Trainer’s Guide
Element 2 


Agenda 


A. Transition to this module (Element 2) by showing the title slide.  Explain that you will now cover Element No. 2, Notice and Communication.
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Key Requirement #2: Provide Info on 

Key Requirement #2: Provide Info on 

Individual’s Right to File Complaint 

Individual’s Right to File Complaint 

(cont.)

(cont.)

•

Requirements for Providing Information

•

•

Term to Know

Term to Know

–

–

Auxiliary Aids or Services

Auxiliary Aids or Services

Q

Q

ualified persons, products, equipment, or 

ualified persons, products, equipment, or 

services that effectively deliver materials to:

services that effectively deliver materials to:

ü

ü

Individuals with hearing  impairments

Individuals with hearing  impairments

ü

ü

Individuals with visual impairments

Individuals with visual impairments


B. Show the “Agenda” slide (# 2-1) and say that you would like to give them an overview of the module.
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Notice and Communication


C. Refer to the slide to review the training agenda.

D. Ask if they have any questions.  If they have none, move on to the learning objectives.

Learning Objectives 


A. Show the “Learning Objectives” slide (#2-2).
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Learning Objectives

Learning Objectives

•

Explain the federal requirements for EO Notice and 

Communication under WIA

•

Describe the required procedures for disseminating the 

“Equal Opportunity is the Law” Notice and Tag Lines

•

Identify the acceptable documentation for EO Notice and 

Communication

•

Describe the state

’

s plan for complying with the EO   

Notice and Communication requirements under WIA


B. Say you would like to give them an overview of the learning objectives.

C. Refer to the slide to review the module’s learning objectives.

D. Ask if they have any questions and respond appropriately.  If there are none, transition to the key requirements for Notice and Communication.

Key Requirements for

Notice and Communication

A. Show the “Key Requirements for Notice and Communication” slide (# 2-3).
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Key Requirements For

Key Requirements For

Notice and Communication

Notice and Communication

1.

The recipient must provide initial and continuing 

Notice that it does not discriminate on any 

prohibited ground (29 CFR 37.29

-

37.34).

2.

The recipient must provide Information that 

describes an individual’s right to file a discrimination 

compliant (29 CFR 37.30 and 37.36).

3.

The recipient must effectively communicate the 

“Equal Opportunity Is The Law” Notice to 

individuals with disabilities and to other populations 

with special needs (29 CFR 37.31, 37.34 and 37.35).










B. Use the slide to briefly describe the three key requirements for Notice and Communication:

	The Code of Federal Regulations names 3 key requirements for complying with the provisions on Notice and Communication:

1. The recipient must provide initial and continuing Notice that it does not discriminate on any prohibited ground.

2. The recipient must provide information that describes an individual’s right to file a discrimination complaint.

3. The recipient must effectively communicate the “Equal Opportunity Is the Law” Notice to individuals with disabilities and to other populations with special needs. 
We will discuss each of these points in detail as we move through Element 2.


Key Requirement 1:

Provide Initial and Continuing Notice 

A.
Show the “Key Requirement #1: Provide Initial and Continuing Notice” slide (#2-4).
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Key Requirement #1: Provide Initial & 

Continuing Notice

Continuing Notice

1.

Must provide initial and continuing notice of 

non

-

discrimination based on prohibited ground

•

•

Term to Know

Term to Know

-

-

Notice

Notice

Advises all appropriate parties that the 

recipient does not discriminate.  It must be 

in writing and must contain specific wording.

2

-
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B. Refer to the slide to explain “Notice”:

	The first key requirement is that a recipient must provide initial and continuing notice of its equal opportunity and non-discrimination policy.    But what does “Notice” mean?

“Notice” actually refers to the “Equal Opportunity Is the Law” documentation that is found in the Code of Federal Regulations.  Through this Notice, a recipient communicates its equal opportunity policy – that is, that it does not discriminate.  It is designed to make the public aware of the recipient’s obligation to operate its programs and activities in a nondiscriminatory manner.

All WIA recipients are required to use this Notice in its entirety – without any editing or changes in the language.   CRC does not provide Notice posters.  Even though the state or the recipient has them printed, they must use the language as prescribed.

Any organization that is a recipient or a sub-recipient of WIA funding is required to post this Notice on their premises, as well as disseminate it in other ways on an ongoing basis.  As we go through the rest of this element, we will learn about the other ways in which recipients are required to use this Notice. 


C.     Show the “Key Requirement #1: Provide Initial and Continuing Notice” slide (#2-5).
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Key Requirement #1: Provide Initial & 

Continuing Notice

Continuing Notice

1.

Must provide initial and continuing notice of 

non

-

discrimination based on prohibited ground

•

•

Term to Know

Term to Know

-

-

Beneficiary

Beneficiary

The individual(s) intended by Congress to 

receive aid, benefit services, or training from 

a recipient.
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D. 
Use the slide to explain the term “Beneficiary”:
[image: image29.wmf]Read the
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Is the Law” Notice

Is the Law” Notice

In your Participant Guide,

Pages 2

-

5 to 2

-

6

2

-

6







	Beneficiary is one of the terms in the Notice that you need to be able to define to understand the requirements.

Beneficiary refers to any individual whom Congress identified or intended to receive aid, benefit services, or training from a WIA recipient.




E. Show the “Equal Opportunity Is the Law” Notice slide (#2-6).
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Key Requirement #2: Provide Info on 

Key Requirement #2: Provide Info on 

Individual’s Right to File Complaint 

Individual’s Right to File Complaint 

(cont.)

(cont.)

•

Requirements for Providing Information

•

•

Term to Know

Term to Know

–

–

Auxiliary Aids or Services

Auxiliary Aids or Services

Q

Q

ualified persons, products, equipment, or 

ualified persons, products, equipment, or 

services that effectively deliver materials to:

services that effectively deliver materials to:

ü

ü

Individuals with hearing  impairments

Individuals with hearing  impairments

ü

ü

Individuals with visual impairments

Individuals with visual impairments



F. Refer participants to the “Equal Opportunity Is the Law” Notice that follows here, and is found on pages 2-5 to 2-6 of their participant guide.  Give them about 3 minutes to read the Notice.
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Agenda

Agenda

•

•

Presentation:

Presentation:

Learning Objectives

•

•

Presentation:

Presentation:

Key Requirements

•

•

Activity:

Activity:

Equal Opportunity Is The Law

•

•

Presentation:

Presentation:

Notice and Communication 

Supporting Documentation

•

•

Presentation:

Presentation:

State’s implementation of 

Requirements for Notice and 

Communication
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Key Requirement #1: 

Key Requirement #1: 

Provide Initial & 

Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

•

Requirements for Providing Information

§

Include required “tag lines” in all relevant 

communications

•

•

Term to Know

Term to Know

–

–

Tag Lines

Tag Lines

ü

ü

Equal Employment Opportunity 

Equal Employment Opportunity 

Employer/Program

Employer/Program

ü

ü

Auxiliary aids and services are available upon 

Auxiliary aids and services are available upon 

request to individuals with disabilities

request to individuals with disabilities


G. Ask the group what they think the rationale is behind requiring the use of the very specific wording in the Notice.  Make sure the following points are brought up:

· This language has been approved by CRC.

· Changes might result in important statements being revised or removed.

· Requiring the same exact wording will ensure consistency nationwide.

H.
Show the “Key Requirement #1: Provide Initial & Continuing Notice” slide (#2-7).
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Key Requirement #1: Provide Initial & 

Key Requirement #1: Provide Initial & 

Continuing Notice

Continuing Notice

1.

Identify EO Officer and Provide Contact 

Information

2.

Provide “EO Is the Law” Notice to All 

Appropriate Parties

3.

Communicate the Notice Sufficiently


I.
Use the slide to briefly describe how recipients are supposed to provide initial and continuing notice of equal opportunity:

	There are several methods a recipient may use to provide initial and continuing notice of its equal opportunity and non-discrimination policy.   These methods include: 

· Publicly identifying the EO Officers and publicizing their contact information. This is intended to ensure that the public will know who to approach regarding EO issues.

· Provision of the “Equal Opportunity Is the Law” Notice to all appropriate parties, and 

· Communicating the Notice sufficiently.

We will discuss each of these requirements in more detail.


J. Show the “Key Requirement #1: Provide Initial & Continuing Notice (cont.)” slide (#2-8).
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Key Requirement #1: Provide Initial & 

Key Requirement #1: Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

1.

Identify EO Officer and Provide Contact 

Information

§

Name

§

Position title

§

Business address, including email address

§

Telephone number, including TDD/TTY 

number


K.
Use the slide to briefly enumerate the information about EO Officers that recipients must publicize.

L.
Show the “Key Requirement #1: Provide Initial & Continuing Notice (cont.)” slide (#2-9).
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Key Requirement #1: Provide Initial & 

Key Requirement #1: Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

Provide “EO is the Law” notice to all 

appropriate parties, including:

§

Registrants and applicants for services

§

Participants

§

Applicants for employment 

§

Employees

§

Unions or professional organizations that hold 

CBA’s

or other 

professional agreements with the recipient 

§

Sub

-

recipients that receive WIA Title I funds from the recipient

§

Members of the public, including those with impaired vision or 

hearing


M.
Use the slide to briefly enumerate the “appropriate parties” to whom recipients must provide Notice.  Focus the class’ attention on “applicant”: 

	Note that CRC requires recipients to give proper Notice to all applicants.  Applicants are those who have submitted personal information, (such as name, address, etc.) regardless of whether or not they become program participants.


N.
Show the “Key Requirement #1: Provide Initial & Continuing Notice (cont.)” slide (#2-10).
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Key Requirement #1: Provide Initial & 

Key Requirement #1: Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

Communicate the Notice sufficiently

§

Post the notice prominently in reasonable numbers 

and places

§

Disseminate the Notice in internal memoranda and 

other written or electronic communication

§

Include the Notice in handbook or manuals

§

Give the Notice to each participant and include a 

signed copy in each participant’s file


O.
Use the slide to briefly enumerate what recipients must do to comply with the sufficient communication requirement.
P.
Ask the group what they consider to be “reasonable numbers and places.”  Below are some examples:

· Intake areas at the Job Service or One-Stop office

· One-Stop partners’ offices

· Other locations where there would be a good deal of applicant or program participant traffic

Q.
Show the “Key Requirement #1: Provide Initial & Continuing Notice (cont.)” slide (#2-11)
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Key Requirement #1: 

Key Requirement #1: 

Provide Initial & 

Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

Requirements for Providing Information

§

Obtain signed Notices for files

§

Include non

-

discrimination policy in all 

communications

§

Avoid communicating “discriminatory” information

§

Include the required “tag lines” in all relevant 

communications

§

Include TDD/TYY or relay information

§

Conduct an orientation session


Refer to the slide to explain that these are some of the additional responsibilities that the recipient must assume to ensure that the Notice is disseminated, or, in other words, to provide the appropriate information to the public.

R.
Show the “Key Requirement #1: Provide Initial & Continuing Notice (cont.)” slide (#2-12)
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Key Requirement # 1: 

Key Requirement # 1: 

Provide Initial & 

Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

•

Requirements for Providing Information

§

Obtain signed Notices for files

ü

ü

Include copy of signed Notice in participant’s file

Include copy of signed Notice in participant’s file

ü

ü

Where files are kept in electronic format, devise a 

Where files are kept in electronic format, devise a 

process to meet this requirement

process to meet this requirement


S. Use the slide to explain the requirement:

	Recipients must make every effort to ensure that all participants get the Notice, read and understand it, and sign a copy.

Recipients must also ensure that each participant file includes a signed copy of the Notice.

The recipient is not exempt from obtaining signature verification of receipt of Notice from electronic participants (those who use computers to access services).  It is the recipient’s responsibility to design a process for obtaining a signed copy of the Notice from each participant and for including that signed copy in the participant’s electronic file. 


T.
Show the “Question” slide (#2-13) and solicit suggestions from participants.  Below are some ideas: 
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Question

•

Where a recipient has an 
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electronic
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process, what procedures might the 

recipient adopt to ensure that the 

individual receives and signs the Notice?
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· There are electronic devices that could be sued for signatures, such as the computerized electronic pens often used in stores for credit card signatures.

· The EO Officer could consult with the Local Workforce Area’s information management specialist, or network engineer, or whoever is the lead on computer services to make sure that the system can accommodate this requirement.
U.
Show the “Key Requirement #1: Provide Initial & Continuing Notice (cont.)” slide (#2-14)
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Key Requirement # 1: Provide Initial & Continuing 

Key Requirement # 1: Provide Initial & Continuing 

Notice  

Notice  

(cont.)

(cont.)

Requirements for Providing Information

•

•

Term to Know

Term to Know

–

–

Communication

Communication

Any information included in recruitment brochures 

and other materials that are  ordinarily distributed 

in written or oral form, either electronically or on 

paper, to staff, clients, or the public at large.


	As the slide indicates, a recipient is required to specify, in all of its communications, internal and external, that the financially assisted WIA program or service does not discriminate on the basis of prohibited factors.  

These distinctions point out the differences between the Notice that we have been discussing and a “Communication.”

· The Notice is a written document with prescribed language that is intended to inform the public that the recipient does not discriminate, and explains where, when, and with what entity an individual may file a complaint.

· A Communication, conversely, may convey a variety of information about the recipient’s programs and services in a variety of formats.  Regardless of the format used, however, written or oral, the recipient must inform the public of its nondiscrimination policy.  This is done by the use of  “tag lines”, which we will discuss shortly.


V.
“Key Requirement #1: Provide Initial & Continuing Notice” (cont.) slide 

(#2-15).  Use the slide to explain the requirement.


[image: image14.wmf]2

-

15

Key Requirement #2: 

Key Requirement #2: 

Provide Initial & 

Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

•

Requirements for Providing Information

§

Avoid communicating “discriminatory” 

information

Recipient must 

Recipient must 

not

not

issue any communication that 

issue any communication that 

suggests, by its text or illustration, that the recipient 

suggests, by its text or illustration, that the recipient 

treats beneficiaries, registrants, applicants, 

treats beneficiaries, registrants, applicants, 

participants, employees, or applicants for 

participants, employees, or applicants for 

employment differently, based on any prohibited 

employment differently, based on any prohibited 

ground.

ground.


We have been discussing what Notices and Communications must include.  However, it is just as important to recognize what should not be included.

W.
Show the “Question” slide (#2-16) and ask participants for what may be examples of prohibited communication.  Be prepared with some of your own examples, such as, “Only white males need apply,” or “Only people between the ages of 19 and 35 can enroll.”
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X.
Before moving to the next requirement, remind the class of the importance of this issue:

Recipients are prohibited from issuing any communication that might suggest that they treat people differently based on any prohibited factor.  
Y. Show the “Key Requirement #1: Provide Initial & Continuing Notice (cont.)” slides (#2-17, 2-18 and #2-19) to explain the tag line requirement:
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Agenda

Agenda

•

•

Presentation:

Presentation:

Learning Objectives

•

•

Presentation:

Presentation:

Key Requirements

•

•

Activity:

Activity:

Equal Opportunity Is The Law

•

•

Presentation:

Presentation:

Notice and Communication 

Supporting Documentation

•

•

Presentation:

Presentation:

State’s implementation of 

Requirements for Notice and 

Communication
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Recipients are required to use two tag lines:

· The “equal opportunity program” tag line refers to the

information in the Notice

· The “auxiliary aids” tag line lets the public know that

 programs and services are accessible by persons with 

disabilities


[image: image16.wmf]2

-

19

Key Requirement #1: 

Key Requirement #1: 

Provide Initial & 

Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

•

Requirements for Providing Information

§

Include required “tag lines” in all relevant 

communications

A recipient that broadcasts program information on 

A recipient that broadcasts program information on 

the news media must recite the tag lines or 

the news media must recite the tag lines or 

otherwise indicate that discrimination is prohibited 

otherwise indicate that discrimination is prohibited 

by law.

by law.
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Key Requirement #1: 

Key Requirement #1: 

Provide Initial & 

Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

•

Requirements for Providing Information

§

Include required “tag lines” in all relevant 

communications

•

•

Term to Know

Term to Know

–

–

Tag Lines

Tag Lines

ü

ü

Equal Employment Opportunity 

Equal Employment Opportunity 

Employer/Program

Employer/Program

ü

ü

Auxiliary aids and services are available upon 

Auxiliary aids and services are available upon 

request to individuals with disabilities

request to individuals with disabilities


A. Show “Key Requirement #1: Provide Initial & Continuing (cont.)” slide (#2-20).  Use the slide to explain why TDD/TTY information is required:
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Key Requirement #2: Provide Info on 

Key Requirement #2: Provide Info on 

Individual’s Right to File Complaint 

Individual’s Right to File Complaint 

(cont.)

(cont.)

•

Requirements for Providing Information

§

Include TDD/TYY or relay info anytime you 

say that recipient may be reached by phone

•

•

Term to Know

Term to Know

–

–

Auxiliary Aids or Services

Auxiliary Aids or Services

Q

Q

ualified persons, products, equipment, or 

ualified persons, products, equipment, or 

services that effectively deliver materials to:

services that effectively deliver materials to:

ü

ü

Individuals with hearing  impairments

Individuals with hearing  impairments

ü

ü

Individuals with visual impairments

Individuals with visual impairments


	In any WIA communication that mentions how recipients can be reached by phone, the numbers of the recipient’s TDD/TTY or relay services must also be given out.  This is to make sure that persons who are hearing impaired can have equal access to programs and services as those without any hearing impairment.  

Recipients must also provide information that describes which auxiliary aids or services are available.  In general, an auxiliary aid or service is a qualified person, product, equipment, or service that could effectively deliver materials to people who are hearing or visually impaired.  For example, there are a variety of telecommunication devices for the deaf  (TDD).

Clearly, without these auxiliary aids and services, WIA could not adequately serve some people with disabilities or other special needs.


B.
Ask if anyone knows what a “relay service” is.  If nobody knows, explain:

	A relay service is used when a public entity (or an individual), that uses a conventional telephone, needs to communicate with an individual who uses a TDD or vice versa.  The relay service has a relay operator who uses a standard telephone and a TDD to type the voice messages to the TDD user and read the TDD messages to the standard telephone user.


C.
Show “Key Requirement #1: Provide Initial & Continuing (cont.)” slide 

(#2-21).  Use the slide to explain this requirement: 
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Key Requirement #1: 

Key Requirement #1: 

Provide Initial & 

Provide Initial & 

Continuing Notice 

Continuing Notice 

(cont.)

(cont.)

•

Requirements for Providing Information

§

Conduct orientation session to discuss 

individual’s right to nondiscrimination & equal 

opportunity & to file discrimination complaint

•

•

Term to Know

Term to Know

–

–

Orientation

Orientation

A form of communication to familiarize new 

participants, new employees, and members of the 

public with the recipient’s programs and services.


	WIA requires that recipients conduct Orientation sessions to inform all interested parties about its program and services.  Each Orientation session must include a discussion of:

· Individuals’ rights under the nondiscrimination and equal opportunity provisions of WIA and

· Individuals’ right to file a complaint of discrimination.


D.
Ask the group for suggestions on various ways to conduct an orientation session.  Conclude the discussion by pointing out that an orientation does not have to be done using a lecture style only.  A video, a computer program, or a handbook can all be used successfully to provide an orientation.

Activity:  Identifying Proper Notice

Equal Opportunity is the Law 

A. Show the “Activity: Determining Proper Notice” slide (#2-22).
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Activity:  Determining Proper Notice

Activity:  Determining Proper Notice

Purpose:

Purpose:

B

To determine whether a Notice meets the regulatory requirements

Task:

Task:

§

You are members of the CRC on

-

site team that is being asked to 

determine if a One

-

Stop’s posters comply with Notice & 

Communications requirements.

§

Examine the poster in your Participant Guide.  If necessary, edi

t the 

Notice to be consistent with the requirements.

§

Come to a consensus regarding changes if any are required.

§

Select a spokesperson from your group to share your findings.

Time:

Time:

@

15 minutes


B. Explain that you’d like them to go through an activity that will give them the opportunity to practice determining whether a Notice meets the regulatory requirements.

C. Read the task instructions:

	· You and your group mates are members of the EO on-site review team for the State of Independence.  You have been asked to determine if a One-Stop’s posters comply with Notice and Communication requirements.

· Examine the poster in your manual.  If necessary, edit the Notice to be consistent with the requirements.  

· In your group, come to a consensus regarding changes, if any are required.

· Select a spokesperson from your group to share your findings with the class.

· You have 15 minutes beginning now.


D. 
Give the groups a 5-minute warning.  When the 15 minutes are up, ask the selected spokesperson from each group to report in turn.

E. Identifying Proper Notice - Answer Sheet 

Equal Opportunity Is the Law
It is against the law for this federally funded office (recipient of Federal financial assistance) to discriminate on the following reasons (bases):
· Against any individual in the United States, on the basis of race, color, (religion), sex, national origin, (age), handicap (disability) political affiliation or belief; and
· Against any individuals in (beneficiary of) programs funded (financially assisted) under Title 1 of the Workforce Investment Act of 1999 (1998) (WIA), on the basis of the individual’s (beneficiary’s) citizenship/status as a lawfully admitted immigrant authorized to work in the United States, or his or her participation in any WIA Title 1-financially assisted program or activity.
The recipient must not treat beneficiaries differently (discriminate) in any of the following areas:

· Deciding who will be admitted, (or have access) to any WIA Title 1-financially assisted program or activity;
· Providing opportunities in, or treating any person with regard to , such a program or activity; or 
· Hiring and firing employees for (Making employment decisions in the administration of, or in connection with,) such a program or activity;
What to Do If, As a Beneficiary, You Have Been Treated Differently (You Believe You Have Experienced Discrimination)

If you think that you have been subjected to discrimination under a WIA Title 1-funded (financially assisted) program or activity, you may file a complaint within 80 (180) days from the date of the alleged violation with either:

[The recipient’s Equal Opportunity Officer (or

the person whom the recipient has designated for this purpose)] 

or

Director

Directorate of Civil Rights (Civil Rights Center)

U.S. Department of Labor

Room N-4123

200 Constitution Avenue, NW

Washington, DC 20210.

If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of Final Action, or until 60 (90) days have passed (whichever is sooner), before filing with the Directorate of Civil Rights (DCR) (Civil Rights Center [CRC])  (see address above).

If the recipient does not give you a written Notice of Final Action with 60 (90) days of the day on which you filed your complaint, you do not have to wait for the recipient to issue that Notice before filing a complaint with DCR (CRC).  

However, you must file your (CRC) complaint within 20 (30) days of the 60 (90)-day deadline (in other words, with 80 (120) days after the day on which you filed your complaint with the recipient).

If the recipient does give you a written Notice of Final Action on your complaint, but you are dissatisfied with the decision or resolution, you may file a complaint with CRC.  You must file your complaint within 20 (30) days from the date you were sent (of the date on which you received) the Notice of Final Action.

F. It is likely that each group will be able to identify most of the errors.  If so, end the process once all the corrections have been listed during the group report-outs.  

G. Make a note to start the next activity by calling on the groups that did not get to report this time.

H. Lead a discussion on their findings:  why are the inconsistencies they found incorrect or inappropriate?

I. Ask if there are any questions or comments and respond appropriately.  If there are none, move on to the next activity.

Key Requirement #2:

Provide Information on Individual’s Right

to File Complaint of Discrimination

A. Show the “Key Requirement #2: Provide Information on Individual’s Right to File Complaint” slide (#2-23).  

[image: image20.wmf]2

-

24

Key Requirement #2: Provide Info on 

Key Requirement #2: Provide Info on 

Individual’s Right to File Complaint

Individual’s Right to File Complaint

•

What to Do If You Believe You Have 

Experienced Discrimination

§

You may file a complaint with either:

ü

Recipient

ü

Person whom the recipient has designated for this 

purpose


	I am sure that you recognize that the documentation on your Guide page is the second section of the Equal Opportunity is the Law notice.  

The actual WIA complaint procedure is explained in Element 8.  

Element 2’s focus is on notifying all appropriate parties that they have the right to file a complaint if they think they have experienced discrimination.


B. Show the “Key Requirement #2: Provide Information on Individual’s Right to File Complaint (cont.)” slide (#2-24).   
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Key Requirement #2: Provide Info on 

Key Requirement #2: Provide Info on 

Individual’s Right to File Complaint

Individual’s Right to File Complaint

•

What the “EO Is the Law” Notice 

Communicates

§

Who may file a complaint

§

When a complaint may be filed

§

Where to file a complaint

§

Timeframes recipient has adopted to process 

a complaint


C.       Use the slide to explain that:

         

The Notice clearly specifies who may file a complaint, and when and where they may do so.  

If the Notice and Communication regulations are followed appropriately, the recipient has the opportunity to assure that the information, regarding filing a complaint, has reached the appropriate segments of the public.   The correct procedures, as we have discussed, include:

· Providing information for persons with disabilities, in the appropriate formats, which assures that populations’ ability to interpret how to file a complaint

· Requiring that a signed copy of the Notice, be placed in each participants’ file, including those using electronic access, helps to ensure that each person has received the information that explains what to do if they think they have been discriminated against

· The Orientation, utilizing audio, visual, and written materials and discussion, communicates, the individual’s right to file a complaint of discrimination

D. Respond to any questions or comments then transition to the last key requirement: Providing Effective Notice to Persons With Disabilities.

Key Requirement #3:
Provide Effective Notice to

Persons with Special Needs

A. Show the “Key Requirement #3: Provide Effective Notice to Persons with Special Needs” slide (#2-25).
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Key Requirement #3: Provide Effective Notice to 

Key Requirement #3: Provide Effective Notice to 

Persons with Special Needs 

Persons with Special Needs 

(cont.)

(cont.)

•

Effectively communicate the “EO Is the Law” Notice to 

persons with disabilities or special needs

•

•

Term to Know

Term to Know

–

–

Effective Communication

Effective Communication

En

suring that persons who have disabilities and 

special needs can access all of the recipient

’

s 

communications intended for the public or for them 

specifically and can understand them clearly.


	The third key requirement of Notice and Communication is that recipients must effectively communicate the “Equal Opportunity Is the Law” notice to persons with disabilities and to other populations with special needs.
Some of the information in this section was referenced earlier in the element. However, it is important, to again bring to your attention that WIA expects its recipients to be seriously committed to ensuring  “effective communications”.


B.     Ask the group to explain “effective” communication.  If the ensuing 

        discussion is not clear, summarize it with this point: 

	Effective communication means that the Local Workforce Investment Area is able to communicate with persons with disabilities and those with other special needs (such as limited English) as effectively as with persons who do not have disabilities or other special needs.


C.     Show the “Key Requirement #3: Provide Effective Notice to Persons  

with Special Needs (cont.)” slide (#2-26).
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Key Requirement #3: Provide Effective Notice to 

Key Requirement #3: Provide Effective Notice to 

Persons with Special Needs 

Persons with Special Needs 

(cont.)

(cont.)

•

Effectively communicate the “EO Is the Law” Notice to 

persons with disabilities or special needs

§

Provide notices in formats appropriate to persons with visual 

impairment

§

Provide appropriate auxiliary aid or service where necessary

§

Mention the recipient’s TDD/TYY or relay service whenever it is 

said that the recipient can be reached by phone

§

Ensure that persons with disabilities and other special needs ca

n, if 

they so desire, obtain information on the availability and locat

ion of 

accessible services, activities, and facilities

§

Communicate, in the appropriate language, where a significant 

percentage of the recipient’s eligible population is made up of 

persons with limited English


D.
Use the slide to enumerate what recipients must do to communicate the “Equal Opportunity Is the Law” notice to persons with disabilities and special needs. 

E.    Show the “Questions” slide (#2-27).  

   
[image: image24.wmf]•

What is TDD/TTY and why is its availability   

important in ensuring equal opportunity?

•

What measures can be taken to meet the 

communication needs of persons with 

limited English skills?

Questions

Questions

2
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F.     Ask the group the first question.  Make sure this point is clear:

	Telecommunication devices for the deaf allow a hearing-impaired person to communicate on a par with persons who do not have any hearing disability.


G.  Ask the group the second question.  You may offer these examples if not already given as answers, among any others you may think of: using interpreters, having materials translated to the most widely-spoken foreign languages, having bilingual staff.

Supporting Documentation:

Notice and Communication

A. Show the “Supporting Documentation: Notice and Communication” slide (#2-28).
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Supporting Documentation:

Supporting Documentation:

Notice and Communication

Notice and Communication

Regulations Implementing Section 188 of the 

Workforce Investment Act require that 

specific documentation be available in two 

areas:

1.

Notice and Communication Policy

2.

Notices and Communications


B. Use the slide to explain that the required documentation for this element fall into two categories: documentation of notice and communication policy and documentation of actual notices and communications.

C. Show the “Supporting Documentation: Notice and Communication” slide (#2-29).
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Supporting Documentation: Supporting Documentation:

Notice and Communication Notice and Communication

(cont.) (cont.)

1.Notice and Communication Policy

§

Copies of communications from the state instructing 

recipients on how to comply with Notice and 

Communication requirements

§

Copies of agendas (including dates) of past and 

proposed EO briefings and EO training

§

Copies of issuances or instructions that relate to 

Section 188 or 29 CFR part 37 policy issues such as:

ü

Sexual harassment

ü

Reasonable accommodation

ü

Accessibility


D. Use the slide to explain that recipients are required to provide documentation of their notice and communication policy.

	Your participant guide lists some types of documents that are acceptable for the purpose of establishing notice and communication policy.  These materials include those provided by the state (e.g., instructions on how to comply with policy issuances, or copies of briefing materials, etc.) or created by the recipient (e.g., copies of the posted Notice or copies of communications materials with tag lines, etc.)

The list is not exhaustive and represents only some examples of acceptable documentation.


E. Show the “Supporting Documentation: Notice and Communication” slide (#2-30).
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Supporting Documentation: Supporting Documentation:

Notice and Communication Notice and Communication

(cont.) (cont.)

2. Notices and Communications

§

Copy of the posted “EO Is the Law” Notice

§

Copy of the Notice that includes info re state and sub-state 

level EO Officers, including their name, position title, business 

addresses, and telephone numbers

§

Copies of Orientation materials showing that EO was discussed

§

Copies of checklists of the contents of participant and employee

files indicating that a signed copy of the Notice is included

§

Copies of materials, such as recruitment brochures, showing 

that each includes tag lines and telephone numbers for 

TDD/TYY access or telephone relay services


F. Explain that this second type of documentation shows proof of a recipient’s actual communications that are in compliance with EO requirements.  For example, copies of Orientation materials showing that EO was discussed.
G. Transition to the state’s representative

State’s Implementation of

Notice and Communication 

A. Show State Implementation slide (#2-32)
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State’s Implementation of Notice and  State’s Implementation of Notice and 

Communication Requirements Communication Requirements

§

Policy communications and directives to LWIA’s 

instructing recipients on how to comply with the Notice 

and Communication requirements of 29 CFR 37

§

Procedures and systems that support the 

implementation of Notice and Communication

§

Additional MOA requirements imposed by the state to 

implement the requirements of Notice and 

Communication

To be addressed by the state specialist:


B. Introduce this segment:


	I would like to turn your attention to how your state has chosen to implement the Notice and Communication requirements of the MOA.

If you have a copy of your state’s MOA with you should turn to that section.  This training is a review of the federal EO regulations that the state is required to adhere to.  The MOA that is submitted by each state describes how it has decided to carry out those federal policy directives.

However, it is also very important to determine if, in addition to those required by the federal government, the state has imposed other requirements that you are expected to monitor. 


C. 
Introduce your state specialist or any other individuals you have asked to assist for this part of the training.   It is helpful to utilize additional state specialists to explain and describe statewide procedures and systems.  For example: WIA contracts and procurement specialists, WIA Management Information Systems managers, and Job Service and Unemployment Insurance administrators.

Equal Opportunity Is The Law





It is against the law for this recipient of Federal financial assistance to discriminate on the following bases:





Against any individual in the United States, on the basis of race, color, religion, sex, national origin, age, disability, political affiliation or belief; and 





Against any beneficiary of programs financially assisted under Title I of the Workforce Investment Act of 1998 (WIA), on the basis of the beneficiary’s citizenship/status as a lawfully admitted immigrant authorized to work in the United States, or his or her participation in a WIA Title I financially assisted program or activity. 





The recipient must not discriminate in any of the following areas: 





Deciding who will be admitted, or have access, to any WIA Title I financially assisted program or activity; 





Providing opportunities in, or treating any person with regard to, such a program or activity; or Making employment decisions in the administration of, or in connection with, such a program or activity





Communications include written and spoken forms.  In spoken form, such as oral presentations or public service announcements, recipients are required to use the tag lines or indicate that discrimination is prohibited by law.  





In other words, the recipient must inform the listening and viewing audience, as well as the literate public, about the WIA non-discrimination policy.
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What To Do If You Believe You Have Experienced Discrimination





If you think that you have been subjected to discrimination under a WIA Title I financially assisted program or activity, you may file a complaint within 180 days from the date of the alleged violation with either: 


The recipient’s Equal Opportunity Officer (or the person whom the recipient has designated for this purpose); or 


The Director, Civil Rights Center (CRC), U.S. Department of Labor, 200 Constitution Avenue NW, Room N-4123, Washington, DC  20210.


If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see address above).


�If the recipient does not give you a written Notice of Final Action within 90 days of the day on which you filed your complaint, you do not have to wait for the recipient to issue that Notice before filing a complaint with CRC. 





However, you must file your CRC complaint within 30 days of the 90-day deadline (in other words, within 120 days after the day on which you filed your complaint with the recipient).


�If the recipient does give you a written Notice of Final Action on your complaint, but you are dissatisfied with the decision or resolution, you may file a complaint with CRC.  You must file your CRC complaint within 30 days of the date on which you received the Notice of Final Action.














November 2002
Developed for U.S. DOL/Civil Rights Center
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By TATC Consulting
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Question





		Where a recipient has an “electronic” process, what procedures might the recipient adopt to ensure that the individual receives and signs the Notice?
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Key Requirement #1: Provide Initial & Continuing Notice (cont.)

	Provide “EO is the Law” notice to all appropriate parties, including:

Registrants and applicants for services

Participants

Applicants for employment 

Employees

Unions or professional organizations that hold CBA’s or other professional agreements with the recipient 

Sub-recipients that receive WIA Title I funds from the recipient

Members of the public, including those with impaired vision or hearing
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Key Requirement #1: Provide Initial & Continuing Notice (cont.)

Requirements for Providing Information

Obtain signed Notices for files

Include non-discrimination policy in all communications

Avoid communicating “discriminatory” information

Include the required “tag lines” in all relevant communications

Include TDD/TYY or relay information

Conduct an orientation session
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Key Requirement # 1: Provide Initial & Continuing Notice (cont.)

Requirements for Providing Information

Obtain signed Notices for files

		Include copy of signed Notice in participant’s file

		Where files are kept in electronic format, devise a process to meet this requirement
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Key Requirement #2: Provide Initial & Continuing Notice (cont.)

Requirements for Providing Information

Avoid communicating “discriminatory” information

Recipient must not issue any communication that suggests, by its text or illustration, that the recipient treats beneficiaries, registrants, applicants, participants, employees, or applicants for employment differently, based on any prohibited ground.












_1098523190.ppt
2-*



Key Requirement #1: Provide Initial & Continuing Notice (cont.)

	Communicate the Notice sufficiently

Post the notice prominently in reasonable numbers and places

Disseminate the Notice in internal memoranda and other written or electronic communication

Include the Notice in handbook or manuals

Give the Notice to each participant and include a signed copy in each participant’s file
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Key Requirement #2: Provide Info on Individual’s Right to File Complaint (cont.)

Requirements for Providing Information

Include TDD/TYY or relay info anytime you say that recipient may be reached by phone

		Term to Know –



	Auxiliary Aids or Services

Qualified persons, products, equipment, or services that effectively deliver materials to:

		Individuals with hearing  impairments

		Individuals with visual impairments
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Key Requirement #2: Provide Info on Individual’s Right to File Complaint

		What to Do If You Believe You Have Experienced Discrimination





You may file a complaint with either:

Recipient

Person whom the recipient has designated for this purpose
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Key Requirement #3: Provide Effective Notice to Persons with Special Needs (cont.)

Effectively communicate the “EO Is the Law” Notice to persons with disabilities or special needs

		Term to Know –



	Effective Communication

	Ensuring that persons who have disabilities and special needs can access all of the recipient’s communications intended for the public or for them specifically and can understand them clearly.
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Key Requirement #3: Provide Effective Notice to Persons with Special Needs (cont.)

Effectively communicate the “EO Is the Law” Notice to persons with disabilities or special needs

		Provide notices in formats appropriate to persons with visual impairment

		Provide appropriate auxiliary aid or service where necessary

		Mention the recipient’s TDD/TYY or relay service whenever it is said that the recipient can be reached by phone

		Ensure that persons with disabilities and other special needs can, if they so desire, obtain information on the availability and location of accessible services, activities, and facilities

		Communicate, in the appropriate language, where a significant percentage of the recipient’s eligible population is made up of persons with limited English
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What is TDD/TTY and why is its availability   important in ensuring equal opportunity?



What measures can be taken to meet the communication needs of persons with limited English skills?

Questions
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Key Requirement #2: Provide Info on Individual’s Right to File Complaint

What the “EO Is the Law” Notice Communicates

Who may file a complaint

When a complaint may be filed

Where to file a complaint

Timeframes recipient has adopted to process a complaint
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Key Requirement #1: Provide Initial & Continuing Notice (cont.)

Requirements for Providing Information

Conduct orientation session to discuss individual’s right to nondiscrimination & equal opportunity & to file discrimination complaint

		Term to Know – Orientation



	A form of communication to familiarize new participants, new employees, and members of the public with the recipient’s programs and services.
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Can you give examples of types of information that may not be communicated?

Question
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Key Requirement #2: Provide Info on Individual’s Right to File Complaint (cont.)

Requirements for Providing Information

		Term to Know –



	Auxiliary Aids or Services

Qualified persons, products, equipment, or services that effectively deliver materials to:

		Individuals with hearing  impairments

		Individuals with visual impairments
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Key Requirement #1: Provide Initial & Continuing Notice (cont.)

Requirements for Providing Information

Include required “tag lines” in all relevant communications

A recipient that broadcasts program information on the news media must recite the tag lines or otherwise indicate that discrimination is prohibited by law.
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Key Requirement #1: Provide Initial & Continuing Notice (cont.)

Requirements for Providing Information

Include required “tag lines” in all relevant communications

		Term to Know – Tag Lines

		Equal Employment Opportunity Employer/Program

		Auxiliary aids and services are available upon request to individuals with disabilities
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Key Requirement # 1: Provide Initial & Continuing Notice  (cont.)

Requirements for Providing Information

		Term to Know – Communication



	Any information included in recruitment brochures and other materials that are  ordinarily distributed in written or oral form, either electronically or on paper, to staff, clients, or the public at large.
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Key Requirement #1: Provide Initial & Continuing Notice

Must provide initial and continuing notice of non-discrimination based on prohibited ground







2-5

		Term to Know - Beneficiary



	The individual(s) intended by Congress to receive aid, benefit services, or training from a recipient.
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Key Requirement #1: Provide Initial & Continuing Notice (cont.)

Identify EO Officer and Provide Contact Information

Name

Position title

Business address, including email address

Telephone number, including TDD/TTY number
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Supporting Documentation:

Notice and Communication

Regulations Implementing Section 188 of the Workforce Investment Act require that specific documentation be available in two areas:

		Notice and Communication Policy

		Notices and Communications
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Agenda

		Presentation:	Learning Objectives

		Presentation:	Key Requirements

		Activity:	Equal Opportunity Is The Law

		Presentation:	Notice and Communication 	Supporting Documentation

		Presentation:	State’s implementation of 	Requirements for Notice and 	Communication
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Read the

“Equal Opportunity 

Is the Law” Notice

In your Participant Guide,

Pages 2-5 to 2-6
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Key Requirement #1: Provide Initial & Continuing Notice

Must provide initial and continuing notice of non-discrimination based on prohibited ground







2-4

		Term to Know - Notice



	Advises all appropriate parties that the recipient does not discriminate.  It must be in writing and must contain specific wording.
















_1084400594.ppt
2-*



Activity:  Determining Proper Notice

Purpose:

To determine whether a Notice meets the regulatory requirements

Task:

You are members of the CRC on-site team that is being asked to determine if a One-Stop’s posters comply with Notice & Communications requirements.

Examine the poster in your Participant Guide.  If necessary, edit the Notice to be consistent with the requirements.

Come to a consensus regarding changes if any are required.

Select a spokesperson from your group to share your findings.

Time:

15 minutes
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Key Requirement #1: Provide Initial & Continuing Notice

Identify EO Officer and Provide Contact Information



Provide “EO Is the Law” Notice to All Appropriate Parties



Communicate the Notice Sufficiently
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Learning Objectives

		Explain the federal requirements for EO Notice and Communication under WIA

		Describe the required procedures for disseminating the “Equal Opportunity is the Law” Notice and Tag Lines

		Identify the acceptable documentation for EO Notice and Communication 

		Describe the state’s plan for complying with the EO   Notice and Communication requirements under WIA
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Key Requirements For

Notice and Communication

The recipient must provide initial and continuing Notice that it does not discriminate on any prohibited ground (29 CFR 37.29-37.34).

The recipient must provide Information that describes an individual’s right to file a discrimination compliant (29 CFR 37.30 and 37.36).

The recipient must effectively communicate the “Equal Opportunity Is The Law” Notice to individuals with disabilities and to other populations with special needs (29 CFR 37.31, 37.34 and 37.35).
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Methods of Administration

MOA Element 2

Notice and Communication












