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           Procedure: Non-Monetary Incentives for Employment Retention
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· Procedure for administering Choices Incentives for the completion of Employment Activities
RESOURCES:

· Incentives Flyer

· Incentives Request Form
· WD-Letter 27-08, Change 1 Guidance for the Provision of Non-monetary Incentives for WIA and Choices

SERVICES

The Non-Monetary Incentives plan is being implemented as a way of rewarding participants for achieving specific elements outlined in their individual service plan.   Each of the incentives is being promoted to assist Choices eligible individuals in achieving self-sufficiency, and to positively impact contracted performance measures.  Non-Monetary Incentives outlined in this procedure will be pre-paid credit cards with a no cash-back option.
WORKFORCE SOLUTIONS EXPECTATIONS
Effective March 1, 2018, Choices Career Specialists will promote the incentives program to:

· customers on their current caseloads,

· Choices Eligibles attending the Workforce Orientation for Applicants and Employment Planning Sessions,

**Continuation of non-monetary incentives is subject to the availability of funding**
WORK INSTRUCTIONS:

1. The outreach specialist will include the Incentives Flyer in the outreach letter sent to Choices Eligibles.
2. The Incentives Flyer will also be discussed and provided as part of the handouts at the Workforce Orientation for Applicants and Center Orientation.
3. Career Specialists will discuss and explain the Incentives plan and requirements to all eligible individuals participating in the Choices program.
4. Once the Career Specialist verifies that the customer meets the eligibility criteria, the Career Specialist will proceed with the steps for processing the incentives.
5. Participation hours and verification for employment must be tracked in TWIST for Choices customers.
Processing Incentives

1. Career Specialist
a) Verifies eligibility for incentives based on the criteria listed below.
b) Documents incentive eligibility in TWIST Counselor Notes and enters participation hours and verification in TWIST.  Hours entered must be verified by check stub, The Work Number, or Employer system printout including all required information.

c) Completes and signs the Incentives Request form. 
d) Gives the Incentives Request form to Program Supervisor for approval.

2. Program Supervisor/Designated Staff
a) Reviews request form for correctness, appropriateness and completeness and ensures that proper documentation is complete:

· Required signatures on form
· Participation hours and verification entered in TWIST with required back-up documentation.
· Incentives eligibility documented in TWIST Counselor Notes

b) Forwards the signed request to Local Accountant for processing.
c) Will be responsible for issuing card to customer once received by local accountant.
3. Local Accountant

a) Reviews request/form for completeness and that the supervisor signature is on the form. 
b) Maintains an incentives spreadsheet detailing all requests and issuances of incentives.
c) Makes copies of the incentives.

d) Informs management when incentive cards are received.  
4. Corporate Management

a) Reviews request/form for completeness and ensures all signature are on the form.  
b) Maintains a vendor card log with card and requestor information and provides monthly issuance to Fiscal.

c) Card are issued to local accountant with transmittal log to local accountant upon request.
5.      Career Specialist
a) Enters the actual amount in TWIST Support Services tab using support service code 219- incentives, and ensures the following fields are completed with the information outlined.
· The start date is the date the incentive is issued to the customer;

· The planned end date is the date the incentive is issued to the customer;
· The end date is the actual date the incentive is received by the customer;
· The actual amount is the value of the incentive; and
· The comments section notes:

· The date the non-monetary incentive payment was issued;

· The type of payment (gift card); 

· What the customer achieved- e.g., Issued 3/1/17:  TOP- pre-paid gift-card for attaining Employment; 

b) Documents issuance of incentive in TWIST Counselor Notes.

	Non-Monetary Incentives for CHOICES  


	Goal
	Eligibility Criteria
	Deadline for Submitting Incentive Requests
	Deadline for Claiming Incentives
	Required Documentation
	Program Specifics
	Incentive Amount

	Obtained Unsubsidized Employment
	Participants that obtain Unsubsidized Employment of 25-35 hours weekly or Subsidized candidate that is moved to employer’s payroll.
	Staff must submit the incentive request within two weeks of the customer reaching their goal.

*Exceptions may be approved by Program Manager
	One month from obtaining employment 
	Employment Verification Form or online employment verification system 
	Incentives will only be paid after submission of verified employment and first full-month of employment verified by check stubs.
	$50

	Full-Work Rate Performance Met or Exceeded
	Participants meeting/exceeding full work rate requirements outlined in board policy.
	Staff must submit the incentive request within two weeks of the customer reaching the goal.

*Exceptions may be approved by Program Manager
	One month from the monthly data entry deadline 
	Check stub or online employment verification system or attendance sheets for Teen Head of Household in HS.
	Incentives will only be paid after the data entry deadline and verification by program management that customer met the full work rate requirement.


	$75

	Job retention
	Participants who retain Unsubsidized Employment for 90 days and are meeting/exceeding the full work rate requirement.
	Staff must submit the incentive request within two weeks of the customer reaching the goal.

*Exceptions may be approved by Program Manager
	One month of completing the 90 days of employment retention 
	Check stub or online employment verification system
	Incentives will only be paid after verification by staff that customer has completed retention requirement.

	Days Employment Retained
	90

	
	
	
	
	
	
	$100
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