WORKFORCE INVESTMENT FIELD INSTRUCTION (WIFI) NO.  06-06

DATE:


September 28, 2006 

TO:


Maryland Workforce Investment Act (WIA) Grant Recipients




Labor Exchange Administrators, Early Intervention Facilitators

SUBJECT:

Early Intervention Call-In Letter

REFERENCES:
None

BACKGROUND INFORMATION:


The Early Intervention Program is Maryland’s structured 10-hour workshop that was developed to assist “profiled” UI claimants in becoming reemployed.  In January 2004, the Early Intervention call-in letter was modified to make it more engaging, while maintaining the Unemployment Insurance required compliance language.  Local Early Intervention facilitators were instructed to use this letter template exclusively, with allowable customized programming of certain approved fields (i.e. location, name/address, start and end times and contact person).  

It appears that some local areas have further modified the Early Intervention call-in letter. In addition to changing the content of the letter, some areas have changed the name of the workshop as well.  Changing the name of the workshop has resulted in confusion on the part of claimants, which has impacted the Division of Unemployment Insurance’s ability to impose sanctions on individuals who do not attend the workshop.  Both the Division of Unemployment Insurance and the Division of Workforce Development agree that the Early Intervention call-in letter must include required language and be consistent across the State.

ACTION TO BE TAKEN:


The attached letter must be used to call in profiled claimants to participate in Early Intervention workshops.  (This letter is available through the Maryland Workforce Exchange and now includes a special message in Spanish.)  No changes may be made to this letter.  If you wish to add additional information (e.g. directions, lunch instructions, etc.) or if you want to add information about other One-Stop services, you may create a flyer and include it in the mailing behind the Early Intervention letter. 

CONTACT PERSON: Susan Gallagher (410-767-2005)

EFFECTIVE DATE:
 Immediately

Bernard L. Antkowiak

Assistant Secretary

Division of Workforce Development

Attachment

September 28, 2006




Job Seeker

604 Maryland Ave.

Annapolis, MD 21401



Dear Mr./Mrs. Job Seeker

Ud. debe responder inmediatamente a ésta carta para continuar sus beneficios de seguro de desempleo. Si Ud. habla solamente español, llame a 301-362-9709 para obtener mas información, o deje un mensaje a 301-618-8414.

Recently you began receiving unemployment insurance benefits through the State of Maryland. Because we understand the tremendous impact of losing your job, both emotionally and financially, we have developed a special program to provide you with information and resources that will help you return to work as quickly as possible. The “Early Intervention Program” is a mandatory two-day training seminar which provides comprehensive information on a variety of re-employment topics including: 

* Coping with Unemployment                   * Planning Your Job Search
* Resume and Cover Letter Preparation     * Completing Employment Applications
* Telephone Contact Techniques             * Effective Interviewing Techniques
* Available Community Resources          * Occupational Training Opportunities

You have been scheduled for the next seminar at  7000 Arundel Mills Circle , Hanover, MD 21076. The workshop will last for two days from 9:30 AM  to  2:00 PM beginning on 08/16/2006. If you are a person with a disability, who may require special accommodations, please phone me personally as soon as possible at (410) 269-4429, so we can make arrangements to better serve you. 

Attendance at this workshop meets the unemployment insurance work search requirements for the week of the workshop. IF YOU DO NOT ATTEND BOTH DAYS OF THIS WORKSHOP, IT COULD RESULT IN THE DELAY OR DENIAL OF YOUR UNEMPLOYMENT BENEFITS. 

The feedback we have received from past attendees has been extremely positive and we think you will agree. I look forward to meeting you to discuss the skills and strategies that will help you successfully reenter the workforce. 

Sincerely, 


Chad White
Early Intervention Specialist 

