Department of Workforce Development

Division of Employment and Training

Training Approval Checklist

Use this checklist (√) and complete ALL Steps for consideration of training. Be prepared to present required documentation as outlined below to your TAA Coordinator for training approval.
	Step
	Checklist (√)                                                          

	MANDATORY: Steps 1-3

(Complete within first 30 days from application date)
	1


	Register with WIOA Dislocated Worker Services:
·  Contact a WIOA Case Manager and begin the process of developing a detailed
 assessment and reemployment plan.  TAA will not reimburse you for tuition 
 costs paid prior to approval.

·  Give the name of your WIOA Case Manager to your TAA Coordinator

	
	2
	Identify your interests, skills and values; and explore careers that suit you 
(complete two of the following):
·   Attend a career assessment workshop at your local Job Center or training facility

·  Do an online assessment at: https://careerlocker.wisc.edu/
 (request a user code from your local Job Center or call to obtain the location of your nearest Job Center at 1-888-258-9966)

·  Complete an aptitude assessment (e.g. KeyTrain or similar)

·  If you are currently enrolled in a training program, provide documentation of your
 current training status. (i.e., courses completed, grades, college transcripts)

	
	3
	Research your career interests to learn occupations, working environment, skills / knowledge required, employer demand, and salary expectations:
·  View classified ads and/or information at https://jobcenterofwisconsin.com
·  Review current Labor Market Information and Career websites (e.g.   
 www.worknet.wisconsin.gov, www.careers.org or skillexplorer.wisconsin.gov)

·  Contact your TAA Coordinator to discuss the results of Steps 2 and 3 (within 30 days)

	Complete for Training  

**Know your deadlines**
	4
	Identify Training Facilities that offer your occupational training choice:

·  If the training provider is not a Public Educational Institution, it must be approved either by the Wisconsin Educational Approval Board at eab.state.wi.us or the Workforce Development Board at www.wisconsinjobcenter.org/ita 

	
	5
	Schedule an appointment with a School Counselor to get complete training information including: 

·  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
· Apply for financial aid by completing the Free Application for Federal Student Aid (FAFSA)
www.fafsa.ed.gov
· Tuition, book fees, and all other associated fees (i.e. admission, registration,  
testing, licensing, graduation), to complete training program
· Materials required for training (i.e. 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

	
	6
	
Contact your TAA Coordinator to present your training plan for approval.  The following documentation must be provided:
· Your State of Wisconsin or other state Determination of TRA and TAA Eligibility

· Career Assessment results

· Research supporting an employment demand in your field of training AND wage 

information indicating the ability to financially support yourself / family

· Training program information (outlined in Step 5)

· Entrance / Academic Exam results

· Completed Cost Estimate Worksheet
· Copy of your current Individual Employability Plan / Reemployment Plan
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