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13.1
Overview
If the Veterans Employment & Training Service (VETS) is to be successful in maximizing employment opportunities and protecting the reemployment rights of veterans, Reservists, Guard members and other eligible persons, and in assisting employers to meet the challenges of the labor market, VETS must engage in outreach and media relations efforts to leverage support from the public, and always be an enthusiastic and reliable partner with its stakeholders.  VETS staff members at every level need to communicate to the public who we are and what we do as an agency.  

Within this Guide, VETS staff members will find an assortment of standardized messages and tools that have been used by various VETS staff in the implementation of effective outreach and public relations plans.  The guide provides templates and “best practices” examples of various types of presentations that can be replicated by state VETS staff members using their own state-specific information. 

This Guide is organized around descriptive overviews of each VETS program and area of responsibility.  For each program there are descriptions of some promotional strategies, and for some programs, lists of specific stakeholders.  It provides tips for dealing with the public information media, including guidance from the DOL Office of Public Affairs (OPA) for dealing with various media representatives and entities and creating public service announcements (PSA) and other media.  

This Guide is intended to be exemplary, not prescriptive or comprehensive, of the sorts of outreach and public relations efforts that can and should be carried out by VETS staff members to further the likelihood of the agency’s succeeding in its mission. 

VETS is a uniquely capable DOL agency, as it is the only DOL agency with a mission that includes both enforcement responsibilities and administration of employability development and referral programs.
13.2
Outreach to Congressional Members’ Home Offices
Every Member of the U.S. Congress, whether a Representative or Senator, has a constituent service operation carried out by staff persons located in the Member’s home office(s).  Depending on the size of the district or size of the state, and the seniority of a particular Representative or Senator, there may be more than one local office maintained by the Member to provide liaison with constituents.

The VETS agency and each Member have mutual interests in maintaining an effective, service-oriented relationship.  Individual veterans, Reservists, Guard members or other covered persons entitled to services or protections under the statutes enforced by VETS or programs operated by VETS’ grantees and other service delivery partners may contact his or her Representative and/or Senator either to inquire about a needed service, or to complain about a service provider and to request assistance.  Congressional Members and their local constituent services staff persons are always Stakeholders with respect to VETS programs and services.

If the Member’s staff persons have been well-informed by VETS staff who serve that area of the state regarding the scope of VETS’ responsibilities and how to contact VETS for assistance, there is an improved likelihood that an appropriate, expeditious referral on behalf of the inquiring veteran, Reservist, Guard member or other covered person will be made. 

On the other hand, if Congressional Members’ home office staff persons are not well-informed about VETS programs and staff members who serve their respective areas, there is a high probability that a referral or inquiry will be made to the wrong agency, perhaps to the Department of Veterans Affairs or to the ESGR, wasting everybody’s time and perhaps jeopardizing the rights or entitlements of individual veterans, Reservists, Guard members or other eligible persons.  

Helping Congressional Members’ staff persons responsible for constituent services do their jobs effectively and efficiently is a win-win-win situation, for the client, for the Member, and for VETS.  Maintaining effective liaison with Congressional Members’ home office staff persons must be a non-partisan effort, and of course, Hatch Act violations must be avoided.  (For a summary of Hatch Act principles, see www.labornet.dol.gov/html/Pol_Act_Guidance.htm).
DVETs should maintain up-to-date contact information for all Congressional Members’ home office staff persons who are responsible for constituent services, and should periodically initiate contact with those persons regardless whether inquiries or complaints have emanated from those offices, to keep them up to date regarding VETS programs and contact information.  A sample letter is included among the exhibits at the end of this volume.
13.3
Compliance Programs
13.3.1
Uniformed Services Employment & Reemployment Rights Act (USERRA)

The Department of Labor provides assistance to all individuals protected by the Uniformed Services Employment and Reemployment Rights Act (USERRA), 38 U.S.C §§ 4301-4335, including private sector, State, Federal and Postal Service employees.

USERRA became law in 1994, but its protections date back to a set of laws from the 1940s called the Veterans Reemployment Rights Act. 

The current USERRA Federal Regulations were first proposed in September 20, 2004, and the final USERRA Regulations, 20 C.F.R. Part 1002, were published on December 19, 2005.  The regulations are written in “plain-English” in a question-and-answer format that covers all aspects of USERRA as it relates to private employers and state and local governments, to further clarify the law.  

On October 10, 2008, the President signed into law Public Law 110-389, the “Veterans’ Benefits Improvement Act of 2008”, which included a number of changes to the manner in which VETS administers its USERRA program.  These changes include specified timeframes in which all efforts by VETS to investigate and attempt to resolve a USERRA complaint must be completed.  It also establishes specific time limits with regard to case referrals from DOL/VETS to the Department of Justice (DOJ) or the Office of Special Counsel (OSC).

USERRA establishes the cumulative length of time that an individual may be absent from work for military duty and retain reemployment rights to five years. There are important exceptions to the five-year limit, including initial enlistments lasting more than five years, periodic National Guard and Reserve training duty, and involuntary active duty extensions and recalls, especially during a time of national emergency.  USERRA clearly establishes that reemployment protection does not depend on the timing, frequency, duration, or nature of an individual's service as long as the basic eligibility criteria are met.

USERRA provides special protections for covered persons who become disabled while on active duty, requiring their civilian employers to make reasonable efforts to accommodate the disability.  Service members convalescing from injuries received during service or training may have up to two years from the date of completion of service to return to their jobs or apply for reemployment.

USERRA provides that returning service-members are reemployed in the job that they would have attained had they not been absent for military service (i.e., the “escalator" principle), with the same seniority, status, and pay, as well as other rights and benefits that normally accrue by seniority.  USERRA also requires that reasonable efforts (such as training or retraining) be made to enable returning service members to refresh or upgrade their skills to help them qualify for reemployment.  The law clearly provides for alternative reemployment positions if the service member cannot qualify for the "escalator" position.  USERRA also provides that while an individual is performing military service, he or she is deemed to be on a furlough or leave of absence and is entitled to the non-seniority rights accorded other individuals on non-military leaves of absence.

Health and pension plan coverage for service members is provided for by USERRA.  Individuals performing military duty of more than 30 days may elect to continue employer-sponsored health care insurance for up to 24 months; however, they may be required to pay up to 102 percent of the full premium.  For military service of less than 31 days, health care insurance coverage must be provided as if the service member had remained employed.  USERRA clarifies pension plan coverage by making explicit that all pension plans are protected. 

The period an individual has to make application for reemployment or report back to work after military service is based on time spent on military duty.  For service of less than 31 days, the service member must return at the beginning of the next regularly scheduled work period on the first full day after release from service, taking into account safe travel home plus an eight-hour rest period.  For service of more than 30 days but less than 181 days, the service member must submit an application for reemployment within 14 days of release from service.  For service of more than 180 days, an application for reemployment must be submitted within 90 days of release from service.

USERRA also requires that service members provide advance written or verbal notice to their employers for all military duty unless giving notice is impossible, unreasonable, or precluded by military necessity.  An employee should provide notice as far in advance as is reasonable under the circumstances.  Additionally, service members are able (but are not required) to use accrued vacation or annual leave while performing military duty.

If attempts at a negotiated settlement of a protected individual’s claim are unsuccessful following an investigation, the service member may have his or her claim referred to the Department of Justice for consideration of representation in the appropriate District Court, at no cost to the claimant.  Federal and Postal Service employees may have their claims referred to the Office of Special Counsel for consideration of representation before the Merit Systems Protection Board (MSPB).  If violations under USERRA are shown to be willful, the court may penalize the employer by awarding to the claimant a sum for liquidated damages equal to the amount of lost wages and benefits awarded to the claimant.  Individuals who pursue their own claims in court or before the MSPB may be awarded reasonable attorney and expert witness fees if they prevail.

Employees of intelligence agencies who are members of the classes of protected individuals under USERRA are supposed to be provided claims assistance by their respective agencies’ Inspectors General.

13.3.1.1
Strategies to Promote Compliance with USERRA
Outreach to employers is more important than ever today.  Understanding the USERRA statute is vital to the interests of both employers and the citizen soldiers who work for them.  As the federal agency that enforces the USERRA statute and also administers employment and training grant programs and promotes priority of service for veterans, Reservists, Guard members and other covered persons, VETS is uniquely capable of assisting employers in meeting their workforce needs in a challenging economy.

VETS staff members are encouraged to provide USERRA educational forums to employers and employer groups.  Partnerships with other DOL agencies that are involved in providing public information and technical assistance to employers, such as the Office of Federal Contract Compliance Programs (OFCCP) and Occupational Safety and Health Administration (OSHA), are encouraged as efficient and effective means of providing assistance to employers and promoting compliance with the law. 

Unlike the other “compliance” agencies in the USDOL, which only enforce laws for the protection of individuals, in addition to information and technical assistance regarding USERRA, VETS staff members can (and should) create opportunities to present to employers “full spectrum” information about the various employment and training programs applicable to Reservists, Guard members, veterans and other persons offered by the DOL, and how those programs can help the employers fulfill their workforce needs. 

VETS of course also has to work to ensure that veterans, Reservists and National Guard members know and understand their reemployment rights is a major responsibility for VETS staff members.  By establishing a solid, active partnership with stakeholders such as your State’s Adjutant General and the Department of Defense-sponsored Employer Support of the Guard and Reserves (ESGR) representatives, and being actively involved in mobilization and demobilization briefings that take place in each state, a well-rounded plan for informing service members can be realized.

VETS staff members should strive to establish a reputation as the USERRA subject matter experts who fairly treat both protected individuals and employers with an unbiased approach to enforcement of the statute.  Through strong public relations efforts, VETS staff members can build effective coalitions within the business and service member communities, and create a positive image for the agency in the eyes of the public.

13.3.1.2
USERRA Stakeholders

· Employers
· Veterans 

· Reservists
· Guard members

· ESGR volunteers

· Reservists’ and National Guard members’ families
· Veterans Service Organizations

· Reservist and National Guard associations
· Unions

· Governors, Mayors, and County Executives

13.3.2
Veterans Preference (VP) in Federal Employment

In recognition of the sacrifices made by those serving in the Armed Forces, Congress enacted laws to prevent veterans seeking Federal employment from being penalized because of time spent in military service.  By law, veterans who are disabled or who served on active duty in the Armed Forces during certain specified periods or in military campaigns are generally entitled to preference over non-veterans both in Federal hiring practices and in retention during reductions in force.

Preference applies in hiring for virtually all jobs, whether in the competitive or excepted service and provides a uniform method by which special consideration is given to qualified veterans.  The Office of Personnel Management (OPM) administers entitlement to veterans' preference in Federal employment under title 5, United States Code, and oversees other statutory employment requirements in title 5 and 38.  Veterans’ Preference laws do not, however, guarantee veterans a job, nor give preference to veterans in internal agency actions such as promotion, transfer, reassignment or reinstatement.

The Veterans Employment Opportunities Act (VEOA) of 1998 provides that a veteran or other preference eligible person who believes that his or her rights under any law or regulation related to veterans' preference have been violated may file a written complaint with the Veterans' Employment and Training Service (VETS).  If a person believes his or her eligibility for preference in the Federal government is not being extended for the purposes of hiring or a Reduction in Force (RIF), that person may file a complaint, in writing, to VETS, within 60 days of the alleged violation.  If VETS finds the case to have merit, the VETS agency’s responsibility is to try to negotiate a positive settlement on behalf of the claimant.

If resolution cannot be achieved within 60 days, the claimant may appeal to the Merit Systems Protection Board (MSPB), at which time VETS ceases all investigative activity.  Even if VETS determines the complaint to be without merit, the claimant still retains the right to appeal to the MSPB following receipt of the no-merit determination. 

13.3.2.1
Strategies to Promote VP

As is implied above, the Office of Personnel Management (OPM) is the federal agency charged with the responsibility to promulgate the rules and guidelines for Veterans Preference in federal employment.  

One way in which VETS promotes the usage and application of veterans preference is through maintenance on the DOL web site of the VP e-law advisor, at www.dol.gov/elaws/vetspref.htm.  VETS staff members in the field offices can and should include mention of that e-law advisor feature on the web site whenever an opportunity arises or can be created.  Newspapers often can use very brief articles to fill out small spaces in columns, e.g., a simple two-sentence paragraph such as “Veterans are entitled to preference in Federal hiring.  Any vet who thinks he or she was not properly treated can log onto www.dol.gov/elaws/vetspref.htm.”

13.3.2.2
VP Stakeholders

· Federal agencies
   

· Veterans


· Reservists and National Guard members

· Veterans specialists in One Stop service centers 

· VETS grantees staff 
13.3.3
Federal Contractors Program (FCP)

In accordance with Title 38, United States Code, Section 4212(d), the U.S. Department of Labor (DOL), Veterans' Employment and Training Service (VETS) collects and compiles data on the Federal Contractor Program Veterans' Employment Report (VETS-100 Report) from Federal contractors and subcontractors who have Federal contracts that meet the threshold amount of $100,000.  The VETS-100 reporting cycle begins annually on August 1 and ends September 30. 

The Jobs for Veterans Act (JVA; P.L. 107-288, enacted November 2, 2002), raised the VETS-100 reporting threshold from $25,000 to $100,000 for contracts awarded on or after December 1, 2003, and established the categories of veterans for which affirmative actions by Federal contractors are required to be taken: disabled veterans, other protected veterans, Armed Forces service medal veterans, and recently separated veterans.  In addition to reporting the numbers of persons in each of those categories hired each reporting year, Federal contractors and subcontractors must report the total number of all current employees in each job category and at each hiring location.

13.3.3.1
Strategies to Promote the Federal Contractor Program

One of the key requirements of the Federal Contractor Program is that employers subject to the law must list their job openings with the local state workforce agency job bank to facilitate referrals of veterans targeted by the law.  (See http://www.dol.gov/dol/allcfr/vets/Title_41/Part_61-250/toc.htm for specifics regarding this aspect of the program.) 

The DOL Good Faith Initiative for Veterans’ Employment (G-FIVE) Initiative (see http://www.dol.gov/esa/ofccp/regs/compliance/faqs/dir282faqs.htm) is a special effort by the Office of Federal Contract Compliance Programs to promote affirmative action for veterans by giving recognition to companies' good faith efforts and best practices to employ and advance veterans.  It is also intended to reaffirm OFCCP's commitment to ensure compliance with the requirements of the Vietnam Era Veterans' Readjustment Assistance Act, 38 U.S.C. §4212 (VEVRAA).  G-FIVE creates an incentive for federal contractors and subcontractors to increase their employment of and affirmative action for veterans, and strengthens partnerships between OFCCP and other agencies and veterans groups. 

Establishing collaborative relationships with the OFCCP representative(s) and local veterans program specialists in your state to make the G-FIVE Initiative a well-coordinated and well-publicized process culminating in recognition of companies deserving of public acclaim for their veterans employment records could be a highly productive public relations effort.

13.3.3.2
Stakeholders

· State Workforce agency local offices

· OFCCP representatives

· WIA board members

· Federal contractors and sub-contractors

13.4
Employment and Training Programs

13.4.1
Jobs for Veterans State Grants Program Highlights

The State’s Workforce Development Centers (aka One-Stop Career Centers) offer specialized employment and training services exclusively to eligible veterans under the Jobs for Veterans State Grants Program.  Under this grant program, funds are allocated to State Workforce Agencies to support two types of staff positions:

Disabled Veterans' Outreach Program (DVOP) Specialists.  These staff members provide intensive services to meet the employment needs of disabled veterans and other eligible veterans, with the maximum emphasis directed toward serving those who are economically or educationally disadvantaged, including homeless veterans, and veterans with barriers to employment.

Local Veterans' Employment Representatives (LVERs). These staff members conduct outreach to employers and engage in advocacy efforts with employer representatives to increase employment opportunities for veterans, encourage the hiring of disabled veterans, and generally assist veterans to gain and retain employment.

The Priority of Service concept.  The Department of Labor (DOL) has finalized new regulations implementing “priority of service” for veterans and eligible spouses, as provided by the Jobs for Veterans Act (JVA), and as specified by the Veterans’ Benefits, Health Care, and Information Technology Act of 2006.  Covered veterans must be given priority of service by all “qualified job training programs,” defined as “any workforce preparation, development or delivery program or service that is directly funded, in whole or in part, by the Department of Labor.” (See http://www.dol.gov/vets/E8-30166.pdf for the actual Regulations.)
13.4.1.1
Strategies to Promote JVA

The DVOP and LVER staff members employed under the JVSG are the key players in all of the employment and training programs administered by VETS.  One of the primary expectations to be fulfilled by VETS staff is to promote effective linkages (networking) of the DVOP and LVER staff with staff of all of the other programs and initiatives that VETS is involved in, e.g., the HVRP and/or VWIP grantees, Vocational Rehabilitation and Employment program staff, REALifelines program staff, military transition program staff (TAP), and so on.  VETS staff may have to act as “go betweens” to pave or smooth the way for establishing viable, effective working relationships among those agencies and organizations.  VETS staff are encouraged to become aware of the respective entities’ goals and objectives, identify commonalities and/or ways in which they can complement each other’s efforts, and strive to help them see the “win-win” possibilities of alliances on behalf of veterans and other covered persons.  Overcoming “turf” barriers to seamless services may be a VETS staff member’s greatest accomplishment.

In most states, the JVS Grantee has its own public information office, so direct involvement by VETS staff in such efforts may not be critical.  However, VETS staff may be uniquely suited to bring opportunities for public recognition to the JVSG; for example, many veterans service organizations at the state level conduct annual awards programs to honor and publicize extraordinary performance on behalf of veterans.  The VETS staff member might be instrumental in forging effective relationships between the VSO(s) and the JVS Grantee. 

13.4.1.2
JVA Stakeholders

· Army Career & Alumni Program
   

· Air Force Family Readiness Center


· Air National Guard

· Army National Guard


· U.S. Army Reserve
     

· DVA’s Voc Rehab & Employment Program Staff


· State Workforce Agency 

· Navy Fleet and Marine Corps Family Support Centers


· State Workforce Investment Boards

· Regular military post, National Guard, and Reserve transition coordinators

· Military Community Support Organizations (e.g., MWR, Military Spouse Networks, etc.)

· Chambers of Commerce

· HVRP grantees

· VWIP grantees

· REALifelines program contacts


13.4.2
Transition Assistance Program

Although experience shows that veterans generally enjoy a favorable employment rate in the nation’s job market, many veterans find it difficult to compete successfully in the labor market within the first four years following separation from the military. The TAP addresses many barriers to success and alleviates many employment related difficulties.

Title 38 U.S.C., Chapter 58, §§ 1142 and 1144 established a partnership among the Departments of Defense, Veterans Affairs, Homeland Security, and VETS to give employment and training information to armed forces members and their spouses within 24 months of retirement and 12 months before separation.

TAP helps service members and their spouses make the initial transition from military service to the civilian workplace with less difficulty and at less overall cost to the government. 

TAP consists of comprehensive 2.5-day workshops at selected military installations worldwide.  Professionally-trained workshop facilitators from the State Employment Services, Department of Labor contractors, or VETS’ staff conduct the workshops.

Workshop attendees learn about job searches, career decision-making, current occupational and labor market conditions, résumé and cover letter preparation, and interviewing techniques. Participants are also provided with an evaluation of their employability relative to the civilian job market and receive information on the most current veterans’ benefits.

Service members leaving the military with a service-connected disability are offered the Disabled Transition Assistance Program (DTAP). DTAP includes the normal three-day TAP workshop plus additional hours of individual instruction to help determine job readiness and address the special needs of disabled veterans.

Modified TAP workshops are a condensed version of the standard 2.5-day TAP and may only address certain components of the program, such as résumé writing and interviewing skills.  Since the presentation is condensed, these can be conducted outside of the forums where they are traditionally held, e.g., at a Reserve or National Guard center. 

13.4.2.1
Strategies to Promote TAP

Successful Transition Assistance Programs require an effective collaboration among VETS staff, TAP facilitators, the military transition officer/transition services manager and the host site.

It is important that VETS staff develop positive relationships with the military’s transition services managers and ensure that TAP facilitators are well trained.  Effective presenters are essential to providing a program that will achieve a high level of participation.  

The core outcome for participants is that they leave the military with the necessary knowledge of today’s workforce along with the skills to translate their military work/life experience into a highly marketable asset, which will make the transition from active military duty to a satisfying civilian career a success.  

By partnering with outside (civilian industry) subject matter experts and keeping up-to-date on labor market trends, VETS staff have a unique opportunity to influence public awareness of the benefits to hiring veterans.  This can be achieved through informal “meet and greet” type functions where transitioning service members can meet and learn about local employers and corporations with multiple employment locations.  

In addition to partnering with the transition professionals and base commanders at regular military posts, VETS staff should promote TAP to their State’s Adjutant General to address Reservists and/or active National Guard service members who may be retiring and/or separating but who are unable to attend a TAP site due to their duty locations.  Use of National, regional and local statistics regarding TAP can be beneficial when promoting the opportunity to provide mini-TAP classes to these non-traditional venues.

Other venues to promote TAP — both participation in the workshops and hiring of TAP graduates — are at various statewide workforce summits, attendance at state workforce development boards, Chamber of Commerce events, etc.

13.4.2.2
TAP Stakeholders

· Military Transition Service Centers 

· State Workforce Agency/JVS Grantee

· Corporate and local employers

· Chambers of Commerce

13.4.3
Vocational Rehabilitation & Employment (VR&E)

The Department of Veterans Affairs (DVA) Vocational Rehabilitation and Employment (VR&E) Program and the Department of Labor (DOL), Veterans’ Employment and Training Service (VETS) concur that the successful readjustment of veterans with disabilities into the civilian workforce is a mutual responsibility and concern.  In order to advance, improve and expand the employment opportunities for veterans with disabilities, in August 1995 the first Memorandum of Agreement (MOA) between the agencies was signed.

The focus of the joint effort is to assist eligible veterans, particularly service-connected disabled (SCD) veterans who have improved their job readiness by participation in a program of vocational rehabilitation under 38 United States Code (38 U.S.C.), Chapter 31, obtain gainful employment.

Beginning as early as possible in the rehabilitation process, including orientation and initial labor market analysis, VETS and VA VR&E agree to improve employment outcomes for all vocational rehabilitation program participants by enabling local representatives from both parties to take a team approach to job development and placement activities.   

Members of each employment team will include the VA VR&E Case Manager, VA Employment Coordinator or Employment Specialist, a Disabled Veterans Outreach Program (DVOP) Specialist or One-Stop Career Center (OSCC) staff person and the VA VR&E participant.  All VA VR&E participants will be advised of the benefits of registering for employment assistance and will be encouraged to register with their State Workforce Agency (SWA).  

To promote these efforts, the participants and local representatives from both organizations are required to establish and maintain an effective mechanism for referral and service delivery. 

The specific roles and responsibilities for the service delivery partners are described in the Technical Assistance Guide (TAG) dated September 2008, which can be found in Attachment 3 to VPL 01-09 in the VPL Directory at www.dol.gov/vets/vpls/VPLDirectory.htm. 

13.4.3.1
VR&E Strategies

A unified team approach and partnership between the DVA VR&E, VETS, and SWA staff members is fundamental to a seamless, positive experience for Chapter 31 veterans as they move through evaluation, training, job search, and employment.  A true partnership capitalizes on the strengths of the involved agencies and fosters the ideals of exemplary customer service. 

This joint effort should focus collaborative efforts on getting the “word” out about the program and assist in establishing an effective partnership between the two agencies involved in the actual delivery of services.  Only through effective communication and coordinated efforts from all agencies involved will it ensure these disabled veterans receive the most comprehensive, efficient, caring and professional service possible. 

13.4.3.2
VR&E Stakeholders

· State Workforce Agency (particularly DVOP staff)

· VA VR&E staff

· VETS Staff

· State Vocational Rehabilitation Agency

· Employers 

13.4.4
Recovery and Employment Assistance Lifelines (REALifelines)
This initiative began in late 2004 as a joint project of the U.S. Department of Labor, the Bethesda Naval Medical Center and the Walter Reed Army Medical Center.  The objective is to create a seamless, comprehensive and personalized assistance network to provide individualized job training, counseling and employment services to each individual veteran (or soon-to-be veteran) who was seriously injured in the War on Terrorism.

In addition, job training and employment services will also be made available to spouses in families that have suffered an active duty casualty, as well as to family members who have temporarily left their jobs to be with their loved ones during recovery.

A key part of REALifelines are the services available at the Department of Labor’s nationwide network of One Stop Career Centers that Regional Coordinators located at the military’s Major Treatment Facilities can connect the service members to, through VETS staff in the service member/veteran’s home state. Regional Coordinators would refer the service member to the VETS staff in the REALifelines (RLL) candidates’ home state for further assistance.

13.4.4.1
Strategies to Promote REALifelines

To ensure that a seamless transition occurs for the REALifelines (RLL) candidates, VETS staff in each state should develop a cooperative connection between VETS staff, the RLL Coordinator and the veteran prior to the veteran returning to their stateside home.

State DVOP/LVER staff should be made aware of the REALifelines initiative and be involved from the beginning in whatever assistance may be necessary to facilitate the best possible transition for each RLL participant.

If your state has a Warrior Transition Battalion (WTB) and/or Unit, this may be accomplished by co-locating a DVOP at the WTB.

If the military posts in your state are using the traditional “Medical Hold Company” as a transitory unit for service members pending medical board evaluations, then VETS staff should establish a relationship with the “warrior transition” services team.  

Education about RLL shouldn’t stop with the medical and transition staff; it should expand to the Veterans Administration Hospitals and state DVOPs and LVERs.  In doing so, VETS can ensure that seriously injured and wounded service members have access to additional resources and those resources are aware of RLL as they make the transition from active military service to positively contributing members of society.

13.4.4.2
RLL Stakeholders

· Major Treatment Facilities


· Warrior Transition Battalion and Units

· DVOP/LVER 
· State Commission on Veterans’ Affairs

· State Vocational Rehabilitation


· Veterans’ Benefits Administration (VR&E)

· Warrior Internship Network (WIN) 
· HVRP/VWIP Grantees

13.4.5
Veterans Workforce Investment Program (VWIP)
The statutory intent of the Workforce Investment Act, P.L. 105-220, Section 168, Veterans Workforce Investment Programs (VWIP), is to support employment and training programs, through grants or contracts, to meet the needs of veterans with service-connected disabilities, veterans who have significant barriers to employment, veterans who served on active duty in the armed forces during a war or in a campaign or expedition for which a campaign badge has been authorized, and recently separated veterans.

The VWIP program is administered by the Office of the Assistant Secretary for Veterans' Employment and Training (OASVET).  The annual funding for VWIP is authorized by legislation and derived as a percentage of the total annual Workforce Investment authorization.  Most of the appropriated funds are used to support grants awarded to eligible entities through a competitive, Solicitation of Grant Applications (SGA) process.  The period of performance for these grant funds run on a fiscal year with two (2) optional years of additional funding available, depending upon: Congressional appropriations, the agency’s decision to exercise the optional year(s) of funding, and satisfactory grantee performance.  Eligible entities include: state and local governments; private and not-for-profit organizations including community based and faith based organizations.

VWIP focuses on two objectives: (1) services to assist in reintegrating eligible veterans into meaningful employment within the labor force; and (2) to stimulate the development of effective service delivery systems that will address the complex employability problems facing eligible veterans

These programs can provide for, but are not limited to, training (formal classroom or on-the-job training), retraining, job placement assistance, and support services, including testing and counseling.  Grantees may choose to supplement the core training by offering other services that also enhance the employability of participants.  These programs complement services generally provided by States through mainstream Workforce Investment Act program operators under Title 1, and the Wagner-Peyser Act.

Veterans may also be eligible for services under other WIA titles, which authorize assistance to economically disadvantaged or dislocated workers with employment, training, and other workforce development services.  VWIP allows for specialized employment, training and educational resources to be tailored to meet the needs of the specific target populations of veterans served.  In many programs, minority, female, economically disadvantaged, homeless and/or disabled veterans can be targeted to receive these specialized resources.  Projects that enhance direct veterans' training-related services, that emphasize service to sub-categories of the eligible veterans target groups, and demonstration or research projects that are considered unique or innovative receive priority consideration.

13.4.5.1
Strategies to Promote VWIP

The initial steps to promoting anything is to understand the product, recognize the value and know which audience could benefit the most from the product.  VWIP grants are competitively awarded, so it is especially important that VETS staff at the state level actively promote awareness of the VWIP grant program so that when a Solicitation for Grant Applications (SGA) is announced by the National Office, potential grant operators are prepared to apply.

The audience in this case would be those agencies that are eligible to apply for the funding and already have an established infrastructure to be able to serve the veteran population.

By understanding which agencies within your state currently provide similar services, identifying any potential gaps in services and recognizing the level of need, such as the size of the veteran population, you then can begin to identify potential grantees.

As VETS staff attend various veteran and employment related events throughout the year, talk to the organizations in attendance about the program and provide them with the informational brochures.  Maintain contact throughout the year to provide updates and notifications regarding the SGA. 

Note: Once the Solicitation of Grant Applications has been announced, VETS can no longer have any involvement with applicants, beyond basic information regarding accessing the SGA online.  Each region has two members serving on the Competitive Grants Expert Team (CGET) who represent their regions as subject matter experts.  Questions regarding these grants can be addressed through the GOTR at the state level and/or the CGET team members in your region.

13.4.5.2
VWIP Stakeholders

· State Workforce Agencies
· Non-Profit Social Service Agencies

· Faith-Based Organizations

· Educational Organizations/Entities 
· Veteran Service Organizations

13.4.6
Homeless Veterans’ Reintegration Program (HVRP)

The purpose of the Homeless Veterans' Reintegration Program (HVRP) is to assist in reintegrating homeless veterans into meaningful employment within the labor force and to stimulate the development of effective service delivery systems to address the complex problems facing homeless veterans.

HVRP was initially authorized under Section 738 of the Stewart B. McKinney Homeless Assistance Act in July 1987.  It is currently authorized under Title 38 U.S.C. Section 2021, as added by Section 5 of Public Law 107-95, the Homeless Veterans Comprehensive Assistance Act of 2001.  Funds are awarded on a competitive basis to eligible applicants such as: State and local Workforce Investment Boards, public agencies, for-profit/commercial entities, and non-profit organizations, including faith based and community based organizations.

Grantees provide an array of services utilizing a case management approach that directly assists homeless veterans as well as provide critical linkages for a variety of supportive services available in their local communities.  The program is "employment focused" and veterans receive the employment and training services they need in order to re-enter the labor force.  Job placement, training, job development, career counseling, and resume preparation are among the services that are provided.  Supportive services such as clothing, provision of or referral to temporary, transitional, and permanent housing, referral to medical and substance abuse treatment, and transportation assistance may also be provided to meet the needs of this target group.

Since its inception, HVRP has featured an outreach component using veterans who themselves have experienced homelessness.  In recent years, this successful technique was modified to allow the programs to utilize formerly homeless veterans in various other positions where there is direct client contact such as counseling, peer coaching, intake, and follow-up services.

A unique feature of the HVRP is support of “Stand Down” events.  A “stand down” is a local community event held usually for 1 to 3 days, where a variety of services and referrals for services are provided on-site to homeless veterans – mostly an all volunteer effort.  It is an outreach effort that provides a “safe haven” for homeless veterans to be able to seek services and receive basic health and hygiene products.

Funding for these events are up to $10,000 and grantees are expected to allocate a portion of their grant funding for such events.  In addition to HVRP grantees, other organizations may apply for these funds as a separate and stand-alone event.

13.4.6.1
Strategies to Promote HVRP

Similar strategies used for promoting the VWIP grants are applicable for promoting the opportunities that may become available through the HVRP and individual Stand-Down Events grants.

The audience may be slightly different since the emphasis is on helping homeless veterans get and retain jobs and while the primary focus remains employment, the goal is to enhance self-sufficiency.  This is accomplished through many linkages and coordination with various veterans' services programs and organizations.  

In order to successfully promote this program, it is essential for each DVET to have a solid understanding of their state’s current veteran homeless population, barriers, available resources and organizations/service agencies that currently provide similar services to homeless persons in general.

13.4.6.2 HVRP Stakeholders

· State Workforce Agencies


· Workforce Investment Boards



· Veterans service organizations


· Faith Based Agencies

· Department of Veterans Affairs


· Housing and Urban Development


· Health and Human Services
     

· City or County Agencies



· Private Non-Profit Agencies

13.5
Other Initiatives

13.5.1
HireVetsFirst 

HireVetsFirst (see www.hirevetsfirst.gov) is a website created to facilitate hiring veterans of America's military. Employers and veterans (or transitioning members of the military) may find valuable resources available on this site.
13.5.2
America’s Heroes at Work

America’s Heroes at Work is a U.S. Department of Labor (DOL) project that focuses on the employment challenges of returning service members living with Traumatic Brain Injury (TBI) and/or Post-Traumatic Stress Disorder (PTSD).  The project equips employers and the workforce development system with the tools they need to help returning service members affected by TBI and/or PTSD succeed in the workplace - particularly service members returning from Iraq and Afghanistan. 

America’s Heroes at Work is managed jointly by DOL's Office of Disability Employment Policy (ODEP) and Veterans' Employment and Training Service (VETS) in collaboration with other federal agencies engaged in TBI and PTSD programs, including the Departments of Defense, Veterans Affairs, Health and Human Services and Education, the Small Business Administration, the Social Security Administration and others. 

(See the web site at www.americasheroesatwork.gov). 

13.6
Office of Public Affairs (OPA)

The purpose of this chapter is to assist you in your efforts to publicize the many noteworthy things that the Veterans’ Employment and Training Service (VETS) does for veterans, National Guard members and reservists in your area.

This chapter explains how the Department of Labor (DOL), regional Offices of Public Affairs (OPA), can assist you.  It also provides useful information when dealing with the media, drafting press releases and speeches, preparing for interviews with the media, and coordinating community outreach.

There are several appendices at the conclusion of this Volume with templates and examples for your use.

OPA national office is the final authority for approval and issuance of news releases for DOL agencies, including VETS.  While VETS staffs are highly encouraged to draft releases for programs and events, the releases shall not be issued to the media by your office.  It is required that the draft release be submitted to the appropriate OPA regional office so the draft release can go through the DOL press release clearance process, receive final approval from the OPA national office, and be issued by the OPA regional office.  All draft releases should be sent to your OPA regional office two weeks before they need to be issued.  This will help ensure that final OPA NO approval is secured in time to meet your deadlines.
Please contact the appropriate OPA regional office (listed below) for assistance with all public affairs matters.

Region I — Connecticut, Maine, Massachusetts, New Hampshire, New York, Rhode Island, Vermont, Puerto Rico, and Virgin Islands

Office of Public Affairs
U.S. Department of Labor
JFK Federal Building, Room E-120
Boston, MA 02203
(617) 565-2072

Region III — Delaware, District of Columbia, Maryland, New Jersey, Pennsylvania, Virginia, and West Virginia

Office of Public Affairs
U.S. Department of Labor
170 S. Independence Mall West, Suite 633 East
Philadelphia, PA 19106-3305
(215) 861-5100

Region IV - Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina, South Carolina, and Tennessee

Office of Public Affairs
U.S. Department of Labor
Atlanta Federal Center
61 Forsyth St. SW., Suite 6B75
Atlanta, GA 30303
(404) 562-2080

Region V — Illinois, Indiana, Michigan, Minnesota, Ohio, and Wisconsin

Office of Public Affairs
U.S. Department of Labor
230 S. Dearborn St., Room 3192
Chicago, IL 60604
(312) 353-6976

Region VI — Arkansas, Louisiana, New Mexico, Oklahoma, and Texas

Office of Public Affairs
U.S. Department of Labor
525 Griffin St., Room 734
Dallas, TX 75202
(972) 850-4708
Region VIII — Colorado, Montana, North Dakota, South Dakota, Utah, and Wyoming

Office of Public Affairs
U.S. Department of Labor
1999 Broadway, Suite 1640
Denver, CO 80202-5716
(303) 844-1300

Region IX — Arizona, California, Nevada and Hawaii (including the outer Pacific islands)

Office of Public Affairs 
U.S. Department of Labor 
90 7th Street, Suite 2-650 
San Francisco, Calif. 94103 
(415) 625-2630 or (415) 625-2631

Region X — Alaska, Idaho, Oregon, and Washington

Office of Public Affairs
U.S. Department of Labor
1111 Third Ave., Suite 930
Seattle, WA 98101
(206) 553-7620
13.6.1
Media and Public Relations

Public affairs involves the open dissemination of information to the media and public about an issue or activity.  OPA encourages an active approach to public affairs, characterized by announcing an event or addressing an issue through media advisories; news releases; personal contacts; news conferences; or other forms of public presentation.  Public affairs also involves an appropriate response to media inquiries.  The following are public affairs practices of VETS. 

13.6.2
Working with OPA
OPA national office is responsible for formulating and implementing public affairs policies, guidelines and standards regulating all aspects of DOL public affairs activities.  Information on OPA can be found at the following website: http://www.labornet.dol.gov/DCS_FileSystem/DLMS5Information/dlms5_0500.htm#500
VETS, in cooperation with the OPA national office Director for VETS, is responsible for independently planning, developing and implementing a full range of public affairs activities in support of its programs in the most effective manner possible.

How can the OPA regional office assist you?

Radio, TV and Newspaper Interviews.  The VETS regional office shall be informed in advance when a DVET has been requested or scheduled to appear on radio or television, or interviewed by a newspaper or electronic media.  Such appearances must be approved by the VETS regional office.  

All radio and TV scripts prepared by VETS must be cleared by OPA.

Speeches, Testimonies and Statements.  All speeches, testimonies and statements to be issued to the media shall be submitted to the OPA regional office for clearance. The VETS regional office shall be copied on all submissions.
The OPA regional staff will review and coordinate distribution with the originating office.

Spokespersons.  The OPA Regional Director for Public Affairs or the public affairs specialist, as their alternate, is the voice of the Department to regional media representatives as well as national and international media representatives that contact VETS or OPA for VETS information.

Advice and Guidance.  The OPA regional staff will provide advice and guidance to VETS regional staff and DVETs on matters of public information, policy development and program coordination with public information implications.  The OPA regional staff will keep the VETS regional staff informed of public and media reactions to VETS programs and policies.

News Releases.  DVETs will provide the OPA regional staff with information to permit localization of national stories and give enough lead time to allow for simultaneous national and regional issuances.  The OPA regional staff will clear and transmit this information to VETS regional staff and DVETs.  VETS regional news releases will be prepared and issued by OPA regional offices.
Draft News Releases Initiated by DVETs.  Draft news releases should be accurate, concise, direct, and informative and avoid technical language. The lead paragraph should summarize the news.  News impact and high standards of quality in style, grammar, conciseness and proper focus are primary criteria.  Draft news releases shall be submitted to the VETS regional office for review and approval, prior to forwarding to OPA regional staff for clearance. 

Interviews.  The best way to sell most things is face-to-face.  People trust and value local contacts, community, and neighborhood individuals.  There is no one at the VETS national office or region who is more important to the success of our programs than you.

We have a story to tell.  Young men and women from your community are coming home having done extraordinary things, and they’re bringing with them the qualities that every employer hopes to find when they look for new employees.  The editors of local papers will probably be willing to listen, or have a reporter listen to you talk about people from their community returning from doing a remarkable job for our country, who are now looking to do a remarkable job in their community.

Editors are busy, so be prepared to make your pitch very succinctly.  Before you make a call, prepare.  You already have material indicating not only how important it is for employers to hire veterans, but also the value to employers who do so.  Once you’ve called the local media and they’ve indicated an interest in doing a story on returning veterans and the kinds of skills they bring to employers, it’s time for the interview.  What you’ve accomplished so far is that you’ve created an interview opportunity for yourself and now it’s time to make the most of it.  The materials you’ve collected preparing for an interview will provide solid answers to the questions you’ll encounter.  You believe in your product, so now all you have to do is relax, be yourself and make the point that veterans are an employer’s best bet.  

Select a few points to return to throughout the interview.  Establish and repeat three or four items that bring home your point.  Identify the points you feel most comfortable making or you most strongly believe.  You can’t go wrong by stressing the incredible technical training today’s service members receive, their remarkable ability to perform under pressure, their leadership skills and integrity, and their proven ability to work as a team, while understanding and respecting organizational structure and procedures.  

It’s also important that you stick to the issue.  You may be asked questions outside the scope of your responsibilities, or to give your opinion on politics or the conflict from which the veterans are returning.  You can indicate that the important thing is that we recognize that the young men and women leaving the service have done a remarkable job and are remarkable people, absolutely the best kind of people to hire.  Do not comment on other issues. 

Daily newspapers often have larger readerships.  Community and weekly papers are also excellent sources to mine.  Many weeklies feature a columnist looking for material.  Consider calling that columnist and ask them to help you tell the community about why it’s a good idea to hire veterans.  The hook in that pitch is that we’re talking about veterans who are their friends and neighbors, returning to the community.

You also have opportunities to speak before business and professional groups.  You can use a newspaper business calendar to advertise your speech and to send out the messages.  If you’re not familiar with the business calendar, you’ll normally find it near the back of the business section.  Most newspapers also publish directions on how to make submissions to the calendar, but if not, simply call the paper and ask.  Submit your materials as far in advance of the event as possible.  Many larger dailies require that submissions be made anywhere from two weeks to a month in advance of the event.  Also call the call the paper and invite reporters to cover your speech, if the hosting organization has no objection.  Appendix I provides media samples.

Digital Photography.  Digital cameras allow you to enhance your article by submitting photographs to illuminate or illustrate the main points of your article.  Be sure when you first talk to the editor or reporter that you mention the availability of your own photographs, and inquire whether or not they wish to receive digital copy.  

To prepare to take photos that get published, pay special attention to the photos that appear in periodicals that you think might be interested in articles about veterans.  Try to emulate those photos when you attend an event (e.g., a veteran service organization’s job fair, a stand down, or a visit to a REALifelines participant’s counseling site by a DVOP staffer), or visit a place of service (e.g., a Homeless Veterans’ Reintegration Project center or a JVSG One-Stop office).

13.7
Dealing with the media

Contact the OPA regional staff for assistance with all public affairs issues.

13.7.1
Media Inquiries

Responses to all media calls or opportunities should first be discussed by VETS staff members with the staff members of the OPA regional office prior to any discussion with the media.  VETS personnel receiving calls from media should determine what questions or issues the reporter would like to discuss, and then advise the reporter that they will receive a return call. (See Section 13.6.2)  

There are three types of media inquiries that you may encounter: general, opportunity and investigative.  

General inquiries are initiated by reporters looking to fill out a somewhat related story, or as personal background.  For example, a reporter doing a piece on an individual who happens to be a veteran might want to know the unemployment rate among veterans or whether there might be job benefits that the individual could qualify for.  Ask the OPA region staff to insure that consistent answers are provided and to determine if similar inquiries may have been made recently, a fact that might indicate the inquiry is something more than just general.  This ensures message alignment.

Opportunity inquiries are those from reporters or broadcast producers looking for an informed guest or interview subject to discuss, in general, the VETS laws and programs.  These media inquiries could be generated from VETS/OPA nationally or from a regionally-distributed news release.  Often these inquiries, or invitations to appear, may be generated as a result of the excellent work you’re doing in your community.  They are clearly non-confrontational and you likely know who provided your name to the reporter and why the reporter is interested in having you as a guest.  The OPA regional staff appreciates knowing of these opportunities as it may provide OPA with regional or national interview targets in the future.  It also provides OPA with the opportunity to discuss interview topics and share knowledge (i.e., learn from you) about the program you are going to discuss.

Investigative inquiries can be trickier, but may also provide excellent opportunities to clarify and correct mistaken notions about your work, and about the outstanding accomplishments of VETS.  In rare cases, the inquiry comes as a result of a complainant who filed with VETS but is not satisfied with, or does not understand the outcome.  On occasion, inquiries are initiated with the reporter by individuals who do not know to contact VETS for assistance.  There are other cases where local job training programs or other service providers are being examined and veterans may be receiving training, or where political issues may be the driving force.  In any case, OPA may already have knowledge which can be shared with you and needs to know if potentially negative press might be suspected.  Decisions that will be discussed include who will respond, what legal issues are involved and how those issues dictate a particular response, and what course of action besides dealing with the individual reporter should be initiated. 

13.7.2
Working with Radio and Television

Radio and television offer similar opportunities but require different approaches.  For the most part, radio is an easier sell both for interview programming and for public service announcements.  Radio, particularly with talk or news formats, has considerably more time to fill and your chances of finding interview opportunities is increased.  

Approach the target radio station’s public service director and provide him with public service announcements (PSAs) that can be read by on air personalities during the day.  In smaller markets, you may find that the public service director will double in the programming area and may offer you an opportunity to be interviewed.  Before making a call, you’ll want to prepare in the same manner you prepare for print media.

It’s more likely that the public service director does not double as the program director.  You can still ask the public service director what programming area at the station might be willing to interview you on the subject of hiring returning veterans.  The public service director may refer you directly to a producer, or more than likely will suggest you call the programming director.

Calling the program director is much like calling the news editor at your local daily paper.  The program director will know where your story is likely to fit and can suggest the best show for your appearance, as well as put you in touch with the producer for that show.  

An advantage you have in appearing as a radio guest is that you have the opportunity to listen to the show prior to appearing.  This will give you an idea of what type of questioning to expect, and how to handle questions that might lead you away from the main points you want to make.  Once again, you’ll want to define a few key points you intend to make and return to those points as often as possible.

Television, even in the smaller markets, is a more difficult medium to penetrate.  Television offers the same kinds of opportunities, primarily public service announcements and locally programmed talk shows.  As in radio, you’ll want to make your first call to the public service director and determine what format they prefer for PSAs.  In television, as in radio, you’ll find some public service directors who are happy to take typed submissions from you so that their in-house talent can read them, or sometimes they will run short spots on a scrolling screen they may call a community calendar.  This is a much more common practice in smaller markets.

Again, ask the public service director if there might be interview opportunities for you on any local programming.  As in radio, you may be referred to the programming director or directly to a producer.  In both cases, don’t forget to get in touch with the news director.  You’ll want to be certain that the news director is on your list for newsworthy events, such as the mayor proclaiming October or November as the city or town’s Hire Vets month.

13.8
Community and Media Relations

13.8.1
Media outreach

It is important that the general public understand what VETS has to offer and has accomplished.  Reaching out to the general public through the media provides the opportunity to establish VETS as a major ‘brand’.  The importance of this is that any new products, Congressional created or VETS initiated, are placed under the umbrella of this existing brand.  This greatly enhances the ability to build market awareness and acceptability since the brand – that is, VETS – is well established and respected.  VETS is itself a product of the larger brand known as DOL, but for the purposes of the various communities you serve, establishing VETS as the key brand is more important.

Whether you decide to reach out to media for a specific campaign, or whether there is a specific community that you feel needs education on the value of hiring veterans and the services you provide, the challenge will always be to let community members know the facts about veterans and VETS programs. 

In all cases, it is imperative that VETS offices inform regional OPA when they contemplate talking with media or when they plan to have information published or broadcast.  This will benefit VETS because these clips will be sent to the OPA national office for use in a news clip package submitted to the Secretary and department leadership.  Good news is appreciated.

13.8.2
The Special Event Campaign– Creating the News

The media suggestions and tips offered in this section are all tools may want to include in a larger endeavor, described as special event marketing.  You have compelling products to market, but a little local packaging of those products will allow them to go further than the one-size-fits-all packaging that comes out of the VETS national office or regional office. 

Governors and legislative bodies often declare a week or a day or a month as one thing or another, and it’s seldom that we hear about them.  This occurs in big cities as well, when the mayor issues a proclamation, and even in smaller ones.  The problem is not with the idea that a political leader is asking citizens to honor some event, person, or idea.  The problem is with the idea that a proclamation alone will garner attention.  It probably won’t.

A proclamation can be a center piece for a local media campaign, particularly in a smaller market and lead to positive results.  Convincing the mayor to participate with a proclamation is only the beginning.  Convincing the mayor and others to take that proclamation and give it meaning is the make-or-break piece for this special event.

This section suggests ideas that may get the ball rolling.  You know the communities you serve better than anyone.  Your own ideas will undoubtedly be the best.

When the Mayor agrees to sign, that’s when to begin your planning.  Hopefully, you build a media and civic event around the signing itself.

Imagine the Mayor seated at his desk, pen poised, flanked by representatives from local veterans groups like Employer Support of the Guard and Reserves (ESGR), the Veterans of Foreign Wars (VFW), and members of the employer community, and perhaps the local Chamber of Commerce president.  This would be an excellent photo op for the local newspaper, and if you have television stations located in the community, it could be a great story for them also.  This is particularly true if you have troops recently returning.  Guardsmen or Reservists just back from overseas is an excellent reason for a community to get together to say thanks, and what better way than by having the community rally together to see that these friends and neighbors find work?  

When you pitch the idea of a mayoral proclamation to his staff or directly to the Mayor, present the entire package.  Make certain it’s understood how significant this proclamation can be, and that this is an event that everyone in the community will understand and appreciate.  

The Commander of the local VFW, or American Legion post, or both; the Chamber president; or head of the local manufacturing association; and similar dignitaries, could be a part of the signing ceremony.  The mayor and his staff will probably be the best sources for suggestions on who to invite, and asking their assistance will give them ownership in the project.  The conversation you have with the mayor’s staff about putting on the media event also gives you an opportunity to take it a step further.  Would the Streets Commissioner agree to place signs and bumper stickers on municipal property, announcing the event?  Will contractors, garbage disposal services for example, agree to come on board to get the word out?  Let your imagination go on this one!  There are as many excellent ways to get the message out without the media as there are departments in the city.  This kind of campaign is commonly called guerrilla marketing, and it works.  

13.8.3
Achieving coverage at the event

Appendix I has several sample draft news releases and media advisories, including one media advisory that can be used to invite media to cover your proclamation signing event.  The best way to get the attention your event deserves is to hand deliver the media advisory to the decision makers in the media who will send reporters to cover the story.  At the local newspaper, you’ll want to see the city editor or, if they have one, the city government beat reporter.  At radio or television stations, you’ll want to get your material directly to the assignment editor.

If all else fails, you can certainly fax or e-mail the story to the local media, and then follow-up with telephone calls to be certain media is aware of the event.

If you’re able to talk face-to-face with a decision maker at the local newspaper or broadcast outlet, offer them the chance to participate in a more active manner.  Covering the proclamation signing is a onetime event, but can they work with you to develop activities that will keep the message alive during the entire month?   Perhaps the daily paper will provide space for a simple VETS message on the business page every day.  Radio or television stations might be interested in running a short public service announcement that mentions the value of hiring veterans, such as the sample PSA in this kit.  Make the offer and you may be pleasantly surprised at the result.

13.8.4
Speaking Engagements

You’re more than likely very familiar with the rubber chicken circuit and have likely addressed most or all of the influential groups in your area at one time or another.  If you haven’t lately, though, the month during the Mayor’s proclamation is an excellent time to get yourself on the speaking agenda at monthly meetings of these groups.  While veterans’ organizations and employer groups such as chambers of commerce are naturals for this pitch, don’t neglect organizations like the Rotary, Elks or Lions.  

Think of these speaking engagements as more than just an opportunity to address the people in attendance.  Will their leadership agree to post signs and informational material in their offices?  Would their members be willing to display bumper stickers or other supportive material as part of the wider community effort?  Let your imagination go, and knowing the community the way you do, you’re certain to hit upon the best way to take your message beyond the group you’re addressing.

Speaking engagements are also an opportunity for media involvement.  As soon as you accept a speaking engagement, ask the organization if they object to having their meeting listed in the business calendar of the local newspaper.  A sample of this type of announcement is in Appendix 3.  Be warned, however, that most business calendars require materials to be submitted at least two weeks prior to the event.  If the organization you’re addressing has no objection, feel free to invite media to cover your remarks.  The chances of such coverage are not very good; however, it’s still worth mentioning to the news desk or assignment editor.

13.8.5
Promotional Items

Think of it…giant lettering on village water towers that says HIRE VETS.  How about every municipal vehicle in the city’s fleet with a bumper sticker that says HIRE VETS?  What about a billboard on the outskirts of town that says something like: 

 Acme Corporation of Bloomington Hires the Best:  

HIRE VETS!

There are many good ideas on promotional items for promoting the various programs that VETS provides.  Don’t stop with your Mayoral Proclamation and public service announcements, but brainstorm how you can partner with your community; employer clients and with pubic officials (County Officials, Mayor and perhaps the Governor).  Doing so will help you add to that list.  

13.9
Veterans Service Organizations

The national Veterans’ Service Organizations (VSO) such as the Veterans of Foreign Wars, the American Legion, the DAV, and AMVETS among many others can provide the DVET with an effective and efficient means to “get the word out” about the agency’s programs and agenda.

The U.S. Department of Veterans’ Affairs compiles a yearly Directory of Veterans Service Organizations, which can be viewed at http://www1.va.gov/vso/.

Viable marketing can be initiated through the Veterans’ Service Organizations.  Contact with the Department headquarters of each VSO within a state will greatly enhance the visibility and general understanding of the issues directly affecting the veterans of any state.

Some VSOs also publish a yearly directory of veterans’ service providers at the state level as well.  This provides another avenue to have VETS points-of-contact listed with those in the veteran community.

13.10
Sponsorship and Co-Sponsorship of Outside Organizations

A question that frequently arises is whether the Department may co-sponsor conferences and other events with non-governmental entities.  However meritorious these events or organizations may be, Department employees must be very cautious about lending the Department's name or seal to such an event or entity.  DVETs should consult with the VETS regional staff prior to entering into any such arrangements.  The VETS regional office is responsible for consulting with OPA or Solicitor’s Office as necessary.
Appendix 1
Written “Spotlight” Sample

(These sorts of articles can be tailored for printing in trade show brochures/booklets, conference/training pamphlets, and/or organizational newsletters.)  

Since the onset of military operations in Afghanistan and Iraq, over 1.6 million members of the active duty military have served in these two theaters.  In addition, many of the nation’s National Guard units and Reservists have also been called to active duty in support of the Global War on Terror and have served in these theaters or elsewhere. 

In fact, the Department of Defense (DOD) reports that over 600,000 National Guard and Reserve mobilizations have occurred since September 11, 2001.  This represents the largest deployment of the National Guard in the past half-century. 

These deployments create significant challenges for service members and employers.  The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) is a law intended to provide guidance to employers on the reemployment rights of the men and women who leave their jobs while serving as members of our active military, National Guard and Reserve.  USERRA protects the public and private sector civilian job rights and benefits of veterans and members of the armed forces, including National Guard and Reserve members.  The law prohibits employer discrimination due to military obligations and provides reemployment rights to returning service members.  The U.S. Department of Labor (DOL), Veterans’ Employment and Training Service (VETS) not only investigates complaints by service members and veterans, it also administers a comprehensive outreach, education, and technical assistance program here in the United States and around the world. 

In addition to USERRA, DOL’s VETS can assist in linking employers with qualified applicants.  Through grants provided to states, VETS provides comprehensive job training and employment programs to eligible veterans.  Under this grant program, funds are allocated to State Workforce Agencies in direct proportion to the number of veterans seeking employment within each state.  Additionally, the Department’s HireVetsFirst campaign works directly with employers to assist in meeting their employment demands with qualified veterans.  

Please be sure to stop by DOL’s information table at the (input event name) to learn more about USERRA and how you can take advantage of other employment programs.  To learn more about VETS visit their web site at www.dol.gov/vets or contact the VETS Director for the state of (input state and contact information).  You may also visit www.hirevetsfirst.gov to learn more about the benefits of hiring veterans.  
Appendix 2
Sample Proclamation

Village, Town or City Seal

Mayoral Proclamation

PROCLAMATION

Whereas, whenever called upon to defend our nations security at home or abroad, the men and women who serve in the U.S. Army, Navy, Marines, Air Force and Coast Guard have responded immediately and effectively, placing the national interests above their own; and

Whereas, of the more than 48 million of these citizen soldiers who have served the United States of America, more than a million have made the ultimate sacrifice by giving their lives, and another 1.5 million have been wounded; and,

Whereas, today our men and women in uniform daily put their lives at risk, seeking to secure the blessings of freedom and liberty for oppressed people around the globe; and,

Whereas, in 1944 when President Franklin D. Roosevelt signed the G.I. Bill into law, he observed that more than anything else American serviceman and women want “the assurance of satisfactory employment upon their return to civilian life, and,

Whereas, today’s veterans desire the same economic opportunities as their forebears, and bring to the modern workplace the benefits of skills, education, leadership, maturity and dedication learned in military service;

Now, Therefore, I, __________, Governor of ___________, do hereby proclaim (Month, Day) 20__, as

“Hire a Veteran Month”

Throughout the State of ________, and encourage all state businesses to provide employment opportunities to those who have served in the Armed Forces.


Appendix 3
Calendar of Events Submission
Actually just another form of a news release, this kind of submission usually has a very specific rule attached to it…most newspapers or broadcast outlets have an advance receipt requirement that they strictly adhere to.  Don’t expect to show up a day or even a week before the Calendar is published and have your notice included.  Find out how far in advance the information is needed.

SAMPLE SUBMISSION TO NEWSPAPER OR TELEVISION CALENDAR OF EVENTS

Your submission should be typed on office letterhead in the following manner:

(Letterhead Logo, etc.)

CONTACT:  

(Your name)





(today’s date)

TELEPHONE:
(Your number)

Submission to Events Calendar

Jobs for Returning Veterans Highlights November Chamber of Commerce Meeting
WATSEKA, Ill. – (YOUR NAME), Local Veterans’ Employment Representative in (town), will address the November meeting of the Watseka Chamber of Commerce on Nov. 22, 2004 at 7:00 p.m., (address).  (YOUR LAST NAME) will describe the qualities returning veterans bring to the workplace and advise attendees of how to locate and add veterans to their workforce.  Mayor (NAME) has declared November as “Hire a Veteran” month for Watseka.  For more information on the chamber meeting, call xxx-xxx-xxxx.

###

The sample above is the appropriate length that newspapers will use in their calendar columns.  Some papers may actually use the submission as a news story in itself, and that’s even better.

Most papers require a submission to their calendar to be made at least two weeks in advance, so once you’ve accepted a speaking engagement, it’s time to get the announcement to the paper immediately.  You’ll also want to be certain that the group you’re speaking before has no objection to you issuing a calendar announcement.

Appendix 4
News Releases

Following are sample releases that may be used for specific types of events.  Each sample ends with general instructions on how best to convince media to use your release.

SAMPLE 1:

Your release should be typed on office letterhead in the following manner:

(Letterhead Logo, etc.)

CONTACT:  

(Your name)





(today’s date)

TELEPHONE:
(Your number)

Mayor Proclaims November

‘Hire Vets First’ Month

DANVILLE, Ill. – Mayor (Full Name) signed a proclamation today declaring November as ‘Hire Vets First’ month in Danville, urging all businesses in the city to consider the advantages of filling vacancies with qualified military veterans.

“We’re asking employers to consider that these are our friends and neighbors, or the children of our friends and neighbors, who have proven themselves through the tough job they accomplished in protecting our country,” Mayor (LAST NAME) said.  “They bring a myriad of skills to the workplace, and more than that, they bring a record of loyalty, dedication and dependability to employers wise enough to understand the value of those qualities.”

(YOUR NAME), local veterans employment and training representative (or your accurate title) at the Illinois (OFFICE NAME) in Danville, said that his office is ready to assist employers who are looking for qualified candidates for employment.  “Today’s military personnel receive training in a wide variety of skills and have a working knowledge of the very latest equipment and computerized machinery found in most any workplace.  Add that knowledge to the qualities described by Mayor (last name), and you can understand the wisdom of hiring our veterans.”

(YOUR LAST NAME) can be contacted by calling xxx-xxx-xxxx.  His office can provide qualified candidates for job openings at no cost.

Note:  This news release can be handed out at the actual signing ceremony.  If you’re aware of media that did not attend the ceremony, hand-deliver the release to their office.  Obviously, you’ll want to clear this release with the Mayor prior to issuing, or the Mayor may choose to create and issue his or her own.

SAMPLE 2:

Your release should be typed on office letterhead in the same manner as in sample:
Jobs for Returning Veterans Highlights November Chamber of Commerce Meeting
WATSEKA, Ill. – (YOUR NAME), Local Veterans’ Employment Representative in (town), told local Chamber of Commerce members last night that hiring veterans’ is not only the right thing to do, but also the smart thing to do for their businesses.

Speaking at the Chamber’s regularly scheduled meeting, (YOUR LAST NAME) said, “These people have learned cutting edge skills in every occupation imaginable, and have proven themselves to be the most reliable and loyal people any employer could wish to find.  Hiring veterans just makes good business sense.”

Chamber President (NAME) asked (YOUR LAST NAME) to address Chamber members because “we’re always looking for ways to help our membership find the best ways of doing business, and that includes finding the best workers.  It has always occurred to me that veterans fit the bill.”

(YOUR NAME) said that veterans who returned from previous wars have proven themselves to be the best hires, regardless of their training.  “But these new veterans, returning home from duty all over the world, are probably the best trained soldiers the world has ever seen.  This is particularly true,” he said, “when you talk about skills that are valuable in the civilian world of work.”

(YOUR NAME) said that employers interested in learning more about hiring veterans or who would like to place a job order at no cost should contact (LOCAL ONE-STOP ADDRESS AND PHONE NUMBER, OR OTHER APPROPRIATE INFO).

Note: This type of news release can be prepared in advance of your speaking engagement and hand-carried to the local newspaper the day of your speech for publication the next morning.  Ask to see the Metro News editor and hand them the news release, asking them if it’s possible to place it in the paper the day following your speech.

SAMPLE 3:

Your release should be typed on office letterhead in the same manner as in sample:

Employment Official Says Local Labor Pool Contains Some of the Best Talent Ever
DANVILLE, Ill. – Local Veterans’ Employment Representative (YOUR NAME) said today that many of the available workers at the Danville One-Stop Employment Office are possibly the best qualified for immediate hire that the office has ever had.

“What we have here are people who have recently separated from the military after having received some of the very best training in the world,” (YOUR LAST NAME) said.  “They’re people with a proven track record of reliability and loyalty, people you can put on the job and watch them go.”

(YOUR LAST NAME) said that among veterans available for immediate hire are people with skilled training in auto mechanics, electronics, machine shop skills, and more.  (YOU WOULD LIST THE SKILL SETS YOUR PEOPLE HAVE ON HAND IN THE PREVIOUS SENTENCE.)  He added that many of these veterans have returned from duty stations around the world and bring a sense of maturity to the workplace that employers require.

“It was most encouraging for all of us in the community when the Mayor proclaimed this month as ‘Hire A Vet’ month,” (YOUR LAST NAME) said.  “I know the people of (TOWN NAME) share the belief that returning veterans have proven themselves as quality people and deserve the jobs we have to offer.”

(YOUR LAST NAME) can be reached at (THE ONE-STOP OFFICE ADDRESS AND PHONE NUMBER.)

Note: This type of news release is best suited for small dailies or weeklies.  In most cases, a daily newspaper would rather interview you to extract this kind of story, but smaller ones or weeklies may not have staff available.  You can take a copy of this release to your local paper and ask to speak to the assignment editor.  Tell the editor you’d like their help in publicizing the kinds of workers you have available and suggest that you would be willing to do an interview on the subject or that they can use the news release you’ve just handed the editor.

Appendix 5
Public Service Announcements

Sample Letter

September 27, 2005

Dear Television Executive:

The purpose of this letter is to ask you to air a public service announcement which encourages employers to hire veterans.

As part of a national campaign, Governor ______ and the Department of Workforce Development have launched the Hire Vets First campaign, with a message targeted to employers.  Governor _______ knows that veterans are a tremendous resource to our state’s workforce and has recorded two television public service announcements and two radio announcements to show his support of our veterans.  

In _________, we currently have over 500,000 veterans who are either actively employed or looking for work.  We know that veterans bring to the modern workplace skills, education, leadership, maturity and dedication learned in military service.  In addition, veterans consistently demonstrate the ability to learn new skills and concepts. 

Two major employers, ________ and ________ have also participated in these PSAs, highlighting their positive experiences with hiring and retaining veterans.

Governor ______ and the Department of Workforce Development urge you to air these television public service messages as frequently as possible between now and mid November.  Holiday season hiring is an excellent time to prompt employers to consider veterans in their employee recruitment efforts.  

We appreciate your assistance to get the word out, and sincerely hope that you too consider hiring veterans first when employment opportunities arise within your organization.

Best regards,

Director, VETS

Appendix 6
Sample Audio Announcements

The following are sample Public Service Announcements (PSA) are most likely to be used if you hand-deliver them to the radio or television station you are targeting.  Ask to meet with the public service director at the station to discuss your PSA’s.  At radio stations in particular, ask the public service director if their on-air talent could actually read the announcement(s) live during their regular broadcast.  Your PSA should be typed on office letterhead in the following manner:

 
(Letterhead Logo, etc.)

CONTACT:  
(Your name)





(today’s date)

TELEPHONE: (Your number)




WORDS:  26

(SAMPLE 1)



HIRE VETS FIRST

TEN SECOND PUBLIC SERVICE ANNOUNCEMENT

ANNOUNCER:  If you’re an employer looking for a quality worker, consider this:  Veterans have proven themselves to be dedicated, loyal and responsible.  The rest is easy. 

(SAMPLE 2)
Your PSA should be typed on office letterhead in the same manner as above:






HIRE VETS FIRST

FIFTEEN SECOND PUBLIC SERVICE ANNOUNCEMENT

ANNOUNCER:  Returning veterans bring home a record of dedication, loyalty and responsibility…And skills that save employers training costs in the work place.  If you’re an employer looking for a quality worker, Hire Vets First.

(SAMPLE 3)

Your PSA should be typed on office letterhead in the same manner as above:

HIRE VETS FIRST

THIRTY SECOND PUBLIC SERVICE ANNOUNCEMENT

ANNOUNCER:  They’re your friends and neighbors, and the sons and daughters of your friends and neighbors.  They’ve been away doing a terrific job and now they’re looking for another one.  Returning veterans bring home a record of dedication, loyalty and responsibility…and skills that save employers training costs in the workplace.  If you’re an employer looking for a quality worker, Hire Vets First.  For qualified candidates for your workplace, call your local area Workforce Development Center at XXX-XXXX.
Appendix 7
Best Practice Example 

For Immediate Release: 

Governor Declares November Hire a Veteran Month

New Website to promote skills, leadership of Vets
Madison – Wisconsin Governor Jim Doyle today proclaimed the month of November "Hire a Veteran Month" in Wisconsin to draw attention to the vast contributions that veterans of the United States armed forces have made and continue to make to the workforce.

"The honorable men and women who have risked their lives to defend our country deserve a decent job when their duty to country is complete.  It is my hope that any employer, given a chance, would consider a veteran for employment," Governor Doyle said. 

In 1944, President Franklin D. Roosevelt signed the G.I. Bill into law.  At that time he observed that more than anything else American serviceman and women wanted the assurance of satisfactory employment upon their return to civilian life. Today’s veterans desire the same economic opportunities as their forebears, and bring to the modern workplace the benefits of skills, education, leadership, maturity and dedication learned in military service.

More than 48 million citizen soldiers have served the United States of America, more than a million of them have made the ultimate sacrifice by giving their lives, and another 1.5 million have been wounded.

The national Jobs for Veterans Act, signed into law on November 7, 2002, created the Hire Veterans First Committee.  The Committee’s objectives are to establish and carry out a national program to develop awareness among employers about the value and value-added features of veterans while at the same time linking employers to veterans.

www.HireVetsFirst.gov is a Web site developed to support the goal of the Hire Vets First Campaign:  Getting more businesses to hire veterans. Visitors will find a host of national resources that will help businesses and veterans seeking employment.  The information will supplement any state and local resources already in existence and help businesses identify and hire veterans.  Interested persons may also call the US Department of Labor Toll Free Help Line 1-877-US2-JOBS.

More information about these programs can be found here on the Department of Labor Internet site or by typing http://www.dol.gov/vets/welcome.html into your Internet explorer address bar.

Appendix 8
Sample Letter to Congressional Member’s Home Office

FORMAL BUSINESS LETTER FORMAT, ADDRESSED TO THE ATTN OF THE AIDE (by name) IN THE HOME OFFICE 

Dear _______:

My purpose for writing to you is to help you provide the best possible service to Congressman _______’s (or Senator _______’s) constituents who are military veterans, Reservists, National Guard members, or family members of those citizens.

My employer, the U.S. Department of Labor Veterans’ Employment and Training Service (USDOL VETS), is a unique agency that is dedicated to assisting those persons to succeed in the civilian labor market, and to assisting private and public sector employers to meet their human resource challenges in today’s labor market.  VETS is the only agency in the Department of Labor with a mission that includes both statutory enforcement responsibilities and employment and training program services, which enables me and my colleagues to provide a broad spectrum of assistance, not only to the clients listed above, but also to people such as yourself who also have service obligations.

You and I have a mutual interest; that is, ensuring that the veterans, Reservists, Guard members, and their dependents who reside in our State are directed to the right source(s) for assistance, without delay or misdirection, when they seek assistance with an employment or job-training related problem.

My agency is responsible for assisting protected individuals (mainly Reservists and Guard members) with their reemployment rights when they return to the civilian sector following a tour of active duty.  My agency also is responsible for ensuring that veterans (including many Reservists and Guard members who went on active duty during war time periods) receive priority for services by job placement and job training service providers run by the State and/or local government entities that are funded in whole or in part by the Department of Labor.  In addition, my agency also administers certain grant programs that make available specialized staff (e.g., Disabled Veterans Outreach Program specialists and Local Veterans Employment Representatives) and services to veterans in many locations throughout the state. You can find more information about the VETS at www.dol.gov/vets. 

I hope that you will contact me, and/or my staff member(s) whose address(es) and areas of responsibility are shown below, whenever you have a question related to an employment or reemployment issue.  I personally guarantee that you and/or your constituent will receive a prompt and informed response.
Sincerely,

DVET signature block
Appendix 9
References and Resources

VPL Directory: 
http://www.dol.gov/vets/vpls/VPLDirectory.htm
Veterans’ Employment and Training Service (VETS) 

USERRA Operations Manual     
Veterans Preference & Federal Contractors Program (FCP)
Transition Assistance Program (TAP)
Jobs for Veterans Act (JVA)
Vocational Rehabilitation & Employment (VR&E)
Recovery and Employment Assistance Lifelines (REALifelines)
Competitive Grants:
America's Heroes at Work
Hire a Hero: www.hireahero.org
DMs:

	06-09
	12/09/08
	Sample closing letters to claimants for closing codes: "Merit, Not Resolved" and "Merit Undetermined"

	04-09
	11/14/08
	Implementation of USERRA Case Investigation and Referral Deadlines Imposed by Public Law 110-389 for USERRA Claims and Referral Requests Received on or after October 10, 2008

	03-09
	10/23/08
	New Data for FY 2009 USERRA Cases:  “Occupation (Position Claimant Holds/Held/Applied For)” and “Does Claimant Report S/he Has a Service Connected Disability?”

	02-09
	10/17/08
	“Notification of Rights” Letter to Each USERRA Claimant, and Using the Date Form 1010 is Received as “Open Date”

	12-08
	09/22/08
	UIMS Data Entry Changes 

	11-08
	09/04/08
	The Jobs for Veterans Expert Team (JVET) 


VPL:

	07-08
	08/01/08
	VETS TAP Employment Workshop Standard Presentation 


ASVET Memo:

	01-08
	03/06/08
	Policy Update and Guidance for Fiscal Years 2008-2009 


DASVET Memo:

	DASVET 01-08
	03/10/08
	The REALifelines Technical Assistance Guide (TAG) 
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Introduction


The Department of Veterans Affairs (VA), Vocational Rehabilitation and Employment (VR&E) Service, and the Department of Labor (DOL), Veterans’ Employment and Training Service (VETS) concur that the successful readjustment of veterans with disabilities into the civilian workforce is a mutual responsibility and concern.  In order to advance, improve, and expand the employment opportunities for veterans with disabilities, both agencies met in early 1995 to discuss ways for improving services to their mutual veteran clients.  In August of that year, the first Memorandum of Agreement (MOA) between the agencies was signed.


Since entering into this agreement, thousands of veterans with disabilities have benefited from the resulting increased cooperation and coordination between the two Federal Agencies and staff employed by each State Agency (SA) that receives Jobs for Veterans State Grant funding from VETS.  However, as time passed and service delivery systems evolved, the need to revisit the MOA and the policies, processes, and procedures for serving veterans that apply for and receive Chapter 31 benefits became apparent.  As a result, Charles S. Ciccolella, Assistant Secretary for Veterans’ Employment and Training, Department of Labor, and Judith A. Caden, Director, Vocational Rehabilitation and Employment, Veterans Benefits Administration, Department of Veterans Affairs signed a new MOA on October 3, 2005 (Appendix J).

General Information: Government Accountability Office (GAO) Report to Congressional Committees, September 2007

“To better assist veterans with service-connected disabilities seeking employment, in 2005, the Departments of Labor (DOL) and Department of Veterans Affairs (VA) signed an agreement to coordinate employment services for disabled veterans. Around the same time, VA rolled out a redesigned employment program for these veterans, known as the Five-Track to Employment Program, which also established an employment coordinator position and job resource labs. To help Congress understand the status of these initiatives, GAO was asked to provide information on: (1) the progress in implementing the 2005 agreement and challenges to implementation; (2) the status of implementation of VA’s Five-Track Program and challenges posed by recently returning veterans; and (3) the role of employment coordinator and job resource labs in serving veterans. To obtain this information, GAO interviewed Labor and VA officials and national veterans’ service organizations, and conducted site visits in five states.” (GAO Report GAO-07-1020 September 2007)


Even though one of the most significant changes in the new MOA was the commitment to further enhance the efforts of each agency to provide disabled veterans with the finest vocational rehabilitation and employment services possible, the GAO found shortcomings.  “Labor and VA have implemented some elements of their agreement to coordinate efforts, but face challenges executing the agreement on the state level and lack a complete plan for implementation and assessing the progress of the agreement-establishing three joint work groups-but have only partially implemented or taken no action on the others. In addition, all five states that GAO inspected had implemented at least some elements of the agreement that need to be carried out on the state level, but faced challenges implementing others.  Labor and VA had not developed an implementation plan that includes long-range time frames and benchmarks to measure progress.  Further, GAO reported that Labor and VA have not fully assessed state actions to implement the agreement and may not have provided states with sufficient guidance”.


As a result of these findings the two agencies designed a demonstration project to implement a team approach to serving Chapter 31 veterans, improve working partnerships and implement standardized employment processes.  The demonstration required the full understanding and cooperation of all partners at all levels, including State and Local Workforce Boards.  Partners in the demonstration project successfully assisted in the development of:


· Performance measures to assess partnership program results;


· A joint data collection tool for reporting and analysis; and


· The Technical Assistance Guide (TAG), a product providing information for all partners, including VETS, VA VR&E, and SA DVOP specialists and OSCC staff.


The following Technical Assistance Guide (TAG) is the first by-product of the demonstration project.  It outlines the roles and responsibilities of each player in the team and the processes that should be followed to ensure veterans that apply for and receive Chapter 31 benefits receive the very best service possible and achieve successful employment outcomes.  

Section I


The Demonstration Project 

The purpose of the demonstration project was to identify best practices, develop common performance elements, recording and reporting processes, identify administrative barriers and methods to remove them, and provide training to VR&E, VETS and SA staff on how to implement appropriate employment processes and improve working partnerships.  Eight locations were selected to test the proposed process improvements.  The project began in January, 2008 and continued through implementation of the joint initiative nationwide in October, 2008.

Demonstration Project Goals

With the ultimate goal of suitable employment for veterans with disabilities, the demonstration project was designed to: 


1. Evaluate performance measures to ensure usefulness to the respective agencies. 


2. Evaluate and improve data collection and reporting techniques.


3. Evaluate a common referral and tracking process between the local VR&E office, the SA and VETS.


4. Evaluate and refine the designated roles and responsibilities of each agency’s employment team members (VR&E, VETS, and SA) and ensure all are working together to assist the disabled veteran.


5. Define common terminology. 


6. Standardize the elements in a universal MOA for use by local VR&E and SA representatives.


7. Use the information collected to develop mutual short- and long-range goals for VR&E and VETS. 


Demonstration Project and Evaluation Elements

Initial Rehabilitation Planning: The ratio of veterans eligible for Chapter 31 benefits referred to the SA for registration that were registered (this measure included data on Operation Enduring Freedom/Operation Iraqi Freedom (OEF/OIF) veterans and the employment outcomes of those veterans that received Chapter 31 benefits)

Entered Suitable Employment:  


1. Referred from VR&E:  Those Chapter 31 veterans determined to be job ready and referred to the SA for registration and job search assistance  (Data source: VR&E)


2. Registered:  The number of job ready Chapter 31 veterans referred from VR&E registered by the SA for job search assistance each quarter (Data source: SA)


3. Carry-in from previous Fiscal Year (FY): The number of Chapter 31 veterans still in active job seeking status who were registered in the previous FY (Data source:  SA, first quarter entry only)

4. Suitable Employment: The number Chapter 31 veterans registered with SA that entered suitable employment as determined by VR&E and the SA, each quarter (Data source: VR&E and SA)


5. Discontinued Status:  The number of referred and registered Chapter 31 veterans no longer actively seeking employment through the SA for any reason  (Data source: VR&E)


6. Average Entry Hourly Wage:  The average entry hourly wage for all Chapter 31 veterans who entered suitable employment during the quarter (Data source: SA)


Wage Data Verification: Rate of wage data verification requests completed by the SA compared to the number of wage data requests made by VR&E (Data source:  VR&E)

Section II


A Team Approach to Serving Chapter 31 Veterans


Coming together is a beginning.
Keeping together is progress.
Working together is success.

~Henry Ford~


Efficient and seamless service is the common goal and responsibility of interagency staff that provide assistance to veterans with disabilities, particularly those who receive services through the VR&E Chapter 31 program.  These veterans are seeking guidance and assistance with one of the most important aspects of their lives — finding meaningful employment in a suitable career field.  Effective communication and coordinated efforts from all agencies involved will ensure these disabled veterans receive the most comprehensive, efficient, caring and professional service possible.


A unified team approach and partnership between VR&E, VETS, and SA staff is fundamental to a seamless, positive experience for Chapter 31 veterans as they move through evaluation, training, job search, and employment.  A true partnership capitalizes on the strengths of the involved agencies and fosters the ideals of exemplary customer service.  To that end:


VR&E, VETS, and SA staff will cooperate to recruit eligible veterans, particularly service connected disabled  (SCD) veterans, into special programs authorized under the Workforce Investment Act, and Vocational Rehabilitation under 38 United States Code (38 U.S.C.), Chapter 31.

Following VR&E’s determination that a veteran or service-member is entitled to Chapter 31 benefits, local VR&E, VETS, and SA staff will coordinate efforts to complete the rehabilitation planning, 5-track selection, job readiness assessment, rehabilitation and suitable employment.


VR&E, VETS, and SA staff will share information and report on individual veterans receiving Chapter 31 benefits to include information available through the VR&E Corporate Case Management System (CWINRS), VR&E Tracking Report, and VETS VR&E Quarterly Spreadsheet, state data collection systems and reporting abilities such as the Wage Record Interchange System (WRIS) or other systems available in each agency.  The information exchanged will be used exclusively to facilitate job development and placement services to participating veterans.  (All information from interviews, counseling, testing, and assessment will be used by each agency under documented consent from veterans in accordance with the Privacy Act of 1974 and other applicable regulations.  Each agency agrees to provide practical and appropriate safeguards to protect Personally Identifiable Information on Chapter 31 veterans, in accordance with applicable regulations and laws, including the Americans with Disabilities Act of 1990, the Rehabilitation Act of 1973 and reauthorizations, and Title VII of the Civil Rights Act of 1964.)


Individual VR&E staff members will partner with individual DVOP specialists or other designated OSCC staff persons to provide cooperative and comprehensive service to Chapter 31 participants at every stage from intake interviews to employment.  

The DVOP specialist or OSCC staff person and VR&E team member will be mutually accountable to direct the progress and jointly manage their mutual veteran clients.  

When VR&E, VETS, and SA staff jointly determine a veteran is “Job Ready” all partners will focus their efforts to place that veteran in “Suitable Employment.”


Section III

Roles and Responsibilities


The VR&E Vocational Rehabilitation Counselor (VRC) or Employment Coordinator (EC) is responsible for the professional execution and completion of Chapter 31 evaluations on behalf of their assigned participants.  The VRC determines whether the veteran meets the entitlement criteria for Chapter 31 benefits, assists the veteran with identified counseling needs, and assumes primary responsibility for preparing the participant's rehabilitation plan. 


The VRC or EC is responsible for ensuring proper evaluations are administered to gain needed insight into the participant's vocational interests, aptitudes, abilities, and limitations.  The VRC is the primary case manager for the Chapter 31 veteran as a rehabilitation plan is developed and implemented. 

The VRC or EC is responsible for determining when the employment secured by a Chapter 31 veteran meets the standard for “Suitable Employment.”  SA staff, including DVOP specialists, cannot deny a qualified veteran a job referral when he/she requests it, but not all employment is considered suitable for VR&E rehabilitation purposes.  Chapter 31 veterans may accept an employment position as an interim measure for income maintenance until a suitable job is found or while they are in training.  The SA Intensive Services Coordinator (ISC) should document pertinent information on the joint tracking spreadsheet about any job accepted and convey this information in writing/e-mail to the VRC or EC.  The job search process should continue until suitable employment is obtained.  


The SA is responsible to provide priority of service to veterans in accordance with 38 U.S.C., Chapter 41, with special emphasis on intensive services provided to disabled veterans.  States identify specific categories of veterans to whom they will target services in their State Plan on Services to Veterans (State Plan).  In accordance with guidance issued by VETS, the State Plan should describe how referred Chapter 31 veterans are served by DVOP specialists or other appropriate OSCC staff.  Additionally, State Plans should detail services provided to include full access to the resources of the One-Stop delivery system and focused, intensive services to ensure employment compatible with the training provided by VA is secured.  


The SA will appoint a DVOP specialist or other appropriate OSCC staff to function as the ISC.  SA staff and the DVET will work closely with VR&E staff to mutually develop related activities and responsibilities for the ISC including dissemination of information, data collection, and data entry into the joint tracking spreadsheet.  


The following criteria apply to SA staff that work with Chapter 31 veterans: 

· When possible, DVOP specialists should assist Chapter 31 veterans; 


· Every Chapter 31 veteran will have a complete registration and employment plan to include identification of barriers and strategies to overcome those barriers; 


· All services provided to Chapter 31 veterans will be recorded as case notes;


· Every job seeking Chapter 31 veteran should have a service recorded at least once every two weeks; 

· Job search assistance and job development contacts for Chapter 31 veterans are mandatory services; contacts with employers will be made to secure job or OJT opportunities suitable for the participant’s rehabilitation goal(s) and the contact will be recorded in the case file;


· When a Chapter 31 veteran obtains employment, the ISC will obtain all appropriate information to complete the tracking spreadsheet, such as employment date, the employer name, the job title and the entry salary; the ISC will provide the information to the appropriate VR&E staff;


· Upon confirmation from the VR&E staff that the employment is appropriate to the rehabilitation or employment plan, the ISC will ensure the veteran is monitored for 60 days to determine whether or not a veteran can be considered “rehabilitated;” and


· When a Chapter 31 veteran cannot be contacted or will not set and/keep appointments, that information will be reported to the ISC so the appropriate VR&E staff can be notified.    

The ISC serves as the state agency’s central point of contact for service to VR&E participants. In addition to case management responsibilities, the assigned ISC will facilitate the dissemination of information to and compile information from the DVOP specialists or other SA staff that serve Chapter 31 participants.  The ISC serves as the coordination point to communicate information to and from VR&E staff and the Director, Veterans’ Employment and Training Service (DVET).    

Every effort should be made to allot space at the VR&E office for the ISC, but regardless of his or her physical location, the individual will be supervised by the SA.  When physically located in the VA Regional Office (VARO), the ISC will be provided with suitable office space, computer connectivity, telephone service, and any other assistance needed to successfully implement a full partnership to ensure Chapter 31 veterans receive the assistance they need and deserve.

The DVOP or OSCC staff person provides direct employment services to Chapter 31 participants and acts as the case manager during the employment phase of rehabilitation.  During the evaluation and planning phase, the DVOP or OSCC staff provides labor market and other pertinent work information. When Chapter 31 veterans seek employment while participating in rehabilitation, assigned DVOPs or OSCC staff persons provide job counseling and referral.  As the participant nears the end of their rehabilitation program, the DVOP or OSCC staff person develops a job search plan and provides services such as referral to a Job Search Workshop, resume assistance, practice interviews, job development and job referral.  

The VETS Director, Veterans’ Employment and Training Service (DVET) will examine case files of VR&E participants to provide technical assistance to SA Staff.  During the office review process, the DVET will pay particular attention to data available through the SA to ensure veterans enrolled in the Chapter 31 process and being tracked on the tracking spreadsheet are being provided with appropriate services In addition, the DVET will be responsible for ensuring the VR&E staff and ISC or assigned OSCC staff work together for the benefit of the mutual veteran client.  The DVET is an integral team member who facilitates actions and activity between the VR&E Staff, SA Staff, and ISC.

 Section IV

The Referral and Rehabilitation Process


Referral - The successful readjustment of veterans into civilian life is a mutual responsibility and concern of VETS, the VA and DVOP specialists/OSCC staff.  To this end, all parties are committed to active cooperation and coordination in the implementation of programs serving veterans. Day-to-day coordination requires that personnel from each agency have a fundamental understanding of the services and benefits provided by the other agencies as well as the basic eligibility criteria for their programs. To promote complete access to the full range of educational and training opportunities, all parties should refer eligible veterans to the Chapter 31 program when appropriate. 
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The REALifelines (RLL) program was formally launched by the Department of Labor, Walter Reed Army Medical Center, and the national naval Medical Center, Bethesda on October 4, 2004.  As the lead agency, VETS collaborates with DOD, VA and SAs to identify potential RLL participants and provide the necessary information and services to ensure they make a successful transition to the civilian workforce. 


Program participants are transitioning service members and veterans who were seriously wounded or injured in Operation Enduring Freedom or Operation Iraqi Freedom who require or request employment or reemployment services to help them transition from the military to the civilian workforce.  

The DVET is the primary liaison between DOL/VETS, RLL participants, the SA, and the VR&E service.  As such, the DVET negotiates with the SA and the VR&E to develop a process for the identification and referral of RLL participants to local SA and VR&E resources for assistance. 


The VR&E office may play a key role in referral of RLL participants, especially when a VR&E staff person is located at a military treatment facility that does not have a RLL coordinator or out-stationed DVOP.  In these cases, the VR&E staff person will identify potential RLL eligible veterans and provide the ISC with the veteran’s contact information to include mailing address, phone number and e-mail address if available.  


Initial Rehabilitation Planning - Following VR&E’s determination that a veteran is entitled to Chapter 31 benefits, local VR&E, VETS, and SA staff will coordinate efforts to complete the job readiness assessment, track selection and rehabilitation planning.  

The VRC or EC will obtain a signed Release of Information and provide the following information about the veteran to the SA:


· Name;

· Date referred;

· Contact information (address, phone number, email address, etc.);

· Barriers to employment;

· Potential career fields identified; and


· Whether or not the veteran served in OEF/OIF.

The DVOP/OSCC staff will ensure the veteran is registered with the SA, advise VR&E of the registration, and contact the veteran within 15 days to provide services to include:


· A job readiness assessment to evaluate the veteran’s ability to seek and obtain employment, identify possible job goals and services needed to reach those goals; 

· Labor market information (LMI) and discussion of the veteran’s abilities and limitations to make informed decisions about choosing and pursuing a particular employment goal; and

· Suggested part-time jobs and other opportunities the veteran may pursue during training to enhance employability in the chosen field of work.

The ISC or other designated staff will track the number of referrals and of that number, the number that registered and received services.  For each referred veteran, the ISC will document the:


· Date referral received from VR&E;

· Date veteran contacted;


· Date(s) of meeting(s) with veteran;

· Results of job readiness assessment; 

· Date services completed; and 

· Date referred back to VR&E.

The veteran will cooperate with the assigned DVOP specialist or OSCC staff, use the information provided to complete the VR&E rehabilitation planning process, and document and submit to VR&E:


· A complete list of career fields that were initially explored; and

· A list of potential employment goals to discuss with VR&E and the LMI related to each goal.


The VRC or EC will document the:  

· Date referred to the SA;

· Date referred back from the SA; 


· Date veteran contacted; and 

· Date(s) of meeting(s) with veteran to continue rehabilitation planning.

Job Readiness Assessment and Employment Referral - Following rehabilitation plan development and/or the provision of training or other services designed to result in job readiness, VR&E, VETS, and SA staff will coordinate actions to determine whether a veteran is “Job Ready” and to place the veteran in “Suitable Employment.”


The VRC or EC and veteran will complete the Job Ready Assessment Worksheet provided as Appendix B to outline a process to refer, track and collect data on the participant.  If a “Job Ready” determination is made, the VRC or EC will refer the veteran to the SA for placement in suitable employment using the Referral Letter Sample provided as Appendix C.  

The VRC or EC will obtain a signed Release of Information and provide the following information about the veteran to the SA: 


· Name;

· Date referred;

· Contact information (address, phone number, email address, etc.);

· Barriers to employment;

· Rehabilitation plan with identified employment goal; and


· Whether or not the veteran served in OEF/OIF.

The DVOP/OSCC staff person will ensure the veteran’s registration is completed or re-activated, advise VR&E of the registration, and contact the veteran within 30 days to conduct an assessment to evaluate the veteran’s readiness to seek employment in the identified or related field of work.  If VR&E staff and the DVOP/OSCC staff agree that the veteran is “job ready” the SA will provide placement services to include:


· LMI to make informed decisions about job search activities; and


· Job search skills training, job referrals, and follow-up with the veteran and employers.


The ISC or other agency staff will document the:


· Date referral received from VR&E;


· Date the veteran was contacted by the assigned DVOP specialist /OSCC staff; 


· Date(s) of meeting(s) with veteran; 


· Results of job readiness assessment (job ready now, job ready once training is completed, or further services needed); 


· Date placement services began; 


· Date veteran began employment;


· Job information;


· Information obtained in follow up contacts (adjustment to employment or further services needed);


· Date services completed; and


· Date referred back to VR&E for closure.


The veteran will cooperate with SA staff to complete a job readiness assessment, begin employment placement activities, and document and submit to VR&E monthly:


· A list of job leads pursued and outcome of job search activity; and


· Information about employment accepted.


When a veteran fails to cooperate fully in the rehabilitation process, information about the veteran’s employment and wages may help to re-establish contact to determine whether further rehabilitation services are needed or closure of the case is warranted.


The VRC or EC will document the:


· Date the veteran is referred to SA;


· Date the veteran is declared “job ready;”


· Contacts with SA and veteran;


· Date(s) of meeting(s) with veteran to follow up or provide further services, employment information, adjustment to employment; and 


· Notification to SA when veteran is either rehabilitated or discontinued.

Request for Wage Data Verification


VR&E/VETS/SA staff will develop a referral document and outline a process to request information, track, and collect data on Chapter 31 veterans for whom wage data verification is needed.


Information Collection and Reporting


VR&E/VETS/SA staff will develop a referral document and outline a process to track and collect data on Chapter 31 veterans referred to the SA for labor market information and intensive services to result in employment assistance.

Section V


Data Collection & Reporting 


Precise, detailed, and valid data collection is imperative to the success of the partnership.  Therefore, all involved agency staff will work together to carry out the activities/actions described below. 


The ISC is pivotal in the collection, dissemination and entry of data on Chapter 31 veterans receiving employment assistance.  The ISC should fully understand the importance of the data collection in support of partnership objectives.   


· The ISC will collect and enter all information listed on the spreadsheet provided as Appendix H.  This data will be gathered from all One-Stop offices where Chapter 31 veterans have been referred and registered;  


· Each quarter, the ISC will forward the completed spreadsheet to the DVET and appropriate VR&E staff no later than 30 days after the last day of the reporting quarter;

· The DVET, ISC, and appropriate VR&E staff will reconcile the data within 5 working days; then

· The DVET will email the reconciled spreadsheet to vets-vre@dol.gov with a copy to the ISC and the appropriate VR&E staff for inclusion in the Jobs for Veterans State Grant quarterly report.


· At the National Level, the Jobs for Veterans’ State Grants Lead, currently Patrick Hecker (hecker.patrick@dol.gov) , will be responsible for ensuring the appropriate VA staff at the Central Office receive a copy of each individual spreadsheet and a copy of the National roll-up tally compiled approx 45 days after the end of each quarter.      


VR&E Monthly Report Data Specifications (Appendix H):

Column A: Last Name: Enter the referred veteran’s last name 

Column B:  First Name:  Enter the referred veteran’s first name


Column C: ID Number:  Enter the last four digits of the referred veteran’s SSN or other unique identifier

Column D:  Carry-in:  If the veteran was registered last FY and carried in, enter a "Y" in this column; otherwise, leave blank 

Column E: OEF/OIF Veteran:  If the veteran served in the OEF or OIF theatre of operations, enter a “Y” in this column; otherwise leave blank 

Column F:  RLL Veteran:  If the veteran was a RLL participant, enter a “Y” in this column; otherwise leave blank


Column G:  VRC/EC Name:  Enter the full name of the VRC or EC that made the referral

Column H:  Employment Goal:  Enter the employment goal listed on the IWRP or IEAP provided by the VRC/EC  

Column I:  Date Referred to SA:  Enter the date the VRC or EC referred the veteran for employment assistance in the mm/dd/yyyy format

Column J: DVOP or SA Staff Assigned:  Enter the name of the DVOP specialist or OSCC staff to which the veteran has been referred for employment assistance

Column K:  Date Registered by SA:  Enter the date the veteran was entered into the State’s data collection system, or if previously registered the date reactivated or date next service provided

Column L:  # Days Referral to Registration:  This data item is calculated automatically based on the dates entered in Columns I and K


Column M: Date Entered Suitable Employment:  Enter the date the veteran entered suitable employment as determined by the VRC/EC  


Column N:  Employer:  Enter the name of the business or organization where the veteran is employed

Column O:  Job Title:  Enter the job title of the position in which the veteran is employed

Column P:  Hourly Wage:  Enter the hourly wage earned by the veteran as identified from SA sources such as WRIS

Column Q:  # Days Registration to Employment:  This data item is calculated automatically based on the dates entered in Columns J and L


Column R:  Monitored for 60 Days after Employment:  If this veteran received follow-up and monitoring for 60 days enter a "Y" in this column; otherwise leave blank

Column S:  Date Case Closed:  Enter the date this veteran’s VR&E case was closed


Column T: Closure Reason:  Enter the one letter code for the reason for case closure:


E=employment


R=Rehabilitated


I=Interrupted by VA


D=Discontinued


S=School


O=Other (explain in comments)

Column U:  Notes/Comments: Enter information applicable to the veteran’s employment assistance process  


Section VI

Local Memorandums of Agreement/Understanding (MOA/MOU)

All individuals that provide assistance to a Chapter 31 veteran using the team approach previously described get shared credit for the rehabilitation outcome.  This TAG provides the foundation for a successful Chapter 31 program by outlining the roles and responsibilities of each member of the team and describing the processes used for referral and tracking.  However, VR&E offices are responsible for a region vs. a state and not all offices are staffed with all positions described in this TAG.  Additionally, States develop their own strategies to deploy Jobs for Veterans State Grant and other federally funded staff.  Therefore, local MOA/MOUs should be developed to identify key players by name, provide contact information, outline specific responsibilities for these key players, and solidify processes and locally developed forms for referral, tracking etc.     


The outline provided as Appendix A should be used as a template to develop a local MOA/MOU.  

Appendix A

Local Memorandum of Agreement/Understanding Outline

The outline below provides the main areas or headings that should be included in a locally developed MOU or MOA.  The key players on each VR&E team, including the DVET and SA staff, should work together to describe the specific responsibilities for each team member and the processes used in the respective state or region. 


The language provided under each heading need not be used verbatim and should not be seen as all inclusive.  Each local team should edit and add information as applicable.  Locally prepared forms should be included.


Section I


Purpose


The law and operational regulations mandate closely coordinated vocational rehabilitation and job placement services to service- connected disabled (SCD) veterans between Vocational Rehabilitation and Employment (VR&E) Service of the U. S. Department of Veterans Affairs (VA), Veterans’ Employment and Training Service (VETS) of the U. S. Department of Labor (USDOL), and federally funded state agency partners (State Workforce Agency).  The purpose of this agreement is to jointly affirm the principle of inter-agency cooperation stated herein, and to implement our commitment to work together to help veterans with disabilities to obtain stable, gainful, and satisfying employment.


References


38 United States Code (USC). Code, Section 523, 3116, 3117, 4103A, 4104, 4108, 4109, 4110B, 7725; Public Law (PL) 103-446; the Workforce Investment Act, PL 105-220 SEC. 112, 117, 168, 192, 322; The Veterans’ Employment Opportunities Act, PL 105-339; Jobs for Veterans Act, PL.107-288.


Scope


Vocational rehabilitation, job placement assistance, and related services rendered under this agreement will be provided within the currently funded activity of each agency.


Section II


Cooperating Agencies


The undersigned parties to this agreement represent the VR&E Division of the VA Regional Office, {Insert State} VETS office, and {Insert State Workforce Agency Name}. 

Section III


An effective and efficient referral process has been cited by all partners as one of the keys to the success of the interagency effort.  It is essential that the agency making the referral and the agency receiving the referral develop and implement specific standards for a smooth service delivery handoff.


Relationships and Responsibilities


Orientation, Staff Training and Development

Standards of Performance


Exchange of Information

VR&E, VETS, and SA will share information relevant to finding employment for individual veteran participating in vocational rehabilitation and receiving employment services under the provisions of 38 U.S.C., Chapter 31 (hereafter referred in this document as Chapter 31).  The information exchanged shall be used exclusively to facilitate job development and placement services to participating veterans.  All information from interviews, counseling, testing, and assessment will be used by each agency under documented consent from veterans in accordance with the Privacy Act of 1974 and other applicable regulations.  Each agency agrees to provide practical and appropriate safeguards for protecting veterans’ information on Chapter 31 veterans, in accordance with applicable regulations and laws, including the Americans with Disabilities Act of 1990, the Rehabilitation Act of 1973 and reauthorizations, and Title VII of the Civil Rights Act of 1964.


Cooperation on Emphasis under Federal Contracts


VR&E and SA agree to assist federal contractors who are required to list jobs with local SA offices under the provisions of 38 U.S.C. §. 4212, the Veterans’ Benefits Improvement Act of 1994 (PL 103-446) and the Jobs for Veterans Act (PL 107-288).  VR&E, SA, and VETS will employ all resources as practical, including the Internet, to identify and contact federal contractors, for the purpose of offering assistance to contractors having contract employment provisions regarding veterans with SCDs and veterans of certain military campaigns.

Relationships on Veterans’ Reemployment Rights

Under the provisions of the Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994, the U.S. Department of Labor, through VETS offices located in each state, will assist veterans making claims under USERRA.  The law provides for enhanced protection for veterans with disabilities, including the requirement that employers make reasonable efforts to accommodate for a disability.  VR&E, VETS, and SA agree to exchange all information relevant to an investigation. VR&E and SA will refer veterans making a claim under USERRA to VETS.  If necessary, VETS will investigate or adjudicate claims under USERRA, as provided by law.  VETS and SA will refer veterans with disabilities with reemployment rights to VR&E so that disability related issues may be resolved as quickly as possible.


REALifelines Partnership


VR&E will provide services to all eligible veterans with SCDs referred through the VETS’ REALifelines (Recovery & Employment Assistance Lifelines) program.  VR&E will provide information to the DVET on services provided to veterans referred through the REALifelines program. VR&E will participate in outreach activities conducted by SA staff to veterans who are seriously disabled.


Coordination of Counseling, Training and Job Placement


In recognition that coordination is a key element to improvement, VR&E and SA agree to team up SA staff directly with individual VR&E counselors and/or employment coordinators in order to ensure the fullest integration of both staffs in all phases of the Five Tracks to Employment process.


Responsibilities


The DVET helps ensure effective coordination and liaison between VR&E and SA to implement this agreement.  


The DVET will: 


· …

· …

· …

The Vocational Rehabilitation and Employment Officer (VR&EO) ensures effective coordination and liaison between SA and VR&E to implement this agreement.  


The VR&EO will: 


· …

· …

The SA Veterans Coordinator (or similarly designated position) helps to ensure effective coordination and liaison between DVET and VR&E to implement this agreement.  

The SA Veterans Coordinator will: 


· …

· …

The SA Intensive Services Coordinator (ISC) (out-stationed at the VARO) is the primary POC for Chapter 31 referrals to the SA.  



The ISC will:

· …

· …

SA staff, primarily DVOP specialists, are legally tasked to provide intensive services to veterans with barriers to employment with priority provided to Chapter 31 veterans.  Additionally DVOP specialists and other One-Stop Career Center (OSCC) staff provide outreach and assistance to employers on behalf of veterans with service-connected disabilities. DVOP specialists and other OSCC staff persons provide intensive services to meet the employment needs of veterans, with priority to Chapter 31 veterans.



The DVOP or other OSCC staff will:  

· …

· …

In most cases, a VR&E Vocational Rehabilitation Counselor (VRC), Counseling Psychologist (CP), or Employment Coordinator (EC) will be the primary point of contact for referral within VR&E.  

The VR&E VRC/CP/EC will:

· …

· …

Section IV


Enter contact information for all team members to include mailing address, phone numbers, fax numbers, and e-mail addresses.


Section V


Describe as attachments locally prepared forms or appendices.


Appendix B

Job Ready Assessment Worksheet Sample


Vocational Rehabilitation & Employment (VR&E)


Job Ready Assessment Worksheet

 


Completed by VRC/CP/EC and Veteran Prior to “Job Ready” Determination

 


		Veteran’s Name

		 

		Claim #

		 



		VA CASE MANAGER 

		 

		Date

		 



		Employment Coordinator

		 

		D.O.T.

		 





 


		Targeted Employment Goal

		 

		Job Title



		Training Completion Date

		 

		 





 


		Job Seeking Skills 

		YES

		NO

		NA



		1.  Veteran has an acceptable working resume

		 

		 

		 



		2.  Veteran has cover letter and thank you notes

		 

		 

		 



		3.  Veteran has developed interviewing skills and knows to address an employer’s needs during the interview 

		 

		 

		 



		4.  Able to perform an independent job search

		 

		 

		 



		5.  Veteran is able to identify potential employers related to his/her transferable skills and/or newly required skills 

		 

		 

		 



		6.  Veteran is able to identify potential employers related to his/her identified vocational goal

		 

		 

		 



		7.  Other (Specify)

		 

		 

		 





 


		Employment Attitudes and Behaviors

		YES

		NO

		NA



		1.  Veteran has appropriate interpersonal relationship skills

		 

		 

		 



		2.  Veteran has appropriate work attitudes

		 

		 

		 



		3.  Able to be punctual 

		 

		 

		 



		4.  Medically stable to participate in job search activities and retain employment

		 

		 

		 



		5.  Other (specify) 

		 

		 

		 



		Transportation & Housing

		YES

		NO

		NA



		1.  Veteran has suitable transportation

		 

		 

		 



		2.  Veteran has suitable housing

		 

		 

		 



		3.  Veteran has an adequate transitional income 

		 

		 

		 



		4.  Veteran needs assistance in locating other financial resources, e.g., Social Services, while looking for work

		 

		 

		 





 


		Career Preparation Activities

		YES

		NO

		NA



		1.   Completed goals and objectives of Rehabilitation Plan

		 

		 

		 



		2.   Registered with DVOP

		 

		 

		 



		3.   Registered with school placement/career counseling office

		 

		 

		 



		4.   Completed an internship, co-op or work experience program

		 

		 

		 



		5.   Obtained the required work certifications/licensing to work

		 

		 

		 



		6.   Veteran needs training/education to retain current employment

		 

		 

		 



		7.   Veteran has registered with State Department of Vocational Rehabilitation

		 

		 

		 



		8.   Veteran possesses appropriate interview attire

		 

		 

		 



		9.   Personal Appearance/ hygiene is suitable

		 

		 

		 



		10. Other (specify)

		 

		 

		 





 


		Other Factors

		Veteran Response

		NA



		1.   Minimum income needed (per month):

		 

		 



		2.   Distance willing to commute:

		 

		 



		3.    Willingness to relocate:

		 

		 



		4.    Hours willing to work:

		 

		 



		5.   Minimum benefits required for family:

		 

		 



		Work accommodations needed/narrative comments:


 


 


 


 


 


 


 





SIGNATURES:  

___________________________                                                


VETERAN


 

___________________________ 


VA CASE MANAGER


___________________________


EMPLOYMENT COORDINATOR                                                


Appendix C

Referral Letter Sample
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		DEPARTMENT OF VETERANS AFFAIRS


St. Louis Regional Office


400 South 18th Street


St. Louis, MO 63103-2271





In Reply Refer to: 28


To:  Missouri Division of Workforce Development


        Attention John Doe


        4001 South 18th Street


        St. Louis, MO 63103-2271


Subject:  Job Ready Referral Letter


Please provide employment assistance to the Chapter 31 veteran listed below.  The assistance should, at a minimum, consist of registration in the workforce reporting system, resume development, employment guidance, job seeking skills, and job assistance.


_____ Veteran is not currently employed and requires placement services in order to secure suitable employment that is consistent with the veteran’s disability restrictions and employment goals.


_____Veteran is currently employed but placement services are required in order to secure suitable employment that is consistent with the veteran’s disability restrictions and employment goals.


Veteran’s Name: ____________________________________________

Address: ______________________________________________

Phone:  Home: _________________   Cell: __________________  


E-Mail Address: ________________________________________

Current Service Connected Disability Rating:


[image: image6.wmf]20% or less
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Employment Barriers Narrative Statement (including identification of workplace/job accommodations needed):

Contractor Information:


Name:


Address:


Phone:


Fax:


E-mail:


Additional changes to the plan can only be made by VR&E staff (case manager). 


Thank you for your assistance.


Sincerely,


Jane Doe, MS. CRC


Vocational Rehabilitation Counselor


Appendix D

Release of Information Sample


http://vbaw.vba.va.gov/bl/20/cio/20s5/forms/vba_21_4142.pdf

http://www.va.gov/vaforms/medical/pdf/vha-10-5345-fill.pdf





Appendix E

Common Terminology


Case Management: Case management is a process. In this process, there is one case manager (VRC/CP) and one plan of action. The veteran and the case manager (VRC/CP) develop this plan with input from other knowledgeable persons. The ultimate goal is the achievement of the Chapter 31 veteran’s suitable employment goals. There can be other individuals or agencies that act as service providers assisting the veteran and the case manager (VRC) with specific issues or barriers. It is imperative that everyone working with the veteran has an understanding of and is in agreement with the goals of the veteran. A team approach and use of the whole person concept is imperative.


Case Manager (Vocational Rehabilitation Counselor (VRC) / Counseling Psychologist (CP):  The case manager (VRC/CP) is the focal point for a veteran involved in case management. The case manager (VRC/CP) provides direct services only in those areas he/she has expertise. The veterans are referred to other individuals or agencies in the case manager’s (VRC’s/CP’s) network for additional specific services. The VR&E designates the primary case manager for a Vocational Rehabilitation Chapter 31 veteran; generally it is the Vocational Rehabilitation Specialist (VRS) or the Vocational Rehabilitation Counselor (VRC) or Counseling Psychologist (CP). The Local Veterans’ Employment Representative/Veterans with disabilities’ Outreach Program Specialist (DVOP/OSCC/staff) serves as a resource for information and services related to the labor market, job placement preparation and individualized job development.


Central Point of Contact:  The Veterans’ Employment and Training Service (VETS) has designated this position to be a State Workforce Agency (SA) employee (DVOP/OSCC STAFF, State Veterans’ Coordinator). The responsibilities of the position vary from state to state depending on the state’s organizational structure. The primary function of the position is to serve as a liaison between the SA and VR&E staff. In some states the central point of contact may be responsible for assigning individual veterans to a specific job developer, provide follow-up activities, and collect and compile data to be shared among agencies. The central point of contact should be involved at the state level in problem identification and issues requiring problem resolution that may arise between the agencies.


Discontinued:  This term refers to the VR&E Chapter 31 registered referrals that are discontinued from the VR&E program by the VRC/CP for a variety of reasons. The termination should be documented and communicated to the SA staff assigned.


Entered Employment:  Entered employment is when a veteran has become employed either by job placement (result of a referral from the Job Service) or by obtained employment (secured by the veteran after contact with the Job Service). Entered employment is not necessarily considered suitable employment for VR&E Rehabilitation purposes. The SA staff cannot deny a qualified veteran a job referral when he/ she requests to be referred to a specific job opening. Entered employment may be an interim position for income maintenance until a suitable job is found or while the veteran is in training. SA staff should document pertinent information about the job (why and how the veteran secured the position) then convey this information in writing/e-mail to the VRC or EC. The job search process should continue until suitable employment is found.


Individual Employment Assistance Plan (IEAP):  The IEAP is written by the VRC/CP and the veteran is considered employable and is, at minimum, 60 days from job seeking. The plan takes into account the most current and projected labor market information and defines the vocational goal. The plan can include acquiring tools the veteran may need in his/ her job search, information about employer incentives, or identification of the need for short term training.


Individualized Job Development:  Individualized job development is the process for securing employment for the individual, which fits his/her background, training and interests and does not aggravate an existing disability. Numerous resources are used when providing individualized job development services, job listings at the Job Service, AJB, local employer hot lines, cold calls to employers, etc. Individualized job development may also include: 

(1) preparing a veterans for job interviews ;


(2) negotiating with an employer to hire a veterans for an existing position 


(3) negotiating with an employer to create a position that currently does not exist; 


(4) negotiating with an employer to hire a veterans into a position which exists in the company, but there is not a current opening.


Individual Written Rehabilitation Plan (IWRP): The Individual Written Rehabilitation Plan outlines rehabilitation services including, if appropriate, veterans training needs in order to become employable. The plan takes into account the veteran’s transferable skills, limitations due to disability, test results, work experience, education, military experience and interests. Analysis of this data and the most current and projected labor market information form the basis of the plan.


Job Ready:  Job ready refers to veterans who are determined to be ready, willing and able to participate in job development activities, but may in fact have issues or barriers to employment such as limited transportation, child care needs, etc.


Labor Market Information (LMI): Labor market information is systematized data, produced on a regular basis, about employment, unemployment, jobs and workers. In the vocational rehabilitation realm, it encompasses more than just what jobs exist today in a particular area. It involves educated and informed predictions about current and future demands for workers in an occupation for the purpose of preparing someone for employment in that occupation. Giving a positive report on an occupation or vocational area, based only on the availability of current jobs does not serve a veteran well. The trends going on within the occupation must be examined.


Operating Principle: Recognizing the uniqueness of terminology used by the partners will enhance the abilities of the agencies to more effectively serve Chapter 31 veterans.


Out-stationed:  This is a term, which applies to a DVOP specialist located at a VR&E operation, or another suitable location, to provide services to VR&E veterans. Depending on the organizational structure within a state, the out-stationed/out based DVOP may be responsible to perform any or all of the following duties; central point of contact, assigning cases to other individual DVOP/OSCC staff, being involved from the initial assessment of a veteran through suitable job placement, appropriate follow-up, etc.

Referred/Registered:  Chapter 31 veterans who are referred by the VR&E and registered with a local One Stop Career Center for services are then considered to be referred/registered. All VR&E veterans are to be assigned a DVOP/OSCC STAFF as a case manager for job placement and provided case management services.


Rehabilitated:  Rehabilitated refers to a Chapter 31 veteran who has entered and maintained suitable employment for at least 60 days. Follow-up contact should be made by the assigned DVOP/OSCC STAFF within one week of placement, then at 30 days, and again at 60 days. The results of the follow-up contacts with the employer and the employee should be documented and communicated to the VR&E staff. 


Suitable Employment:  Suitable employment is a job that the VR&E counselor has determined is consistent with the veteran’s interests, aptitude and abilities and does not aggravate the veteran’s disability and the veteran has maintained the job for the minimum of 60 days. The VA VRC will make the determination as to whether or not a job placement is considered to be suitable, both according to the plan and consistent with the limitations of the disability. If the job is not suitable, the case is left open with the VRC until a suitable placement is found. If the veteran declines further services from VR&E, the DVOP/OSCC staff continues to work with the veteran as needed.


Appendix F

Acronyms

The following acronyms are used throughout the Technical Assistance Guide:


CM         
Case Manager


CP             Counseling Psychologist


CPC         
Central Point of Contact

DVET 
Director for Veterans’ Employment and Training


DVOP 
Disabled Veterans Outreach Program (Specialist)


EC

Employment Coordinator

GAO

Government Accountability Office

IEAP      
Individual Employment Assistance Plan


ISC

Intensive Services Coordinator

IWRP 
Individual Written Rehabilitation Plan


LMI    
Labor Market Information

LVER

Local Veterans’ Employment Representative

MOA

Memorandum of Agreement

MOU    
Memorandum of Understanding

NVTI     
National Veterans’ Training Institute


OEF

Operation Enduring Freedom

OIF

Operation Iraqi Freedom


OJT      
On-the-Job Training


OSCC
One-Stop Career Center

RLL

REALifelines

SSN

Social Security Number

SA      
State Workforce Agency

SCD

Service-Connected Disabled (veteran)

TAG

Technical Assistance Guide

USC

United States Code

VA          
Department of Veterans Affairs


VARO   
Department of Veterans Affairs Regional Office


VETS         Veterans’ Employment and Training Service


VOPAR      VETS Operations and Program Activity Report


VPL        
Veterans’ Program Letter


VRC

Vocational Rehabilitation Counselor

VR&E       
Vocational Rehabilitation and Employment 

VR&EO    
Vocational Rehabilitation and Employment Officer


WRIS   
Wage Record Interchange System 


CWINRS  
VR&E Corporate Case Management System

Appendix G

Demonstration Project Participant Contact Information

Department of Veterans Affairs:

VA Primary:  





VA Secondary:


Ronald Shroyer, VA Project Manager

Susan Chung


Ronald.Shroyer@va.gov



Susan.Chung@va.gov

202.461.9634





202.461.9515

Denver Regional Office


155 Van Gordon Street
Lakewood, CO 80228


Director: Janice Jacobs


VR&EO: Greg Bittle, (303)914-5540


Little Rock Regional Office


2200 Fort Roots Drive, Building 65
North Little Rock, AR 72114-1756


Director: Cheryl Rawls


VR&EO: Raymond Ortega, (501)370-3780


Manchester Regional Office


Norris Cotton Federal Building


275 Chestnut Street
Manchester, NH 03101


Director: Charles Woolford


VR&EO: Ruth Comeau, (603)222-5752 (1)


Montgomery Regional Office


345 Perry Hill Road
Montgomery, AL 36109


Director: Ricardo Randle


VR&EO: Dick Laisure, (334)396-1986 ext 11


Oakland Regional Office


1301 Clay Street, Rm. 1300 North
Oakland, CA 94612


Director: Lynn Flint


VR&EO: Joe Warner, (510)637-6215


Philadelphia Regional Office


5000 Wissahickon Avenue
Philadelphia, PA 19101


Director: Thomas Lastowka


VR&EO: Kristine Kuehnle, (215) 842-2000, ext. 4107


St. Louis Regional Office


400 South, 18th Street
St. Louis, MO 63103


Director: Dave Unterwagner


VR&EO: Gerald Bacon, (314) 552-9345


St. Petersburg Regional Office


9500 Bay Pines Boulevard
St. Petersburg, FL 33708
Mailing Address:
P.O. Box 1437
St. Petersburg, FL 33731


Director: Barry Baker


VR&EO: Margarita Cocker, (727) 319-7935


U.S. Department of Labor/VETS:

VETS Primary:




VETS Secondary:


Jovita Martinez-DOL Project Manager
Miguel Hernandez

Martinez.Jovita@DOL.GOV


Hernandez.miguel@dol.gov


(303) 844-1175




(727) 324-2847

State Workforce Agencies:

Colorado:


Colorado Department of Labor & Employment

633 17th Street, Suite 700


Denver, CO 80202


Joyce Johnson, Director Field Operations


Tim Amthor, State Veterans Coordinator


Curtis Johnson, DVOP


155 Van Gordon


Lakewood, CO 80228

Arkansas:

Arkansas Department of Workforce Services


P.O. Box #2 Capitol Mall


Little Rock, Arkansas 72201


Mr. Artee Williams, Director

Rex Platt, State Veterans Coordinator 


Arkansas Department of Workforce 

New Hampshire:

New Hampshire Employment Security


32 South Main Street


Concord, NH  03301-4857


Commissioner Richard S. Brothers


Doris Lachance, Chief, Employment Services Bureau


Alabama:

Department of Industrial Relations


649 Monroe Street


Montgomery, Alabama 36131


Thomas Surtees, Director


Gregory Niel, State Veterans Coordinator


Robert Brantley, ES Program Director


David Pittman, DVOP


787 Ross Clark Circle


Dothan, Alabama 36303


California:


EDD Workforce Services Division


Joe Morales


2901 50th Street 


Sacramento, CA  95817.


 


Jay McDowell DVOP VRC Oakland 


1301 Clay St 11th Floor 


Oakland CA 94601

Pennsylvania:

Department of Labor and Industry


7th & Forster Streets 
Harrisburg, PA 17120

Christine Enright, Director, Bureau Workforce Partnership


Billy G. Lanham, Chief, Special Programs and Projects Section 
12th Floor, L&I Building


Missouri:

Division of Workforce Development


421 East Dunklin Street


PO Box 1087


Jefferson City, MO 65102-1087


Dawn Busick, Director


Rodney Henry, Veterans Coordinator


Florida:

Agency for Workforce Innovation


Suite 100 Caldwell Building


107 E. Madison Street


Tallahassee, FL 32399


Monesia T. Brown, Director


Lois Scott, One-Stop Support Manager


Shawn Forehand, Veterans’ Program Coordinator


Appendix H

VR&E Monthly Report

See attached spreadsheet

Appendix I

VR&E 5-Tracks to Employment


Reemployment with Previous Employer


This track is designed for those individuals separating from active duty or in the National Guard or Reserves and who are now returning to work for their previous employer.  What are some of the features of this track? A Rehabilitation Plan with the goal of reemployment that may include job accommodations, job modification, case management, coordination and linkages of services with VA health care, reemployment rights advice, work adjustment services and consultation with the employer. The DVET is also available to assist with any employer issues that may arise regarding the Uniformed Services Employment and Reemployment Rights Act (USERRA).


Rapid Access to Employment


Rapid access to employment is targeted to those individuals who have expressed a desire to seek employment soon after separation or who already have the necessary skills to be competitive in the job market in an appropriate occupation.  What are some of the features of this track? A Rehabilitation Plan with the goal of immediate employment that may include job readiness preparation, resume development, job search assistance, development of employment resources, job accommodations and post employment follow-up.


Self-Employment


Self-employment is targeted to individuals who have limited access to traditional employment, need flexible work schedules, or who need a more accommodating work environment due to their disabling conditions or other life circumstances. What are some of the features of this track? A Rehabilitation Plan with the goal of self-employment may provide for analysis of the viability of a business concept, development of the business plan, training in the operation of small businesses, marketing and financial assistance and guidance on obtaining adequate resources to implement the business plan.

Employment through Long Term Services


Long term services are targeted to individuals who need specialized training and/or education to obtain and maintain suitable employment.


What are some of the features of this track? A Rehabilitation Plan with the goal of training and/or education that may provide for on-the-job training (OJT), apprenticeship, internship, job shadowing, work monitoring, work-study, public-private job partnering, or higher education sufficient to obtain suitable entry-level employment.


Independent Living Services


Independent living services are targeted to individuals who may not be able to work right now and need rehabilitation services to live more independently. What are some of the features of this track? A Rehabilitation Plan with the goal of independent living that may include assistive technology, independent living skills training, connection to community-based support services, etc.


Appendix J

National Memorandum of Agreement 


Between:


Department Of Veterans Affairs


Veterans Benefits Administration


Vocational Rehabilitation and Employment Service (VR&E)


and


Department Of Labor


Veterans’ Employment and Training Service (VETS)


Washington, DC


A.  Purpose


The Department of Veterans Affairs, Vocational Rehabilitation and Employment (VR&E) Service and the Department of Labor, Veterans’ Employment and Training Service (VETS) concur that the successful readjustment of disabled veterans into the civilian workforce is a mutual responsibility and concern.  In order to advance, improve, and expand the employment opportunities for veterans with disabilities, both parties of this MOU commit themselves to active cooperation and coordination in meeting the goals set forth in this agreement.


B.  Authority


This agreement is authorized in accordance with 38 U.S.C. §4102A(b)(3).


C.  Terms


VETS and VR&E personnel in their respective agencies, as well as those employed with their federally funded agencies and programs, shall work together to maximize the provided services that will lead to the ultimate goal of successful long term career placement for disabled veterans.  Both parties agree to provide a seamless employment transition that will eliminate all duplication, fragmentation, or delay in delivery of needed employment services.


VETS and VR&E understand that the primary purpose of the VA’s Vocational Rehabilitation Program is to assist disabled veterans to obtain meaningful employment that is within the limitations imposed by the disability (s) and consistent with the veteran’s abilities, aptitudes, and interests. 


Beginning as early as possible in the rehabilitation process, including orientation and initial labor market analysis, VETS and VR&E agree to improve employment outcomes for all vocational rehabilitation program participants by enabling local representatives from both parties to take a team approach to job development and placement activities.   The team approach will ensure that quality employment services will be provided to all VR&E participants.  Members of each employment team will include the VR&E Case Manager, VA Employment Coordinator/Employment Specialist, a Disabled Veterans Outreach Program (DVOP) Specialist or One-Stop Career Center (OSCC) staff person and the VR&E participant.  All VR&E participants will be advised of the benefits of registering for employment assistance and will be encouraged to register with their State Workforce Agency.  To promote these efforts, the participants and local representatives from both organizations are required to establish and maintain an effective mechanism for referral and service delivery.  


1.  Data sharing activities between all interested parties is critical to a successful partnership. VETS and VR&E will share information and coordinate objectives, as appropriate, to carry out and support the goals of this agreement.  The information exchanged shall be used to facilitate employment services to participating veterans.  VETS and VR&E will share information and data accessed from Unemployment Insurance (UI) Wage Records and other administrative wage records as may be available to each agency, in strict compliance with the Privacy Act of 1974 (privacy Act).  All information from interviews, counseling, testing, and assessment will be used by each agency under documented consent from participants, also in accordance with the Privacy Act, and other applicable regulations.  Each agency agrees to provide practical and appropriate safeguards for participant information on vocational rehabilitation clients, in accordance with applicable regulations and laws, including:  The Americans with Disabilities act of 1990; the Rehabilitation Act of 1973; Title VII of the Civil Rights Act of 1964; and Health Insurance Portability and Accountability Act (HIPAA). 


2.  Both VETS and VR&E agree to establish and maintain management information systems that will enable accurate yearly reporting.  These reports will include:  total number of VR&E program participants; total number of VR&E participants referred to DVOPs and of those the total number registered for employment services; total number of participants who entered suitable employment; and, total number of participants who maintained suitable employment for 180 days or more.  Both parties agree to establish performance measures.


3.  VETS and VR&E agree to establish three joint work groups with the goal of improving the quality of employment services and suitable job placements for veterans with disabilities.  Each work group will have an established list of roles and responsibilities that will direct their efforts. The work groups are:


Performance Measures for Assessment of Partnership Program Results


National Veterans’ Training Institute (NVTI): Curriculum Design


Joint Data Collection, Analysis, and Reports


Delivery of a high quality and results driven workforce program requires continual process improvement, evaluation, and identification of best practices.  VETS and VR&E agree to consult with recognized experts in the field, on the design, process, service-delivery, and outcome measures for the joint workforce partnership activities.


In evaluating performance of their respective staff members, managers from both organizations will consider documented effectiveness of partnership activities between VR&E staff and DVOP and/or OSCC staff person.  VETS and VR&E will establish and monitor common goals and measures within each Memorandums of Agreement executed with state partners.  Corrective action will be taken when goals are not met.


VETS and VR&E will encourage local and, where appropriate, national participation in joint training workshops, meetings, and seminars for the exchange of professional knowledge.  In addition, both parties agree to fully engage in discussions on emerging placement issues and strategies, and will, on a continuing basis, promote the suitable employment of disabled veterans.


4.  VETS will appoint a Point of Contact (POC) for the provision of employment services.  This POC will work closely with the VR&E staff located in each VA Regional Office’s service area.


Upon agreement between VETS, its state partners and VR&E, where and when appropriate, and to the extent feasible, a DVOP or other designated individual will be co-located or otherwise provide itinerant coverage to VR&E participants to facilitate the registration of disabled veterans with the appropriate service provider.


D.  Effect of Agreement 


This agreement does not in itself authorize the expenditure or reimbursement of any funds.  Nothing in the agreement shall obligate the parties to expend appropriations or other monies, or to enter into any contract or other obligation.


This agreement is an internal Government agreement and is not intended to confer any right upon any private person.


This agreement will be executed in full compliance with the Privacy Act of 1974.


Further, this agreement shall not be interpreted to limit, supersede, or otherwise affect either party’s normal operations or decisions in carrying out its mission, or statutory or regulatory duties.  This agreement does not restrict the parties from participating in similar activities or arrangements with other entities.


E.  Termination


This agreement shall become effective upon the date of signature of the underlined parties and shall remain in effect until terminated by either party with 30 days written notice.

Signed in Washington, DC this 3rd day of October, 2005.


___(signature on file)_________
___(signature on file)_______

CHARLES S. CICCOLELLA          
JUDITH A. CADEN



Assistant Secretary for Veterans’      
Director, Vocational Rehabilitation

Employment and Training
and Employment 

Department of Labor                          Veterans Benefits Administration

                                       Department of Veterans Affairs


� HYPERLINK "http://www.dol.gov/vets/REALifelines/index.htm" ��http://www.dol.gov/vets/REALifelines/index.htm�
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SPECIAL GRANT PROVISIONS
FOR

JOBS FOR VETERANS
GRANTS
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I. GRANT AMOUNT:

A. The total amount of funds approved for each fiscal year may be found on the
Notice of Grant Award or modification.

B. The fiscal year funds available annually are subject to:
1. An approved Jobs for Veterans Grant State Plan; and
2. Congressional action on the United States Department of Labor’s (USDOL)
appropriation.

C. Grantees may charge only up to the amount on the current Notification of
Obligation Authority (NOA) and costs in excess of the amount available will be
borne by the grantee.

D. When Fiscal Year (FY) funds remain available after September 30™, States will
provide a fifth quarter spending plan through their respective DVET for approval
by their Regional Administrator for Veterans’ Employment and Training (RAVET).
All grant funds must be obligated by States before December 31° following each
Federal FY and must be expended by the following March 31,

E. Funds not obligated in accordance with the State Plan and Standard Form (SF)
424A (Budget Information) may result in a reallocation of funding or an
adjustment to the State’s allocation for the current fiscal year.

F. The number of Disabled Veterans’ Outreach Program (DVOP) and Local
Veterans’ Employment Representative (LVER) positions that can be supported
by grant funds must:

1. Be separately identified; and,
2. Represent the most efficient use of funds awarded to maximize available
staff resources.

G. Amounts designated for Incentive Awards may be distributed only as described
in the State Plan and approved by the Grant Officer. States must adhere to this
approved plan to avoid reclamation of Incentive Award funds.

H. Funds for postage associated with this grant will be provided once annually and
supplemental funds will not be made available. Any unused annual postage
funds may be used for other Jobs for Veterans State grant purposes and will
not be reclaimed.

I.  Costs attributable to a specific grant activity (DVOP, LVER, Transition
Assistance Program (TAP), Special Initiatives and Performance Incentive
Awards) may be charged only to the funds available for that respective grant
activity. Except to correct erroneous charges, neither costs nor funds may be
moved between the grant activities unless a grant modification is submitted and
approved.
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IIl. SCOPE: (Statement of Work)

A. The grantee will provide direct employment and training services for veterans,
employers, other eligible persons and transitioning service members and their
spouses through:

1. The employment service delivery system, affiliated One-Stop partners, and
coordination with other service providers;

2. TAP workshops where available; and,

3. DVOP specialists and/or LVER staff in accordance with:

Titie 38 United States Code (38 U.S.C), Chapters 41 and 42;
The Workforce Investment Act (WIA) of 1998, as amended;
Title 20, Code of Federal Regulations (CFR), Part 1001;
Policy guidance issued by the USDOL;

An approved Jobs for Veterans Grant State Plan; and

All terms, conditions, assurances and provisions of this grant.

~0 oo oD

B. Full-time DVOP specialists and/or LVER staff should be assigned at every
location with sufficient resources to support the assignment of full-time staff,
rather than assigning two or more half-time DVOP specialists or LVER staff.
The grantee must develop and apply standards for statewide services to
veterans in accordance with the respective duties for each position as
described in Veterans’ Program Letter (VPL) 07-05, dated July 27, 2005 or the
most current VPL on this subject. DVOP specialists and LVER staff are
appointed, assigned, or terminated in accordance with a State’s merit staffing
system:

1. As full-time or half time employees in accordance with VPL 07-05, dated
July 27, 2005 or the most current VPL on this subject; and
2. At salaries commensurate with their assigned duties.

C. DVOP specialists will fulfill roles and responsibilities described in law, regulation
or policy guidance exclusively to benefit veterans and other eligible persons by:

1. Focusing staff-assisted intensive services to meet the needs of
economically or educationally disadvantaged veterans with barriers to
employment;

2. Using a case management approach to deliver staff-assisted intensive
services;

3. Participating in TAP activities for transitioning service members and their
spouses and similar job search workshops where appropriate; and

4. Coordinating with other area service providers to assist veterans and other
eligible persons to overcome barriers.
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D. LVER staff will fulfill roles and responsibilities described in law, regulation or
policy guidance exclusively for veterans and other eligible persons by:

1.

2.

Conducting outreach to employers to develop relationships, jobs or training
opportunities for veterans and other eligible persons;

Conducting seminars for and networking with employer organizations and
trade associations;

Conducting TAP workshops for transitioning service members and their
spouses and related activities, including job search workshops for veterans
and other eligible persons;

Establishing self-directed job search work groups to benefit veterans and
other eligible persons; and,

Facilitating the provision of employment, training, and placement services
for veterans and other eligible persons.

DVOP specialists and LVER staff are assigned to supplement, not supplant,
the duties of other staff in the Service Delivery Point (SDP) and do not
relieve State Workforce Agency staff of their requirement to provide priority
services to veterans at all employment service delivery locations.

All communications between Veterans’ Employment and Training Service
(VETS) and the SDP will be made through appropriate State channels.

The National Veterans’ Training Institute (NVTI) will provide specialized
training for all DVOP specialists and LVER staff (including travel expenses
and per diem). Each DVOP specialist and LVER staff member assigned or
appointed on or after January 1, 2006 will have three years to complete
specialized training (Labor and Employment Specialist, Promoting
Partnerships for Employment, and Case Management) provided by NVTI.
DVETs will coordinate scheduling newly appointed staff through the
appropriate State channels.

lll. STATUTORY REQUIREMENTS FOR SERVICE PRIORITIES:

A. Grantees will maintain compliance with all applicable statutory and regulatory
and grant provisions to include:

PoOb=

38 U.S.C, Chapters 41 and 42, as amended;

Title 20, CFR, Chapter IX, Part 1001 et. seq.;

Title 20, CFR, Chapter V, Parts 658 - 667; and

Special and general grant provisions, USDOL policies and Federal
directives.
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B. Grantees will, as prescribed by law and determined in regulations, ensure
adherence with guidance regarding the provision of priority of services for
veterans.

IV. PAYMENTS UNDER THE GRANT:

A. Approved funds will be transferred to the State’s financial institution using the
State’s SMARTLINK system through the Department of Health and Human
Services’ Payment Management System (HHS/PMS); and,

B. Grantees will provide quarterly financial reports as indicated in the most recent
VPL on this subject and in Section V, below.

V. REPORTING REQUIREMENTS: As per Title 20, CFR Section 658.601 (7)
(d), State Administrator(s) authorized to enter into this grant agreement must ensure to
the maximum extent feasible: (1) the accuracy of data entered by the State agency into
required management information systems; and (2) the establishment and maintenance
of a data validation system that accurately reflects the accomplished activities and
provides actual expenditure data, in accordance with Office of Management and Budget
(OMB) Circulars and applicable regulations to include Title 20, CFR, Sections
1001.122(b) and 1001.140.

A. Reports required by this grant are in addition to any required WIA summary
reports.

B. Reports and correspondence must be identified by State, applicable Federal
grant number (if assigned), fiscal year, date prepared. All reports must be
prepared and submitted in the manner, with the frequency and by due dates
prescribed in the applicable solicitation or directive from VETS.

C. States must produce quarterly and final Fiscal and quarterly Activity/
Performance reports as a condition for accepting grant funds. Specific guidelines
for recurring reports (listed in 1. through 6. below) are addressed in VPL 02-06,
dated February 8, 2006 or the most recent VPL on this subject.

1. Grantees are required to report and be accountable for Public Labor
Exchange and grant-based performance measures negotiated under the
most recent VPL on this subject or on the subject of Common Measures.
Applicable State and grant-specific Activity/Performance reports include the:

a. ETA 9002 A-D Reports
b. VETS 200 A-C Reports,

or, their equivalent replacements, as prescribed by the Department.

October 1, 2007





Page 6 of 8

2. Fiscal reports will be submitted for each of the four Federal fiscal year
quarters. A fifth quarter Fiscal report will be submitted if any fiscal year
funds are carried into the next fiscal year. A final Fiscal report must be
submitted no later than May 15" reporting all funds expended for the
previous fiscal year. Fiscal reports will include:

a. SF 269A, Financial Status Report (OMB 0348-0038) - one for DVOP
grant activity expenditures and one for LVER grant activity expenditures;

b. The Expenditure Detail Report or aiternative report that provides the
same information; and

c. SF 272, Federal Cash Transactions Report (OMB 80-RO182) is
submitted, or an HHS/PMS 272 in lieu of an SF 272 is submitted to HHS
in the manner that has been prescribed.

3. The State Workforce Administrator or a designated person must attest to
the accuracy and completeness of the Quarterly Report in a signed
Technical Performance Narrative.

4. A current DVOP/LVER Staffing Directory prepared in the level of detail
prescribed in the most recently issued VPL that provides a sample format.

5. Manager’'s Report on Services to Veterans regarding the quality and
character of services provided to veterans as described in VPL 07-05, dated
July 27, 2005 or the most recent VPL on this subject to include information
regarding the extent to which veterans are receiving priority of service from
staff funded through Department of Labor grants.

6. An Annual Incentive Awards Summary Report will be included with the 4t
quarterly report as described in the most recent VPL on recurring reports.

D. DVETs will notify States that the review of the Jobs for Veterans State Grant
Quarterly Reports (including 5" Quarter and Final reports) and the Annual
Incentive Awards Summary Report is complete. Upon this notification, States will
forward the originals of all documents to the Grant Officer at:

Department of Labor

Procurement Services Center

200 Constitution Avenue, N.W., Room S 4307
Washington, DC 20210

Note: Because all mail sent to the Department of Labor in Washington D.C.
through the U.S. Postal Service is irradiated, States are encouraged to use
FedEx, UPS, or other non-U.S. Postal Service carrier to forward reports to the
Grant Officer.
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Failure to comply with the above reporting requirements and/or other legislative
requirements may result in sanctions described at Title 20, CFR, Part 658,
Subpart H.

VI. GRANT MANAGEMENT AND MONITORING

A

The Grant Officer approves, signs, and modifies these grants and can authorize
changes in scope (staff utilization and funding levels), cost and grant conditions.

VETS is required by law to “monitor and supervise on a continuing basis the
distribution and use of funds provided for use in the States...” (38 U.S.C. 4102A

(b) (6)).

Each DVET or their designee serves as the Grant Officer's Technical
Representative (GOTR). The GOTR is authorized to:

Review narrative reports and records;

Monitor the progress of the grant;

Negotiate remedial/corrective action regarding potential compliance issues;
Arrange through State channels to communicate directly with DVOP
specialists and LVER staff, when necessary;

Recommend approval or disapproval of technical matters not involving a
change in the scope, cost or conditions of the Jobs for Veterans grant; and
6. Have access to all applicable hard copy or automated reports and records
and make recommendations to the Grant Officer on all grant matters and
requests.

Pobd=

o

Requests for additional funds may be approved only if like amounts are
available from funds returned by or identified for reallocation from other States.

Fiscal year funds cannot be obligated by the grantor agency to States after
September 30™; therefore, to be considered for approval, all requests for
additional funding must be received in the National Office prior to the close of
business on the first Friday in August or the date specified in the most recent
VPL on this subject. When States have FY funds carried over past the end of a
FY, they will submit plans for the use of those funds into a fifth FY quarter to the
DVET for approval by the RAVET.

An inventory of Automated Data processing (ADP) equipment purchased with
grant funds must be maintained, with each of the following identified:

1. Equipment locations, number of units and staff use;

2. Brand name, model, serial number, equipment specifications; and,
3. Actual unit costs (including maintenance and connectivity).

October 1, 2007





Page 8 of 8

G. The grant officer will only approve requests for additional funds to procure
Personal Computers (PCs) which have Internet connectivity and for which staff
training in the use of these PCs has been or will be provided.

H. Adherence to the guidelines for the replacement or disposition of obsolete ADP
equipment provided at 29 CFR, Part 97.32 is required.

VII. INFORMATION ACCESS:

Access to all hard copy or automated grant reports and State records relative to the
provision of employment, education and training-related services to veterans, other
eligible persons and transitioning service members and their spouses, must be

provided to the Grant Officer, the GOTR and/or the GOTR’s designee (see VI Grant
Management and Monitoring).

Vill. AMENDMENTS:

The Grant Officer, in consultation with the Assistant Secretary of Labor for Veterans’

Employment and Training reserves the right to amend these provisions with due
notice to States of at least 45 days.
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U.S. Department of Labor
Office of the Assistant Secretary for 







Veterans’ Employment and Training Service






230 South Dearborn, Room 1064






Chicago, IL  60604






Phone:  (312) 353-0970






Fax:  (312) 886-1184

October 15, 2008

REGIONAL ADMINISTRATOR DIRECTIVE NO:  02-09

MEMORANDUM FOR:
ALL REGIONAL STAFF






Chicago/Kansas City Region

FROM:



HEATHER HIGGINS   









Regional Administrator


SUBJECT:
Closed USERRA/VP Case Review and Transmittal to Regional Office Procedures


REFERENCE:
USERRA Operations Manual, Director’s Memorandum 05-06 (USERRA/VP Case File Retention and Disposal Procedures)


I.   Purpose.  To disseminate guidance on the requirement to review and forward all closed USERRA/VP original case files to the Chicago Regional Office. 


II.  Background.  There is a need to improve accountability of case files within the region.  Case files retention has not been properly followed.  Additionally, some case files have been identified as not being properly closed.  The guidance that follows is intended to remedy these problems and establish consistent standards for maintaining USERRA case files.  


III.  Actions Required.


Once a case is closed:


A) Prior to shipping, the investigator will ensure that the Case Review Checklist, attached as Enclosure 1, is completed.  A copy of the form will be retained on the left side of the case file.  


The left side of the closed USERRA case file must contain the following completed applicable items: 


(1) Case Review Checklist,


(2) Case Investigative Plan, 


(3) Quality Assurance Review (QAR), and

(4) A complete copy of USERRA Information Management System (UIMS) case data, using the Full Listing of Case Data format option.

B) The file will initially be shipped if necessary, via FedEx, to the individual responsible for performing the closed case QAR.  In the case where the ADVET or VPS is the investigator, the DVET will perform the QAR.  If the DVET is the investigator, the Senior Investigator will perform the QAR.  


Once the QAR is complete and within 30 days of closure, investigators, other than DVETS, will maintain a duplicate copy of each closed case file and will send, via FedEx, the original file to the Regional Office.  This includes both USERRA and Veterans' Preference closed cases.  For each case, the transmittal procedures outlined in this memorandum must be followed.  The case will be sent to:


U.S. Department of Labor


Veterans Employment and Training


230 South Dearborn, Room 1064


Chicago, Illinois  60604


DVET Investigators will maintain a duplicate copy of each closed case file and will send the original file to the Regional Senior Investigator within two weeks of case closure for quality assurance review.  This includes both USERRA and Veterans' Preference closed cases.    The case will be sent to:


U.S. Department of Labor


Veterans Employment and Training


2300 Main Street, Room 1130

Kansas City, Missouri  64108


After the review and within two weeks of receipt, the Regional Senior Investigator will forward the case to the Chicago Regional Office.


C) Whenever a file is shipped, it will be sent via FedEx and an e-mail will be sent to the Regional Administrator, Senior Investigator and Management Support Assistant identifying the case file number, claimant's name, shipping tracking number, and date shipped.  When received, the shipper will be notified by e-mail that the file has been received.  


D) The shipper and Senior Investigator have joint responsibility to monitor the shipping and receipt of the file at region and will begin tracking inquiries if the files are not received at region within 3 working days.  


E) Upon verification of receipt and acceptance of the original case file by the regional office, the copied file may be destroyed using proper shredding or burn procedures.


F) The Regional Office will store and maintain case files in accordance with Director’s Memorandum #05-06.


· Files will generally be retained for at least 5-years.  The time begins when the case is closed or, if a referral, when litigation is completed, representation is declined, or the claimant withdraws the claim. 


· Five years after that time, unless the issue involves a pension claim, the files should be archived (sent to a Federal Records Center).  After 10 years, the files may be destroyed.


· Files involving pension claims are the exception, and must be retained for 50 years or until the claimant retires, whichever occurs first.


G) Pension cases will have a colored sticker with the word “Pension.”  The sticker will be affixed to the upper right side of the case file in order to more readily identify which cases must be retained beyond the normal archiving requirements.


IV.  Inquiries:  Questions regarding this regional directive should be directed to John Muckelbauer on 816-285-7227.  


Enclosure: USERRA/VP Closed Case Review Checklist

Chicago/Kansas City Region

USERRA/VP Closed Case Review Checklist


YES   NO

___   ___
Case Investigative Plan completed


___   ___
1010 has date stamp: 


                        (a) Date received: (b) Date opened:  (c) Date closed: (d) Closed Code          


                            ____________   _____________     _____________      _______                            


___   ___
Open Case QAR 


___   ___
Case Opening and Case Closed letter to Employer


___   ___
Closed letter to claimant       


___   ___
File in reverse chronological order [i.e signed 1010 is 1st etc.]


___   ___
1063’s


___   ___
Witness statement(s)


___   ___
Referral Rights provided


UIMS           Appropriate entries made by:


___   ___
Investigator


(a) Case notes complete


___   ___
Reviewer


________________________________________________________________________


Comments:


Signed: ________________________         Date:_____________


RAD 02-09      Enclosure 1
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AMERICA’S

HEROES AT WORK

SUPPORTING THE EMPLOYMENT SUCCESS OF
RETURNING SERVICE MEMBERS WITH TBI & PTSD

America’s Heroes at Work

WHAT IS AMERICA'S HEROES AT WORK?

America’s Heroes at Work (WWW.AMERICASHEROESATWORK.GOV) is a U.S.
Department of Labor (DOL) program that focuses on the employment
challenges of returning service members living with Traumatic Brain
Injury (TBI) and/or Post-Traumatic Stress Disorder (PTSD). The program
equips employers and the workforce development system with the
fools they need to help those affected by TBI and/or PTSD succeed in
the workplace—particularly service members returning from Iraq and
Afghanistan.

WHY ARE TBI AND PTSD SUCH RELEVANT ISSUES?

Due to advances in military medicine and protective equipment,
increased numbers of service members are surviving the injuries they
sustain on the battlefield. However, the changing combat landscape
has caused a sharp increase in TBI and PTSD, which are increasingly
recognized as key injuries of Operation Enduring Freedom and Operation
Iraqi Freedom. Hundreds of thousands of brave men and women will be
coping with the challenges of TBI and PTSD as they reenter civilian life,
foday and for many years to come.

WHAT KINDS OF CHALLENGES WILL SERVICE MEMBERS WITH TBI
AND/OR PTSD FACE AS THEY TRANSITION BACK TO CIVILIAN LIFE?

Although their injuries may not be visible, service members with TBI
or PTSD may face difficulties—especially with respect to employment.
These individuals may suffer from headaches, vertigo, balance problems,
anxiety and sleep disturbance, among other symptoms. They also
may have cognitive symptoms including short-ferm memory deficits,
poor concentration and decision-making difficulties. All of these can
interfere with everyday acfivities, inside and outside of the workplace.

ODEP

Office of Disability
Employment Policy

v
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HOW DOES AMERICA'S HEROES AT WORK INTEND TO ANSWER THE
CALL TO ADDRESS THESE ISSUES?

For wounded and injured veterans, employment can play a significant
role in the road to recovery. So to help our returning service members
succeed in the workplace, Americas Heroes at Work is engaging in a
targeted education campaign designed fo increase awareness of TBl and
PTSD issues among the workforce system, and to educate employers

on accommodations they can make for these employees fo help ensure
workplace success.

WHAT EDUCATIONAL MATERIALS WILL AMERICA'S HEROES AT WORK
MAKE AVAILABLE?

The program will offer a variety of educational resources devoted to
improving employment-related outcomes for returning service members
with TBI and/or PTSD. Materials will include fact sheets, Web-based
fraining tools, educational presentations and more—all designed for
employers, workforce development professionals, service branches, key
military support systems, veferans’ service organizations and One-Stop
Career Centers.

HOW DOES THIS PROGRAM DIFFER FROM OTHER TBI/PTSD INITIATIVES?
Many federal government agencies and non-profit organizations are
addressing important aspects of TBI and PTSD. Americas Heroes at Work
is a federal initiative created solely fo provide employment support for
returning service members with these specific conditions.

The program is managed jointly by DOLs Office of Disability Employment
Policy and the Veterans’ Employment and Training Service in collaboration
with other federal agencies engaged in TBI and PTSD programs, including
the Departments of Defense, Veterans Affairs, Health and Human
Services, Education, the National Institutes of Health and others.

OFFICE OF DISABILITY EMPLOYMENT POLICY - VETERANS' EMPLOYMENT & TRAINING SERVICE | VOICE: 1-866-0DEP-DOL (633-7365) - TTY: 1-877-889-5627 | WWW.AMERICASHEROESATWORK.GOV






