigned Grant number: 03440-10308-19 Request #: Final Invoiee: Yes

Have required Quarterly work reports been submitted? Yes 
- 

No-

MOU # 03440-10308-19
Page 20 of20

No

g 1.312.37+.63^A) Maximum amount payable to Subrecipient:

B) Total payrnents received on Grant previously;

C) Balance (ine A rninus line B)

D) Tgtal Grant expenditures in Column B of the financial reporl
for the quarter ehding

mm/dd/yy

E) GrantBalance (ine C mirus line D)

F) REQUEST AMOLNT determined as foliows; $

For requests submitted during the Grant term, request the'amount in line
D or line C, whichwer is lower. A request submitted with thefinal.
quarterly report may befor the amount in line C if the State had wtthheld

funds earlier and the total YTD allowable reported expenditures exhausted

the maxim.um payable under the'Grant.

GRANTEE SIGNATURE:

$

$

$

$

Exeoutive or Financial Director Title Date

For ESD use only: ESD Grant manager reviewed required reports submitted,
assessed Subrecipient performance, and approves paym.ent in the amount of: $

Explanation if amount approved differs from amountrequested in iine F:

D 1.A% of maximum payable is withheld until Grant term ends and final Grant reports are approved; or
n Other:

ESD Signature: Date:



Joh $pecifications

Back to Job Specifications List

Job Center Specialist tr
Job Code: 234520

Pay Plan: Classified

Pay Grade: 21

occupational category: Administrative Services, HR & Fiscal operations

Effective Date: 09/07 /2OL4

Class Definition:

Assist clients with significant barriers to employment to obtain and maintain

employment on a long-term basis, by performing intensive case management services,

primarily in a VDOL American Job Center district office.

Examples of Work:

The Job Center Specialist Ii works within the Vermont Department of Labor, Workforce

Development Division's American Job Centers and provides case management services

to job seekers. Promotes and delivers comprehensive services offered through the

VDOL's Ameritan Job Centers to job seekers and employers. The JCS II collaborates with

partner organizations and agencies to promote, whenever possible, an effective and

seamless workforce-education, training and job placement system that will benefit the

individual client.



Determines eligibility fqr federal and/or state funded programs and assists job seekers

with significant barriers to employment to obtain and maintain employment on a long-

term basis. With the goal of working toward securing full-time, unsubsidized

employmeht for participants, JCS II will provide case management services, generally

within one program area, but may also refer and/or co:enroll 'participant in multiple

programs as able and necessary. JCS II must be well-versed and knowledgeable in VDOL

program resources and assistance, as well as programs of our partner agencies and

organizations. Ensures that clients are co-enrolled in all programs for which they qualify,

and request assistance from VDOL case managers in other programs to assist and enroll

the client into applicable programs, including, but not limited to, WIOA Adult, Youth, or

Dislocated Worker; Trade (TAA); Veterans programs; other options such as programs

funded by special grants such as NEG, or other programs leading to job training,

credentiais, certifications, and employment.

Interviews clients who are often under significant personal and financial burden, and

who may exhibit significant stress and anxiety, and may be uncooperative or angry. It is

expected that JCS II staff will engage all clients in a manner that exhibits professionalism,

sensitivity, fairness, tact and diplomacy, and helps clients understand the services

available to them from our staff and programs. Supportive attitude and actions are

expected to be demonstrated in dealing with clients.

Administers formal and informal assessments to participants to identify skills, abilities,

interests and barriers to employment, and develop employment plans. Reviews and

analyzes the results of assessments to identify and addr:ess specific training needs,

discusses assessment with the participant, and advises on training and employment

opportunities. Guide participants on employment interests, aptitudes, labor-market

information, and best practices for connecting with, and marketing themselves to,

employers



Identifies skills gaps and assess the education and training needed to bridge the gaps.

Creates employment plans with participants by analyzing results of their assessment, in-

depth interviews, local ldbor market information and employer workforce needs.

Monitors and revises employability plans based on participant progress, barriers and

changes in needs in order to maintain or gain employment.

Advises clients on specific training opportunities, participates in the development of

program training sites, develops special work or training placement opportunities for

grant-funded programs and provides job search skills and employability training both

individualty and through group sessions. Provides specific job search services, including,

but not limited to, resume preparation, interviewing skills, utilization of labor market

infoimation and networking

Supports training participants and employers in maintaining employment by monitoring

client'sjobtraining progress and providing job coaching, mentoring and supportto

participants to ensure success. Identifies and addresses specific areas of concern or

training needs.

Proposes and negotiates On-the-Job Training contracts with employers utilizing federal

OJT funding, which defrays a portion of the costs associated with hiring and training of

new employees. This includes developing customized training outlines and job

descriptions, a'nd negotiating reimbursement rates for training costs.

Develops and maintains effective and cooperative relationships with community

partners for the benefit of clients, job seekers and employers. Collaborates with

community partners, as appropriate, to co-case manage participants in training

programs. Negotiates shared costs associated with training of participants.



Documents all services and maintains accurate records in the method and manner

determined by the WDD Director or Commissioner to ensure compliance with all state

and federally mandated performance measures. Properly and accurately collect

documents, data, or other relevant materials for case work and program eligibility

determination, and maintain accurate and clear case notes and participant records.

Complies with all federal and state laws, policies and procedures regarding

confidentiality of participant records, and will report any suspected or actual security

breaches immediately to the WDD Director or Commissioner.

Engages in outreach to registered VJL applicants seeking employment. Identifies and

repoits information of individuals seeking employment to include training needs. Alerts

jobseekers to opportunities available to them based on information provided in VJL

registration. Matching them to jobs or trainings as appropriate.

Engages in outreach to local and regional businesses to promote VDOL services for

employers. Identifies and reports information on recruitment and training needs of area

employers, and serves as a resource for employers, with particular emphasis on

connecting the employer to job-seekers, but also connecting them to other units within

VDOL to assist them with their employment needs and questions.

Provides specialized recruitment services for existing, new and expanding businesses

including, but not limited to, organizing, marketing and hosting job fairs and hiring

events, providing interview space, screening and assessing candidates, assisting in

recruitment efforts and strategies.

As assigned by the WOO Director or Commissioner, may occasionally participate in

meetings with other organization such as local WIBS, chambers, economic development

organizations, or other state agencies and partners, as it pertains to serving the needs of



VDOL clients or the local business community. Assists in facilitating Rapid Response

events, as assigned.

Mentors and guides'Job Center Specialist I staff and may be asked by management to

help train JCS I staff in a district office.

Assists with marketing and promoting apprenticeship training programs to clients and

to the business community. May be asked to provide support to the apprenticeship

program.

Environmental Factors:

Work is performed under the direction and supervision of the VDOL Regional Manager

' and/or Supervisor, with the expectation that a significant amount of independent

judgment will be exercised in the performance of the duties. Work is reviewed by the

VDOL Manager andlor Supervisor

During the day, staff will experience significant public and client interaction which may

involve individuals who are under personal and financial stress, or persons who are

exhibiting angry attitude or behavior.

M inimum Qualifications

Knowledge, Skills and Abilities:

Ability to adhere to state and federal laws and regulations, and State and VDOL rules,

regulations and policies

Ability to timely and effectively manage work tasks each day

Ability to effectively manage caseload to successful outcomes for clients Ability to

demonstrate discretion, i nteg rity a nd professi onal ism



{

Ability to adhere to strict confidentiality relating to client information

Ability to communicate effectively and professionally, both verbally and in writing

Ability to work collaboratively and respectfully with all VDOL employees, and with

pa rtner organ izations, cl ients, a nd customers

Ability to work effectively and respectfully with persons from diverse backgrounds,

including clients who may present significant barriers to employment

Ability to engage in concise and effective public speaking in order to facilitate

workshops, engage in other presentations, and participate in or facilitate meetings

Ability to engage in active listening with clients and customers, and to make decisions

fairly and objectively

Ability to exercise tact in dealing with customers who are under significant stress

Ability to analyze and utilize information and data, and to comprehend and implement

procedures, policies and regulations

Ability to comprehend and adhere to directives from supervisors and managers, and to

accept constructive feedback

Ability to develop and manage vocational employment plans

Significant knowledge of department, state, partners' and community resources

available to clients

Significant knowledge of interviewing techniques, recruitment techniques, and local area

economic and employment conditions



\

Knowledge of state and federal law regarding equal employment and anti-

discrimination

Significant proficiency in computer applications that include email, internet, Excel,

PowerPoint and other MS Office Suite programs.

Education and Experience:

Bachelor's degree

OR

Associate's degree AND one (1) year or more of experience in direct customer service ,

employment services, human services, human resources, vocational counseling, or

. closely related field.

OR

High School diploma or equivalent AND three (3) years or more of experience in direct

customer service, employment services, human services, human resources, vocational

counseling, or closely related field.

Special Requirements: n/a



RFR Fom A
October 2003 !

VERMONT DEPARTMENT OF PERSONNEL
Request for Classification Review

Position Description Form A

lnsrnucnoNs: Tell us about the job. The information you provide will be used to evaluate the position. lt will not
be used in any way to evaluate an employee's performance or qualifications.

Answer the questions carefully. The information you give will help ensure that the position is fairly evaluated.
Here are some suggestions to consider in completing this questionnaire:

To Submit this Request for Glassification Review: lf this is a filled position, the employee must sign the
original* and fonryard to the supervisor for the supervisor's review and signature. The Personnel Officer and the
Appointing'Authority must also review and sign this request before it is considered complete. The effective date of
review is the beginning of the first pay period following the date the complete Request for Classification Review is
date stamped by the Classification Division of the Department of Personnel,

'An employee may choose to sign the form, make a copy, submit original to supervisor as noted above, while
concurrently sending the copy to the Classification Division, 144 State Street, Montpelier, with a cover note
indicating that the employee has submitted the original to the supervisor and is submitting the copy as a
Concurrent filing.

lf this is a request (initiated by employees, VSEA, or management) for review of all positions in a
classltitle please contact the appropriate Glassification Analyst or the Classification Manager to discuas
the request prior to submitting.

D This form is to be used by managers and superuisors to request'
classification of a position (filled or vacant) when the duties have
changed, and by managers and supervisors to request the creation of a
new job class/title (for a filled,'vacant, or new position), and by
employees to request classification of their position.

protected document, so information can only be entered in the shaded

number of clraracters. Use your mouse or the spacebar to mark and unmark a checkbox.

number the responses to correspond with the numbers of the questions on the form. Please contact your
Personnel Officer if you have difficulty completing the form.

departmenfs personnel office. All sections of this form are required to be completed unless otherwise stated.

lete on computer. This is a form-
areas of the form.



Request for Classilicafion Review
Position Description Form A

Page 1

Request for Classification Review

Position Description Form A

For Department of Personnei Use Only

Taken:

CurrentMgtLevel B/U OTCat. _EEOCat._FLSA_
Mgt Level B/U _OT Cat. _EEO Cat. _FLSA

Wllis Rating/Components: Knowledge & Skills: Mental Demands:+ Accountability:_
Working Gonditions: _ Total:

Classification
Comments:

New Pay Grade

Date Received (Stamp)

Job Title

Current Pay Grade

of Action #

Class Code €

Effec{ive Date;

Date Processed

New Class Code

lncumbent I nformation :

Employee Name:

Position Numben

Employee Number:

Current Job/Class Title:

Work Station: [-l Zip Code:'AgencyiDepa rtmenVU n it

Supervisor's Name, Title, and Phone Number:

How should the notification to the employee be sent: n employee's work location or n other
address, please provide mailing address:

New Position/Vacant Position lnformation:

New Position Authorization: Request Job/Class Titb: Egas2d

Position Type: X Permanent or n UmiteO / Funding Source: n Core, I Partnership, or ! Sponsored

Vacant Position Number: Current JoblClass Title

Agency/DepartmenVUnit F+tOq Work Station: mJohnsbunl Zip Code:

Supervisor's Name, Title and Phone Number:

Type.of Request:

ffi Management: A management request to review the classification of an existing position, class, or create a'new job class.

I Employee: An employee's request to review the classification of his/her current position.

802-
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1. Job Duties Pase 2

This is the mosl critical part of the form. Describe the activities and duties required in your job, noting
changes (new duties, duties no longer required, etc.f since the last review. Place them in order of
importance, beginning with the single most important activity or responsibility required in your job. The
importance of the duties and expected end results should be clear, including the tolerance that may be
permitted for error. Describe each job duty or activity as follows:

understand the steps.

>

For example a Tax Examiner might respond as follows
(How) By developing investigation strategy; reviewing
people, other than the taxpayer, who have information
determine tax

: (What) Audits tax returns and/or taxpayer records-
ni ate ri a I s su b m itted ; w h e n a p p ro p ri ate i nte rv i ew i n g
about the taxpayer's busi'iness or residency. (Why) fo

The Job Center Specialist ll works within the Vermont Department of Labor, Workforce
Development Division's American Job Centers and provides case management services
to job seekers. Promotes and delivers comprehensive services offered through the
VDOL's American Job Centers to job seekers and employers. The JCS ll collaborates with
partner organizations and agencies to promote, whenever possible, an effective and
seamless workforce-education, training and job placement system that will benefit the
individual client.

Determines eligibility for federal and/or state funded programs and assists job seekers with
significant barriers to employment to obtain and maintain employment on a long-term
basis. With the goal of working toward securing fulltime, unsubsidized employment for
participants, JCS ll will provide case management services, generally within one program
area, but may also refer and/or co-enroll 'participant in multiple programs as able and
necessary. JCS ll must be well*versed and knowledgeable in VDOL program resources
and assistance, as well as programs of our partner agencies and organizations. Ensures
that clients are co-enrolled in all programs for which they qualify, and request assistance
from VDOL case managers in other programs to assist and enrollthe client into applicable
programs, including, but not limited to, WIOA Adult, Youth, or Dislocated Worker; Trade
(TAA); Veterans programs; other options such as programs funded by special grants such
as NEG, SNAP E&T or other programs leading to job training, credentials, certifications,
and employment.

lnterviews clients who are often under signiiicant personal and financial burden, and who
may exhibit significant stress and anxiety, and may be uncooperative or angry. lt is
expected that JCS ll staff will engage all clients in a manner that exhibits professionalism,
sensitivity, fairness, tact and diplomacy, and helps clients understand the services
available to them from our staff and programs. Supportive attitude and actions are
expected to be demonstrated in dealing with clients

Administers formal and informal assessments to participants to identify skills, abilities,
interests and barriers to einployment, and develop employment plans. Reviews and
analyzes the results of assessments to identify and address specific training needs,
discusses assessment with the participant, and advises on training and employment
opportunities. Guide participants on employment interests, aptitudes, labor-market
information, and best practices for connecting with, and marketing themselves to,
employers.

ldentifies skills and assess the education and needed to the



employment plans with analyzing resu Its of the r assessment, tn-
depth interviews, local labor market information and employer workforce needs. Monitors
and revises employability plans based on participant progress, barriers and changes in
needs in order to maintain or gain employment.

Advises clients on specific training opportunities, participates in the development of
program training sites, develops special work or training placement opportunities for grant-
funded programs and provides job search skills and employability training both individually
and through group sessions. Provides specific job search services, including, but not
limited to, resume preparation, interviewing skills, utilization of labor market information
and networking.

Supports training participants and employers in maintaining employment by monitoring
client's job training progress and providing job coaching, mentoring and support to
participants to ensure success. ldentifies and addresses specific areas of concern or
training needs.

Works with VDOL staff when proposing and negotiating WIOA On-the-Job Training
contracts or job placements with employers utilizing federal OJT funding, which defrays a
portion of the costs associated with hiring and training of new employees. This includes
developing customized training outlines and job descriptions, and negotiating
reimbursement rates for training costs.

Develops and maintains effective and cooperative relationships with community partners
for the benefit of clients, job seekers and employers. Collaborates with community
partners, as appropriate, to co-case manage participants in training programs. Negotiates
shared costs associated with training of participants. Meets on a regular basis with
community based partners including but not limited to ESD, ABE, Community Action
Agencies, EAP, VABIR and localemployers.

Documents all services and maintains accurate records in the method and manner
determined by the WDD Director or Commissioner to ensure compliance with all state and
federally mandated performance measures. Properly and accurately collect documents,
data, or other relevant materials for case work and program eligibility determination, and
maintain accurate and clear case notes and participant records.

Complies with allfederal and state laws, policies and procedures regarding confidentiality
of participant records, and will report any suspected or actual security breaches
immediately to the WDD Director or Commissioner.

Engages in outreach to registered VJL applicants seeking employment. ldentifies and
reports information of individuals seeking employment to include training needs. Alerts
jobseekers to opportunities available to them based on information provided in VJL
registration. Matching them to jobs or trainings as appropriate.

Engages in outreach to local and regional businesses to promote VDOL services for
employers. ldentifies and reports information on recruitment and training needs of area
employers, and serves as a resource for employers, with particular emphasis on
connecting the employer to job-seekers, but also connecting them to other units within
VDOL to assist their needs

Requesf for Classification Review
Position Description Form A

Page 3

2. Key Contacts

This question deals with the personal contacts and interactions that occur in this job. Provide brief typical
examples indicating your primary contacts (not an exhaustive or all-inclusive list of contacts) other than those
persons to whom you report or who report to you. lf you work as part of a team, or if your primary contacts are



with other agencies or groups outside

Request for Classrficafon Review
Position Description Form A

Page 4
government describe those interactions, and what your role is. For

3. Are there licensing, registration, or certification requirements; or special or unusual skills
necessary to perform this job?

lnclude any special licenses, regishations, certifications, skills; (such as counseling, engineering, computer
programming, graphic design, strategic planning, keyboarding) including skills with specific equipment, tools,
technology, etc. (such as mainframe computers, power tools, trucks, road equipment, specific software
packages). Be specific, if you must be able to drive a commercialvehicle, or must know Visual Basic, indicate
so.

4. Do you supervise?

ln this question "supervise" means if you direct the work of others where you are held directly responsible for
assigning work; performance ratings; training; reward and discipline or effectively recommend such action; and
other personnel matters. List the names, titles, and position numbers of the classified employees reporting to
you:

5. ln what way does your superuisor provide you with work assignments and review your work?
This question deals with how you are supervised. Explain how you receive work assignments, how priorities
are determined, and how your work is reviewed. There are a wide variety of ways a job can be supervised, so
there may not be just one answer to this question. For example, some aspects of your work may be reviewed
on a regular basis and in others you may operate within generalguidelines with much independence in
determ how tasks.

Coordinate services with ESD, VR, VABIR, Adult Basic Education, educational providers,
training worksites, food shelves, homeless shelters, recovery centers and local community
action agencies. Facilitates monthly meetings with various partners, Shares case
management tracking with any partner that sponsors a co-enrollment. Monitors case
entries to ensure data is captured that"pertains to the continued eligibility and compliance
Ior pertioiFa$on and funded services.

Knowledge of counseling, web-based.computer software systems, development of
employability plans and establishing reasonable goals. lntensiye case management skills
are necessary since the primary population is poverty stricken, homeless, dealing with
substance abuse and/or mental health issues and may have been involved in the criminal

and a to diffuse situational rs uired.dice m

No

Case management referrals are forwarded by our ESD partners and scheduled for a pre-
populated date/time. lt is the expectation that the worker is familhr with the orientation
materials and pan deliver the materials to a highly anxious and sometimes angry audience
that could consist of 20 participants x twice/week. Processing the referrals provided by
ESD needs to be done timely, with 4 hours of the individual presenting for the orientation
and a one-on-one follow up meeting within one week, Entries documenting both services is
necessary within one business day. Ongoing contacts are required at each interaction.
Recording of services often in two systems, VJL and ACCESS. Technical assistance is
available from Regional Supervisor, Program Managers, and Regional Managers. ESD
also provide policy and procedure guidance as made available by FNS.



Case management reports can be run by each worker, supervisor, program manager and
granting agency - E$D. Quarterly and Annual reports are submitted to our granting agent -
ESD.

Request for Classification Review
Positioi Description Form A

Page 5

5. Mental Effort

This section addresses the mental demands associated with this job. Describe the most mentally challenging
part of your job or the most difficult typical problems you are expected to solve. Be sure to give a specific
response and describe the situation(s) by example.

fhe cost of materials not listed in the pricing guides. This involves locating vendors or other sources
of pricing information for a great variety of materials

be use4 and what fhe users must accomplish and then developing a system to meet their needs,
often limited time and resources.

7. Accountability

This section evaluates the job's expected results. ln weighing the importance of results, consideration should
be given to responsibility for the safety and well-being of people, protection of confidential information and
protection of resources.

What is needed here is information not already presented about the job's scope of responsibility. What is the
job's most significant influence upon the organization, or in what way does the job contribute to the
organization's mission?

Provide annualized dollar figures if it makes sense to do so, explaining what the amount(s) represent.

For example:

. A socialworker might respond: To promote permanence for chitdren through coordination and
delivery of seruices;

. A financial officer might state: Overseeing preparation and ongoing management of division
budget'. $2M Operating/Persona/ Serurbes, $1.5M Federal Grants.

Case management can caused mental anguish and is known to be the most challenging
part of the position. Clients share personal information that uncomfortable to hear and are
often unable to seek appropriate services. Stories of domestic violence, poverty, abuse,
.homeless abandon violent tendencies can be unsettli

VDOL receives almost $1.4 million to deliver services to individuals receiving food stamp
assistance statewide, in 12 districts around Vermont. Each office a piece of that budget
that can be used for supportive services to assist in the reduction of barriers and to
prepare individuals for employment. Accurate record keeping of services is necessary in
order to meet Federal performance standards. Dollars can be recaptured if performance
drops below the negotiated level. lncumbents in this clasgification mugt also meet
individuals referred within 3 days of being determined eligibility and must provide a second
service within 10 days.

lncumbents do not develop the budget or negotiate the performance measures but are
held accountable for district measures.



Request for Classrlicafion Review
Position Desciption Form A

Page 6

8. Working Conditions

The intent of this question is to describe any adverse conditions that are routine and expected in your job. lt is
not to identify special situations such as overcrowded conditions or understaffing.

a) What significant mental stress are you exposed to? Alljobs contain some amount of stress. lf
your job stands out as having a significant degree of mental or emotional pressure or'tension
associated bed.

b) What hazards, special conditions or discomfort are you exposed to? (Clarification of terms:
hazards include such things as potential accidents, illness, chronic health conditions or other
harm. Typical examples might involve exposure to dangerous persons, including potentially
violent customers and clients, fumes, toxic waste, contaminated materials, vehicle accident,
disease, cuts, falls, etc.; and discomfort includes exposure to such things as cold, dirt, dust,
ratn or snow

c) What weights do you lift; how much do they weigh and.how much time per day/week do you

d) What working positions (sitting, standing, bending, reaching) or types of effort (hiki ng, walking,
are

Additional lnformation:

Carefully review your job description responses so far. lf there is anything that you feel is important in
understanding your job that you haven't clearly described, use this space for that purpose. Perhaps your job
has some unique aspects or characteristics that weren't brought out by your answers to the previous
questions. ln this space, add any additional comments that you feel will add to a clear understanding of the
requirements of your job.

Type How Much of the Time?

Clients with extreme poverty issues, substance
abuse, criminal history, domestic violence, 5 days a
week, 6/8 hours per day is mentally draining and
emotionally stressful

75-85o/o

Type How Much of the Time?

Anxiouslpoverty stricken/angry clients 7Oo/o

winter driving/adverse road conditions 5o/o

qystem entries/2 different systems 25o/o

Tvpe How Heaw? How Much of the Time?

Case files 1-2 lbs 8 hours/dav

Tvpe How Much of the Time?

sittinglmeeting, with clients and/or partners 704/o

driving and'computer entry 5o/o And 25o/o



Reguesf for C/assrIcation
Position Description

Review
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Page 7

t

Employee's Signature (required): -Date

The current job classification - Job Center Specialist ll - accurately reflects the duties
outlined as required in our grant/MOu with ESD.

All positions will/are performing duties of the Job Center Specialist ll. These duties include
lntensive case management for individuals with multiple, significant barriers to employment
Employees determine the eligibility and appropriateness for services by Federal and State
Partners (FNS and ESD). Authorizes support services to eligible participants in achieving

r employment goals. Develops training opportunities with business partners and
collaborates with other community and State Agency partners to access additional
resources and supportive services. Coordinates case management services across public
and private sectors. Knowledge of client support systems, Federaleligibility guidelines, and
various State and Federal policies and procedures are a requirement. lmplementation of
individualized employability plan and program initiatives is required. Work will/is being
performed within the Department of Labor, under the general supervision of a VDOL

-9/30.Theand/or are funded on a



Requesl for Classification Review
Position Description Fom A
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Superuisor's Section:

Carefully review this completed job description, but do not alter or eliminate any portion of the original
response. Please answer the questions listed below.

1. What do consider the most duties of this and

2, What do you consider the most important , skills, and abilities of an employee in this job (not
nece the of the and

3. Comment on the accuracy and completeness of the responses by the employee. List below any missing
s and/or differences

4. Title and/or Grade:'

Supervisor's Signature (required):

Personnel Administrator's Section:

Please complete any missing information on the front page of fhis form before submitting it for review.

Are there other changes to this position, for example: Change of supervisor, GUC, work station?

Yes No lf detailed information.

Attachments:

[l Organizational charts are required and must indicate where the position reports.

I Draft job specification is required for proposed new job classes.

Will this change atfect other positions within the organization? lf so, describe how, (for example, have duties
been shifted within the unit requiring review of other positions; or are there other issues relevant to the

ist llJob Center 21

classification review



Request for Classifcatbn Review
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I

s Title andlor Grade:

Pdrsonnel Administrator's Signature (req

Appointing Authority's Section:

Please review this completed job description but do not alter or eliminate any of the entries. Add any
n and/or

G

Appoi nting Authority or Authorized Representative Si g nature (req ui red) Date
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