Wisconsin Department of Workforce Development

Division of Employment and Training

Training Approval Checklist

Complete ALL steps for consideration of training. Be prepared to provide required documentation as indicated below.
	Step
	Checklist (()                                                          

	Prepare for training

**Complete within 30 DAYS of TAA application date**
	1


	Register with WIOA Dislocated Worker Services:

·  Contact a WIOA Career Planner and begin the process of developing a detailed
 assessment and reemployment plan 
 NOTE: TAA does not reimburse for tuition costs paid prior to training approval

·  Give the name of your WIOA Career Planner to your TAA Career Planner

	
	2
	Identify your interests, skills and values:
· Complete the required initial assessment with your TAA career planner 

· Complete online assessment at: careeronestop.org
·  If you are currently enrolled in a training program, provide documentation of your
 current training status. (such as courses completed, grades, college transcripts)

	
	3
	Research  prospective jobs available after training to learn about job types, skills / knowledge requirements, employers, work environments, and salary expectations:

·  View classified ads and/or information at JobCenterofWisconsin.com
·  Review current Labor Market Information and career websites (e.g. wisconomy.com, onetonline.org  or skillexplorer.wisconsin.gov)

· Maintain at least monthly contact with your TAA career planner to ensure timely progress towards desired training goals.

	Enroll in training

**Know your deadlines**
	4
	Identify schools or training facilities that offer your job training choice:

· TAA participants are encouraged to use the WIOA Eligible Training Provider List (ETPL) to identify and select training programs and providers, but are not limited to ETPL programs or providers in developing an approved training plan.  All training programs must be approved by your TAA Career Planner.

	
	5
	Schedule an appointment with a School Counselor to get the following training information: 

·  Course curriculum of all courses you will take for each semester

· Start and end dates from first class date to graduation date, including remedial courses, prerequisite courses, clinicals or internships and information on petition process or wait lists

· Tuition, book fees, and all other associated fees (such as admission, registration,  
testing, licensing, graduation), to complete training program
· Materials required for training (such as tools, medical exams, uniforms, etc.) as stated
on your course description or syllabus
· Required entrance exam (keep your receipt for reimbursement)
· New Student Cost Estimate worksheet provided by your TAA career planner,
· TAA program recommends you  apply for financial aid by completing the Free Application for Federal Student Aid (FAFSA) 

	
	6
	
Contact your TAA Career Planner to present your training plan for approval. The following documentation is required:
· Career Assessment results

· Research supporting an employment demand in your field of training and estimated wages  upon completion of program. 

· Training program information (the information outlined in Step 5)

· Entrance / Academic Exam results

· Cost Estimate Worksheet signed by school representative
· Copy of your current Individual Employability Plan / Reemployment Plan if established by another agency. 
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