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Introduction

The U.S. Department of Veterans Affairs (VA), Veterans Benefit Administration’s (VBA)
Veteran Readiness and Employment (VR&E) Service assists service members and veterans with
service-connected disabilities to prepare for, obtain, and maintain suitable employment; start
their own business; or receive independent-living services. It oversees VR&E program
participants’ education and training and provides career counseling to help guide career paths
and ensure the most effective use of VA benefits.

The U.S. Department of Labor (DOL), Veterans’ Employment and Training Service (VETS)
oversees several veteran-related programs including the Jobs for Veterans State Grants (JVSG),
which provides federal funding to a government agency in each of the 50 states, the District of
Columbia, and the territories of the U.S. Virgin Islands, Puerto Rico, and Guam. Recipients use
this funding to hire dedicated staff that provide individualized career and training-related
services to eligible veterans and eligible persons with employment barriers, and that assist
employers in filling their workforce needs with job-seeking veterans.

JVSG recipients deliver grant-funded services through many of the approximately 2,300
American Job Centers (AJC) nationwide. The American Job Center network, part of the One-
Stop system, provides universal access to an integrated array of labor exchange services so that
workers, job seekers, and employers can find the services they need. All qualified job-training
programs that are funded in whole or in part by the U.S. Department of Labor, such as many of
those accessed through AJCs, must prioritize services to veterans and other covered persons as
described in Title 38, U.S. Code, Chapters 41 and 42, and clarified in Veterans’ Program Letter
07-09.

When a VR&E participant approaches the end of their VA-funded training program, VR&E staff
may refer the participant to their local AJC for access to this array of employment services,
including those available through JVSG.

Most VR&E participants who are referred to AJCs are served by JVSG-funded staff, called
Disabled Veterans’ Outreach Program (DVOP) specialists,' who specialize in delivering
individualized career services to eligible veterans and transitioning service members (TSM).
Because of this collaboration between the VBA and VETS-funded activities on behalf of VR&E
participants, the two agencies maintain a Memorandum of Understanding (MOU) that formalizes
our joint commitment to maximizing participants’ success. See Resources | U.S. Department of
Labor for the current MOU.

VR&E participants’ success depends on several different entities working together smoothly.
This Technical Assistance Guide (TAG) describes best practices that VBA and VETS request of
every role in each of these entities. It should be read as a guide, not necessarily as required

! Any mention of DVOP specialists in VETS guidance refers equally to Consolidated DVOP/Local Veterans’
Employment Representative (CODL) staff, unless clearly not applicable.


https://www.dol.gov/sites/dolgov/files/VETS/legacy/files/VPL-07-09.pdf
https://www.dol.gov/sites/dolgov/files/VETS/legacy/files/VPL-07-09.pdf
https://www.dol.gov/agencies/vets/programs/grants/state/jvsg/resources
https://www.dol.gov/agencies/vets/programs/grants/state/jvsg/resources

guidance. As such, DOL grant recipients are advised that the contents of this TAG do not
supersede requirements placed in any statute, regulation, policy, or the terms and conditions of
the grant award. Where conflicts exist or are perceived to exist, grant-funded staff must act in
accordance with those requirements rather than this TAG.



Section I: A Team Approach to Serving VR&E Participants

VETS and VR&E share a common goal to deliver efficient and seamless services to VR&E
participants who are seeking assistance with one of the most important aspects of their lives:
finding meaningful employment in a suitable career field. Effective communications and
coordinated efforts from all agencies and staff involved will ensure participants receive
comprehensive, efficient, caring, and professional services that result in successfully achieving
their goals.

Because direct employment services are delivered by states’? Employment Services Specialists>
(ESS) through AJCs, states are fundamental partners alongside VETS and VR&E staff.
Together, we strive to create a seamless, positive experience for VR&E participants as they
transition out of their training phase and begin their job search and employment.

Each organization adheres to the following guidelines as we deliver services to or work on behalf
of VR&E participants:

e Representatives from the VR&E, VETS, and each state will coordinate to ensure
maximum effectiveness and efficiency are provided in services to VR&E participants and
to resolve common concerns.

e VR&E and state staff will communicate program activities, share information, and report
on participants through a monthly progress report as described in Section III. The
information exchanged will be used to facilitate solid rehabilitation planning, job
development, and placement services for participants.

¢ All information from interviews, counseling, testing, and assessments will be used by
each organization in accordance with the Privacy Act of 1974 and other applicable laws
and regulations. VR&E staff obtain documented consent as part of the enrollment process
into the VR&E program and share it with the state as needed. Each organization will
apply practical and appropriate safeguards to protect participants’ Personally Identifiable
Information (PII) in accordance with applicable law, including the Americans with
Disabilities Act of 1990 (as amended), the Rehabilitation Act of 1973 (as amended), and
Title VII of the Civil Rights Act of 1964 (as amended).

A description of each organization’s staff positions’ roles respective to supporting VR&E
participants follows below.

2 In this guide, the term “states” generally means state workforce agencies (SWA) and/or JVSG recipients. Not all
JVSG recipients are the state workforce agency, and the term does include the District of Columbia and the
territories of Guam, Puerto Rico, and the Virgin Islands, which also receive JVSG and other DOL-funded grants.

3 This guide uses the term “Employment Services Specialist” or ESS to describe a state employee who delivers
direct services to a VR&E participant. This may be a DVOP, a Wagner-Peyser Act-funded staff, or other program
staff. In most cases, the ESS will deliver services within a case management framework.



U.S. Department of Veterans Affairs VR&E Staff

VR&E staff include:
e Veteran Readiness and Employment Officer (VR&EO)
e Vocational Rehabilitation Counselor (VRC)

¢ Employment Coordinator (EC)

When working with VR&E staff, note that they often handle responsibilities and functions
beyond their assigned roles or titles. For example, a VRC may sometimes perform EC roles and
vice versa. In addition, some functions of these roles may be carried out by contracted staff.

Veteran Readiness and Employment Officer (VR&EQO)

The VR&EO, in coordination with the Director for Veterans’ Employment and Training
(DVET), ensures effective coordination and works as a liaison between VR&E, VETS, and the
state to implement the goals established in the MOU.

To that end, the VR&EO (or Designee) will:

e Meet with the DVET and state representatives quarterly to discuss best practices and
areas of improvement to ensure effective coordination for program success.

e Maintain regular contact and communication with the DVET and appropriate state
representatives as needed, but at least each quarter.

e Identify problem areas, work toward their resolution, and render technical assistance as
needed.

e Share available success stories quarterly showing coordination of services between
VR&E and the state resulting in job placement successes.

e Ensure relevant information that may affect services is shared with the state
representatives to facilitate participants’ job search efforts.

e Provide the DVET and state with timely information relevant to the employment
assistance being provided by VR&E staff.

Vocational Rehabilitation Counselor (VRC)

The Vocational Rehabilitation Counselor (VRC) is responsible for executing and completing
participants’ evaluations and serves as the VA case manager. The VRC:

e Determines whether participants meet the entitlement criteria for VR&E benefits,
identifies and meets participants’ counseling needs, and prepares the participants’
rehabilitation plan.

e [Evaluates participants’ vocational interests, aptitudes, abilities, and limitations and
develops and implements the rehabilitation plan.



Assists participants to identify and enroll in programs within their abilities, aptitude, and
interests. As appropriate, uses Labor Market Information (LMI) to validate that the
program will provide meaningful and realistic opportunities leading to employment.

Employment Coordinator (EC)

The Employment Coordinator (EC) oversees or provides employment assistance to participants.
To deliver those services, the EC:

Helps participants identify an appropriate employment track that best meets their needs.

Assists participants with resumé preparation, interviewing skills, and other job readiness
activities.

Advises participants on job training and placement programs available through federal and
other sources.

Provides participants with the link to their state’s workforce delivery system website and
encourages them to register.

Refers participants to the state workforce delivery system for employment services,
which includes a) providing the registration link to the state’s website, b) obtaining a
signed Release of Information (ROI) form, and ¢) emailing the participant’s information
to the state’s shared electronic mailbox.

Collaborates with the ESS in support of the participant, which includes a) sharing
information about the participant’s employment issues, b) ensuring job search and
placement efforts align with the participant’s goals, ¢) promptly notifying the ESS of case
status changes, and d) confirming receipt of the monthly progress report within 10
calendar days.

Performs job development functions such as marketing participants to employers based
on the individual’s vocational goals.

Informs employers on ways to meet reasonable accommodation and assistive technology
needs.

U.S. Department of Labor Veterans’ Employment & Training Service Staff

VETS staff include the State DVET. One DVET is assigned to each state and serves as their
single point of contact for the JVSG recipient. With respect to VR&E, the DVET monitors
actions and reporting between VR&E and the state representatives and provides technical
assistance as necessary.

The DVET’s responsibilities include:

Meeting with VR&EO/Designee and state quarterly to discuss best practices and areas of
improvement to ensure effective coordination for program success in their assigned state.



e Identifying problem areas, working toward resolution, and rendering technical assistance
as needed/appropriate.

e Helping VR&E and state staff work together for the benefit of participants.
e Notifying VR&E staff when the state’s shared electronic mailbox address is updated.

o Ifthe state does not designate a single state representative or shared electronic mailbox,
coordinating with the state to ensure participants are referred for services at the AJCs.

VETS/VR&E Joint Work Group

Both VETS and the VR&E Service assign members to a joint work group that meets at least
monthly. Members from each agency may include staff from the field, regional, and national
levels. Together, the group drafts policy and resources (such as this Technical Assistance Guide),
evaluates their effectiveness, and advances the agencies’ goals in support of VR&E participants.

State Agencies

In most states, the state workforce agency (or a subcomponent) is the designated JVSG recipient
and manages the workforce delivery system. As this is not universally true, this guide simply
refers to “states” with the expectation that readers will interpret as appropriate.

State staff/functions include:

e Establish and maintain a shared electronic mailbox overseen jointly by:

o The JVSG State Veterans Coordinator (SVC), who manages the state’s JVSG
program, and

o Other state program manager(s) or administrative staff who can coordinate
between VR&E staff and ESS.

e The ESS, which may be a JVSG-funded DVOP specialist or another employment
specialist working in the state’s workforce delivery system who provides individualized
career services within a case management framework in coordination with other partner
program staff.

VETS and VR&E ask states to:

e Assign state-level management staff, such as the JVSG SVC, to meet with VR&E and
VETS staff quarterly to discuss best practices and areas of improvement to ensure
effective coordination for program success.

e Designate a shared electronic mailbox for the VR&E program to function as the state’s
central point of contact for participant referrals.

e Allow all staff who serve (or coordinate service delivery to) VR&E participants to attend
professional training through the National Veterans’ Training Institute (NVTI) to enhance
participants’ successful outcomes.



e Oversee and track services to VR&E participants within their state.

¢ Quickly resolve any issues that may impact services to VR&E participants.
State Shared Electronic Mailbox

Individuals who oversee a shared electronic mailbox should coordinate between VR&E staff and
their state, including the staff (i.e., ESS) who serve participants.

These individuals, and/or JVSG program managers, should:

e Meet with VR&E staff and the DVET quarterly to discuss best practices and areas of
improvement to ensure effective coordination for program success.

e Receive VR&E participant referrals and assign them to an appropriate ESS.
e Monitor and assess services provided to participants by the ESS.

e Ensure that timely and accurate monthly progress reports are sent to the referring VR&E
staff.

e Use any mechanism, such as a shared document or workbook, to track all VR&E
referrals, assigned ESS, and case status.

Employment Services Specialist (ESS)

The ESS will typically be a DVOP but may be any other appropriate AJC program staff. Ideally,
VR&E participants will receive individualized career services within a case management
framework in coordination with other partner program staff.

The ESS will follow their state’s usual protocols when serving any participant. With respect to
VR&E participants, an ESS should additionally:

e Focus on employment services that are compatible with the participant’s VR&E program.
e Acknowledge receipt of VR&E participant referrals within 10 calendar days.

e Reach out to the referring VR&E staff with any concerns regarding the participant’s
cooperation in their job search.

e Consult with the referring VR&E staff prior to case closure and/or when participants are
unresponsive, uncooperative, or fail to participate for at least 45 days.

e Send a monthly progress report to the referring VR&E staff, with a copy to the state’s
shared electronic mailbox, by the tenth day of each month for as long as services to the
participant continue, including post-employment follow-up services, and upon case
closure. See Appendix C for an image of VR&E’s preferred format for receiving a
monthly progress report.



Section II: Referral, Service Delivery, Tracking, & Closure

Just as not all VR&E participants are referred to states for employment services, not all veterans
referred to states by VR&E staff are necessarily VR&E participants.

Along similar lines, although most VR&E participants who are referred to states for employment
services are served by a DVOP, this is not always the case. States assign participants to an ESS
based on a variety of factors, such as availability, eligibility, location, and current caseload
levels. In accordance with VPL 05-24, Jobs for Veterans State Grants Staff Roles and
Responsibilities and Coordination with Workforce Innovation and Opportunity Act Services to
Veterans, Section [X.B.4:

Department of Veterans Affairs’ Veteran Readiness and Employment (VR&E)
Program Participants. Because not all VR&E participants are eligible for
DVOP services, there is no exception to the screening requirement for VR&E
participants. They must be screened for eligibility based on the criteria
described in Section VI prior to being referred for DVOP services.

Section IX.B.6 explains that the screening may be performed either by AJC intake staff
or by an online system, such as the one used for any participant who is registering for
employment services. To facilitate a smooth referral process, VR&E staff will encourage
participants to register online before (or concurrently with) referral.

This section will describe the process flow for each type of referral.

VR&E Participant Referral

Starting at the point when a VR&E staff member determines that the participant would benefit
from state employment services, the referral and rehabilitation process generally takes the
following path:

e VR&E staff:

o Direct the participant to enroll in the state’s employment service system; provide
a link to the state’s employment services website. *

o Obtain a signed ROI from the participant (see Appendix B).

e Complete a referral form (see Appendix A) and forward it to the appropriate shared
electronic mailbox for the participant’s state.

o Note: The referral form will include the monthly progress report form.

4 VETS will maintain and share a list of each state’s point of contact, employment services website, and DVET with
VR&E staff.
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Email the completed referral form and ROI, if required for that state, to the shared
electronic mailbox.

Quarterly: meet with the DVET and state representatives; discuss this participant if
needed.

As needed: reach out to the DVET, state representatives, and/or ESS for assistance or to
provide an update on the participant’s status.

State staff who monitor the shared electronic mailbox:

o Receive the referral, assign the case to an appropriate ESS, and forward the
referral to the ESS.

o Enter the new participant, referring VR&E staff, and assigned ESS into a tracking
sheet.

o Update the tracking sheet as needed.

o Quarterly: meet with the DVET and VR&E staff; discuss this participant only if
needed.

o As needed: update the tracking sheet to reflect the participant’s status.

o As needed: reach out to the VR&E staff and/or DVET for assistance.

o Within 10 days, acknowledge receipt of the assigned referral via email to the
referring VR&E staff with a copy to the state’s shared electronic mailbox.

o Immediately attempt to make contact with the VR&E participant and begin
providing services and making referrals as appropriate. Document services and
contacts in the management information system in accordance with state
procedures.

o Ifrequired by the state, obtain a signed ROI from the participant to allow
information sharing back to the VR&E staff.

o By the tenth day of each month thereafter, email a monthly progress report to the
VR&E staff with a copy to the state’s shared electronic mailbox. The VR&E staff
will reply-all to acknowledge receipt and, if needed, ask any follow-up questions.

= Note: The monthly progress report form is in the original referral email
from VR&E staff.

o Maintain consistent contact and continue providing services, including post-exit
follow-up services, in accordance with the state’s standard operating procedures.

o Coordinate with the VR&E staff prior to closing the case, as appropriate.

o When the participant’s case is closed in accordance with the state’s standard
operating procedures, submit a final monthly progress report to the VR&E staff
with a copy to the shared electronic mailbox.

11



o Asneeded, reach out to the VR&E staff to discuss concerns about the
participant’s progress.

Participant Tracking

To ensure that a monthly progress report is completed for each active participant, states should
consider using a shared tracking sheet with, for example, the following columns:

Referral date

Referring VR&E staff

Participant identifier, such as the SWA ID number
Assigned ESS

Case status

Comments

During the first week of each month, the state should review each active participant and begin
submitting a monthly progress report to the referring VR&E staff for each one.

Non-VR&E Referrals

On occasion, a veteran applies for the VR&E program but is not eligible or is found entitled and
may need “stop-gap” employment while continuing their education. VR&E staff are encouraged
to refer those and any other veterans seeking employment to the state agency’s website for
registration and local AJC location information. Such individuals would not be captured by the
state as a VR&E participant, a referral form should not be used, and no collaboration is needed
between VR&E and the AJC.

12



Section III: VR&E Monthly Progress Reports

In order to fulfill their programmatic requirements and validate continued program participation,
VR&E staff need to collect information from states regarding the services ESS provide to
participants as well as participants’ own efforts toward securing employment.

In the states, each ESS must document participant information, services, and outcomes to comply
with DOL reporting requirements, state policies, and as a part of ensuring that each participant—
VR&E and otherwise—receives excellent employment services.

VR&E staff cannot access states’ management information systems (MIS), so the VR&E
monthly progress report is intended to bridge the gap. It allows VR&E staff to meet their
agency’s requirements by connecting them with the information that ESS are already capturing.
It also facilitates the VR&E staff’s support of the participant.

The subsections below describe how the ESS will receive the monthly progress report template,
when it should be submitted, what it should contain, and how to submit it. Through NVTIL, VETS
has also created a 10-minute microlearning video, Completing the VR&E Monthly Progress
Report: Best Practices for Employment Service Specialists, that provides additional context and
further describes this process. View the video at NVTI Microlearning — Serving Veterans.

Receipt

The ESS will receive the monthly progress report form as part of the original referral email from
the VR&E staff.

Timing

VETS and VR&E request that an ESS send a monthly progress report at specific intervals and
upon case closure, as follows:

e Monthly. The ESS sends a progress report within the first 10 days of every month,
beginning when the ESS receives the referral. Progress reports continue to be important
even after the participant is placed into employment.

e Case closure. The ESS closes a participant’s case in accordance with their state policy
and the participant’s needs. It is not necessarily affected by the timing of employment.
When the ESS closes the case, they send a final progress report to the VR&E staff.

Content

VR&E staff appreciate precise, concise, detailed, and valid data in a monthly progress report. Its
content should be sufficiently detailed to allow VR&E staff to assist the participant. However, it
should not contain so much detail that VR&E staff find it difficult to quickly find the relevant

13
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information. See Appendix C for a monthly progress report with sample content that strikes the
best balance between not enough and too much detail.

Ideally, the ESS will use VA Form 28-10289 to submit the monthly progress report. Its estimated
burden time to complete and submit is 20 minutes. However, many of its entries are basic
information about the participant, which need not be re-entered each month if the ESS maintains
an organized filing system. VR&E staff anticipate that, after the first month, the ESS should be
able to paste case notes into a saved form with the participant’s basic data in it, make minor
updates, and send to VR&E staff within only five minutes.

VETS and VR&E staff understand that this may not be feasible for all ESS for various reasons.
In that case, the ESS may take screenshots of the MIS or copy/paste case notes and other
information into an email to the VR&E staff. This response would constitute a minimally
acceptable monthly report.

Submission

The ESS will submit the monthly progress report by opening the referral email (this is the only
way to access the form), completing the report, and sending it to the referring VR&E staff.

14



Section IV: Local Memorandum of Understanding

VR&E, VETS, and the state have the option to enter into a Local Memorandum of
Understanding (LMOU), but it is not mandatory. The agreement can be helpful to identify key
staff by position, provide contact information, outline specific responsibilities for these key staff,
and agree to any local specific processes unique to their respective locations.

Local MOUs must not conflict with policy issued by the DOL or VA.

15



Section V: Issue Resolution

If issues arise between our various agencies that may impact the partnership’s effectiveness or
the quality of services delivered to participants, we will work together to solve them at the lowest
possible level. Issues that cannot be immediately solved will be escalated by each party to the
next higher level until a solution is reached. If the issue is not resolved before reaching agency
leadership, it should be directed to the VETS/VR&E Joint Work Group.

For example:

An ESS who is experiencing a programmatic issue with VR&E staff or who identifies a
potential process improvement should discuss it with their supervisor.

The supervisor should advise the ESS to the best of their ability and brief the SVC.

The SVC should resolve the issue if possible by working with their VR&E contact.
Whether or not the issue was resolved, it should be discussed at the next quarterly
meeting with the DVET and VR&E staff.

The DVET and VR&E staff should resolve the issue if possible and should consider
escalating to the VETS/VR&E Joint Work Group.

If leadership intervention is needed, the Joint Work Group will present a recommendation
to agency leaders for final resolution.

VETS and VR&E meet with staff from each state on a quarterly basis to discuss best practices
and potential areas of concern. All issues that have arisen during the quarter should be addressed
at these meetings, even if a solution was reached. The topic should remain on each quarter’s
agenda as a follow-up until all parties agree that it is no longer needed.

16



Appendix A: Sample Referral Form

Below is an example of the form VR&E staff will complete and email to the state to request
services for a participant.

Veteran Readiness & Employment (VR&E)

Veterans’ Employment and Training Service (VETS)
VR&E Referral

This form is uzed to refer VR&E participants to the State Agency (SA) for the purpose of receiving employment
services. The completion of this form attests to WVRAE participants’ signed Releaze of Information (ROI) being in
the case records. State Agencies may not require receipt of the signed ROI and will process this referral upon
receipt. However, please be advised that SAs may require completion of a “State-specific® ROL DO NOT SEND
Personally |dentifiable Information (P11). Pll includes, but is not limited to, social security mnumber, driver’s license,
financial information, and medical records.

Referral Date: « CumentDates

Referral To State: State Email:
Referral Out of State: Out of State Email:

Has the participant registered on the $A’s management information system (MIS)? Yes/No (circle ong)
Referring VRC/EC Information
VRAE Office: «ROStationMumbers/28

MHame: zCazeMgrMames
Email: «CaseMgrEmaildddresss Phone: «CaseMgrPhones
VRE&E Participant’s Contact Information

City/State: eMailingAddresss
Mame: eFullNamex
Email: «EmailAddresss Phone: «HomePhones

VEEE Participant’s Plan Information

Employment Goal({g): «RehabPlanGoals
Training/Education Level or Degree:
Completion Date:

hitpsdfwww onetonline.org  O*NET Code(s):

Zip Code: Commute Distance:

Employment Services (ES)

* Employment Barriers (Homelessnesgs, Justice Involved, Medical, etc.)
* Employment Limitations (Mo prolonged standing for more than 2 hours, etc.)

* Reasonable Accommodations (Ergonomic Chair, Work Schedule Flexibility, etc.)

17



Military Background

Branch of Service {identify if National Guard/Reservist):
Dates of Service:

Reason for Discharge:

Comments {Provide additional information needed to be assist the SWA; please do not identify Pll or specific
disability information)

These instructions provide guidance for completing the VR&E Referral in requesting labor market
information and employment services.

REFERRAL DATE: Enter the date the referral is forwarded to the State Workforce Agency. REFERRED TO:
State for which the refermral is to be sent. STATE EMAIL: state email. Was the parficipant provided the SA's
website to register for services?

REFERRING VRC/EC INFORMATION

VRAE Office: Enter the three-digit referring VARO identification number.

VRC/EC Name (First MI, Last), Email, Phone: Enter the referring YRC/EC contact information.
VRAE PARTICIPANT'S CONTACT INFORMATION

City, State: Enter the VRAE paricipant’s cument locality of residence.

Mame (Firgt, MI, Last), Email, Phone: Enter the VR&E participant’'s contact information.

VRAE PARTICIPANT'S PLAN INFORMATION

Employment Goal(s): Enter up to two specific occupational titles. i.e. Logistician, Court Clerk.
Training/Education Level or Degree: Include cn-the-job training and apprenticeship programs. Completion

Date: Enter the anticipated/actual completion date.

O*NET Code(s) Enter the code(s) for the occupational tile(s) identified in the employment goal.
hitps/Awww onetonline.org Use the link to research O*NET Code{s) for occupational title(s). Zip Code: Enter the
Zip code for the locality of employment interest.

Commute Distance: Select the commuting distance in proximity to the identified zip code.
EMPLOYMENT SERVICES (ES)

Employment Barriers: Enter employment hindrances that impact the YR&E participant's job search. e.g. criminal
record, homelessness, or long-term unemployment.

Employment Limitations: Enter limitations that impact the WVRAE participant's employability. e_g. resfrictions in
bending, twisting, liting; no prolonged sitting'standing for more than 2 hours. Reasonable Accommodations:
|dentify accommodations needed for the WVRAE participant to apply for jobs, perfform job functions, or have equal
access to benefits available to other individuals in the workplace. e.g. assistive technology, frequent breaks, or
accessible parking.

MILITARY BACKGROUMND- need to add instructions
COMMENTS

Provide additional information needed to assist the State Agency in processing the VRAE Referral such as the
need for supportive services, transportation, and housing.
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Appendix B: VR&E Release of Information

Before VR&E staff refer a participant to a state workforce delivery system, the participant will
sign an ROI form that allows VR&E staff to share information with the state. If requested by the
state, the form will be attached to the referral email. Below is an example of a blank ROI form.

REQUEST FOR AND CONSENT TO RELEASE OF INFORMATION FROM CLAIMANT'S RECORDS

NOTE: The execution of this fom does not authonze e release of Information other than that specifically descrived below. The Information requestad
on Mis foam s solicled under Tite 38, United States Code, and will authonze release of the Informiation you specfy. The infomation may aiso be disclosad
outside WA as pamitiad by |aw 10 Inciude disciosurnes a5 s1atad In the “Notices of Systams of VA Reconds™ published In the Federal Ragister In accondance
with the Privacy Act of 1574, DHsciosure ks voluniary. However, If the Information Is nof Tumished, we may not be adle to comply wih your reguest.

REEROHMOENT BUSDEM: Publc reporting burden for this coleclion of information Is esfimated o average 7.5 minuies per response, induding the time for reviewing
Insinuctions, seanching existing data sources, gathering and maintaning fe data nesdad, and compieSing and reviesing the ocoliscion of iformafion. Send comments regarding
this burden estimated or any other aspect of this coledion of information, Induding suggesions for reducing this burden, fo VA Cleamnce Officer (723), B10 Vermont fvenue,
MW, Waashinglon, DC 204.20; and o e Office of Manapement and Sudget, Paperaor Reducion Project (2300-0232), Washingion, DC 20503, Fleass do not send this form
or appiications for beneffs o thess addresses.

Department of Veterans Affairs WANE OF VETERSN (Typw or sl
wFullMames
TO
aSiteAddresss VAFILE NG, [ireiuce oo EOCIAL BECUMTY FD
«ClaimPayees aS5MN»

MAME AMD ADDRESS OF ORGAMIZATION ABIEMCY, OF IMDIVIDUSL TO WeHO INFORMATION |18 TO BE RELEASED

VETERAN'S REQUEST
I'hereby request and suthorze e Department of Velerans Affairs o MAME
reiease the following information from e reconds denified above

o the organizabion, agency, or Indvidual marmed Fermon é

THFORMATION REQUESTED (Nuridar st Rinn risgussibec) il g Ui st o apgrin e dalas - Seniod Bor el 1 cowived by aact |

PLRPCSES) FOR WHICH THE MPORBATION 15 TS BE LEED

NOTE: Addifonal information may be Nsbed on the reverse side of Mis fomrm.
DATE EHERATURE AMD ADDRESS OF CLAMANT, OR ADUCIARY, IF GLAIMANT 1S INCOMPETENT

aCurrentDates

VA FORM 32183
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Appendix C: Sample Monthly Progress Report

OMB Coatrol Mo, 2900-0939
Faspondent Burden: 15 Mizmtes
Expiration Diats: 037312027

VA DATE STAMP

\‘;\ Department of Veterans Affairs (DO NOT WRITE IN THIS SPACE)

MONTHLY PROGRESS REPORT -
VETERAN READINESS AND EMPLOYMENT

INSTRUCTIONS: Befors completing this fonm read the Privacy Act and Fespondent Burden on Page 4. Use this foom
to submit Vitersn Employment sctivity progress (Le., job referrals, w\:l:ks]wps interviews, etc) For more information,
you can contact us online through Ack VA hn;g._as.k__a.;g._ Ack s 3 question online or call us toll-fres at
1-B00-827-1000 (TTY: 711). VA forms are available at waww va sovvaforms Afier completing the form alecrondcalty
el it to the assizned Veteran Readiness & Enployment Case Manager or mail tor Veteran Readiness and
Employment (VE&E) Intake Center, F.O. Box 5210, Jamesville, WI, 53547-5210.

SECTION I: VETERAN'S IDENTIFICATION INFORMATION

NOTE: Youmay complete the form online or by hand. If completed by hamd, print the information requested inink neatly and lagibly, insert one letter per booz, and
complataly fll i each appliceble chack cincles to help expedite processing of the form.

1. VETERAN'S NAME (Firss, Middle Frtial, Last)

Elclalelelal=T T T T T J[elel-T T T T T T T T T TTTTTT]

2. STATE IDENTIFICATION NUMEER 3. TODAY'S DATE (MMWDDIITE
Month Day Year

HEEHARAHEEEEEEE R H R EE R

4 MAILING ADDRESS (If applicablel (Nimber and Strear or Rural Rewde, PAO. Boo, City, State, ZIP Code and Coumtry)

N"“:IlIAIuI el clofofelalelol Tufalel 1 1 1 0 1 0 0 1T 1 1 00|
sorsimos [T T T 1] o lolalelalal=lzl:I T T TT T T T 1]
StateProvinee Couniry rcoderostaicode | 1| 2] sl a]lsl =1 | | | |

5. TELEPHONE NUMBER (Include 4rea Code)
123-456-TE90 Enter Intemational Phone Number (f appitcable)

6. EMAIL ADDRESS (OpiTonal)

[slolmlelcolnlelelalclelalalalol JTclolal T T T T P 1T [ 1 111

7. EMPLOYMENT GOAL
Cyber Security

8. REFERRAL DATE (AL DIVIFTT) 9. DATE OF LAST CONTACT (AALDDVTTTT
Month Day Year Month Year

Day
[iTo]-[z]s|-[=Tal=T4] G- 0aTe] -EeTeTe]

10. STATE WORKFORCE CASE MAMAGER'S NAME AND TITLE

[slclalelcolale] |slul-Tcluf B ¥ 1T 0 1 1 T 0 1 I 0 0 1 0 | I
lelviol=f ¥ P PP PP PP PP AT T PP PP PP BB T T T T |

SECTION II: MONTHLY INFORMATION REQUIRED
Indicate the job search efforts of the VR&E Participant and DVOP/AJC Casze Manager during this reporting period.

11. JOB SEARCH EFFCRTE:

11A. HAS THE PARTICIPANT DEVELOPED A TARGETED RESUME THIS MOMTH? |>< YES HO

11BE. HAS THE PARTICIPANT PARTICIPATED IM AN INTERVIEW THIS MONTHT R YES —l HO

11C. HAS THE PARTICIPANT ATTEMDED A CAREER SEARCH PREPARATION WORKSHOP THIS MONTH? YES Xl WO
110. HAS THE PARTICIPANT ATTENDED A CAREER FAIRS/HIRING EVENTS THIS MONTH? Iz YES : NO

11E. HAS THE PARTICIPANT APPLIED FOR CAREER OPPORTUNITIES THIS MONTHT Xl YES | | Ll

11F. HAS THE PARTICIPANT ACCEPTED AN EMPLOYMENT OFFER THIS MONTH? I: YES z O

11G. HAS THE PARTICIPANT BEEN COOPERATIVERESPONSIVE THIS MONTHY |>< YEZ HO
WA FORM .
MAR 2024 23'1 0239 Fage
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SECTION Ill: SUMMARY REPORT
New Employment Information
Please provide VR&E Participant's Employment Information

12. START DATE (MM DDVTTIT)

13. JOE TITLE

14. NAME OF EMPLOYER

15. EMPLOYER ADDRESS

16. HOURS PER WEEK

17. SALARY

18. POSITION TYPE
[[] PERMANENT

[] Temrorary

18, WORK TYPE
FULL-TIME

PART-TIME

20. BENEFITS
MEDICAL

VACATICNTIME OFF | 401k [] LIFE INSURANCE | EDUCATION

2

. HAME OF SUPERVISCR

22. TELEPHOME NUMBER (Thclude Area Code)

Enter Intemational Phone Number ¢If gopiicable)

SECTION IV: VETERAN READINESS AND EMPLOYMENT (VRE&E)
VETERANS® EMPLOYMENT AND TRAINING SERVICE (VETS)
JOB REFERRALS

23. DATE REFERRED
(MALDOVTTTE]

24 JOBTITLE 25. EMPLOYER

10/20/2024

[ § e N EE

Veterans Affairs

25. APPLIEDY
STATUS

|> vES
[]mo

10/20/2024

[ ves

O

10/25/2024

10/20/2024

| 11/05/2024

Postal Clerk

|E3

YES
HO

YES
WO

YES
WO

x|[=

YES
NO

YES
O

YES
HO

YES
WD

|

YES
WO

YES
WO

YES
O

-

YES
HO

YES
WD

YES
WO

YES
WO

YES
NO

YES
HO

I

WA FORM 23-10283, MAR

2024
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SECTION V: VRAE PARTICIPANT'S JOB SEARCH EFFORTS

MNOTE: For submission of additional information, use a separste form (WA Form 28-10289) for each statement.

27. VRAE PARTICIPANT'S JOB SEARCH EFFORTS

The Veteran provided a generic resume and transcript. They felt that additional training
to include current certifications would aid in making them more employvable. They
reported that they discussed with their assigned VBC and were informed that they were
considered emplovable with the existing VEE supported training/education. They were told
that additicnal certification could be considered after an exhaustive job was search was
conducted without success.

The Veteran looked at the job referral for XYZ company and they didn't submit an
application package because they did not fesl confident that thev could describe their
3kills and experience well enough to be considered. Thev need to work on a targeted
resume that focuses more on the skill set the emplover is sesking rather than submitting
a general IT resume.

They have never had to apply for civilian jobs before because they went directly intoc the
military from high school.

They looksd at local resources for child care and are concerned that costs would be such
that they would need to seek a higher wage in their search for employment. They were
loocking at local resources that could aid in childcare and was compiling a listing of
available assistance based upon wage. They asked if there were emplovers that offered
on—-site child care and if there was a way to search for those employers.

Although they applied to a Postal Clerk position, they were concerned about finding child
care that would fit within the work schedule.

Participant did provide their monthly job log to DVOP and VRgE staff showing the
positions they applisd for.

They did not attend the two employment workshops DVOP got them registersed for- job
searching skills and federal resume writing. They said they could not make the workshops
because of childcare issues.

Participant contacted DVOP to provide an update and stated they did not apply for the IT
position because it did not pav encugh and required them to work Z2nd shift at the
company's headquarters, which participant said would not work because of their kids.

WA FORM 23-102639, MAR 2024 Page 3
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SECTION VI: DVOP/AJIC CASE MANAGER'S JOB SEARCH ASSISTANCE:
INDIVIDUALIZED CAREER SERVICES; REFERRALS FOR SUPPORTIVE SERVICES; LIVER SUPPORT

25. DVOPIAJC CASE MANAGER'S JOB SEARCH ASSISTANCE
10/16/2024-DV0OP had initial meeting with participant. Discussed emplovment goal of cyber
security and participant states they prefer to work in this area but are willing to take
other IT positions in order to get their foot in the door with an organization.
Participant did state they do not have any certifications, just their degree in cyber
security. Participant prefers remote work but can work in an office enviromment if
needed. Participant does hawve school-age children and would like to work from home to cut
down on childcare costs. DVOP discussed programs that may be available through the AJC to
help pay for IT certifications and childcare assistance. 10/25/2024- DVOP spoke with
participant and sent them a vacancy announcement for a cyber security specialist with XYZ
Company that states they prefer certifications but will work with a new hire to cobtain
them. DVOP worked with participant to target their resume to reflect the skills in the
job announcement, which the participant did state they developed through group projects
while in school. 10/30/2024- INOP met with participant and referred them to an IT
position with ABC Company. Participant said they did apply for a postal clerk positicn
and DVOP explained that the postal clerk position is outside of their approved training
plan and would need to let the VEeE staff know. Participant stated the position was close
to home, day shift, and makes £55,000/vr which would help with childcare expenses. LDVOP
did meet with LVER to see if there are any upcoming job fairs, specifically for IT
positions, and LVER sent sewveral to DVOP. IWVOP provided this to the participant.
Participant attended a wvirtual one on 10/2B/2024.

SECTION VII: ADDITIONAL INFORMATION

20. REMARKS

WOP researched current wvacancies in cyber security and other positicons in information
technology and most do regquire certifications in addition to or in lieu of a degree. LWOP
spoke with the referring employment coordinator so further discussion could be had with
participant's voc rehab counselor. If VR&E is not able to pay for the certifications,

WVOP will talk to WIOAR staff to see what options are available.

Participant is willing to do an internship to get real world experience and DVOP
recommended participant look at various social media platforms, like LinkedIn, for
ocpportunities.

WOP also talked with participant about not attending the career workshops because of
childcare issues. DVOP asked participant what they would do if they were called for an
interview and the participant said they would figure something out. DVOP did make a
referral to Kids-R-Us to reach out to participant about childcare assistance they prowvide
and participant is waiting to be contacted. DVOP will follow up with Kids-R-Us in a few
days if participant still has not been contacted.

SECTION VIII: AUTHORIZED SIGNATURE

30. CASE MANAGER SIGNATURE (REQUIRED) 31. DATE SIGNED (M DDVITFD
=

PEMALTY: The law provides severs penalties (inchiding fine sndior imprisonment) fior willfully submitting sny statement or evidence of 3 material fact yon know to
be false. or for frandulent receipt of sy doomment you are not eattled to.

PEIVACY ACT NOTICE: VA will oot discless information collected o this form to amy sewrce other than what bas bean authorized undar the Privacy Act of 1974 or Tidle 38, Coda of
Fedemal Begulations 1.376 for rowtins wses (Le., civd or criminz] law enforcemeat, congessional commumications, epidemdiological or ressarch stadies, the colléction of monsy owed to the
Umited States, lifigation in which the United Statas is a party or has an intersst, the administration of VA prograns and delivery of VA benafits, verification of idsatity and statms, and persommal
administation) & identified in the VA systam of recards, 38VA21/2212E, Compensation, Pension, Education, and Vieteran Esadingss 2nd Employment Records - VA, published in the Fodaral
Register. ¥our obligation to respond is vobmtary.

RESPONDENT BURDEN: An agency may mot condact or spomsor, and a parsea is not required to respond to, 2 collection of informsasion exless it displays a cumrently valid OME contrel
zambar. The OMB centol nembar for this project i 2900-0935, and it expdres March 31, 2027. Peblic ropesting bexdan for this collecticn of information is estmated to 2verage 15 minetes
psr respondsnt, per year, including the tinw: for reviewing instuctions, searching existing data sowrces, gathenng and paintaining the data nesded, and completing and reviewing the collection
of information. Semd comments regarding this burden sstimate and any other spect of this collection of information, inclading mggestions for reducing the barden, to VA Reports Clearance
Officar at VACOPaparworkReduActFva gov. Pleass rafer to OME Comirol Mo, 2900-093% in any comrsspondence. Do not sand your completed VA Form 28-10289 to this aemil addreas.

VA FORM 26-10289, MAR 2024 Page 4
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Appendix D: Acronyms

The VETS and VR&E teams tend to use many acronyms, including those listed below.

AJC

DOD

DOL

DVET

DVOP

EC

ES

ESS

GAO

IEAP

IWRP

JWG

LMI

LMOU

MOU

NPWE

NVTI

oJT

PII

RAVET

ROI

SA

American Job Center
U.S. Department of Defense

U.S. Department of Labor

Director for Veterans’ Employment and Training

Disabled Veterans’ Outreach Program (Specialist)

Employment Coordinator
Employment Services

Employment Services Specialist
Government Accountability Office
Individual Employment Assistance Plan
Individual Written Rehabilitation Plan
Joint Work Group

Labor Market Information

Local Memorandum of Understanding
Memorandum of Understanding
Non-Paid Work Experience

National Veterans’ Training Institute
On-the-Job Training

Personally Identifiable Information

Regional Administrator, Veterans’ Employment and Training

Release of Information

State Agency
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SBA

SVA

SVPC

SWA

TAG

USC

VA

VARO

VETS

VRC

VR&E

VR&EO

WOTC

Small Business Administration

Secretary of Veterans Affairs

State Veterans’ Program Coordinator

State Workforce Agency

Technical Assistance Guide

United States Code

(U.S. Department of) Veterans Affairs

(U.S. Department of) Veterans Affairs Regional Office
Veterans’ Employment and Training Service
Vocational Rehabilitation Counselor
Veteran Readiness and Employment
Veteran Readiness and Employment Officer

Work Opportunity Tax Credit
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Appendix E: Timeline of VETS and VA Collaboration in VR&E

1995 VR&E and VETS concur that the successful readjustment of veterans with
disabilities into the civilian workforce is a mutual responsibility and concern. The
agencies sign their first Memorandum of Agreement (MOA).

2004 The VA creates a VR&E Task Force, which recommends that the Secretary of
Veterans Affairs increase the VR&E program’s employment focus, particularly in
relation to collaboration with VETS.

2005 VR&E and VETS revisit the MOA and policies to adjust for evolving service
delivery systems in the states. A new MOA is signed.

2008 VETS and VR&E implement a pilot project at eight locations to identify best
practices, develop common performance elements, improve reporting processes,
identify administrative barriers, and provide training to staff. The agencies
develop a Technical Assistance Guide (TAG) that delineates the roles and
responsibilities and describes the flow of participant referrals.

2012 In response to a request from Congress, GAO conducts a study of the VR&E
program that includes a survey of VA VR&E Employment Coordinators and
DOL VETS State Directors. GAO reports their recommendations for
improvement in GAO-13-29, dated December 13, 2012.

2016 VETS and VR&E sign an updated MOA and release an updated TAG and
tracking report to address the recommendations in GAO Report 13-29.

2020 VETS and VR&E revise the MOA to prioritize employer engagement, customer
experience, and training on apprenticeship and other paid and unpaid work
experience programs. The new MOA also highlights the use of LMI and other
state-generated data to guide VR&E participants’ selection of appropriate training
and employment opportunities.

2023 VR&E begins distributing cases through a nationally shared caseload system.
VETS and VR&E request each state assign a single point of contact for all VR&E
participant referrals. The agencies work toward standardizing protocols for
referrals and monthly progress reporting between VR&E staff and the
Employment Services Specialists (ESS) who serve them.

2024 The JWG works to revise and reestablish the MOA (renamed as an MOU) and
develops a draft VPL and TAG to align.

2025 VETS and VR&E sign a new MOU and release VPL 01-26 Coordinating and
Delivering Employment Services to VR&E Participants and this TAG.
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