ATTACHMENT A

Activities and projects funded under this contract must address the purpose, intent, and service delivery design specifications as defined in Title, IB, Section 129 of the Workforce Investment Act of 1998.

Purpose:

· Provide assistance in achieving academic and employment success through effective and comprehensive activities that improve educational and skill competencies, and connections to employers

· Remove barriers to active participation in education, training, and employment

· Ensure on-going mentoring opportunities with adults

· Provide opportunities for academic assistance,  training, career exploration, work experience, employment

· Provide incentives for recognition and achievement

· Provide activities related to leadership, development, decision-making, citizenship and community service

Navigator Duties:

The navigator’s role is to enhance existing programs and services by connecting each to the target population. The navigator is expected to establish formal relationships with targeted youth system partners. It is encouraged that this include appropriate and/or periodic co-location opportunities at suitable youth frequented locations throughout the community in an effort to reach a maximum number of interested and eligible youth thus offering improved access to workforce development services. It is expected activities and services will be made available at times that are most appropriate to the youth, beyond the traditional “9 to 5” so that youth have the flexibility to attend schooling, training, or work. Duties include:

· Keeping youth engaged and building rapport is priority. This is most simply done by spending time with youth asking them about themselves, their families, friends, interest, goals, aspirations, etc.

· Expectations regarding contact with youth participants are no less than:
· Monthly face-to-face communication with each youth participant

· Regular contact via phone, email and written correspondence  

· Outreach, recruitment, assessment, and enrollment of targeted youth

· Preparing youth for subsidized and/or unsubsidized employment opportunities, where appropriate, by creating a training/ education/ employment plan for the youth, ensuring that youth have basic job readiness skills such as preparing a resume, completing a job application, understanding the importance of references and the different types of references, dressing appropriately for an interview, common interview rules and advice, and general job search strategies

· Advocating supportive services as needed (i.e. clothing, transportation, personal hygiene products)

· Record keeping- Navigators must keep progress notes on each youth and ensure that data entry and recordkeeping is completed on a regular basis. (Recommendation: No less than twice per month)

· Assisting youth with seeking out appropriate post-secondary educational opportunities 

· Connecting youth with local businesses and organizations in order to provide work experiences and other supportive services that they may need

· Problem solving, making referrals and following up to determine results

Navigators are required to utilize the web-based New York State database system known as the One Stop Operating System (OSOS) to enroll and document services to WIA eligible youth. Navigators can occasionally reserve cubicle space at RochesterWorks career centers and will have access to staff office equipment such as computers, printers, faxes, copiers, and telephones.

General Guidelines:

· Navigator will cooperate and coordinate with RochesterWorks Career Centers and relevant community partners (i.e. criminal/juvenile justice, foster care). The navigator will need to be reliably available to enrolled as well as prospective youth.  Adequate time outside of the office for outreach purposes is essential. 
· Each navigator position will be responsible for maintaining a minimum caseload of 25 active youth.  This figure does not include those who have exited WIA and are in follow up mode.

· The navigator will be charged with locating, linking and coordinating with pre-existing programs and services that meet the needs of each individual youth.  Not all enrolled and active youth will require additional WIA Youth funds be expended to meet their respective needs.  For those programs and services that require additional funds to secure placement, RochesterWorks may be consulted.

· To assist where necessary each navigator position will have access to services and limited funds available through RochesterWorks.  These additional resources can include basic skills and interest assessments, job readiness training, summer and year-round youth employment opportunities, occupational skills training opportunities, on-the-job training opportunities, job search assistance, mentor opportunities, and supportive service/needs based payments.  As a generalization, these additional resources would be in support of the Individual Service Strategy prepared by the navigator and respective young person.  Therefore, with proper documentation, program operators can utilize the additional resources to participate in relevant activities and a wide array of supportive services.  Examples of supportive service/needs based costs include: bus pass, gasoline card, phone card, uniform, books, miscellaneous school supplies, housing, work-required clothing and tools, daycare expenses, finger printing/background checks, driving abstracts, and lab fees not covered by insurance.         
It is expected that the navigator keep abreast of other programs and resources that can be leveraged to address the needs of individual participants. This will help to control spending on individuals and allow services to more participants.
Service Delivery Priorities:

· Navigators operate in the community and are allied with the RochesterWorks! Career Centers

· Navigators build upon the range of existing programs and services rather than creating a parallel infrastructure

· In cooperation with RochesterWorks, navigators may co-enroll appropriate youth to the WIA Adult program;

· Navigators concentrate their efforts on the 17-21 year old disconnected youth population with a minimum of 70% classified out of school; and

· Navigators will support youth in eliminating and/or minimizing obstacles to post-secondary success

Target Population, Eligibility and Enrollment:

The Navigator will be responsible for the successful recruitment, orientation, intake and assessment of WIA eligible youth. This includes the collection and/or verification of all documentation to determine eligibility. Navigators will validate eligibility of all program youth before intensive services are rendered. 

· 1/3 of the contracted number youth to serve must be actively enrolled by September 30, 2011 (all required documentation, eligibility determined, in OSOS)

· Full enrollment no later than March 1, 2012
· Each navigator will hold open three (3) slots through February 1, 2012 for consideration of appropriate referrals from RochesterWorks or its designee, unless otherwise directed by RochesterWorks, Inc. 

Under this solicitation navigators are sought to focus WIA services to older disconnected youth. Older disconnected youth are those youth aged 17-21 who are not regularly attending school or employed and not readily employable due to lack of basic skills.  Typically these are out of school youth and youth in-school but over-age, under credited, and at risk of dropping out of school.

A minimum 70% of the youth served must be out-of-school youth. With that in mind there are various distinct target groups to be served through this solicitation. The groups include but are not limited to:

· engaged with the criminal/juvenile justice system, or at risk of

· aging out of foster care

· public assistance recipient

· pregnant or parenting teen

· runaway and/or homeless, or at risk of homelessness

· gang affiliated, or at risk of

· disabled and able to work

· child of incarcerated parent(s)

· urban, suburban, or rural

· in-school or out-of-school

In addition to being recognized as disconnected, youth must live in Monroe County, be low-income, and have a documented barrier to academic achievement and/or job readiness (see “an eligible youth is defined” below).  Inclusion of service to youth with disabilities, children of incarcerated parents, migrant, Native American and Indian, and youth who are at risk of becoming homeless is encouraged. (For additional information refer to USDOL’s Training and Employment Guidance Letter (TEGL) #28-05.)

Specifically Navigator will focus service to its target population - refer to individual contract for your population focus.
For youth between the ages of 18 and 21, when the pool of eligible candidates includes veterans and eligible spouses of veterans, the guidelines require that veterans and their spouses be given the highest priority in the selection process.  

Additionally, prior to WIA enrollment the navigator will determine the appropriateness of potential youth through reasonable demonstration of the youth’s willingness and ability to accomplish the intent and purpose of the goals of WIA youth funding. It is expected that a majority of youth served during the funding period will demonstrate positive performance. Detail on WIA performance goals is addressed further below. 

If the navigator determines that the youth is not appropriate they may refer youth to other potential programs and/or community resources, including, but not limited to services offered through our career centers to the general public.

Under WIA Section 101(13) an eligible youth is defined, as an individual who:
1. Is age 14 through 21 (our local area will limit new enrolls to no less than 17 years of age);

2. Is a low income individual; and

3. Is within one or more of the following categories:

a) Deficient in basic literacy skills;

b) School dropout;

c) Homeless, runaway, or foster child;

d) Pregnant or parenting;

e) Offender; 

f) Person w/disability; or

g) Is an individual who requires additional assistance to complete an educational program, or to secure and hold  employment

In addition the WIB recognizes the following categories:

h) Chronic absenteeism and truancy from school

i) Chronic underachievement in school

j) Chronic behavior problems

k) Substance Abuser

l) Victim of physical/sexual/psychological abuse

An Out of School youth is an individual who:

1. Is an eligible youth who is a school dropout; or

2. Is an eligible youth that has either graduated from high school or holds a GED, but is basic skill deficient, unemployed, or underemployed (working 25 hours a week or less).

A low-income individual is defined as an individual who:

1. Receives, or is a member of a family that receives, cash payments under a federal, State, or local income-based public assistance program; 

2. Received an income, or is a member of a family that received a total family income, for the 6-month period prior to application for the program involved (exclusive of unemployment compensation, child support payments, payments described in subparagraph (A), and old-age and survivors insurance benefits received under section 202 of the Social Security Act (42 USC 402) that, in relation to family size, does not exceed the higher of  the poverty line, for an equivalent period; or 70 percent of the lower living standard income level. 

Current levels are (updated May 2011):

                   
      Family Size
 


    Income 

1              
$10,890

2              
$16,270

3              
$22,330

4             
 $27,565

5             
 $32,532

6              
$38,043

7              
$43,554

8              
$49,065

9              
$54,576

10             
 $60,087

3. Is a member of a household that receives (or has been determined within the 6-month period prior to application for the program involved to be eligible to receive) food stamps pursuant to the Food Stamp Act of 1977 (7 USC 2011 et seq.); 

4. Qualified as a homeless individual, as defined in subsections (a) and (c) of  section 103 of the Stewart B. McKinney Homeless Assistance Act (42 USC 11302);

5. Is a foster child on behalf of whom State or local government payments are made or;                                                  

6. In cases permitted by regulations promulgated by the secretary of Labor, is an individual with a disability whose own income meets the requirements of a program described in sub-paragraph (a) of subparagraph (B), but who is a member of a family whose income does not meet such requirements.
WIA Performance Goals:

All WIA enrolled youth will be measured as part of Monroe County/RochesterWorks WIA performance outcomes. Based on individual case load RochesterWorks will measure and hold accountable individual navigator’s performance outcomes. Navigators funded under WIA are accountable to meet and/or exceed all of the required WIA performance measures (refer to “Common Measures” immediately below).  These standards can be best accomplished through formal and informal partnerships with employers, schools, and youth service providers while providing case management, advocacy and referral while working intensively with the youth participant.
Navigators are expected to develop clear strategy that generates positive performance outcomes. Each objective, activity or service must be linked to the accomplishment of one or more of the WIA youth performance measures referenced below.

For additional information regarding the Common Measures refer to USDOL’s Training and Employment Guidance Letter No. 17-05 (TEGL 17-05) and NYS Workforce Development System Technical Advisory No. 06-19 (TA 06-19).

When referenced below “quarter” refers to specific 3 month blocks of a calendar year –  January through March, April through June, July through September, and October through December each represent a quarter.

Common Measures

1. Placement in Employment or Education (current standard of 62%) – of those who are not in post-secondary education, employment, or the military at the date of participation: The number of participants who are in employment or the military or enrolled in post-secondary education and/or advanced training/occupational skills training in the first quarter after exit.

2. Attainment of a Degree or Certificate (current standard of 50%) – of those enrolled in education (at the date of participation or at any point during the program): The number of participants who attain a diploma, GED, or certificate by the end of the third quarter after exit divided by the number of participants who exit during the quarter.

3. Literacy and Numerical Gains (current standard of 45%) – out of school youth only (The literacy and numeracy gains indicator measures the increase in the skills of participants through a common assessment tool administered at program entry and regular intervals thereafter.) – of those who are basic skills deficient: The number of participants who increase one or more educational functioning levels divided by the number of participants who have completed a year in the program (i.e.; one year from the date of program participation) plus the number of participants who exit before completing a year in the program.

Interim Performance Measures

Because not all of the above stated performance may be available during the funded contract period, navigators should have in place “Interim Performance Measures” to track and ensure progress toward the WIA youth performance measures. Examples of such interim measures are academic performance; attendance at school/training, activities and work; pre and post measures of curriculum; and formal feedback from teachers, counselors, work-site supervisors, parent or guardian, and other collaborating partners. Interim performance should demonstrate reasonable improvement and/or stability if the youth is to meet WIA performance outcomes. 

Structure & Service Delivery:

The navigator will incorporate and follow three general stages of service delivery for all newly enrolled and WIA eligible youth. Doing so will provide consistency in service and will lead to positive WIA performance outcomes. The stages are:

1) Outreach, Recruitment, Application, Eligibility Determination and Enrollment:

Navigators will conduct targeted outreach and recruitment activities upon the start of the contract period. Following the contract’s initial start-up period, outreach, recruitment, enrollment, and service provision will be adapted to create the opportunity for on-going enrollment and service provision while maximizing available resources. 

During this stage the navigator will interview the youth and collect information that may help determine whether or not the youth is appropriate for WIA programming.  If the navigator determines that the youth is not appropriate they may refer youth to other potential programs and/or community resources, including, but not limited to services offered through our career centers for the general public.

In order to determine eligibility under subtitle B of Title I of WIA, applicants must complete an approved WIA application packet and provide all required documentation. Navigators must maintain/file all required documentation.

2) Orientation, Assessment, and Service Plan Development:

Orientation, assessment, and service planning are essential and must be made available and consistently delivered to each and every youth enrolled in WIA.  

All eligible youth must be provided:

· An orientation on the full array of services available through the local Career Center, one-stop partners, or other providers including those the navigator has partnered; 

· Referrals to appropriate training and educational programs that have the capacity to serve the participant or applicant either on a sequential or concurrent basis.

· An objective assessment of the academic levels, skill levels, and service needs of each participant, including, but not limited to:

· A review of basic skills;

· Occupational skills; 

· Prior work experience; 

· Employability; 

· Interests; 

· Aptitudes (including interests and aptitudes for nontraditional jobs); 

· Supportive service needs, and developmental needs of such participant.

*IMPORTANT: It must be noted the out-of-school youth objective assessment for academics is accomplished through the use of the Test of Adult Basic Education (TABE). Navigators may administer this assessment either directly or through an appropriate partner. No other academic assessment tool may be utilized by the navigator without approval from RWI and/or the NYSDOL.

· An Individual Service Strategy (ISS), which involves the following: 

· Identifying an employment goal (including, in appropriate circumstances, nontraditional employment), 

· Establishing appropriate achievement objectives, and 

· Identifying appropriate services for the participant while taking into account relevant assessments.  A new service strategy is not required if the provider carrying out such a program determines it is appropriate to use a recent service strategy developed for the participant under another education or training program.

· Preparation for post-secondary educational opportunities, in appropriate cases; 

· Assistance with establishing strong linkages between academic and occupational learning; 

· Preparation for subsidized and unsubsidized employment opportunities, in appropriate cases;  

· Connections to intermediaries with strong links to local and regional employers.

· Assistance with completing a portfolio @ www.careerzone.ny.gov (Required). Career Zone uses the power of the web to access up to date information on more than 800 occupations, 450 career videos, current job postings, and also has a resume builder and budgeting tool. The Portfolio Section is the perfect place for beginning to plan for the future.
The resulting ISS should focus the youth on meeting the goals of improving academic achievement, attaining an employment related certification and/or diploma, and job and post-secondary readiness skills. 

Several of the above services can be addressed by utilizing web tools such as Career Zone - www.careerzone.ny.gov (please visit site for more information) and through partnership with community partners including the RochesterWorks! Career Center. 

3) Access to the 10 WIA program elements:

WIA has ten (10) mandated program elements that must be made available to all eligible youth. Services offered to any individual participant are based on his/her needs and goals and include the following:

· Youth Framework Activities – consist of intake, an objective assessment of each participant, individual service strategy, information and referrals for youth participants, and relevant follow-up service for twelve (12) months.

· Tutoring, Study Skills Training – is the activity that teaches the individual to develop organizational, comprehension, interpretive and writing skills needed for studying of educational materials.

· Alternative Secondary School Offerings – are specialized, structured curriculum offered inside or outside of the public school system which may provide work/study and/or General Educational Development (GED) preparation for students with behavior problems, physical/mental disabilities, who are at-risk of dropping out, who are institutionalized or adjudicated youth and/or youth who are in the legal custody of the Department of Youth Services (DFY) and are residing in an institution.

· Summer Employment Opportunities – are summer employment intended to be part of a comprehensive array of services available to youth in a local area. Although all Local Boards must offer summer employment opportunities for eligible youth as one of the ten required program elements, the proportion of youth funds used for summer employment is determined by the Local Board in consultation with the chief elected official. 

Summer youth employment must provide direct linkages to academic and occupational learning, and may provide other elements and strategies as appropriate to serve the needs and goals of the participants. The summer youth employment opportunities element is not intended to be a stand alone program. Local programs should integrate a youth’s participation in that element into a comprehensive strategy for addressing the youth’s employment and training needs. 

· Work Experience Internships – are planned, structured learning experiences that take place in a workplace for a designated timeframe. This may be paid or unpaid. The purpose is to establish exposure to work activities that will help the youth gain personal attributes, knowledge, and skills needed to apply for and obtain a job.

· Occupational Skills Training – is primary occupational skills that encompass the proficiency to perform actual tasks and technical functions required by certain occupational fields at entry, intermediate or advanced levels.

Secondary occupational skills entail familiarity with and use of the set up procedures, safety measures, work-related terminology, record keeping and paperwork formats, tools, equipment and materials, and breakdown and clean-up routines.

· Leadership Development Opportunities – are activities that encourage responsibility, civic duty, employability, and positive social development. The activities may include, but are not limited to exposure to post-secondary educational institutions, peer mentoring and tutoring, organizational and team work and leadership training, and life skills training.

· Adult Mentoring – is working with an adult of 18 years or older individually who teaches or assists the youth to develop life skills towards a goal and/or career.

· Supportive Services – are those services that are necessary to enable a youth to participate in activities authorized by WIA. Supportive services may include but not limited to the following (a) linkages to community services; (b) assistance with transportation; (c) assistance with child care and dependent care; (d) assistance with housing; (e) referrals to medical services; and (f) assistance with uniforms or other appropriate work attire and work-related tools, including such items as glasses and protective eye gear.

· Comprehensive Guidance and Counseling - is the interaction of the youth with an adult of 18 years or older that results in positive social behaviors and lifestyles. Some of the activities may include but are not limited to as stated in the 20 C.F.R. Part 652 et al, Workforce Investment Act, Final Rules, 2000, maintaining healthy lifestyles, including being drug and alcohol free; maintaining positive relationships with responsible adults and peers; contributing to the well-being of one’s community; voting; being committed to learning and academic success; remaining non-delinquent; and postponed and responsible parenting.

If a youth is determined to be in need of any of the ten (10) elements, they must be made available. It is not necessary, nor expected, that all services be funded through Title I of the Workforce Investment Act to qualify as an activity offered to eligible Youth. Youth may also be referred for other services currently available within a community, but mandating that all youth have access to common activities or elements ensures consistency among those served.

The navigator will create a local network of schools, community agencies, employers, and career centers to provide a continuum of appropriate services that help youth to achieve her/his employment goals. RochesterWorks will assist each Navigator by providing access to limited resources available through its career centers.  These additional resources can include basic skills and interest assessments, job readiness training, summer youth employment opportunities, occupational skills training opportunities, on-the-job training opportunities, job search assistance, mentor opportunities, and supportive service/needs based payments. 
All young adults exited from WIA youth programs are to be provided a minimum of twelve months of follow-up services post-exit.  Navigators are responsible for providing these follow-up services and entering appropriate documentation into the respective hard-copy and electronic files.  According to Sec. 664.450, follow up services are defined in the legislation as follows:
a. The leadership development and supportive service activities listed in Sec. 
664.420 and 664.440;

b. Regular contact with youth participant’s employer, including assistance is 
addressing work-related problems that arise;

c. Assistance in securing better paying jobs, career development and further 
education;

d. Work-related peer support groups;

e. Adult mentoring; and

f. Tracking the progress of youth in employment after training.

Follow-up services may be provided beyond twelve (12) months at the State or Local Board’s discretion (RWI must be consulted and approval provided).  The types of follow up services provided and the duration of services must be determined based on the needs of the individual.  The scope of these follow-up services may be less intensive for youth who have only participated in summer youth employment opportunities.  (WIA sec. 129©(2)(1).)
Reporting, Monitoring & Technical Assistance:
The Navigator is expected to input all required participant data into the One Stop Operating System (OSOS), the primary reporting mechanism of local area outcomes and performance. The Navigator is expected to effectively manage and maintain participant records, both paper and electronic in a timely and efficient manner. Per current federal guidelines required data must be entered in the OSOS system in a timely and efficient manner and no later than five (5) business days following the actual occurrence of activity and/or service including appropriate updates and case notes. 

RochesterWorks staff will monitor the performance of the navigator using monthly and quarterly OSOS generated reports, self-reports, claim vouchers, periodic performance reviews, and annual case record reviews. Prior to submission of self-reports navigator must compare reports to actual OSOS input for accuracy. Discrepancies should be addressed prior to submission. Navigator may be required to provide additional reports as requested by RWI, federal, state or local authorities.

As requested, navigator and home organization will participate in a site visit and/or project review where files, staff, and consumer feedback will be evaluated by RWI. In addition, one (1) annual on-site fiscal review will be conducted. The navigator and home organization must participate fully in required performance and fiscal reviews. The navigator and home organization must demonstrate that the reports and other relevant feedback are used as a management tool to comply with RWI’s commitment to continuous improvement as well as an internal management tool to ensure the attainment of required WIA performance outcomes. 

Navigators not meeting required standards and performance measures as agreed to in this contract will be required to follow a progressive corrective plan that includes a written notice, mandatory participation in technical assistance, and probationary plan attainment. Inability to meet required performance may result in a fiscal sanction (see below), the termination of the contract, and may prevent the navigator and/or home organization from bidding on future request for proposals issued by RWI.

Periodic meetings will be facilitated by RWI for the purpose of addressing timely issues, sharing of information, best practices, and overall review of system outcomes. Navigators and/or home organization are required to attend. In addition, the WIB is committed to the on-going development of a system wide approach to meeting the needs of service providers.  Throughout the program year as necessary and/or requested, RWI will work to introduce supports that aide the navigator in meeting WIA performance standards and in providing quality services. 

Potential for Fiscal Sanction
Failure to adequately manage the performance of this contract can impact the performance of the Local Board. If it is determined that a navigator and/or home organization’s actions are careless or negligent in any of the following matters it will result in the immediate withholding of current claim vouchered payment requests until the matter is corrected satisfactorily as determined by RochesterWorks staff and/or the Local Board. Excessive or repetitive occurrences will result in fiscal sanctions starting with the rescinding of up to 5% of the total staffing and/or operating costs as budgeted in the contract. Participant costs will not be impacted. Potential matters for sanction include but are not limited to:

· Incorrect or non-use of the WIA Youth Packet (I.e.; missing documentation, signatures, improper form completion)

· Incorrect or non-use of the OSOS Desk Guide Procedures (I.e.; continual  improper data entry including lack of timely entries, lack of outcome information, no record of follow-up, and unjustifiable use of “can not locate due to lose of contact”) 
· NYSDOL/OSOS Error Reports (I.e.; duplicate records, excessive records impacting local area performance)
· Vouchering (I.e.; not following proper claim voucher procedures)

Navigators will receive guidance from RochesterWorks throughout the term of the contract period, however the responsibility falls on the navigator’s home organization to support and provide adequate supervision to ensure that the requirements of the contract are being met. At the start and throughout the contract period, formal technical assistance sessions will be provided to all navigators to ensure a cohesive service delivery process. Further, RWI will work to introduce support that aide the navigator in meeting WIA performance standards and in providing quality services. Such supports will include but are not limited to data entry training and technical assistance, basic skills and interest assessments, job readiness training, summer and year-round youth employment opportunities, occupational skills training opportunities, on-the-job training opportunities, job search assistance, information on potential mentor opportunities, and supportive service/needs based payments. 

As a generalization, these additional resources would be in support of the Individual Service Strategy prepared by the Navigator and respective youth.  Therefore, with proper documentation, navigators can request additional resources to enable the youth to participate in relevant activities and access a wide array of supportive services when they are unavailable otherwise.  Examples of supportive service-type  costs include: mileage to and from school, bus pass, gasoline cards, phone cards, uniforms, books, miscellaneous school supplies, food, rent, utilities, work-required clothing, tools, daycare expenses, finger printing/background checks, driving abstracts, and lab fees not covered by insurance. As legitimate system-wide voids in available service are identified RWI will take reasonable action to procure service(s).

Additional Considerations to Structure & Service Delivery:

To be considered an allowable WIA Youth service, for purposes of extending/retaining WIA enrollment, an activity must have a “significant” level of staff involvement.  Those activities deemed to be self-service and/or informational activities only are NOT qualified WIA Youth services for purposes of extending/retaining enrollment in a WIA program.

Self-Service and Informational Activities

· Self-Services are accessed directly by the participant in a physical location or remotely by electronic technologies with no staff assistance provided other than general instruction on how to use/access the self-service tools.
· Informational activities are activities limited to providing general readily available information about the labor market and/or the availability of, or instructions for, accessing workforce information, tools, or services to assist the individual in identifying/achieving their employment goals.  Informational activities may be accessed as either self-service or with staff involvement.  If staff involvement (regardless of the amount of time involved) is limited to the provision of generally available information that is not customized to the particular individual and does not involve any staff assessment of the individual then it is considered an informational activity as opposed to a staff assisted service.  Informational activities also include an orientation to the information and services available at the One-Stop with instructions on how to access the services, including, but not limited to, the tools in the One-Stop resource room.

Staff Assisted Service

Any assistance provided by staff that goes beyond the provision of readily available information (as discussed above), regardless of the amount of time involved or the communication method (e.g., phone and/or email), if adequate documentation is provided, is considered a significant staff assisted service.  For example, any service that involves staff assessment of the participant, including, but not limited to, any assessment of skills, abilities, education or employment history, or career objectives is a significant staff assisted service regardless of the amount of time spent on that particular activity.

Staff Assisted Services DO NOT include –

a. eligibility determinations, 

b. self-directed job search that does not result in a referral to a job,

c. services and activities specifically provided as follow-up services,

d. or regular contact with the participant or employer to only obtain information regarding his/her employment status, educational progress, need for additional services, or income support payments,

e. mailing a form letter (would be considered an “informational activity”.)

Personal interaction with an appropriate staff person is the preferred method of service delivery however, today’s youth are technologically adept and thus this type of contact should not be summarily dismissed as an effective mode of communication and service delivery for this population.  Different forms of contact require varying types of documentation when entering the activity into OSOS.  Phone calls, e-mails, instant messaging, and video conferencing are all acceptable forms of service delivery if provided within reason. In other words, these methods should not be used by a navigator as the sole or primary means of service delivery to participants.  The purpose of these types of service delivery options is to allow the navigator some flexibility in service delivery options.  In-person service delivery gaps may not exceed 45 days without approval of RochesterWorks. l of RochesterWorks.  
RochesterWorks, Inc.’s hours of operation are Monday through Thursday 8:00A.M to 4:30P.M., Friday to 2:00P.M.

RochesterWorks! Career Center’s hours of operation are Monday through Thursday 8:30A.M. to 4:30P.M., and Friday to 12Noon. (staff arrive daily at 8:00A.M., and leave Friday at 2:00P.M.)
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