
DCEO CEJA Workforce 
Program Orientation 

Part 3: Program 
Manuals Chapters 6-8



Presenters:
• Michelle Cerutti, CEJA Southern Regional Administrator
• Larry Dawson, CEJA Northern Regional Administrator
• Nate Keener, CEJA Central Regional Administrator

Support Team
• Valerie Charles, Director of Capacity Building and Training with 

the Chicago Jobs Council
• Linda Larsen, Climate Jobs Institute
• Diana Fuller, CEJA Division Manager

CEJA Team & Presenters



Program Launch Priorities

• Weekly technical 
assistance

• Office hours
• Other

Ongoing 
Technical 
Assistance

• Participate in group 
orientation meetings

• Finalize grant workplans 
ASAP
• Enrollment
• Barrier Reduction 

Policy
• Stipend Policy
• Procurement Policy
• Subawards
• Equipment Purchases

• Participate in individual 
grantee meetings

Grant 
Implementation

• Review and Sign the 
Grant
• Grant obligated 

(no later than June 
30, 2024)

• Submit intial 
workplan

• Submit initial 
"Quarterly Report" & 
Cash request

Grant 
Establishment



This third session will cover the following chapters of the Climate 
Works and CEJA Workforce Hubs Manuals:

Chapter 6: Barrier Reduction Services (Larry)
Chapter 7: Trainings and Certifications (Michelle)
Chapter 8: Program Completion, Transition Services, and Follow-up 

(Nate)

Session Outline

*Energy Transition Navigator grantees: Attend session to 
learn more about the programs for awareness. 



• Mute/unmute
• Stop/start video
• Raise hand
• Emojis
• Chat
• Recording
• Breakout group

Zoom Basics



• Name
• Organization 
• What do you hope to learn 

from the session today?

Questions - Chat



Chapter 6: Barrier 
Reduction Services

(Refer to Chapter 6 in 
your Program Manual)



By the end of this training, learners will be able to:
• Articulate the importance of barrier reduction services in 

equitable program delivery
• Describe how to complete the service needs assessment to identify 

barrier reduction services
• Describe how to partner with organizations to deliver barrier reduction 

services 
• Describe the main elements of the stipend policy
• Track participant attendance and academic performance and respond to 

student alerts in the CEJA Reporting System
• Comply with the Americans with Disabilities Act (ADA)

Section Objectives



Outreach & 
Recruitment

Application & 
Intake

Barrier 
Reduction 
Services

Training
Completion, 
Transition & 

Follow-up

Participant Lifecycle

Energy Transition Navigators 

CEJA Workforce Hubs & Climate Works Grantees

Chapter 6



Comprehensive support services designed to: 
• Reduce barriers to participation,
• Encourage successful outcomes, and 
• Empower participants for resilience and self-sufficiency. 

Barrier Reduction Services

Key Definitions



Barrier Reduction Services

Wrap-around 
Services

Student Support 
Services

Transition 
Services

Supports that address non-academic barriers to 
participation and completion (e.g., childcare, mental 
health counseling, transportation). 

Key Definitions



Barrier Reduction Services

Wrap-around 
Services

Student Support 
Services

Transition 
Services

Supports that address academic needs (e.g., tutoring, making up 
missed lesson hours, retaking post-assessments).

Key Definitions



Barrier Reduction Services

Wrap-around 
Services

Student Support 
Services

Transition 
Services

Activities that expose participants to the clean energy 
industry and help them apply for jobs or registered 
apprenticeship programs (e.g., resume assistance, 
career fairs, other networking events).

Key Definitions



• Reducing barriers is essential to 
providing equitable opportunities for all

• Create and encourage a judgment-free 
zone

• Promote openness
• Make efforts to understand historical, 

systemic barriers

Providing Services Equitably

Equity

Diversity

Belonging

WelcomingAccessibility

Inclusion



The Service Needs Assessment is a CEJA 
Reporting System tool that identifies the needs of 
participants.

Each participant must complete this assessment 
as part of the intake process.

[Insert current Reporting System Image]

Conducting a Service Needs Assessment



When conducting a Service Needs Assessment, 
staff must:
• Not make assumptions about what 

participants may or may not need or know
• Ask questions based on the assessment, 

guiding them through the process
• Explain the various service options provided
• Encourage active questioning

[Insert current Reporting System Image]

Conducting a Service Needs Assessment



The Service Needs Assessment identifies participant needs in the following areas

Service Needs Assessment

Transportation Childcare/family 
care Healthcare Housing

Financial literacy Food Accommodations Mentorship

Legal assistance ID and Driver’s 
Education fees

Technology 
assistance OTHER



Substance 
Abuse

Local 
behavioral 

health centers 
& orgs

Community 
mental health 
centers & orgs

Mental Health

Local 
behavioral 

health centers 
& orgs

Community 
mental health 
centers & orgs

Domestic 
Violence

Domestic 
violence 
service 

providers

DHHS

Housing 
Instability / 

Homelessness

PHAs

CAAs

Public 
Assistance

DHHS

CAAs

• For each support service selected, grantees may provide the service 
in-house or refer participants to other organizations

Support service delivery: In-house or through 
partner referrals



Guiding Question(s):
• Example: Do you have reliable transportation to and 

from the program?

Allowable and unallowable costs
• Allowable: Public transit fare/cards, car repairs, 

gas cards, plate sticker/city sticker renewal fees, 
insurance fees, rideshares or taxis

• Not allowable: Car lease or purchase

Guiding Questions & Allowable Costs

Example: 
Transportation



• Check-ins at least every 30 days: reassess 
needs and make sure needs are being met.

At each check-in, staff must:
• Update, add new services as needed
• Enter a case note to record what was discussed 

and coordinate services with other staff

Check-In and Case Notes



Barrier 
Reduction 

Staff

Illinois 
Coalition for 
Immigrant 

and Refugee 
Rights

Behavioral 
Health 
Center, 

Community 
Mental 

Health Org.

Department 
of Health 

and Human 
Services

Community 
Action Agency

• DCEO encourages grantees to 
leverage existing funding 
programs to provide services 
more efficiently to 
participants

Leveraging Resources to Deliver Barrier 
Reduction Services



Complete the Accessibility Report to document your 
compliance with the Americans with Disabilities Act. 

Meeting the Needs of CEJA Participants 
with Disabilities



Red flag alerts signal participants who need assistance
• Has not received barrier reduction service
• Not meeting attendance requirements
• Not meeting testing requirements

Grantees address red flags by:
• Meeting with participants
• Delivering support service(s)
• Developing an action plan to address challenges 

Tracking Barrier Reduction Services in CEJA 
Reporting System 



• Grantees are required to provide a stipend 
to all program participants 

• Stipend policies must include:
• Stipends of up to $13 per instructional hour
• Stipend amounts must be the same for all 

instructional activities
• Stipends can only be provided to participants
• Participants will only receive a stipend for the 

sessions they attend

Attendance-based Stipends



Tracking Attendance

• Attendance is NOT tracked in CEJA Reporting System, but IS 
required

• Keep attendance roster in files
• Stipend based on attendance
• Completion based on attendance (must attend 80% of sessions for 

each module)
• [Add screenshot of attendance button]



What questions do you 
have about the delivery of 

barrier reduction 
services?



Chapter 7: Training 
Requirements



Chapter 7: Training and 
Certifications
By the end of this section, you will be able to:
• Explain training expectations for the programs
• Comply with CEJA curriculum requirements
• Incorporate diverse learning modalities based on 

participant needs and program expectations
• Integrate the core equity values into

instruction



Outreach & 
Recruitment

Application & 
Intake

Barrier 
Reduction 
Services

Training
Completion, 
Transition & 

Follow-up

Participant Lifecycle

Energy Transition Navigators 

CEJA Workforce Hubs & Climate Works Grantees

Chapter 7



Summary of Training Program Requirements

Climate Works Workforce Hubs
Program Goal Placement in a registered 

apprenticeship program in the 
construction and building trades

Placement in an entry-level clean energy 
job

Program 
Length

150-300 hours 200-500 hours (depending on job-specific 
training options offered)

Content 
Covered

Core construction curriculum, with a 
clean energy focus; essential 
employability skills

Bridge program: Essential employability 
skills and clean energy basics
Job-specific training options: Will depend on 
what the specific hubs offer, such as solar, 
wind, energy efficiency

Certifications TradesFutures MC3 or NCCER Core 
Construction Certificate; OSHA 10; 
First Aid/CPR

Bridge Program: OSHA 10; First Aid/CPR
Other job-specific certifications

Work-based 
Learning

10 hours 10% of total hours (bridge program & job-
specific training)



Climate Works is a Pre-
apprenticeship Program Program 

orientation

Introduction to 
construction 

and the trades

TradesFutures 
MC3 or 

NCCER Core 
curriculum

Illinois 
Essential 

Employability 
Skills

OSHA 10 and 
First aid/CPR

Clean energy 
basics (10+ 

hours)

Add-ons: shop 
math, test-
taking skills

Will prepare participants to 
enter and succeed in a 
Registered Apprenticeship 
Program (RAP) in the 
construction and building 
trades.



Climate Works Instructor Requirements

• TradesFutures MC3 curriculum (preferred): Instructors must be 
certified to teach it. Training Providers must be listed on the 
TradesFutures MC3 Site.

• NCCER Core curriculum (alternative): Instructors must successfully 
complete the Instructor Certification Training Program, be a 
journeyperson or technician level in their area of expertise, etc. 

• OSHA 10: Must be an OSHA Authorized Trainer
• First aid/CPR: Must be certified to facilitate CPR and First Aid 

training. 



Hubs select at least two 
job-specific training options. 

CEJA Workforce Hubs utilize a Clean Jobs 
Curriculum Framework to train people for entry-level 
clean energy jobs. 

Essential 
employability 

skills

Clean energy 
basics & 
technical 

skills

Transition to job-
specific training 

options

Solar 
Installer

Wind 
Turbine 

Technician

Weatherization
Technician

Energy 
Auditor

HVAC 
Technician

EV Mechanic

Other

Bridge Program 



Bridge Program (120+ hours) 

Pre-assessments
• Reading & math 

assessment (must 
provide support to 
reach 6th grade level 
or higher)

• Bridge skills 
assessment: baseline, 
allow for testing out of 
elements.

Essential Employability 
Skills (40 hours)
• Personal ethic
• Work ethic
• Communication
• Teamwork

Clean Energy Basics (80+ 
hours)
• Intro to clean energy 

careers
• Energy & sustainability 

fundamentals
• Safety basics
• Building science 

principles
• Construction basics
• Electrical basics

Instructor requirements: Intermediate to advanced knowledge in construction, building trades, 
or clean energy related fields. 



Job Specific Training: Hubs must provide at 
least two options

Solar 
Photovoltaic 

Training
Energy Auditor 

Training
Weatherization 

Training HVAC Training

Construction and 
Building 

Inspector 
Training

Auto Mechanic 
Training (hybrid & 

EV focus)

Wind Turbine 
Installation and 

Maintenance 
Training

Other: You 
propose



Example Requirements: Solar PV Training 
(100+ hours)
Jobs/roles
•Solar PV installer
•Solar PV site evaluator/designer
•Solar PV sales representative

Six curriculum domains 
•PV system applications
•Sales & economics
•Design
•Installation
•Maintenance & operation

Certification
•Prepare people to take the NABCEP PV 

Associate exam.

Instructor requirements
•Must be a NABCEP Associate 

Registered Training Provider 



Both programs: Work-based learning requirements
What is work-based learning? 

• An extension of training room instruction in a real or simulated work 
environment. 

• An opportunity to acquire real-world, hands-on experience and hone technical 
job-based skills.

What are some examples of work-based learning? 
• Job site practicum supervised by instructor, in coordination with clean energy 

employer or contractor 
• Simulated job site practicum, supervised by instructor
• Job site visits and tours
• Career development experience

What are the work-based learning hour requirements? 
• Climate Works: 10 hours work-based learning
• Workforce Hubs: 10% of total training hours must be work-based learning



Project Workplan: Curriculum Plan

Grantees must submit a Curriculum 
Plan as part of their workplan 



Developing Curriculum and Lesson Plans

Curriculum and Lesson Plan Elements

Training goals 
& learning 
objectives

Start time 
and end time

Content 
covered Modality

Training 
methods Resources Assessment

Chapter 7 provides examples of curriculum, textbooks, 
and training materials developed by industry experts.



In Person 
Instruction

Virtual or 
Blended Learning

Small Group 
Labs

Training Modalities

• Discussion
• Demonstration
• Lab assignments
• Case studies
• Feedback
• Team projects
• Skill practice
• Hands-on experience



Learning Assessments

Suggested 
assessments before 
training

•Pre-assessment 
tests/quizzes to 
ID where 
participants are 
currently and ID 
areas where they 
may need special 
attention

Suggested 
assessments during 
training

• Reflective writing 
prompts

• Dialogue/informal 
interviews

• Aptitude 
tests/quizzes

Suggested 
assessments at the 
end of training

• Role-playing on-
the-job scenarios

• Formal 
demonstrations 
with evaluation by 
the instructor

• Certification 
exams



• Acknowledge differences in background, 
knowledge, and experience. 

• Tailor training to individual needs. 
• Emphasize the importance of lived experience 

and encourage participants to share.
• Use representative and relatable educational 

materials. 
• Contextualize learning: what does this look like 

in practice?  
• Utilize a variety of learning and assessment 

strategies: not everyone learns in the same 
way

Equity

Diversity

Belonging

WelcomingAccessibility

Inclusion

Equity Values in Training Delivery



What questions do you 
have about required 

training and 
certifications?



Chapter 8: Program Completion, 
Transition Services, and Follow-up
By the end of this section, you will be able to:
• Reference program status definitions
• Complete the required Pre-Transition Career 

Assessment
• Describe transition responsibilities
• Articulate expected outcomes 
• Provide transition and follow-up services
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Barrier 
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Services
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Completion, 
Transition & 
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Program Status

In progress
•On path to completing the training.

Complete
•Someone who has completed the training program

Withdrawal
•Someone who has withdrawn from the program

Program exit, with follow-up
•Someone who is no longer receiving program services (including 

transition and wrap-around support services). Will still receive follow-
up.



What Does Program Completion Look Like?

• Attend at least 80% of the hours for each required training module
• Receive scores of 70% or higher on post-assessments for each training 

module
• Meet specific certification requirements (ex. OSHA 10, First Aid/CPR, 

NCCER Core Construction) 
• Complete work-based learning training hours

To 
complete 
training 
program

Climate Works: Participants must 
complete training program in 
entirety 

Workforce Hubs: Separate 
“completion” goals for bridge 
program and job-specific training. 
Some participants may just complete 
bridge program and then transition 
to a job. 



Get Feedback from 
Participants

• Exit Interview Questionnaire
• Participant Feedback Survey



Transition/Career Services

Training
Pre-transition 

Career 
Assessment 

and Plan

Transition / 
Career 

Services

Career 
Events 
(fairs, 

workshops)

Job Search 
Assistance 

and 
Preparation

Referrals 
and 

Networking



Pre-Transition Career Assessment 
and Plan

• Conducted three to four weeks prior to 
the end of training

• Transition staff meet one-on-one with 
each participant to:

• Review & update career goals and 
plans

• Identify transition services to achieve 
goals



Track Transition Services and Update Career 
Goals in CEJA Reporting System

• Utilize the Pre-Transition Career 
Assessment and Plan

• Indicate which transition 
services you will provide

• Update career goals, as needed

• Update the system to show 
which services have been 
provided



Grantees must offer transition services to help people transition into a job, 
apprenticeship program, or other advanced training program in clean energy. 
Example transition services include: 

Transition Service Examples

Vocational 
exploration (job 
shadowing, site 

visit)

Develop 
Individualized 
Employment 

Plan
Mentorship

Assistance with 
apprenticeship 

application
Preparation for 

application exam

Application fee 
payment

Interview 
preparation

Resume 
preparation

Connections to 
employers



The need for barrier reduction services does not end after participants 
complete their training. Wrap-around support services may continue for up to 
12 months after program completion. 

Continuation of Barrier Reduction Services

Transportation Childcare Healthcare

Substance Use 
Treatment

Housing 
Assistance



Energy Workforce Equity Portal: Tool to Connect Participants 
to Clean Energy Employers 
Grantees must help program participants register in the Illinois Power Agency’s 
Energy Workforce Equity Portal. 

https://energyequity.illinois.gov/



Track Outcomes in the CEJA Reporting System

Primary Outcomes
•Clean energy job placement
•RAP placement in construction and building trades
•Advanced training program placement
•Opens a small business

Secondary Outcomes
•Job placement outside clean energy industry
•RAP placement outside construction and building trades
•Advanced training program enrollment outside clean energy 

industry

Participant Outcomes for Workforce Hubs



Track Outcomes in the CEJA Reporting System

Primary Outcomes
•RAP enrollment through employer sponsorship
•RAP enrollment through open enrollment process
•Expected to complete RAP and graduate to journeyperson status

Secondary Outcomes
•Hired by construction employer
•Hired by non-construction employer
•Complete construction training outside of RAP and continue onto 

a non-construction training program
•Opens a small business

Participant Outcomes for Climate Works



Transition staff are expected to check in with participants and provide follow-up 
services. 

Active Follow Up

Surveys

Group Check-ins

Phone

Text

Social Media

Email



One 
month

Two 
months 

Three 
months 

Six 
months 

Nine 
months 

One 
year 

Two 
years 

Three 
years 

Required Follow-up Check-ins

Purpose of follow-up check-ins: 

• Gather information about employment, apprenticeship, or training program status 
to track outcomes for reporting purposes. 

• Support retention by providing encouragement, answering questions, and 
assessing the need for more services.

• Encourage participants to take steps to advance in their careers. 



Follow Up Services to Support Retention & Career Growth

Individual work 
counseling

May include helping to resolve work-related issues, securing 
better paying job, helping with career planning, and providing 
information about training and advancement opportunities.

Employer 
contact and 
intervention

May include contacting employers to verify employment, to help 
secure better paying job, or to resolve work-related issues. 

Peer support 
group

Connecting individuals to peer support groups to provide 
opportunities for training, support, and resolving issues. 

Mentorship
Mentorship with an experienced worker to assist with workplace 
issues. 



Career 
advancement 
services

Information about additional education or employment 
opportunities to advance in their careers and secure better 
paying jobs. May include career counseling and exploration 
services

Wrap-around 
supportive 
services

Participants may continue to receive wrap-around support 
services or student support services (see above) for the first 12 
months from completion. This includes referrals to community 
service providers. 

Referral for 
assistance 
with opening a 
business

Referral to a Small Business Development Center, 
Contractor Incubator, or other center. 

Follow Up Services to Support Retention & Career Growth



What questions do you 
have about program 

completion, transition 
services, and follow-up?



Breakout Group CEJA Workforce Hubs Energy Transition Navigator Climate Works

Chicago South
(Larry)

Chicago Cook Workforce 
Partnership;
Safer Foundation

Chicago Urban League;
Community Assistance Program 548 Foundation

Chicago West 
& Southwest
(Valerie + Devin)

Chicago Cook Workforce 
Partnership;
548 Foundation

Central States SER Jobs for Progress;
North Lawndale Employment Network 548 Foundation

Aurora & Joliet
(Karen)

College of DuPage
Joliet Junior College

Goodwill Industries of Metropolitan Chicago
(No ET Navigator in Joliet)

Waukegan
(Char + Christine) College of Lake County Community Works Inc NFP

Rockford
(Kristin + Brian) The Workforce Connection, Inc. Goodwill Industries of Northern IL

Decatur & 
Peoria (Nate)

Richland Community College
(No Hub in Peoria)

Community Foundation of Macon County
Heaven’s View Community Development Corp. HIRE360

Champaign & Danville
(Diana)

Parkland College
(No Hub in Danville)

Vermilion Advantage, NFP
(No ET Navigator in Champaign) HIRE360

East St. Louis, Alton, 
and Carbondale
(Michelle)

Macedonia Development 
Corporation
Lewis & Clark Community College
(No hub in Carbondale)

Senior Services Plus
Carbondale Branch NAACP
(No ET Navigator in East St. Louis)

HIRE360

Breakout Groups by Region



5 Minute Break



Instructions for breakout room facilitators
• Welcome people to the breakout room. 
• Set expectations for participation. (We’d love to hear from everyone. Turn on 

your cameras if you feel comfortable. Feel free to use the chat to respond or 
unmute yourself and speak. If you’ve talked a lot, let others take a turn. Etc.) 

• Invite them to ask questions throughout this session. Explain that you’ll do 
your best to answer their questions but may need to get back to them later 
with an answer. 

• Explain that this conversation will be just a start—we’ll have other 
opportunities for you to work together, get to know each other, and make 
plans. 

• Ask if someone would be willing to take notes (if you don’t already have a 
notetaker on the call) 

• Put the questions in the chat (see notes) so that they can see them ahead of 
time. 



Questions for Breakout Rooms
• What are some best practices for delivering barrier reduction services in an 

equitable way?
• What providers are you already connected with?

• Where are you at in terms of developing Barrier Reduction and Stipend 
Policies?

• How can DCEO and other grantees support you in developing these policies?
• What best practices can you share with your partners in developing these 

policies?
• Think about how you will specifically support participants as they transition 

into apprenticeships or employment. What are examples of strategies you can 
use?

• How will you support participants’ job retention and career growth?  



Welcome back!



Survey: Evaluation/Feedback

https://forms.office.com/r/4MMHRWW5CS



Upcoming Orientation Sessions

Date Session Topic Prepare by . . . 

July 11, 11am-12pm Illinois workNet Session 3: Career Plan, 
Adding/Updating Services, Completion, 
Follow-up

July 16 Manual Session 4: Administrative 
requirements (data, reporting, finances, 
monitoring, etc.)

Read Workforce Hubs, Climate 
Works chapters 9-12; 
ET Navigator chapters 6-9



Questions? Contact Us
CEJA Grant Managers 

•Climate Works: Charlotte Flickinger, charlotte.flickinger@illinois.gov
•CEJA Workforce Hubs: Karen Lockhart, Karen.B.Lockhart@Illinois.gov
•Energy Transition Navigators: Kristin Wheeler, 

Kristin.Wheeler@Illinois.gov

CEJA Regional Administrators
•Northern Illinois: Larry Dawson, larry.dawson@illinois.gov
•Central Illinois: Nate Keener, nate.keener@illinois.gov
•Southern Illinois: Michelle Cerutti, michelle.cerutti@illinois.gov

mailto:charlotte.flickinger@illinois.gov
mailto:Karen.B.Lockhart@Illinois.gov
mailto:Kristin.Wheeler@Illinois.gov
mailto:larry.dawson@illinois.gov
mailto:nate.keener@illinois.gov
mailto:michelle.cerutti@illinois.gov
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