HURRICANE CHARLEY UPDATE  8/23/04

Staff

All staff have been contacted and the great majority are back to work.  Peggy Isaacson has distributed EAP numbers to WCF staff and the 211 number to ACS staff. Cheryl Ridley has distributed the State’s EAP number to AWI staff.  Peggy also distributed tips on how to combat stress and how to watch for the unscrupulous tactics of some contractors. The childcare problem for WCF staff has been handled.  We are still waiting for the report from ACS on any emergency childcare needs of ACS and AWI staff.

Time and attendance questions:  


1. ACS corporate has said their staff will be paid even if their office is closed. Tom S. has discussed the time and attendance procedures with lead staff.

2. AWI has issued the following guidelines “For offices closed due to Hurricane Charley on Friday, August 13th, AWI salaried employees are authorized to use administrative leave for the Friday closure.  If an office remains closed due to damage, lack of power, etc., AWI staff will continue to use administrative leave until the office reopens. . . . Further, on a case-by-case basis, administrative leave may be granted to employees for any time lost from scheduled work as a direct result of damage or destruction to their homes or places of residence, or from other hazards directly connected with Hurricane Charley and its remnants which inundate the roads the employees must travel to get to work.”

3. WCF staff will be paid for time out due to the Hurricane.  Peggy and Linda will issue guidelines on how the time sheet should be completed.

Facilities

Seminole (Lake Mary), Lake/Sumter One-Stops and Workforce Express are operational and seeing job seekers.

Orange: expect to be open in approximately 4 weeks (from when we get full power restored) due to significant roof and water damage.  The temporary roof was completed on 8/18/04 and power has been restored as of 8/19/04.  We’re hoping that cleanup can now be completed and the office re-open by 9/7/04.  Circuit City, WCF landlord, has agreed to completely replace the roof.  We are hoping this will be done by 9/7/04 also.  A group of staff began answering questions, giving out bus tickets and gas cards for WT, doing manual ITAs, giving out UC booklets, assisting with UC applications, etc. from our mobile one-stop in the orange County One-Stop parking lot on 8/17/04 (the second business day after Charley! – way to go team!). For all other services we are diverting to Workforce Express.  Most of the client files appear to be OK but we will be assessing the extent of damage when we are allowed back in the building.

Osceola: expect to be closed for a couple of months due to extensive roof and water damage; we must lease a new location due to this damage. We conducted a search and on 8/19/04 Barry, Gary and Alice visited several promising properties for our new One-Stop location.  One property at Mill Creek Mall seems very promising and Barry is pursuing.  The property is currently occupied and the move out date for the current tenant is several weeks away.  Therefore, we are continuing to try to find a temporary location with power that is close to “move in” condition.  Staff began manning a table in the parking lot on 8/17/04 to answer questions, give out bus tickets and gas cards for WT, do manual ITAs, give out UC booklets, assist with UC application, etc. DCF has provided space for 12 staff across the parking lot from the current One-Stop in Kissimmee.  For all other services we will divert job seekers to Workforce Express or Lake Mary. On 8/17/04 volunteer staff boxed and removed hard copies of client files, which were then moved to Workforce Express.  Movers also removed the salvageable furniture from Osceola on 8/17/04 and 8/18/04.

Both youth program providers are out of commission due to office damage (Henkels & McCoy) and loss of electric (both H&M and ACS Youth).  ACS Youth Services had their power restored on 8/18/04 and expects to be up and fully operational on Monday, 8/23/04.  H&M in Osceola may take longer to recover since their space was seriously damaged.

FEMA Disaster Recovery Centers:  

Staff began manning a table at the FEMA center in the Osceola Square Mall on 8/19/04 to hand out UC booklets, assist with the UC application, answer questions, hand out and collect the temporary job survey form, etc.  This table must be manned daily, including Saturdays and Sundays, from 8:00 am to 8:00 pm.

Seminole County.  Staff began manning the WCF table at the Seminole FEMA site (1491 SR 434, Winter Springs – old Kash and Karry, 407 977-4590) on its first day, Sunday, 8/22/04.  The staff is handing out UC booklets, assisting with the UC application, answering questions, handing out and collecting the temporary job survey form, etc.  

Orange County.  Staff began manning the WCF table at the Orange County FEMA site (1602 N. Goldenrod Dr – 1 block south of Hwy 50, 202 431-8623) on its first day, Sunday, 8/22/04.  The staff is handing out UC booklets, assisting with the UC application, answering questions, handing out and collecting the temporary job survey form, etc.  

Actions taken to date:

1. We have contacted all staff.  Peggy and ACS staff are conducting a staff needs assessment to determine how we can help those impacted.

2. We have completed an initial assessment of facilities – see update above.

3. Daily meetings between WCF and One-Stop Operator were established initially; those have now been reduced to 2 or 3/week.

4. We have established a command center with WCF staff and One-Stop staff manning the phones to answer any calls from our staff and customers.  That phone number is 800 757-4598 ext 1803. Both WIA (Esperanza Soto) and WT (Sarahi Rodriquez) experts will be in the command center for expert advice to callers.  Call tree of experts also established (Nicole is WIA expert on call, Chris is AWI, and Maeda is WT).

5. We have been in contact with LYNX, our transportation authority concerning renting vans for moving clients from one One-Stop to another if they don’t have transportation.  Doesn’t seem to be a problem if we decide we need them.

6. Media has been contacted about our office closings.

7. Plan of action has been developed to serve WT, WIA and AWI family of programs.

8. We will establish extended hours of operation in Lake Mary to handle overflow from Osceola and Orange as the need is identified.

9. We are re-scheduling appointments of clients (WIA, WT, Vets, Etc.) and employers (in-house recruitments) we can reach by phone.

10. UC booklets have been ordered for the increase in demand.

11. UC claim taking training was provided.  Have ID’d at least 14 experienced staff who can perform this task as needed.

12. Have ID’d volunteers to man the mobile One-Stop.

13. Have created and put into use a call log to record the “transactions” with customers.

14. WT staff have been deployed to DCF offices to provide up front diversion, bus tickets/gas cards, case management, etc.   Offered our useable space to DCF staff who are without offices.

15. Staff are manning our mobile One-Stop in Orange County parking lot for the next several days (weeks?).  Services to be delivered include answering questions, giving out bus tickets and gas cards for WT, doing manual ITAs, giving out UC booklets, assisting with UC applications, giving out one-stop overview hard copy handouts, etc.

16. Have set up teams of staff in staff training room to do data entry for staff in field.  

17. Kameel has given team leads access to their staff’s electronic calendars.

18. Have developed a self-certification form to use for individuals seeking out WT bus tickets and gas cards but we can’t get access to OSST to verify.

19. Have out stationed staff at training vendors to provide manual ITAs.

20. Have established a priority plan of service for WIA (ITAs) and WT (bus tickets, gas cards, child care referral, and ITAs)

21. Have charged 2 staff to work from home to do WIA follow up.

22. Have suspended file monitoring by team leads.

23. Voice message script has been created and staff in closed offices changed their individual phone messages on 8/17/04.  Kameel diverted calls from Orange One-Stop and Osceola One-Stop to desk phones at Lake Mary.  The Orange One-Stop calls will soon be diverted to Workforce Express.

24. State has applied for $50 M NEG grant and received an initial award of $16.5 million. WCF received an initial grant of $100,000 on 8/19/04.

25. Other RWDBs have offered anything they can do to help.

26. State has established a toll free hot line for UC   800 204-2418. 

27. Call center/command center has published a process guideline for all the procedures we’re putting in place in response to Hurricane Charley.

28. Porta potty delivered to parking lot of Orange County One-Stop on 8/17/04.

29. Immediate presence outside at Osceola One-Stop began on 8/17/04.  Ron T. and Eric carried and set up the tent/canopy in Osceola’s parking lot.  Alvin called in his staff to man the tables on a shift basis with concerns given to heat.  Major function: giving out UC claim books and helping with UC claims.  ACS will advise job seekers coming to the Osceola One-Stop that they can receive services from Workforce Express or they can travel to the Winter Haven One-Stop if that is closer.  Jose  coordinated with Nancy Thompson on the Winter Haven site and they are ready to help our Osceola job seekers.

30. Call script for staff to use when placing calls to reschedule appointments was developed and distributed.

31. ACS (Shirley) will monitor the implementation of the decisions we have made and will continue to make as a result of Hurricane Charley.

32. Suzan distributed 7 temporary cell phones (authorized for 1 month) to ACS. 

33. IT has made available 3 laptops that can connect to the Internet through a wireless satellite uplink.  Note. Hugh’s BDMs will not need to loan theirs. 

34. Decisions made yesterday to fully utilize Workforce Express (WE) to deliver services to job seekers in Orange effective Monday, 8/23/04. Open for business on 8/18/04 but not fully operational until 8/23.

· One-Stop overview to be distributed in hard copy form (Program Managers developed a PowerPoint presentation to be copied 6 slides to a page) and placed on our website (Jason).  

· WT overview that Steven created a couple of years ago updated by Maeda for distribution in hard copy form and placement on our website.  

· WIA overview will be handled on a one-on-one basis by WIA counselors.

· Employers who want to set up in-house recruitments will be allowed in lobby of WE and advised that this is not optimal conditions.

· Staff will attempt to match job seekers to primary jobs on a limited basis to help with demand.

·  4 core seminars will be provided at WE;  3/week M. W, F

· Job Corps to deliver their 3 hour orientation on Fridays at WE

35. Delayed scheduled Worker Readiness training at Workforce Express  for 3 weeks

36. Assigned a WIA expert to the Mobile One-Stop to answer questions from job seekers.

37. Atlee Mercer toured Osceola with Governor Bush on 8/17/04 to see destruction and temp location for FEMA.

38. Phones set up in Mobile One-Stop

39. Have contacted Emergency Offices or others doing such and let them know what we’re doing and where we can be found. Jason will continue to update these offices.

40. Jason created a printed label to slap on the UC claim books with our info and statewide hotline number on it.

41. Have begun to document the damage in Orange and Osceola; memo for record, pictures, etc.

42. Have determined that we will continue to man the table at the FEMA office in the Osceola Square Mall but will not man a tent in the parking lot where ice and food are being distributed. 

43. Relocated AWI staff to Lake Mary and Leesburg.

44. Provided traffic cones to Osceola for parking lot.

45. Chad and Karla (call center) met with AnnMarie and Deborah K. to discuss common ?s from job seekers and the appropriate answers.

46. Email on small business assistance sent out to staff.

47. Purchased 100 red t-shirts for staff manning outside tables and mobile one-stop. WCF is being identified by FEMA and others as the staff in the red shirts.

48. The “manning” of the data entry function in staff training room in Lake Mary has been determined by ACS and staff have begun.

49. ACS placed staff at the reception desk of DCF in Osceola to help with the call volume caused by our staff co-locating there.

50. Volunteers (other than Osceola and Orange staff) manned the FEMA table in Osceola Square Mall, Seminole location and Orange location over the weekend. Hours are 8:00 am until 8:00 pm.  

51. The Treasure Coast Mobile One-Stop will arrive in Osceola around 10:00 am this morning (8/23/04). 

52. Jody has completed the WE calendar.

53. Decided we should not remove the client files from Orange One-Stop but allow staff to enter this week as the need is identified and rely on the MIS.  Staff will create temp files and combine them once Orange One-Stop is operational.

54. Alvin and Grant are monitoring water consumption at Mobile and Osceola for re-supply and will advise Paulette of need on a daily basis.

55. Misting fans were purchased and deployed to outside venues.

56. Betty Jackson and Peggy Isaacson visited Orange Mobile One-Stop staff and Osceola staff to offer any assistance they may need from personnel.

57. ACS to buy lunch for outside venues 2 or 3 times / week since staff cannot leave.

4.  “To Do” List for Hurricane Charley

A. Send letter thanking DCF for space for our staff and to Treasure Coast for their Mobile unit.  (Gary)

B. Need to make sure everyone knows what is happening where, when, etc.  Communication is the key.  Hard copies must be delivered to staff in parking lot, mobile one-stop and FEMA table since they don’t have access to email.

C. Tom/Jose to get signed acceptance of temp cell phones and return to Suzan.

D. Need some file cabinets for client files in DCF location in Osceola.

E. We will need to make a determination on extended hours (daily and weekends) in Lake Mary and Workforce Express as traffic warrants.  Revisit early next week.

F. IT to explore how we can make the outside mobile one-stop plasma screen viewable (reverse image used by ADA?)

G. How can we help Osceola and Orange staff deal with frustrated, irritable job seekers?

H. Need computer time limit sign for Workforce Express resource room due to overcrowding caused by Hurricane Charley. (Jason)

I. Need to purchase a gas tank to deliver gas to mobile one-stop since it is hard wired to building. (Barry)

J. Decide if we can make all computers available to any staff logging in during this disaster recovery due to constant moving around.

K. Need to purchase a PO box or forward mail for Osceola.

L. Need schedule and staff to “man” the FEMA tables.  Do we need help from others (state, other regions, etc.)?

M. Need to decide how long we need Treasure Coast’s mobile one-stop (after we determine if we can find temp office location).

N. Need to establish a process to gather traffic numbers and needs to report to Gary and the state.

5.  Questions posed to state on 8/16/04   SEE COMMUNIQUÉ RECEIVED 8/17/04) FOR ANSWERS TO QUESTIONS

A.  Welfare transition – 

(1)  Can state do an automatic hardship deferral for Orange and Osceola counties for anyone receiving cash?  We don’t have the manpower to find out individual status and then enter in info on a case-by-case basis.

(2)  What flexibility do we have in work registration requirements?  If an applicant can’t register does that mean they can’t get cash?  Answer not yet received on this question.

(3)  Up-front diversion –  Can we issue up-front diversion type checks with our WT $ if DCF is unavailable?

(4)  Can we get a self-certification statement that they are a WT client so we can issue gas cards and bus tickets since we won’t have access to computer systems?

(5)  4C is closed due to damage; expect to open within 2-3 days. Until then can we use WT $ to pay for child care?

B.  FSET – can Orange County FSET get a waiver so they can continue to receive food stamps without FSET being provided?

C.  Unemployment Comp – can we start handing out and assisting with paper applications for UC?  (We need a supply and UC booklets if this is OK.)  Where do we turn them in for processing?  Can we get assistance from UC hub?

D.  REACT – under the circumstances will the state waive getting a statement from employer for eligibility for WIA DW?

E. AWI staff pay – how should we handle time sheets?

Questions posed to State on 8/18/04 and 8/19/04

A.  Welfare Transition:  Can State exempt WT clients instead of just deferring them to “save” the two months on the WT clients clock?

B.  NEG

(1) Since many local governments subcontract out their cleanup to private for profit providers, can these private contractors be the day-to-day supervisors of the temporary NEG workers (“WCF Recovery Team”)?  Can WCF sign a worksite agreement with these private for profit subcontractors?  

(2) Can work be done by the WCF Recovery Team on property owned by not-for-profit agencies if we have a worksite agreement with that agency?

(3) Will a workers comp rider to our insurance policy be an allowable expense under the NEG grant?

(4) Can staff for this grant be charged to program costs under NEG?

(5) Can the sample job application issued by the state be modified to include the pertinent questions from the WIA app so the client does not have to complete two separate forms?  Answered received 8/19/04 – Yes, we can modify per Judy Meyer.

(6) How can we best discuss the FEMA duplicate payment provision when talking with agencies?

Questions posed to State on 8/20/04

(1) What is meant in the NEG coding guidelines when it speaks to “credential attainment”?  Is this for down the road when we start enrolling in training?  Do temp workers need to receive some type of credential?  Preliminary response from Mike Lynch: “It looks to me like the credential attainment is just a case of using the regular formula dislocated worker reporting language and the outcome options that are listed for that program.” Mike will follow up and get us a final determination.
(2) The guidelines listed specific types of jobs as if this list was all inclusive – is this the case or are these just examples?  Preliminary response from Mike Lynch: “We probably should have stated something like: such as”.  Mike will follow up and get us a final determination.
Questions posed to State on 8/22/04

What are the Disaster Unemployment Assistance (DUA) guidelines – what does it pay and when?

6.  NEG

A. Initial conference call on 8/18/04 attended by WCF, ACS and AWI staff.  Alice followed up and sent Gene Rhodes point of contact info.

B. Following conference call, attendees determined we needed to establish 3 workgroups to kick this program off immediately.  Those workgroups and the initial assignments are as follows:

	Workgroup #1:  WORKSITE DEVELOPMENT

	· Identify entities

· Develop worksite agreement format

· Develop job order form

· Translate policy

· Develop jobs/worksites

· Develop Job descriptions

· Supervisor Training guidelines?
	Staff Assigned:

Hugh Bleddyn

Audris Billberry

Tom Sanderhoff

Alice Cobb

	Workgroup #2:  RECRUITMENT

	· Data entry, tracking & reporting

· Processing

· Applications (WIA & generic employment)

· Staffing/Facilities

· Orientation

· Match to Job

· Support Services
	Staff Assigned:

Nicole Jacone

Debbie Graham

Jody Toner

Cheryl Ridley

Jose Gavarrette

Center Managers

Alice Cobb

	Workgroup #3:  ADMINISTRATION

	· Worksite monitoring

· Marketing

· Service Providers (Contracting)

· MIS Coding/Grant deadline dates

· Payroll (contract out vs. internal)
	Staff Assigned:

Alice Cobb

Barry Neece

Stephanie DeWolf-Tipton

Jason Lietz


C. 8/20/04 Update. Each of the 3 workgroups met and began the process of putting an NEG program on the street.

(1) Worksite development.  Developed a list of initial agencies to contact, Gary agreed to contact the key individuals in those agencies and sell the idea of the WCF Recovery Team and discuss the FEMA grant implications.  Audris developed a draft worksite agreement.  

(2) Administration.  Discussed the marketing of this project and the dangers this new message will override our main message that the employer is our customer.  Jason will develop a marketing plan for NEG taking this concern into consideration.  Jason sent out a PSA on NEG on 8/8/18/04. The workgroup also discussed the pros and cons of the various entities that could act as employer of record for the WCF Recovery Team.  Barry to explore whether WCF can get a WC rider so that this project doesn’t affect our WC rates for an extended period if WCF decides to act as employer of record.

(3) Recruitment.  Job interest survey (take the place of an employer app and the WIA app) was developed, Jason formatted this form and printed.  Copies to be delivered to all offices this morning (8/20/04).  Due to confidential nature of the info requested on this app, only WCF offices will receive the completed app. The workgroup discussed staffing and determined that the employer of record would hire 3 –4 individuals who met the program participant definitions (laid off one-stop staff?).  Staff will be housed in the Seminole OSCC.  Since the NFA did not contain the coding requirements, processes cannot yet be finalized but these participants will not be considered local enrollees and therefore will not count against this region’s performance.  Initially, job matching will be a manual process of reviewing the NEG Temp Employment Applications in conjunction with the available Employer Worksite Agreements: # of positions, location of employer, type of job etc.  Decided that WIA orientation was not needed at this point in time.

D.  8/23/04 Update. 

(1) Received 30 temporary jobs (monitors) requested from City of Orlando and 5-6 monitors for City of Longwood.  Need to determine actual hire date for each.  

(2) Hugh has assigned 2 of our current BDMs (Wilson and Liz), 1 temp BDM to start today and 1 to start Wednesday.  All will begin calling the public agencies to obtain temp job orders.  

(3) 11:00 am meeting today with not-for-profits (invited at least 200 agencies) to discuss NEG temp job needs.

(4) Staff collected approximately 63 NEG temp job applications on Friday and over the weekend.  All were pre-screened and many were scheduled for an appointment at WE today. 

(5) WIA will conduct group orientation/eligibility/enrollment this afternoon (8/23/04) at Workforce Express.

(6) Received codes from AWI.  Need to review and include in process.  Generated questions to AWI (see above)

7.  NEG “To Do” list

A. Worksite Development

(1)  Finalize worksite agreement

(2)  Create list of selling points, questions to ask when we call on agencies.

(3)  Decide who will do the worksite development; then begin selling the program to agencies.  Who will sign up to supervise the WCF Recovery Team?  Need 50 jobs by next Friday.  Once sold, agreement to be developed and signed.

(4) Create canned job descriptions from DOT code book or other source with concise job descriptions like we will need.

(5) Create agreement approval process.

(6) Determine how we can convert Osceola temp cleanup jobs now posted to NEG.

(7)  How do we list temp jobs in ODDs with special code/office # so they can be readily identified.  If we can’t readily ID, do we need to establish a temp job order internally?

B. Administration

(1) Find our about WC insurance rider

(2) Decide who will be employer of record. Once decided, get together necessary forms (I9, W4, etc.) and distribute.  

(3) Create payroll processes

(4) Create worksite monitoring processes, assign function, etc.

(5) Create NEG sign for one-stop lobbies and table tops.

(6) Determine appropriate coding and distribute.

(7) Need clarification of definition of Administrative vs. Programmatic/Direct service costs

C. Recruitment/client processing

(1) Once the NEG coding rules are received and the Admin workgroup determines coding, finalize process, distribute and train as necessary.

(2) Finalize NEG Registration packet including 1-page Career Plan

(3) Develop a NEG Priority Checklist form to review the submitted NEG Temp Applications 

(4) Develop NEG Supportive Service Guidelines

(5) Establish processes and procedures for One-Stops to receive and deliver NEG apps to Lake Mary NEG staff.  Establish procedures for other One-Stop involvement in NEG (e.g., eligibility determination, data entry, job placement after NEG temp job is completed, etc.)
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