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Workforce Investment Field Instruction (WIFI) No. 11-08
DATE:

June 15, 2009
TO:
Workforce Investment Act Directors, Labor Exchange Administrators, Supervisors, Early Intervention Facilitators

SUBJECT:

Implementation of One-Day Early Intervention Workshop
REFERENCES:
None
BACKGROUND 
INFORMATION:
The Early Intervention Program in Maryland was designed to provide reemployment assistance to Unemployment Insurance Claimants who were “profiled” as likely to exhaust benefits before finding their next job.  The current two-day (2 day), ten-hour (10 hour) workshop is a refinement of a four-day (4 day), twenty-hour (20 hour) pilot program that was offered to selected UI claimants.

While some administrative changes to the program have been made over the years, no changes to the workshop format have ever been authorized.  Nevertheless, Early Intervention workshops had evolved to the point whereas a workshop offered in one area of the State bore little resemblance to a workshop offered in another.
In an effort to revitalize the Early Intervention Program, members of the Office of Field Operations Staff and Early Intervention Facilitators met on a regular basis for over one year.  In that time, it became clear that the Program would be more effective if it were operated in a more standardized basis over all areas of the State.  Staff and facilitators worked diligently to identify workshop elements that would need to be incorporated as part of a standard syllabus.  During this time, the average duration of an unemployment claim was rising.  In order to expand services to a greater number of UI Claimants, the decision was made to work toward the possibility of implementing a one-day workshop.  Theoretically, this would enable the Program to serve many more UI Claimants than before, although logistics may not practically allow the doubling of capacity.

At present, a modified workshop syllabus has been outlined and tested in different offices in the State.  Covering approximately six hours (6), the modified format incorporates the basic skills necessary to start a successful job search.  It also builds in one-half hour for local options and programs to be discussed and, most importantly, guides the unemployed dislocated worker to the One-Stop Reemployment Centers for more extensive services.  That syllabus is attached as part of this instruction.

At the present time, work continues on developing acceptable, inexpensive, and effective materials to support the workshop program. Other improvements in the Early Intervention Program, including better training for workshop facilitators, administrative improvements to the scheduling process, and the acquisition of workshop meeting space are under discussion and may be expected to come to fruition in the near future.  

There is broad agreement that the One-Day Early Intervention Workshop, as demonstrated in different areas of the State, is currently needed.  Economic conditions necessitate increased capacity in our system and will benefit the increased numbers of jobseekers requiring training in work search skills.
ACTION TO BE

TAKEN:
Effective immediately, all Early Intervention Workshops will be operated on the One-Day system utilizing the attached syllabus as the guideline for workshop content.  In areas of the State where meeting space is available or can be made so, two (2) workshops should be accomplished per week, thereby increasing the number of jobseekers who may be trained.  In areas of the State where space is not readily available, or the number of profiled individuals does not support a second workshop, one (1) One-Day workshop should be established per week.
Labor Exchange Administrators are to meet with their workshop facilitators to familiarize themselves with the new approach and to assist with any logistical problems which would prevent facilitators from conducting two workshops per week.  Any such problems should be reported to the Director of Field Operations by notifying the contact persons in this Instruction. 

CONTACT:  

Bill Bodie (410-767-2830) or Scott Wallace (410-767-2833)

EFFECTIVE:

July 1, 2009
Andrew Moser
Assistant Secretary

Early Intervention One Day Outline

I.
Introduction

· Welcome and Facilitator’s self-introduction

· Why you are here
· Brief explanation of the Profiling System (It is a UI Requirement.)
· Likelihood of exhausting Unemployment Insurance Benefits - some of the variables:

· Length of time with last employer

· Industry/Occupation

· Education level

· Pay level

· Age

· Dislocated worker

(If you have questions please see me later.)
●   Your success is important, and DLLR offers you general      assistance, as well as, individual assistance the way you want and need it.

· Goal

1. Provide an overview of DLLR’s services

2. Provide the Strategies for Reemployment

· Housekeeping

· Restroom locations

· Cell phone policy – leave them on vibrate

· Lunch schedule

· Time of completion of today’s workshop

Individual Introductions

· Name – Occupation – Staying or leaving your occupation

· Eliciting layoff stories – not using the term “Grief Cycle” or the Kubler-Ross Grief Cycle – Use the word “loss”

· How did you feel? Did you see it coming? What were the signs for you? What might you have done differently? Facilitator-led discussion. Take customers from “Victim to Victor.”
· Employment and Training Resources in your particular jurisdiction.

· Handout specific to your jurisdiction that describes all services for which dislocated workers are eligible. Handout should include a single sheet copy of each partner’s business card along with the facilitator’s.

Job Acquisition Process – Self-Assessment

· Labor Market info – provide resource sheets with URL and brief explanation of each
· Methodologies for obtaining employment
· Self-Assessment – components include interests, aptitudes, personality, psychological, emotional, and financial. Provide a handout source sheet for each one discussed.
Career Transition – page 11 and 12 of EI manual

· Skills, Experience, Education and Knowledge (SEEK)

· ONet and other resources
· Audit Job Announcements (In demand SEEK versus existing SEEK) may require additional training
· Explore online tools – provide a handout source sheet for each one discussed
· Planning the Job Acquisition
· Gather info – obtain several job announcements that cover jobs for which you qualify
· Geographic consideration – close to home, public/private transportation concerns
· Create marketing tools – Do you apply by applications or use résumés?  Possibly you’ll need a cover letter, Thank You letters, etc.
· Will you be using the Internet, newspapers and periodicals to access employment opportunities?
· Network or Not Work
· How is your network? 
· Reviving your network
Employment Related Correspondence

· Résumés – Marketing documents – Not Legal Document (unless…)
· Importance of this document
· Formats (Presentation format)
· Chronological
· Functional
· Hybrid, Combination, Chrono-Functional
· Dysfunctional – most common
· Strength and weakness of each format – Provide a chart comparing each and a sample handout of each
· Cover Letters
· Why they are important
· When to send
· Who are they sent to?
· Where are they sent?
· Content – elements
· Thank You letters
· Why are they important?

· When to send
· To whom are they sent?
· Content
· Letters of Reference
· Why are they important?
· Content
· From whom?
· Sent to whom?
· Who are the references?
· Letters that could be used
· Acceptance Letters
· Turn Down Response Letters
· Business Cards
· Content – Name, Occupation/Job Title, Phone number and Email address
· Used for networking
· Attached to résumés and applications
· Chance meetings
· Applications
· Legal document
· Clear and legible
· Anticipate the format
· Complete as possible
· Honest representation
· Do not use the term “See Résumé”; fill-out the application completely.  If you use the term “See Résumé,” the résumé and application become legal documents and neither is a full and complete disclosure; you may not get hired as a result.
Interviewing

· Interview preparation

· Researching employers – Why, what and how

· Refresh your etiquette and appearance

· Arrival time

· Manners

· Handshake and Eye contact

· Attitude and Body Language or Physiology

· Vocabulary

· Gestures

· Posture

· Interview Types

· One-on-One

· Panel more than one interviewer

· Structured

· Screening – phone or internet

· Telephone

· Behavioral questions

· Task Completion Interview

· Meal Interviews

· Stages of the Interview

· Greeting and handshake

· Introductions, small talk, seating, etc.

· TMAY

· Q & A Always listening for WII-FM

· Do you have any questions?

· Summary statement about how you match the position

· Indication that you would like to work on their team

· Negotiation of salary and benefits

VI   Closing Comments & A Call to Action

· Upbeat, remind them of the materials covered today and the handouts they received today have greater details.

· There is help for you here at DLLR’s One Stop centers

· Finding employment is your new job, DLLR is your source for help and advice.

· Earlier today we discussed feeling like a Victim or a Victor and from what I heard throughout the day was the sound of Victors

                                                         MARTIN O’MALLEY, Governor


                                                ANTHONY G. BROWN, Lt. Governor


     			                 THOMAS E. PEREZ, Secretary
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Andrew Moser, Assistant Secretary


Division of Workforce Development 
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