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Participant Training Manual
INTRODUCTION

The purpose of this manual is to familiarize you with the Southern Tier of New York 13-N Incumbent Worker Training Program.

The purpose of this grant is to support employer strategies and local efforts for lifelong learning for the development of the incumbent (employed) worker by providing funds for upgrading the occupational skills of those workers conducted in an institutional, worksite setting on or off-site.  The initiative targets training to support the Advanced Manufacturing sector’s needs.  

This initiative will support the Regional 13-N Partnership which includes:  Broome, Tioga, Tompkins, Cattaraugus, Allegany, Chemung, Schuyler, Steuben, Chautauqua, Chenango, Delaware, and Otsego County businesses.

ON-LINE RESOURCES

Information regarding this initiative/grant is available to the public on the home page at www.csswfny.com.
GENERAL TRAINING PROCEDURES AND EXPECTATIONS

As a general rule, no matter what training program one is considering, the following information, procedures and expectations apply to all.  Please read them thoroughly.

PARTICIPANT ELIGIBILITY PROCESS

Before ANY training program begins that is partially or fully funded through the 13-N Incumbent Worker Training Grant, ALL potential training candidates must provide basic information.  A short “Trainee Information Package” must be completed to provide the following information:
· Verification of Date of Birth – Access into any program requires staff to verify that one of the following was utilized to prove identification/Date of Birth:  Driver’s License, Birth Certificate, Passport, DD-214, Work Permit or Tribal Record.
The “Information & Referral Package” is to collect basic information such as:
· Name/Address/Phone/Current Employment Title, Shift, and Wage (if working or have been given a start date);

· Basic Information regarding employment/public assistance/military background/income – Please note that the collection of this information is utilized to determine what funding streams the business may be eligible for on behalf of the participant’s employer;

· Work History;

· Education;

· Dislocated Worker Eligibility – Questions should be read thoroughly to determine if the participant qualifies under the dislocated worker criteria;

· Individual Employment Plan – To provide current skills sets to determine if the participant feels they are lacking skills sets necessary to become gainfully employed and to determine the short-term and long-term goals of the participant.
PARTICIPANT EVALUATION/PROGRAM MONITORING
All training programs funded or associated with the 13-N Incumbent Worker Training Grant will be monitored by the local Workforce Business Services Representative in your area.  The purpose of the evaluation is to assess your strengths and weaknesses and if necessary, provide constructive criticism related to your performance or the performance of your trainer.
FOLLOW-UP

In order to analyze the results of the training program and your effectiveness in obtaining skills upgrade you may be contacted via mail to complete a survey (basic information) within 60-90 days following the completion of your training. 
PARTICIPANT RULES OF CONDUCT

Anyone associated with any training program funded through the STNY 13-N Incumbent Worker Training Program is expected to behave in a manner that will bring credit to himself/herself and the program.  While you are enrolled in training, you will meet new people who may possess ideas and opinions that may differ from yours.  The basic rules listed below are guidelines to help you get along with people in any training situation:

· Always conduct yourself in a professional manner.  Respect the differences of opinion between yourself, your fellow classmates and/or co-workers as well as others.

· Express your complaints only to your local Business Services Representative or HR Department.
· Treat your fellow classmates and/or co-workers without discrimination on the basis of race, color, religion, national origin, age, sex, or sexual preference.  Any such discriminatory treatment is serious and grounds for being dropped from the program.

LEAVING THE PROGRAM

If you are experiencing difficulty, your HR Department or local Business Services Representative may be able to help you in order for you to stay in the program and complete your training.  You can be terminated from the program for the following reasons:

· Insubordination – refusing to do what you are told to do by your trainer.
· Alcohol or drug use is prohibited & grounds for immediate program termination. 
· Not reporting for training when you are supposed to and not calling in when you will be absent or too many absences.

· Arriving late for training too many times.

· Not completing the work you are given.

· Abuse of the STNY 13-N INCUMBENT WORKER TRAINING PROGRAM program.

· Violent threats or acts.

All training participants are required to receive a copy of the CSS WF NY Grievance and Discrimination Policies and Procedures and are required to check “Yes” on the last question, page2 of the “Trainee Information Forms” stating you have read, understand and will comply with the steps as outlined on the following pages.  Please keep this information.  It will be useful to you if you should find it necessary to seek formal assistance in resolving any problem-related complaints.  If your business has a grievance policy, Workforce New York Grievance and Discrimination Complaint Procedures supercede when complaints are 13-N Grant related.  The policies are as follows:
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STNY 13-N Incumbent Worker Training Program
WORKFORCE INVESTMENT ACT
GRIEVANCE PROCEDURE
Anyone filing a discrimination complaint based on race, national origin, sex, age, color, political affiliation, religious belief or retaliation, may file his/her complaint with the Local EEO Officer or directly with the U.S.D.O.L. Office of Civil Rights at the following address:  Office of Civil Rights, 201 Varick Street, New York, NY  (212) 237-2218.  Discriminatory complaints may be initiated by letter or by telephone and must be filed with the Civil Rights Office within 180 days of their occurrence.

STEPS ON RESOLVING STNY 13-N INCUMBENT WORKER TRAINING PROGRAM-RELATED COMPLAINTS/GRIEVANCE

The purpose of this procedure is to ensure that a complaint is resolved promptly and that the complainant is advised of all the steps taken to resolve the complaint.  A STNY 13-N INCUMBENT WORKER TRAINING PROGRAM related complaint is a written document signed by a STNY 13-N INCUMBENT WORKER TRAINING PROGRAM participant, STNY 13-N INCUMBENT WORKER TRAINING PROGRAM staff member, or any other interested person who alleges that the Governor, Local Area or other subcontractor has violated the Act and/or STNY 13-N INCUMBENT WORKER TRAINING PROGRAM Rules and Regulations and/or a STNY 13-N INCUMBENT WORKER TRAINING PROGRAM grant or agreement.  Complaints must be filed within one year of the occurrence.

I.
Preliminary Discussion
Complaints are to be resolved at the lowest possible level:  i.e. the level closest to the reason for the complaint.  The complaint will be processed at the agency’s work site by a supervisor or a Local Area Complaint Resolution Officer.  If the Local Area Complaint Resolution Officer cannot settle a particular complaint, the STNY 13-N INCUMBENT WORKER TRAINING PROGRAM participant may have the option of using the STNY 13-N INCUMBENT WORKER TRAINING PROGRAM grievance procedure by requesting a meeting with the designated Program Complaint Officer.

II.
Informal Conference – CSS WF NY STNY 13-N INCUMBENT WORKER TRAINING PROGRAM Complaint Officer
If STEP I does not resolve the complaint satisfactorily, the complaint may be submitted in writing to the CSS WF NY Complaint Officer.  A complaint should contain the following basic elements:  complainant’s name, address and telephone number; respondent’s name and address; nature of the complaint including the basic who, what, where, when, and how information, as applicable; signature of complainant and date signed.  The complaint must be made within one year of the incident or dispute.  Notification acknowledging receipt of a complaint will be sent to the complainant within 30 days of the filing of the grievance.  Prior to holding this information conference, the CSS WF NY Complaint Officer will conduct an impartial investigation of your complaint.  This may include interviewing witnesses, taking statements, examining records, and receiving background information.  Decisions of this informal conference shall be made no later than 29 days after the filing of the grievance.  Complaints shall be sent via mail to:  

CSS Workforce New York, Inc.

STNY 13-N INCUMBENT WORKER TRAINING PROGRAM Complaint Officer

20 Denison Parkway W.

Corning, NY  14830

III.
Local Level STNY 13-N INCUMBENT WORKER TRAINING PROGRAM Hearing Officer Appeal

If no decision is reached within 30 days or if either party disagrees with the decision of the CSS WF NY Complaint Officer, the complainants may submit a request for a local level hearing.  Complainants must submit a second letter requesting a formal hearing within 15 days following receipt of the informal conference decision.  The Hearing Officer will provide a written decision, based upon the entire record, including all evidence or oral testimony, presented at the hearing as recorded by an impartial Grievance Recorder.  The written decision will be mailed to the complainant, the respondent, and the Local Area Complaint Resolution Officer within 60 days of the original filing of the grievance.  Requests for a hearing shall be sent via certified mail to:

CSS Workforce New York, Inc.

STNY 13-N INCUMBENT WORKER TRAINING PROGRAM Hearing Officer

20 Denison Parkway W.

Corning, NY  14830

IV.
State Level Appeal
State level appeals must be submitted in writing to the State Hearing Officer within 10 days of receipt of the Local Area Level findings.  In addition, if no decision is rendered at the Local Area level with the prescribed 60-day time period, the complainant may, within 15 days after such decision was due, appeal for a State Review.


A State level appeal should contain the same basic elements necessary for the Local Area Level.  These are:

1. Complainant name, address, and phone number

2. Respondent’s name, address and phone number (may be any agency or officer)

3. The nature of the complaint (who, what, where, when, and how as applicable)

4. Signature of the complainant

5. Date signed

6. Information regarding decision rendered at Local Area level


This information should be sent to:

New York State Workforce Investment Act Hearing Officer

New York State Department of Labor

State Office Building Campus

Building 12, Room 446

Albany, NY  12240

V.
Complaint Review by the Governor – State Level

The complainant has the right to request a review of the complaint by the Governor if:  (1) a Hearing Decision is not received by the complainant within 90 days of filing the complaint:  or (2) an unsatisfactory hearing decision is received and a request for the review is made within 10 days of the receipt of the decision.  The Governor shall issue a decision within 30 calendar days.  The Governor’s decision is final.  If the Governor does not issue a decision within 30 calendar days, the complainant may elevate the complaint to the Secretary of the United States Department of Labor.

VI.
Complaint Resolution - Federal

Within 10 calendar days of the date that the Governor should have issued a decision, the complainant may request a determination from the Secretary of the U.S. DOL.  


The secretary shall act within 120 calendar days of receipt of the complainant’s request.  

Section 629.55 of the March 15, 1983 Rules and Regulations stipulates that all information and complaints involving fraud or other criminal activity shall be reported directly and immediately to the Secretary of Labor.

The CSS WF NY participant grievance procedures will be provided to each participant at time of enrollment in STNY 13-N INCUMBENT WORKER TRAINING PROGRAM-funded activity.

CSS Workforce New York contractual agreements for services of training will include a statement to inform the contractor of this provision.

The CSS Workforce New York will include in its local complaint resolution and grievance system description, the method(s) to be used to assure that those interested in STNY 13-N INCUMBENT WORKER TRAINING PROGRAM activities within the CSS WF NY, including the general public, are to be made aware of the process to follow to report information and/or complaints involving fraud, abuse or other criminal activity related to STNY 13-N INCUMBENT WORKER TRAINING PROGRAM.

A. An appeal, in writing, may be made to the U.S. DOL Secretary of Labor.

B. An appeal may be filed at this level only after the above Local and State steps have been completed.

C. The complaint should contain the following:

1. Your name, address and telephone

2. Name and address of respondent 

3. A clear statement of the facts (including dates) relating to the complaint.

4. Where known, the provisions of the STNY 13-N INCUMBENT WORKER TRAINING PROGRAM law, rules and regulations or other STNY 13-N INCUMBENT WORKER TRAINING PROGRAM-related agreements believed to have been violated.

CSS Workforce New York, Inc.

STNY 13-N INCUMBENT WORKER TRAINING PROGRAM Complaint Officer

Dan Porter

20 Denison Parkway West

Corning, NY  14830

(607) 937-8337
-----------------------------------------------------------------------------------------------------------------------------------------------------------
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STNY 13-N INCUMBENT WORKER TRAINING PROGRAM  STATE  DISCRIMINATION  COMPLAINT  FILING  PROCEDURE

CHEMUNG SCHUYLER STEUBEN WORKFORCE NEW YORK (CSS WF NY)
Chemung Schuyler Steuben Workforce New York (recipient) is prohibited from discriminating on the ground of race, color, religion, sex, national origin, age, disability, political affiliation or belief, and for beneficiaries only, citizenship or participation in programs funded under the Workforce Investment Act of 1998 (STNY 13-N INCUMBENT WORKER TRAINING PROGRAM), in admission or access to, opportunity or treatment in, or employment in the administration of or in connection with, any STNY 13-N INCUMBENT WORKER TRAINING PROGRAM funded program or activity.

If you think that you have been subjected to discrimination under a STNY 13-N INCUMBENT WORKER TRAINING PROGRAM funded program or activity, you may file a complaint within 180 days from the date of the alleged violation with recipient’s Equal Opportunity Officer, Dan Porter, 20 Denison Parkway W., Corning, NY 14830, (607) 937-8337, by filling out the US Department of Labor’s Complaint Information Form (CIF).

Recipient will issue a notice to the complainant of receipt of the complaint and a written Notice of Final Action will be issued within 90 days of the date on which the complaint was filed.  If a complainant does not agree with the recipient’s decision then he/she may file a complaint with the Civil Rights Center – US Department of Labor within 30 days of the date on which the Notice of Final Action was issued.

The complainant may choose to use the Alternative Dispute Resolution Through Mediation (ADR) process instead of the local grievance officers’ services.  CSS Workforce New York will provide assistance to enable a complainant to understand and participate in the complaint process.  Confidentiality is guaranteed to the level necessary and required and on a need to know basis.

The non-breaching party to any agreement reached under ADR may file a complaint with the CRC in the event the agreement is breached within 30 days of the date on which the non-breaching party learned of the allege breach.

All complaints will be attempted to be resolved at the local level however the complainant has the right to file a complaint of discrimination at the state or federal level using the information listed below:

State Level

Andrew Adams, Director

Division of Equal Opportunity Development

NYS Department of Labor

State Office Building Campus

Albany, NY  12240

Telephone:  (518) 457-1984

TDD:  1-800-662-1220

Voice:  1-800-421-1220
Federal Level

Director

Civil Rights Center

US Department of Labor

200 Constitution Avenue

N.W. Room N-4123

Washington, DC  20210
NYS Department of Labor – Division of Equal Opportunity Development 

Handling of Allegations of Discrimination at the state level

1. When a written complaint is filed with Division of Equal Opportunity Development (DEOD), DEOD will determine if the complaint is within the DEOD’s jurisdiction.

2. DEOD will acknowledge receipt of the complaint to all appropriate parties.  DEOD will also send a notice of non-jurisdiction, when necessary to the complainant and the LSTNY 13-N INCUMBENT WORKER TRAINING PROGRAM.

3. DEOD may take the following actions but not limited to the following:

· On-site visit of recipient’s program or activity

· Desk-Audit of recipient’s records

· Request that complainant visit DEOD for an in-person interview

· Review of vendor/provider services

· Review and analysis of Equal Opportunity (EO) data collection and reports relevant to allegation of complain

· Review of recipients demographics, employment referral, placement and training records

4. DEOD will issue a Notice of Final Action within 90 days of the receipt of a written complaint.  The time frame for the issuance of a resolution to the complainant includes the initial time the complainant filed in writing at the local level.

5. DEOD will advise complainant of the right to use the Alternative Dispute Resolution Procedure and of the right to file a complaint with CRC if any agreement reached through ADR is perceived to be breached.  The complainant will be advised of their right to use DEOD’s customary procedure for discrimination complaints if the complainant and/or respondent to a complaint fail to reach an agreement through ADR or any party refuses to participate.

6. DEOD will advise the complainant of the right to file a complaint with the Civil Rights Center – US Department of Labor (CRC) within 30 days of receipt of the DEOD’s Notice of Final Action.

7. DEOD will advise the complainant of their right to file a complaint in accordance with any applicable federal, state and local civil or human rights laws.
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