NCOA WDD: Program Operational Plan Instructions for Program Year 2005-2006


PY 2011 TITLE V
OPERATIONAL PLAN INSTRUCTIONS

FOR 

SUBPROJECTS

For each program area specified enter your agency name.  Provide the specific action steps that will be undertaken to achieve the stated objective(s). Then for each specific action step provide the time frame & deadline(s), and staff responsible for carrying out the specific action step.
The definitions for each of the terms used above are as follows:

Objective(s):
This is a statement of what the program is specifically trying to achieve in each program area. Objectives are already stated in work plans; however, for program area I this objective must be quantified.

For Program Area I: Participant Recruitment, state the number of new participants you expect to enroll during the program year, (you must enroll enough participants to serve at least 100% of your authorized enrollment level, and to expend all your allocated funds for EWF.)
Specific Action Steps:
State in specific detail each action step that will be undertaken to meet the objective(s) that have been stated.

Time Frame & Deadlines:
For each specific action step the time frame and/or deadline by which you expect to achieve the measurable outcome. For instance, 100 flyers distributed monthly or by a specific date, or 12 meetings attended annually.

Staff Responsible:
For each specific action step list the title(s) of the staff members who will have direct responsibility for making sure the specific action step is carried out to meet the measurable outcome within the time frame specified.

A note on format:
Each program area should be on a separate page. If more than one page is needed to list all the specific action steps for a specific program area copy the table for that program area and paste it onto a second page. (To change the numbering of the Specific Action Steps place your cursor in the first action step on the second page, choose “Bullets and Numbering” under the Format menu, click on the “Numbered” tab, and click on “continue previous list” in the lower center area.)
Below are detailed descriptions of what should be covered in each program area, and examples of the types of specific action steps that might be included in each program area. Note that the examples listed are by no means an exhaustive list, but just some ideas to get you started.
I.

Participant Recruitment and Service to Most-in-Need
Objective:
Must state a goal for the number of new enrollments during the program year that will ensure that the project serves at least 100 % of its authorized enrollment level. Must state a goal of serving participants who meet the most-in-need criteria. Must state a goal of recruiting “priority of service” populations.  If you anticipate being over enrolled at the beginning of the program year, must describe how you will manage over enrollment to minimize impact on participants and avoid layoffs.
Action Steps:
Referrals from one-stops/employment service/other agencies – how many / how often
Speaking engagements – who / how many / how often 
Media campaign (TV, Cable, Radio, Newspapers) – what media / how often
Distribute/post brochures/flyers/signs – how many / how often
Job Fairs – when / where 
Activities/strategies to target & enroll most-in-need populations
Activities/strategies to target priority populations – who / what / when / where
Overenrollment: Reduce hours uniformly among participants, slow down enrollment, stop enrollment until enrollment levels off, increase participant job search efforts, encourage host agency hiring. 
II.

Participant Orientation & Reinforcement of Goals
Objective:
Must state a goal of ensuring that all new participants understand the goals of the program. Must also state a goal of reinforcing program goals with all program participants.
Action Steps:
Individual orientation – who conducts / within how many days after enrollment
Group orientation – who conducts / size of group / how often
Follow-up/reinforcement of orientation – how done 
Orientation to one-stop/employment service – how done
Quarterly participant meeting training – meeting schedule / possible topics
III.

Participant Development & Training
Objective:
Must state a goal of assessing and developing IEPs for all new participants, as well as updating or developing new IEPs for existing participants. Must also state a goal of providing training to participants based on their IEPs.
Action Steps:
Assessment activities – how done / who does it / how soon after enrollment (max 30 days)
IEP Development – how done / who does it / how soon after enrollment (max 45 days)
Basic education – how need assessed / who provides it / when / where
On-the-Job skills training – how need assessed / who provides it / when / where
Classroom skills training – how need assessed / who provides it / when / where
WIA sponsored training – referral process to WIA / how done
IV.
Host Agency/Training Site Development
Objective:
Must state a goal that ensures the community service performance goal of 50% is met. Must state a goal for ensuring training sites will provide meaningful training to participants and support their job placement efforts. 
Action Steps:
Steps to ensure all community service hours are captured.




Actions to adjust community service hours or increase enrollment when necessary




Monitoring achievement of community service hours through SPARQ  




Identification of needs for new training sites – how done / by who / by when
Development of new training sites – how done / target goals / by when
Improvement of current sites not up to standards – how done / target goals / by when
Orientation of new training site supervisors – when done / by whom
Training site supervisor meetings – meeting schedule / possible topics
V.

Job Development/Unsubsidized Placement, Retention & Average Earnings 
Objective:
Must state a goal for achieving 25% Entered Employment, 69.5% employment retention, and achievement of average earnings goal of $7,574.  
Action Steps:
Efforts to get training sites to hire – how done / how often / by who / target goals
Job Search Training – done by who / how often / for how many participants
Efforts to assist / coach / encourage participant job search – how done / by who
Contacts with employers - how done / how often / by who / target goals
Job fairs / employer seminars / employer breakfast meetings – when / where / how many

Enrollment in WIA funded activities - how done / how often / by who / target goals
Older Worker Week activities – who / what / when / where
Follow-up contacts with job placements during quarter after quarter of exit / how done / by whom / by when

Follow-up contacts with other program exiters during quarter after quarter of exit / how done / by whom / by when
Follow-up efforts to ensure job retention (for EE participants) during both second and third quarters after quarter of exit / how done / by whom / by when

Follow-up efforts to ensure 2nd and 3rd quarter total earnings are captured to achieve average earnings goal / how done / by who / by when
VI.
Inter-Agency Coordination & Cooperation
Objective:
Must describe status of current MOU in each WIA area and steps/timelines for updating MOUs or developing them in areas where they do no exist. (Mandated for WIA partners).
Must state a goal for establishing and/or maintaining cooperative relationships with one-stop career centers, other employment and training programs, and other aging programs.

Action Steps:
A. (See examples below for actions to update and/or develop MOU)



MOU is current with WIA 18 and 19.  MOU will be updated for WIA Area 20 no later than December 15, 2010. 



 A meeting will be scheduled with XYZ at the WIA One-Stop to discuss MOU update by November 1. 



MOU details will be agreed upon by November 20. MOU will be signed by all parties by December 15.



An MOU has not been developed with WIA 21. Priority will be given to contacting appropriate WIA staff to discuss the MOU.  Contact will be made no later than October 30. 



Contents of the MOU will be determined and a document drafted by November 20.  



Problems preventing development of the MOU will be reported to the agency director and VDA.  The MOU will be finalized by December 20.  VDA will be notified when MOU is signed
Action Steps:
B.  



Cooperation and coordination with WIB / one-stops – how done / by who
Coop./Coord. with employer groups (e.g.Chambers of Commerce) – how done / by who
Coop./Coord. with other potential sources of job placements – how d If you anticipate being over enrolled at the beginning of the program year, describe how you will manage over enrollment to minimize impact on participants and avoid layoffs.

one / by who
Coop./Coord. with aging & mature workers organizations (AAA, etc.) – how done / by who
Coop./Coord. with other potential recruitment sources (churches, etc.) – how done / by who
Coord. with other local or regional human services agencies

Engaged in comprehensive one stop partner meetings for comprehensive one stop location identified in Peoria.
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