TRAINING GUIDE
January 26, 2009
We know that a good number of Workshops are being affected by the “downturn” in the economy and that “productive” work is harder to come by and that, at best, it can fluctuate a great deal.  During recent field visits, staff has noted increasing numbers and instances  of certified employees not being engaged in “productive work” (defined as “covered” work  by US-DOL that is being performed as part of an industrial or service contract) but  rather at various non-productive tasks.  These non-productive tasks range from simulated training activities to idle play and to, simply, sleeping at the worktables or in break rooms.  
Although these are “tough times”, I would like to remind all Workshop managers that this is an employment program for persons with disabilities that are dedicated to provide dignity and self worth through work and achievement derived from working to the best of one’s abilities to become a contributing member of the community.  The Workshops are not an “entitlement” and are not designed, funded, staffed nor licensed as “day care” facilities.  

The Department understands that there may be times when contract opportunities are temporarily lacking, delays are encountered and unforeseen events may temporarily halt the availability of “productive work”.  As such, I refer you to the state regulation that states the following:

Approved employees of a workshop shall be engaged in production work, or vocational related training at all times during which state aid is claimed.  Vocational related training shall be paid at ten percent (10%) of the federal minimum wage.  During any fiscal quarter, a workshop should have no less than seventy-five percent (75%) of its reimbursable time in income producing work.  State aid shall be paid for vocational related training time up to a maximum of twenty-five percent (25%) of a workshop’s reimbursable time.  Documentation of the time per employee and content of the vocational training provided shall be maintained for inspection by department staff.

 In order to maintain the integrity and intent of the program and to ensure that appropriate and accurate state requests are filed, I am requesting your understanding and cooperation on the following points:

1.  If the workshop places certified employees on “vocational related training” for which it is requesting state aid, then

a.  it will keep clear and accurate documentation (via individual timecards and/or payroll classification codes or other acceptable method) of the time that each employee is on vocational training, and

b.  it will develop and implement a written vocational training program that clearly documents and outlines the purpose, goals, training components, methodology, and results of individuals while in the vocational training program, and

c.  it will make all related documents and records available for department staff review.

2.  The workshop shall not request, and the department will not pay, state aid for vocational training hours that exceed the 25% regulation but the workshop will keep a record of those hours (in excess of 25%).

Please keep in mind that, if you choose to provide day activity services, you may want to review your staffing patterns, alternate funding sources, liability exposure (check your insurance coverage), written policies and procedures that trigger the start and end of the day activity program and any other consideration based on your circumstance and local conditions.  Provide information to the Board of Directors and seek their guidance and approval.  Again, keep in mind the purpose, mission and goal of the Extended Employment Sheltered Workshop program.  Should you need assistance or further clarification contact your TFS 
The DESE staff will make a review of the state aid request records and training program as part of their regular “field audit” and/or on a random basis.  Your understanding on this matter is greatly appreciated.

Fulvio Franzi, Director

DESE-EESW

