% linois

Department of Commerce @
+; & Economic Opportunity @& “.I.INOIS WORKS

lllinois Works Pre-Apprenticeship Program

Attendance Roster Guidance Update
Effective 9/16/2024

Presenters: {{h® ILLINOIS WORKS

« Dr. Norman Ruano ol Pre-Apprenticeship Program
* Dan Martinez

« Monica Pruitt MQ&J“ = —Vm



sl i

This Session is Being Recorded

o ILLINOIS WORKS
@ﬂ Pre-Apprenticeship Program I L L I N o IS I



£l ILLINOIS WORKS Mjm%uﬂjm

&1 Pre-Apprenticeship Program

Overview

Regular attendance and participation are essential to student success. In

m addition, many elements of the lllinois Works Pre-Apprenticeship
s Program rely on accurate recording of participant attendance including:
L. > Successful Completion of individual training modules based on 80% or
\gyfm greater attendance of required training hours.

> Participant receipt of stipend based on attended instruction hours and
student performance.

> Successful attainment for Grantees of performance-based
benchmarks.
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2024 Grantee Manual - Guidance Update Memorandum #1
(Effective September 16, 2024)

Attendance Policy

Intreduction:

The following guidance update to the 2024 Grantes Manual is issved to up darify and vpdate existing
Attendance Policy and guidance. This memerandum also indudes a new and reguired Illincis Works
Attendsnce Roster, and an lllincis Works Attendsnce Roster lob Aid. The Job Aid provides clear examples
on how to use and implement the new Roster daily. Different rosters will only be considered following
the below guidance, and requests for ILW to spprove s different roster must be submitted immiedistzly
after this guidance goes in effect on September 16, 2024

Old ws. New Guidance:
The 2024 llinois Works Pre-apprenticeship Program (ILWPP) Grantee Manuzl provides the following
guidance for attendance rosters

Artendanie Rosters

Participants are expect=d to be prasent for their scheduled training and work-bassd sessions. Resular attendance
ardpulticimmsmﬁaltumﬁmﬁs.ltkﬂenpemmutul IIInnis\VorksPrE-ﬂH:ruTﬁcE.hiF
gﬂﬂtﬁtﬂl‘.‘duil)‘nltmﬂpﬂrﬁl:i:lm,'hismnwmﬂﬁmzmr.ﬂtrmﬂmld :\es'g'hed
2 dabed by all Instructors Traiers, and staff res ponsioie for IWRS reporting (et entry]. Training urriculum, and
dukumhhcu'nbﬂ.\'mmnd,rmimﬁrﬁ ‘bnesiklunch times. Attendance rosters must be uplozced bo RS
aku'\-eendu'enmﬁrirﬁ Uk

Tempiate 21- Sampie [1linois Waorks Attendance Roster is availabie for use by srantess in the Anpendin of this
miarual. Plesss note, ILWPF requires an Attendance Roster b kept on file and to be uploaded to IWRS.

The Office of lilinais Warks [ILW] updated the sbove guidance, effective September 16, 2024, for use by
all ILWPP Grantees. These updates are designed to provide s consistent means for all grantees to
accurately track attendance, to provide dear direction on how to complete and uplosd sttendance
rosters, and to provide grantees with an understanding of hiow monthly compliance and completion
verification are sffected by noncompliance with sttendance policy. Below sre notable updates that are
row in effect 25 3 result of this updated guidance to grantees:

= [Instructor must document sstendance in 15-minute increments as instruction is delivered. See
Nlirois Works Attendance Roster Job Aid with instructions for proper use and examples.

*  Grantees must submit shternste sttendance roster ternplates, diferent from thase prescribed by
this guidance. to ILW for approval prior to use. Altermate templates must still inclede the
components required by the ILWPP template.
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Template 21: Illinois Works Attendance

{fir 1LUNOIS WORKS Roster dﬁ ILLINOIS WORKS

&%} Pre-Apprenticeship Progrom L% Pre-Apprenticeship Program
INinois Works Attendance Roster (Required)
GRANTEE TRAINING DATES TIo
INSTRUCTOR’S NAME TRAINING TIME To
INSTRUCTOR’S ORG. COHORT # COURSE DATES
MODULE NAME MODULE # COURSE HOURS
e I I l a e Use a separate Roster for each training module approved io be delivered in your curriculum. Participant's legal names must be pre-printed, alphabetically by last name, before instruction
begins. Participants are reguired fo sign the roster, acknowledging their attendance fo the module. The instructor is responsible for entering the daily Training hours for each participant
no later than the end of each training day, recorded in increments af 15 minutes, and decumenting any shortfalls in attendance per the ILW guidance.
Training Dates Total
Training Hours
# | Participant First Participant Signature Attendance
& Last Name Notes
1
] 2
“ 3
k >
¥ 1]
| 5
m.-, fererer)
N e, 8
9
| 10
INSTRUCTOR NOTES
I certify that the students listed on this attendance
roster attended training for the time indicated above. Instructor’s Signature Date
On behalf of . I confirm the accuracy of this attendance roster.

Grantee Organization Program Manager/Administrator’s Signature Date
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Illinois Works Attendance Roster Job Aid

. Overview:
\] O b AI d Regular attendance and participation are essential to student success. It is a requirement that all lllinois
Works Pre-Apprenticeship grantees track daily attendance of participants, using an approved
Attendance Roster.

Attendance Roster Header:

X GRANTEE 123 Commumity Workforce TRAINING DATES 312024 Io 3/1/2024
INSTRUCTOR'S NAME | Jane Doe TRAINING TIME 8-00am To 12:30pm
b INSTRUCTOR'S ORG Construction Irainers Incorporated COHORT # 1 COURSE DATES 5/1/2024 - 5/1/2024
I MODULE NAME ILW Orientation MODULE # na COURSE HOURS 4
T ‘,
e Header Instructions: The following information must be pre-printed (not handwritten): GRANTEE name,

INSTRUCTOR NAME (first and last), INSTRUCTOR’s ORGANIZATION, and MODULE NAME, as approved in
the ILWPP Final Curriculum Form. The TRAINING DATES refer to the dates of the specific attendance
roster, not the overall Cohort or even the entire module. A maximum of 10 dates can be entered on a
single roster. The start and end date for the entire module must be entered in the COURSE DATES field.
The total number of hours as approved in the ILWPP FCF must be entered in the COURSE HOURS field.
The TRAINING TIME refers to the start and end time each day for the training module contained on this
roster, not the start and end time for the entire program.




Template 21: Sample Illinois Works

Attendance Roster

ol

Illinois Works Attendance Roster

{ihe ILLINOIS WORKS

Pre-Apprenticeship Program

Training Dates are the dates of
training covered by this roster. In this
example, the training dates are only
half of the total for this training
module.

Course Dates are
the start and end

| 123 Community Workforce TRAINING DATES | 5/3/2024 L |
Jane Doe TRAINING TIME 10: 00am Lo Te e 1 f0am
Construciion Trainers Incorporated COHORT # :5. o i _ COURSE DATES | 532024 — 5/31/2024
Applied Construction Math MODULE # wa COURSE HOURS | 20

/s
Jse a'uparate Roshzr for ear,.h training module approved to be delivered in your curricudiin, Pumc.:pum 's legal names must be pre-printed, alphabetically by last name bcfarw instruction

begins. Participant, d & th acknowledging their attend, o the module. T IS respons erin raini
Module Name no later than thez;:: ;j':if:ﬁmr?ui;g:nyicr’eﬁ;zdm Irof 15 a:'d'}f”“d I" n:n':i::rc;':rﬂrmap‘ﬂenzl:io;;“:he If$ ;::.:z-:e i hours o cach purticpan
must be written
as approved TrainingDates | 53 | 5/6 | 57 | 58 | 5/ | 510 | 513 | 504 | 515 | 5/16 [TOTAL
on the Final _ _Training Hours | 1hr | Thr | 1hr | 1hr | Lhr | 1hr | 1hr | Lhe | 1hr | 1br 10
h # | Participant First Participant Signature . Attendance B T R T e 0 R
Curriculum & Last Name S Notes e e (i R S
1 [ Joc Appl A : : e ) i ' '
Form. AL Joe Reple -1 i fave| TSmay e VWA Vb Lol | o] Vb Jhe | he |G ¥,
Jim‘Carrot ﬂ?\’_/'»-—r r\-\ —_ 5:/?' lekt Dime? I Y ) he | il Th 1hd ]I 1A “)f LhA T Yc,
— s, O Canant-  |See rotes el = | = | = | = | = | )hd Jad DAl Jbr| Sher
Participant N it e W) o1 Lhl Lhe [ {he | Jhe| the | Vhr | [he | fhe| JhA Jhel 10 b
names must be . £e | Gino ng SeC notes | Kl Kol YSand YCnl thel| Jhe| Lhel Jhr| 144 Zdel 2 bos
pre-printed € | Tom Figs A A | .
alphabetically 7 | Kris Grape Nt dd P
by last name. S {PulHoneydew | PAyL WONEYDEW|5/2: S0 Th| e Ay
9 | Sharon Ice SJ " % r 7 )
vy
10 | Vinny Jack AAV) } - y Y, |
INSTRUCTOR NOTES _ i
Instructors Eina fyf—bms—ﬂe-h

enter additional
notes
regarding
individual
participants or
general class
information.

I certify that the students listed on this attendance
roster attended training for the time indicated above.

Onbehalfof |23 (gagruean)

Grantee Organizatio Pr
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Instfuictor’s S'ignaM

[ c()n irm the accuracy of this attendance roster,

Date
Fs
a7 P S'*//é/,u_}
am Manager/Administrator’s Signature Daté

dates for this
training module.
Course Hours are
the total hours of
this course as
approved on the
Final Curriculum
Form.

Each participant’s
attendance must
be totaled in this
final column.

The instructor must
sign and date this
forum on the final
day of instruction
for this form. A
Program Manager
or Admin must sign
and date this form
within one week of
course completion

and prior to
B iinloadina to IWRS




£ ILLINOIS WORKS
&1 Pre-Apprenticeship Program

Signatures:
I certify that the students listed on this attendance
roster attended training for the time indicated above. Instructor’s Signature Date
On behalf of , I confirm the accuracy of this attendance roster.
Grantee Organization Program Manager/Admimistrator’ s Signature Date
m Instructions: At the conclusion of the final day of attendance for the attendance roster, the instructor
h must sign and date the roster. If more than one individual was involved with instruction, each instructor

must sign and date the roster The instructor signature is an acknowledgement confirming the accuracy

of the attendance as recorded.
Within five business days of the final day of attendance, the Program Administrator or Program Manager

must signh and date the roster on behalf of their organization affirming the validity of the attendance.
The roster must then be uploaded to IWRS at the Cohort level.
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Action
Plan

Action Plan:

If your 2024 attendance rosters do not meet the requirements outlined, an appeal must be submitted

to your ILW Grant Manager. All training attendance after 9/16/2024 must be recorded on the updated
ILWPP Attendance Roster, Template 21.

If you have any questions, please reach out to your assigned grant manager.
Dan Martinez Dan.J.Martinez@illinois.gov (312) 520-2369

Monica Pruitt LaMonica.Pruitt@illinois.gov (217) 685-6948
Norman Ruano Norman.Ruano@illinois.gov (312) 497-1008




Thank You!
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