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Oklahoma Employment and Training | ssuance # 03-2011

TO: Area Managers
Local Office Managers
WIA Board Staff
FROM: Richard J. Gilbertson, Director

Workforce Integrated Programs Division
DATE: January 24, 2011
SUBJECT: Rapid Response Guidelines

PURPOSE: To provide information and guidelines for Rapid Response activities conducted by the
State and/or Local Rapid Response Teams and to establish a basic standard of service for Rapid
Response activities statewide.

BACKGROUND: Rapid Response assistance is provided for workers who are dislocated due to plant
closures and substantial layoffs. For many workers who have been dislocated due to a layoff or plant closure,
early intervention can play an important role in their successful reemployment and can help workers and
communities adjust to the effects of layoffs and plant closings. In August 1988, Congress enacted the Worker
Adjustment and Retraining Notification Act (WARN) to offer protection to workers, their families and
communities by requiring employers to provide notice 60 days in advance of covered plant closings and
covered mass layoffs. This notice must be provided to either affected workers or their representatives (e.g., a
labor union); to the Workforce Integrated Programs (WIP) Division; and to the appropriate unit of local
government. More information about the WARN Act and its requirements may be found at
http://www.dol.gov/layoff/warn.

Rapid Response is a required activity under the Workforce Investment Act (WIA) to be carried out by the State
in conjunction with the Local Workforce Investment Board (LWIB) and Chief Elected Officiads. The WIP
Divison manages Rapid Response activities to ensure the planning and delivery of services that enable
dislocated workers to transition to new employment as quickly as possible in the event of a mass layoff/closure
or other natural disaster.

WIA 8101(38) defines the term “Rapid Response” to mean an activity provided by a State, or by an entity

designated by a State, with funds given to the State under WIA 8134(a)(1)(A), in the case of a permanent
closure or mass layoff at a plant, facility or enterprise, or a natural or other disaster that results in mass job
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dislocation, in order to assist dislocated workers [as described under WIA 8101(9)] in obtaining reemployment
as soon as possible, with services including:

ACTION:

The establishment of onsite contact with employers and employee union representatives immediately
after the State Rapid Response Coordinator (SRRC) and/or Area Manager is notified of a current or
projected permanent closure or mass layoff, or in the case of a disaster, immediately after the SRRC
and/or Area Manager is made aware of mass job dislocation as aresult of such disaster;

The provision of information and access to available employment and training activities,

Assistance in establishing a labor-management committee, voluntarily agreed to be labor and
management, with the ability to devise and implement a strategy for assessing the employment and
training needs of the dislocated workers and obtaining services to meet such needs;

The provision of emergency assistance adapted to the particular closure, layoff, or disaster; and

The provision of assistance to the local community in developing and coordinating aresponse and in
obtaining access to State economic development assi stance.

This OETI is effective immediately and should be made a part of your permanent records.

Copies should be distributed to appropriate staff.

RESCISSIONS: None.

ATTACHMENTS:

Attachment A — Sample Layoff Transition Workshop Agenda

REQUIRED FORMS: (included with thisOET])

Rapid Response Layoff / Closure Information (RR 03-2011/01)
Rapid Response Employee Satisfaction Survey (RR 03-2011/02)
Layoff Transition Workshop Sign-1n Sheet (RR 03-2011/03)
Rapid Response Employee Needs Survey (RR 03-2011/04)

INQUIRIES: If you have questions pertaining to this issuance, please contact Lynda Purcell at
lynda.purcel| @oesc.state.ok.us, (405) 557-5395, or Jon Eller at jon.eller@oesc.state.ok.us (405) 557-7149.
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=

Rapid Response Policy and Procedures
RESPONSIBILITIES OF WORKFORCE INTEGRATED PROGRAMSDIVISION

The Workforce Integrated Programs (WIP) Division provides guidance and assistance to the Local
Rapid Response (RR) Teams to ensure consistency in statewide operations and in the delivery of basic
Rapid Response services. The State Rapid Response Coordinator (SRRC) is responsible for the initial
contact with all employers from whom a WARN notice is received. An employer who submits a WARN
notice will be contacted within 48 hours of receipt by the SRRC. The SRRC will provide a general
overview of Rapid Response services to the employer and give the employer the contact information for
the Local RR Team Leader in that Workforce Investment Area. The SRRC will contact the Local RR
Team Leader to ensure that contact is made with the affected employer to schedule an initia planning
meeting. Any notification other than a WARN notice will be the immediate responsibility of the Loca
RR Team Leader for that Workforce Investment Area.

The SRRC may receive notification or communication of alayoff or plant closure in a number of ways.
Examples of notification that warrants contact with an employer include:

e Telephone contact from workers facing a potential layoff;

e Communication from Oklahoma Employment Security Commission (OESC) staff and Workforce
Development partners,

e Newsarticles or public announcements; and

e Worker Adjustment and Retraining Notification letters (WARN notices).

In partnership, the SRRC and the Local RR Teams must engage in an ongoing information gathering
process and establish contacts that can provide information to dislocated workers. The SRRC is
responsible for ensuring that layoff/closure information is correct and up-to-date on the OESC website.

The SRRC is responsible for maintaining a current list of Local RR Team member contacts for each
Workforce Investment Area to aid in coordinating area-wide Rapid Response activities, and when
appropriate, to issue guidance on program updates to Local RR Team members from different partnering
agencies.

The SRRC will maintain and update Rapid Response materials and ensure timely delivery of these
materialsto Local RR Teams when requested.

The WIP Division will provide training and technical assistance to Local RR Teams as requested. Staff
in areas that conduct their own Rapid Response program on an “as needed- basis’ can request training at
any time and are encouraged to do so as staffing changes occur. As part of on-going technical assistance,
the SRRC will facilitate quarterly conference phone calls with the all Local RR Team Leaders. It is
recommended that al local workforce areas have a representative in attendance.

RESPONSIBILITIESOF LOCAL RR TEAMS

Designation of the Local RR “Team Leader” Responsible for Team Coordination

a Area Managers of each Workforce Investment Area will serve as the designated |ead person for
the local Rapid Response activities within their aress.
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b.

Area Managers are responsible for coordination of Local RR Team members and must report any
changes of contact information regarding team members to the SRRC as soon as they occur.

2. Workforce Investment Area Response to Notification of Layoff or Closure

a

Upon receiving a WARN or non-WARN notification of alayoff or closure within the Workforce
Investment Area, the Local RR Team Leader must immediately e-mail the notice to the SRRC,
who will then contact the employer within 48 hours after receipt of notice. The SRRC will verify
the WARN layoff, briefly explain Rapid Response services that are available to the affected
workers and inform the employer that they will be contacted by the Local RR Team Leader to
schedule an initia planning meeting.

These same procedures will also apply when the notification is a non-WARN notice; however,
the Local RR Team Leader will have the responsibility of contacting the employer. The Local
RR Team Leader will inform the employer of Rapid Response services that are available to the
affected workers and schedule an initia planning meeting. After the initia planning meeting has
been scheduled with the employer, the Local RR Team Leader must inform al relevant parties of
itstime and location.

During the initial telephone contact with the employer, the Local RR Team Leader must
complete the RR Layoff/Closure Information form (RR 21-2010/01). The Local RR Team
Leader must e-mail this information to the SRRC at okrapidresponse@oesc.state.ok.us within
three working days for inclusion in the state’'s monthly report. In the event that not all
information is known, the form must be submitted to the SRRC with the known information, and
the Local RR Team Leader will provide additional information as it becomes available.

3. Conducting RR Employer Initial Planning Meeting

a

Employers must be contacted upon receipt of information about a layoff or closure. The purpose
of the contact is to promote the benefits of the Rapid Response program and to schedule a
planning meeting. During the planning meeting, the Local RR Team Leader will inform the
employer of the Layoff Transitional Workshop and services available to assist dislocated
workers and their families during this period of transition. The employer’s representative should
be given a copy of the Dislocated Worker Rapid Response Handbook to illustrate the
information that will be covered during the Layoff Transition Workshop. All interested parties
are to be invited to the initiadl planning meeting, including union representatives, TAA
representatives and other interested parties identified by the employer.

NOTE: If acompany is represented by a union, the Local RR Team Leader will be responsible
for informing the union representative of theinitial planning meeting.

Information and discussion during the initial planning meeting should include:

e Available programs, service providers, and resources in the local areas such as job training,
unemployment insurance, reemployment services, Trade Adjustment Assistance, and
financia counseling to meet the short and long-term assistance needs of the affected workers;

e Rapid Response format, content, and benefits to the employer and employees;

e An assessment of the employer’s layoff plans and schedule;
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o Identification of the employees affected by the layoff, their current wage scale, occupations,
skill levels, and length of service;

e Company benefits available to employees, e.g., severance pay, job development/job search
activities, relocation or reemployment opportunities, etc.;

e Probable assistance needs of the affected workers,

e Reemployment prospects for workersin the local community; and

e Potential for averting the layoff or closure may be discussed in consultation with state or
local economic development agencies, including private sector entities such as the local
Chamber of Commerce.

NOTE: The Local RR Team Leader should develop checklist to use during the initia
planning meeting to ensure that all necessary items are addressed.

Unemployment Insurance (Ul) is typically a concern for the employer at the initial planning
meeting. If Ul does not have a representative available to attend this meeting, the Loca RR
Team Leader should advise the employer that both the Rapid Response Video and the Rapid
Response handout materias presented at the Layoff Transition Workshop will cover important
aspects of unemployment insurance for affected workers. If a Ul representative is unable to
attend the initial planning meeting, contact information for the designated Ul representative will
be given to the employer in the event that they have additional questions or concerns.

4. Conducting the Layoff Transition Workshop

a

The Local RR Team Leader will schedule the date(s) of the Layoff Transition Workshop during
theinitial planning meeting with the employer. If possible, Layoff Transition Workshops should
be held onsite at the place of employment. If an onsite meeting is not possible, other locations
should be explored, such aslocal Career Technology Centers or Workforce Centers, etc.

An agendaisrequired for all workshops. The Local RR Team Leader isin charge of al meetings
using the agenda and the Dislocated Worker Rapid Response Handbook as a guide. Attachment
A — Sample Agenda has been included in this policy as a template for the Layoff Transition
Workshop agenda. The agenda may be modified to accommodate the length of the workshop and
any other topics that need to be addressed as requested by the employer. The Local RR Team
Leader must e-mail the agenda to the SRRC at okrapidresponse@oesc.state.ok.us prior to the
scheduled Layoff Transition Workshop.

Most transitional workshops should last no longer than 1.5 hours and should be scheduled to
meet the needs of the employer and the affected workers.

To ensure workshops are consistent throughout the State, the Oklahoma Rapid Response Video
will be shown and the Rapid Response handbook reviewed along with any other material. The
workshops, at a minimum, must cover:

Oklahoma Rapid Response Video

Unemployment Insurance Review;

Re-employment Services;

Dislocated Worker Program;

Available assistance from other federally funded programs; and
A review of the Dislocated Rapid Response Handbook.
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The WIP Division will provide the Dislocated Worker Rapid Response Handbook to all local
areas. This handbook contains standard information that applies to dislocated workers statewide
and it is the responsibility of the Loca RR Team to insert additional materials relevant to the
particular area and type of layoff. To request copies of the Dislocated Worker RR Handbook,
contact the SRRC at okrapidresponse@oesc.state.ok.us. Requests for packet materia must be
requested as soon as Layoff Transition Workshops are scheduled to allow a reasonable time for
delivery.

A corresponding Oklahoma Rapid Response transition video has been created to supplement the
information provided by presenters at the Layoff Transition Workshop, when appropriate. The
Local RR Team Leader isresponsible for ensuring access to this DVD.

The Local RR Team will assess the needs of the affected workers by administering the Rapid
Response Program Employee Needs Survey (RR 03-2011/04). The Loca RR Team Leader is
responsible for collecting these completed surveys and delivering them to the local Workforce
Center Manager. The local Workforce Center is responsible for reviewing the completed Rapid
Response Program Employee Needs Surveys and conducting outreach and follow-up according
to the indicated needs of affected workers.

In addition, the Local RR Team Leader is responsible for collecting completed Rapid Response
Employee Satisfaction Surveys (RR 03-2011/02) and the Layoff Transition Workshop Sign-In
Sheet (RR -2011/03). Following the completion of a Layoff Transition Workshop, the Local RR
Team Leader must forward a copy of completed Rapid Response Employee Satisfaction Surveys
(RR 03-2011/02) and Layoff Transition Workshop Sign-In Sheets (RR 03-2011/03) to the WIP
Division by fax (405) 962-7533 or by e-mail to okrapidresponse@oesc.state.ok.us.

In the event that individual packets are distributed to an employer or employees (not a
workshop), names of recipients should be emailed to okrapidresponse@oesc.state.ok.us.

LAYOFF/WARN NOTICE REPORTING REQUIREMENTS

State Rapid Response Reporting

a

The SRRC is required to report and keep track of all RR activities. This report must include
information on al employer contacts, how many employees were affected, when the
layoff/closure took place, and what services were provided.

The SRRC will input WARN and Non-WARN Notices in Oklahoma JobLink (OJL) whenever a
notice is received or contact is made with an employer regarding a layoff or closure. If the
information provided by the employer in a layoff/closure notice is for public release, the SRRC
shal update the statewide eectronic WARN notification system (within 48 hours) in order to
inform the appropriate agencies and local Workforce Centers of layoff/closure/WARN activities.

In order to access summaries of al WARN and non-WARN listings relevant to Oklahoma, and
those in other states, visit the OESC website at http://www.oesc.ok.gov. From there, click on the
“Employment and Training” link listed under the “Services’ section and then choose “Layoffs
and Plant Closings’ on the right hand side. This page provides information about Rapid
Response services and access to a database of current and past layoffs/closures.
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2.

Loca RR Reporting

a

The Local RR Team Leader must submit Rapid Response Layoff/Closure Information (RR 03-
2011/01) each time initial contact is made with an employer regarding a layoff or closure. The
report must be completed and emailed to the SRRC at okrapidresponse@oesc.state.ok.us within
three working days of initial contact for inclusion in the monthly report. If the employer will not
provide all requested information, a partial report should be submitted.




Oklahoma Employment Security Commission

Richard McPherson, Executive Director )
Mary Fallin, Governor

Representing Employers
Douglas R. Major, Ed. D., Commissioner Representing the Public
Gayle Harris, Commissioner Rev. W. B. Parker, Chairman

Representing Employees
Rev. Mike Wester, Commissioner
Susan Stoll, Commissioner

RAPID RESPONSE LAYOFF / CLOSURE INFORMATION

COMPANY NAME:

COMPLETE ADDRESS:

CONTACT NAME:

CONTACT PHONE:

CONTACT E-MAIL:

DATE OF LAYOFF:

OCCUPATIONS:

HOW NOTIFIED:

INDUSTRY:

NUMBER EMPLOY ED:

NUMBER AFFECTED:

REASON FOR LAY OFF:

WARN NOTICE DATE:

LABOR UNION INVOLVEMENT:

OUTPLACEMENT AGENCY:

TRADE ADJUSTMENT ASSISTANCE:

PLANNING MEETING DATE: TIME:

WORKSHOP SCHEDULE DATE: TIME(S):

DATE SENT TO STATE OFFICE:

WORKFORCE INVESTMENT AREA:

Equal Opportunity Employer (EOE)/Program. Auxiliary aids and services are available upon request to individuals with disabiliti es.
RR 03-2011/01



Oklaboma Employment Security Commigsion
RAPID RESPONSE EMPLOYEE SATISFACTION SURVEY

Name of Company Affected:

1. On ascale of excellent, good, fair, or poor, what was the quality of the Rapid Response information that you
were offered today? [ ] Excellent [ ] Good [ JFair [ ] Poor

2. What changes, if any, would you recommend to improve the Rapid Response Team’ s performance and/or

the Rapid Response Meeting?

3. What information did you find the most beneficial ?

4. What information did you find least beneficial ?

Equal Opportunity Employer (EOE)/Program. Auxiliary aids and services are available upon request to individuals with disabilities.
RR 03-2011/02

Oklaboma Employment Security Commigsion
RAPID RESPONSE EMPLOYEE SATISFACTION SURVEY

Name of Company Affected:

1. On ascale of excellent, good, fair, or poor, what was the quality of the Rapid Response information that you
were offered today? [ ] Excellent [ ] Good [ ]Fair [ ] Poor

2. What changes, if any, would you recommend to improve the Rapid Response Team’ s performance and/or

the Rapid Response Meeting?

3. What information did you find the most beneficial ?

4. What information did you find least beneficial ?

Equal Opportunity Employer (EOE)/Program. Auxiliary aids and services are available upon request to individuals with disabilities.
RR 03-2011/02



LAYOFF TRANSITION WORKSHOP SIGN-IN SHEET

Employer’s Name: Facilitator Name:

Date: Time: Location:

PLEASE PRINT

First and L ast Name Phone Number E-Mail Address
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Equal Opportunity Employer (EOE)/Program. Auxiliary aids and services are available upon request to individuals with disabilities.
RR 03-2011/03




Oklaboma Employment Security Commigsion
RAPID RESPONSE PROGRAM

Employee Needs Survey
NAME OF COMPANY:: DATE:
EMPLOY EE NAME:
ADDRESS:
E-MAIL: TEL.: ( )

ARE A VETERAN OR MEMBER OF THE ARMED SERVICES: [ ] Yes [ ] No

JOB TITLE: LAYOFF DATE:
JOB DUTIES:

YEARS OF SERVICE: WAGE/SALARY:
EDUCATION LEVEL: BEST SKILL(S):

1. Doyou plantolook foranewjob? [ ] Yes [ ] No

If yes, when do you plantolook? [ ] Immediately [ ] Next30Days [ | Other

2. Would you be interested in relocating to employment?
[ ] Yes(in-state) [ | Yes(out-of-state) [ ] No

3. Do you have employment skills other than those that were required for your present job?
[]Yes [] No Ifyes pleaselist:

4. Have you completed an apprenticeship program? [ ] Yes [ ] No
If yes, what type of apprenticeship:

5. Would you be interested in attending college/university/technical school?
[ ] Yes(twoyearsorless) [ | Yes(morethantwoyears) [ | No

6. Would you be interested in attending a short-term skills training (6 weeksto 1 year)?
[ ] Yes [] No If yes what type of training:

| NEED ASSISTANCE WITH:

One-Stop Career Center Services:

[ ] Career Skills [ ] Job Skills Assessment

[ ] Locating Employment [ ] Job Search Assistance

[ ] Labor Market Information [ ] Accessto computers, fax machines, etc.
[ ] Financial Aid Information [ ] Resume Preparation

[ ] Educationa Institution Information [ ] Interview Preparation

[ ] Entering aRe-Training Program [ ] Short-term Training

Type of Training Desired:

Other Possible Needs:

[ ] Medical Coverage [ ] Daycare

[ ] Transportation [ ] Retirement Info
[ ] Relocation Info [ ] Other

Equal Opportunity Employer (EOE)/Program. Auxiliary aids and services are available upon request to individuals with disabilities.

RR 03-2011/04



Oklahoma Employment Security Commission
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Representing Employers
Douglas R. Major, Ed. D., Commissioner Representing the Public
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Rev. Mike Wester, Commissioner
Susan Stoll, Commissioner

COMPANY NAME
Date

LAYOFF TRANSITION WORKSHOP AGENDA

l. Introduction — Rapid Response Team Leader

. Job Transition Resources — (CCCS, Insure Oklahoma, Sooner Care, 211)
1. Unemployment Insurance

IV.  Workforce Oklahoma Employment Services (OJL and Job Search Tools)
V. Workforce Oklahoma Dislocated Worker Services

VI.  Loca Career Technology Centers

VII.  Closing and Questions.

For the Wor kforce Oklahoma Center nearest you, please call: 1-888-980-9675

Equal Opportunity Employer (EOE)/Program. Auxiliary aids and services are available upon request to individuals with disabilities.
Attachment A



