
INSTRUCTIONS FOR COMPLETING 

VERIFICATION OF MINIMUM PROGRAM PERFORMANCE FORM 

Background:  An existing program must meet a minimum performance standard of at least 61% employment rate for program graduates for the program to qualify to be on the Maryland State List of Occupational Training Providers to be eligible for funding through the Workforce Investment Act (WIA).  (A program operating for less than a year is exempt from meeting the minimum WIA performance standard.)  An existing program must submit verifiable evidence of  at least a 61% employment rate for graduates completing the program in the previous year.  

Instruction for Completing the Verification of Minimum Program Performance Form:  Use the attached “Verification of Minimum Program Performance Form” or a comparable form to report the required data for program graduates.   There are two methods for obtaining the required employment data: 

· Graduate Employment Survey:  The training provider may submit employment information obtained from surveying program graduates.  Complete all columns except column 2 (social security numbers) on the Verification of Minimum Program Performance Form.  Report employment data for all graduates completing the program in the previous year.
· Employment from Unemployment Insurance Wage Records:  If employment data is not available, a training provider may submit the social security numbers of all graduates completing the program in the previous year.  These social security numbers will be matched against the Unemployment Insurance Wage Records to ascertain the employment status of graduates and determine whether the program meets the minimum 61% employment rate required for WIA.  Complete columns 1 -4 of the Verification of Minimum Program Performance Form.  Report data for all graduates completing the program in the previous year. 

STEP 1:
Identify the name of the school and the name of the program.

STEP 2:
Complete the columns of the form as indicated below:

Column #
Data Element
Description

1
Student Name
Enter student’s complete name:   first name last name

2
Social Security Number
9 digit Social Security Number

000000000 =  unknown Social Security Number

3
Training Start Date of Student 
The date that training began for student enrolled. 

Enter as month, day, year.

4
Actual Completion Date 
Enter the ACTUAL date that the student successfully completed the program.  

Enter as month, day, year. 

Leave blank if student did not complete the training.

5
Date of Hire
Enter the date that the student was hired. 

Enter as month, day, year.

6
Employer’s Name 
Enter the name of the employer or source of employment income.

7
Employer’s Address
Enter the address of the place of employment. 

8
Employer’s Phone
Enter the area-code and phone number of the employer.
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