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This document provides the general definitions regarding all Minnesota Department of Employment and Economic Development’s (DEED) Office of Adult Career Pathways Requests for Proposals (RFPs) posted in State Fiscal Year (SFY) 2018. This document serves as an addendum to all RFPs posted by the office in SFY 2018 and can be referenced at any time over a contract period derived from this funding.
[bookmark: _Toc498582661]Glossary of Acronyms
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ABE: Adult Basic Education
CASAS: Comprehensive Adult Student Assessment System
CEE: Career and Education Explorer
CTE: Career and Technical Education
DDS: Disability Determination Services
DEED: Minnesota Department of Employment & Economic Development
DHS: Minnesota Department of Human Services
EFL: Educational Functioning Level 
ELL: English Language Learner
ESL: English as a Second Language
ETPL: Eligible Training Provider List
FFY: Federal Fiscal Year (10/1 – 9/30)
FLSA: Fair Labor Standards Act
GED®: General Education Development
IEP: Individual Employment Plan
[bookmark: _GoBack]ISY: In-School Youth
MDE: Minnesota Department of Education
MFIP: Minnesota Family Investment Program
NCRC: National Career Readiness Certificate
OGM: Minnesota Office of Grants Management
OSY: Out-of-School Youth
OJT: On-the-job Training
RFP: Request for Proposal
RPR: Reimbursement Payment Request
SCSEP: Senior Community Service Employment Program
SFY: State Fiscal Year (7/1 – 6/30)
SNAP E&T: Supplemental Nutrition Assistance Program Employment & Training
SSB: State Services for the Blind
TABE: Test of Adult Basic Education
TANF: Temporary Assistance for Needy Families
TEGL: Training & Employment Guidance Letters
UI: Unemployment Insurance
USDA FNS: United States Department of Agriculture Food and Nutrition Services
US DOL: United States Department of Labor
VRS: Vocational Rehabilitation Services
WF1: Workforce One
WIOA: Workforce Innovation and Opportunity Act
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Adult Basic Education (ABE): Per the Workforce Innovation and Opportunity Act of 2014 (WIOA) Section 203: Definitions, the term “adult education” means academic instruction and education services below the postsecondary level that increase the individual’s ability to: (A) read, write, and speak in English and perform mathematics or other activities necessary for the attainment of a secondary school diploma or its recognized equivalent; (B) transition to postsecondary education and training; and (C) obtain employment. In Minnesota it is commonly referred to as Adult Basic Education or ABE. ABE services include Adult Diploma, GED, English as a Second Language (ESL), Career Pathways, Family Literacy, Basic Skills Enhancement, Workplace Literacy, and U.S. Citizenship/Civics. ABE is available statewide at no cost to adult learners. It is administered through the Minnesota Department of Education (MDE). Programs are delivered primarily through public school districts, non-profit organizations, some technical colleges, and state and local correctional institutions. For more information, please see the MDE – ABE website linked here.
Adult Diploma: the state adult high school diploma is competency-based, completed through participation in an approved Minnesota Adult Basic Education program, and recognized by the state through a diploma awarded by the Minnesota Department of Education (MDE). For more information, please see the MDE – ABE website linked here.
Assessments:  Standardized academic assessments that meet the Minnesota Department of Education (MDE), ABE Office; and Minnesota State colleges’ guidelines. ABE has approved the use of the Test of Adult Basic Education (TABE) and the Comprehensive Adult Student Assessment System (CASAS) for English as a Second Language (ESL)/English Language Learner (ELL) and adult basic education students. Minnesota State has approved the use of the ACCUPLACER® and the ESL ACCUPLACER® for course placement. For more information, please see the DEED policy on Assessment Requirements here.
At-risk Individual: The following individuals are considered to be at-risk:
· Pregnant/parenting youth;
· Limited English proficiency;
· Potential or actual dropouts;
· Receiving public assistance and/or group home services;
· Individual with disabilities, including learning disabilities;
· Homeless;
· Chemically dependent or children of drug or alcohol abusers/dependents;
· Basic skills deficient; or
· Educational attainment one or more levels below grade level appropriate to age
At-risk Youth: An at-risk youth is an individual ages 14 through 24 who meets any one of the following categories of risk:
· Age of compulsory school attendance who is not attending school
· Ages 14-21 who is attending school, is low-income, and experiencing additional barriers described below (In-School Youth only)
· Basic Skills Deficient
· English Language Learner
· Homeless or runaway youth 
· Offender or participant in diversion programs 
· Potential or actual school dropout 
· Pregnant/parenting youth 
· Public assistance recipient/group home services
· Recipient of secondary school diploma or its recognized equivalent who is a low-income individual and is either basic skills deficient of an English language learner 
· Youth in foster care or who has aged out of foster care 
· Youth with disabilities, including learning disabilities 
[bookmark: _Toc498582664]B
Basic Skills Deficient: Per the Workforce Innovation and Opportunity Act of 2014 (WIOA) Section 3: Definitions, the term ‘‘basic skills deficient’’ means, with respect to an individual: 
· who is a youth, that the individual has English reading, writing, or computing skills at or below the 8th grade level on a generally accepted standardized test; or 
· who is a youth or adult, that the individual is unable to compute or solve problems, or read, write, or speak English, at a level necessary to function on the job, in the individual’s family, or in society.
· 
Basic Skills Goal: (from USDOL TEGL 17-05 Attachment B) A measurable increase in basic education skills including reading comprehension, math computation, writing, speaking, listening, problem solving, reasoning, and the capacity to use these skills.
[bookmark: _Toc498582665]C
Career Development: Services provided across systems to include work culture, exploration and planning within a career area, job placement and job retention services. Delivery methods include but are not limited to:
· Delivered through bridge programs that explicitly link ABE with preparation for postsecondary education and occupational skill attainment.
· [bookmark: _Contextualized_Instruction_–_1][bookmark: _Career_pathways_model][bookmark: _Certificate,_diploma_and]Delivered through the enhanced academic instruction that pairs instructors from ABE and postsecondary instructors to deliver occupational training supplemented by English language and basic skills instruction. 
Career and Education Explorer (CEE): The Career and Education Explorer is a public-facing web-tool providing information relating to Minnesota education/training opportunities and occupational information. Jobseekers, counselors, and the general public may use this tool to search, view, and compare trainings. Users can start their search either by occupation or by education, with the option to search for an occupation of interest and crosswalk to related education for that occupation, or can search for educational opportunities and crosswalk to related occupations for that training. The CEE also identifies whether trainings are on the Eligible Training Provider List (EPTL, as required with WIOA funding and whether they are WIOA-certified. 
Career Navigator: Local program staff that provides an intensive role in the program. He/she is involved in the entire process of the program from intake to completion. The navigator is responsible for helping participants connect to existing resources (workforce development, postsecondary, community, etc.) rather than duplicating those resources, in addition to case managing the participants. 
Career Pathway: Per the Workforce Innovation and Opportunity Act (WIOA) Title I Section 3, the term “career pathway” means a combination of rigorous and high-quality education, training and other services that: 
A. Aligns with the skill needs of industries in the economy of the State or regional economy involved; 
B. Prepares an individual to be successful in a full range of secondary or postsecondary education options, including apprenticeships; 
C. Includes counseling to support an individual in achieving the individual’s education and career goals; 
D. Includes, as appropriate, education offered concurrently with and in the same context as workforce preparation activities and training for a specific occupation or occupational cluster; 
E. Organizes education, training, and other services to meet the particular needs of an individual in a manner that accelerates the educational and career advancement of the individual to the extent practicable;
F. Enables an individual to attain a secondary school diploma or its recognized equivalent, and at least one recognized postsecondary credential; and 
G. Helps an individual enter or advance within a specific occupation or occupational cluster. 
In addition to the elements of a career pathway listed above, the Office of Adult Career Pathways emphasizes participant placement into a related career field with the potential for family sustaining wage growth.
Career Planning: Per the Workforce Innovation and Opportunity Act (WIOA) Title V Section 3, the term “career planning” means the provision of a client-centered approach in the delivery of services, designed:
· To prepare and coordinate comprehensive employment plans, such as service strategies, for participants to ensure access to necessary workforce investment activities and supportive services, using where feasible, computer-based technologies; and 
· To provide job, education, and career counseling, as appropriate during program participation and after job placement.

Career and Technical Education (CTE): Minnesota State Career and Technical Education provide career and technical education and create opportunities to enter high skill, high wage, and high demand employment in Minnesota for all learners. For more information, please see the CTE website here.
Certificate: a certificate is awarded in recognition of an individual’s attainment of measurable technical or occupational skills necessary to gain entry-level employment, suitable for participants assessed at or below an 8th grade level. These technical or occupational skills are based on standards developed or endorsed by employers. Certificates awarded by workforce investment boards are not included in this definition. Work readiness certificates are also not included in this definition. 
Co-enrollment: the state of being a participant in two or more programs at the same period of time. 

Consistent Employment for Eight Quarters: (from the DEED Report Card Glossary of Terms) A performance measure captured in the DEED Report Card. 
· 'Full-time work, single job' means the participant worked on average at least 30 hours per week and had a single employer in each of the first eight quarters after program exit.
· 'Full-time work, multiple jobs' means the participant worked on average at least 30 hours per week each quarter and had two or more employers in at least one quarter.
· 'Part-time work' means the participant worked on average less than 30 hours in at least one quarter, but still had at least $1 in earnings each quarter.
Only participants who exited at least eight quarters ago are shown in this metric. The Report Card excludes participants who exited but transferred to a different workforce program. The Report Card also exclude participants who exited but are not in the labor force due to poor health, family care, military service, institutionalization or death.

Consistent Employment for Three Quarters: (from the DEED Report Card Glossary of Terms) A performance measure captured in the DEED Report Card. 
· 'Full-time work, single job' means the participant worked on average at least 30 hours per week and had a single employer in each of the first three quarters after program exit.
· 'Full-time work, multiple jobs' means the participant worked on average at least 30 hours per week each quarter and had two or more employers in at least one quarter.
· 'Part-time work' means the participant worked on average less than 30 hours in at least one quarter, but still had at least $1 in earnings each quarter.
Only participants who exited at least three quarters ago are shown in this metric. The Report Card excludes participants who exited but transferred to a different workforce program. The Report Card also excludes participants who exited but are not in the labor force due to poor health, family care, military service, institutionalization or death.

Contextualized Teaching and Learning (CTL): Contextualized Teaching and Learning (CTL), also known as Contextualized Instruction, is defined as a “diverse family of instructional strategies designed to more seamlessly link the learning of foundational skills and academic or occupational content by focusing teaching and learning squarely on concrete applications in a specific context that is of interest to the student[footnoteRef:1]”. For more information, please follow this link.  [1:  Mazzeo, 2008, p. 3; see also Medrich, Calderon, & Hoachlander, 2003. ] 

Cost per Participant: Of those enrolled in the program, the average cost for each participant in this program. (Total Grant Amount / Total Participants)
Cost per Placement:  Of those who exit into employment, the average cost for exit into employment. (Total Exits into Employment / Total Participants)
Cost per Credential:  Of those who are enrolled in this project, the average cost for those who earn a credential. (Total Grant Amount / Participants that earn a credential)
Credential:  (from the DEED Report Card state statute Sec. 7. Minnesota Statutes 2012, section 116L.98) "Credential" means postsecondary degrees, diplomas, licenses, and certificates awarded in recognition of an individual's attainment of measurable technical or occupational skills necessary to obtain employment or advance with an occupation. This definition does not include certificates awarded by workforce investment boards or work-readiness certificates.
Credential Attainment: (from the DEED Report Card Glossary of Terms) Credential attainment indicates how many participants earned a postsecondary credential (an industry-recognized diploma, certificate, or degree beyond a high school diploma) or a GED by program exit. Those who earn a credential are often, but not always, enrolled in a training course or program. Those who do not earn a credential are not necessarily engaged in a training course or program. 
Credentialed Training: (from the DEED Report Card Glossary of Terms) Credit or non-credit bearing training that results in a credential as defined above, when successfully completed.
[bookmark: _Toc498582666]Customized Training: (from USDOL TEGL 10-16 Attachment 1) is training: 
· designed to meet the specific requirements of an employer (including a group of employers); 
· conducted with a commitment by the employer to employ an individual upon successful completion of the training; and 
· for which the employer pays---(i) a significant portion of the cost of training, as is determined to be appropriate by the local workforce development board, Governor of the State, or other parties as designated in law, regulation, or guidance.
D
Disability: The term "disability" is defined by the federal government in various ways, depending on the context. For the purposes of federal disability nondiscrimination laws (such as the Americans with Disabilities Act (ADA), Section 503 of the Rehabilitation Act of 1973 and Section 188 of the Workforce Innovation and Opportunity Act), the definition of a person with a disability is typically defined as someone who:
· has a physical or mental impairment that substantially limits one or more "major life activities," 
· has a record of such an impairment, or 
· is regarded as having such an impairment. 
For more information on federal disability non-discrimination laws, visit DOL's Disability Nondiscrimination Law Advisor.

Disability Determination Services (DDS): Disability Determination Services evaluates claims for disability benefits using Social Security Administration guidelines. 
Displaced Homemaker(s): An individual who has spent a substantial amount of years in the home providing homemaker services and (a) has been dependent upon the financial support of another; and now due to divorce, separation, death, or disability of that person, must find employment to self-support; or (b) derived the substantial share of support from public assistance on account of dependents in the home and no longer receives such support.
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Education: (from the DEED Report Card Glossary of Terms) Education refers to the highest educational attainment at the time of program enrollment.
Educational Functioning Level (EFL): Per the Department of Labor, an Educational Functioning Level identifies where an individual assesses along a progression of Adult Basic Education academic levels.
Educational Gain: (from USDOL TEGL 17-05 Attachment B) At post-test, participant completes or advances one or more educational functioning levels from the starting level measured on entry into the program (pre-test).
Eligibility Documentation: a program-specific document that includes justification for the participant’s enrollment as per program-specific eligibility criteria. 
Eligible Training Provider List (ETPL): The Eligible Training Provider List is a list administered by the Minnesota Department of Employment and Economic Development (DEED) of Minnesota institutions that are licensed, registered, or legally exempted by the Minnesota Office of Higher Education (OHE), with a few exceptions based on specific occupations. No training provider is required to be listed on the ETPL, as it is a voluntary list. Under federal law, the Workforce Innovation and Opportunity Act (WIOA) requires all states to maintain a list of eligible training providers. You can access the ETPL using the Career and Education Explorer page linked here: https://apps.deed.state.mn.us/lmi/cpt/home 
Employment First Quarter After Exit: (from the DEED Report Card Glossary of Terms) A performance measure captured in the DEED Report Card. 
· 'Full-time work, single job' means the participant worked on average at least 30 hours per week and had a single employer in the first quarter after program exit.
· 'Full-time work, multiple jobs' means the participant worked on average at least 30 hours per week each quarter and had two or more employers in the quarter.
· 'Part-time work' means the participant worked on average less than 30 hours in the quarter, but still had at least $1 in earnings.
Only participants who exited at least one quarter ago are shown in this metric. The Report Card excludes participants who exited but transferred to a different workforce program. The Report Card also excludes participants who exited but are not in the labor force due to poor health, family care, military service, institutionalization or death.

Employment Prior to Enrollment: (from the DEED Report Card Glossary of Terms) A performance measure captured in the DEED Report Card. 
· 'Full-time work, single job' means the participant worked on average at least 30 hours per week and had a single employer in the fifth through second quarters prior to enrollment.
· 'Full-time work, multiple jobs' means the participant worked on average at least 30 hours per week each quarter and had two or more employers in at least one quarter.
· 'Part-time work' means the participant worked on average less than 30 hours in the quarter, but still had at least $1 in earnings in the fifth through second quarters prior to enrollment.
This measure is not a reflection of unemployment insurance receipt.

English Language Learner (ELL): (from US Dept. of Education Non-Regulatory Guidance: English Learners and Title III of the Elementary and Secondary Education Act (ESEA), as amended by the Every Student Succeeds Act (ESSA)): ELL refers to an individual who comes from an environment where a language other than English has had a significant impact on the individual’s level of English language proficiency; or who is migratory, whose native language is a language other than English, and who comes from an environment where a language other than English is dominant; and whose difficulties in speaking, reading, writing or understanding the English language may be sufficient to deny the individual – the ability to meet the challenging State academic standards; the ability to successfully achieve in classrooms where the language of instruction is English; or the opportunity to participate fully in society. 
English as a Second Language (ESL): ESL refers to courses typically delivered by the Minnesota Department of Education (MDE) – Adult Basic Education (ABE) to ensure educational equity and access for English Language Learners (ELL) through high-quality language instruction. 
Enrollment Duration: (from the DEED Report Card Glossary of Terms) a calculation of the median number of months that exited participants spent in the program.
Entered Employment Rate:  Of those who are not employed at the date of entry/participation: Number of adult participants who are employed in the first quarter after the exit quarter divided by the Number of adult participants who exit
Exit: (from the DEED Report Card state statute Sec. 7. Minnesota Statutes 2012, section 116L.98) A performance measurement captured in the DEED Report Card. "Exit" means to have not received service under a workforce program for 90 consecutive calendar days. The exit date is the last date of service. See also, the definition of “Program Exit” below.
Ex-offender(s): An individual who has been convicted of a felony or a misdemeanors offense punishable by incarceration, or a person charged with a felony offense or a misdemeanors offense punishable by incarceration but placed on probation by a state court without find of guilt. 
[bookmark: _Career_Development_–][bookmark: _Flexible_scheduling_and][bookmark: _Toc498582668]F
[bookmark: _Program_and_participant]Flexible scheduling and delivery modes: Programming offered through distance learning and flexible scheduling (e.g., evening and weekend hours) to help students meet school, work and family responsibilities. This can include modularized curricula developed into sets of courses with discrete educational and employment outcomes that enable adults to enter and exit a certificate, diploma or degree program at specific points in their educational cycle rather than completing an entire program at once.
Family Sustaining Wage(s):  Compensation capable of meeting the basic needs of one’s family, taking into consideration geographic location.
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General Assistance: a benefit program paid on the state or local determination of need. It serves as the state’s primary safety net for single adults and childless couples. 

General Education Development (GED®): A General Education Development Diploma is a high school equivalency test credential. There are four tests: Reasoning through Language Arts; Mathematical Reasoning; Social Studies; and Science. Graduates prove their academic skills and knowledge in these basic subject areas. 
[bookmark: _Toc498582670]H
Homeless: An individual who lives in any of the following conditions because he or she is lacking a fixed, regular, and adequate nighttime residence. Such individuals may be in any of the following situations:
· In a shelter (family shelter, domestic violence shelter, youth shelter, or temporary housing program)
· In a motel, hotel, or weekly rate housing
· Doubled up with friends or relatives because he or she cannot find or afford housing
· In an abandoned building, in a car, or on the street
· In adult temporary foster care
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Individual Employment Plan (IEP):  A paper or Workforce One record of an individual’s work plan and goals. This document is an ongoing strategy to identify employment goals, achievement objectives, and an appropriate combination of services including support services. 
Required Components of a Complete IEP:
· Participant’s full, legal name (including middle name(s)). If, while enrolled, the participant’s name changes, service provider must update the IEP and the participant’s file must contain legal documentation of the name change. 
· Acceptable documentation of name change includes any one of the following:
· Legal certificate of name change, 
· Driver’s license, or 
· Social security card
· Eligibility Documentation
· Objective Assessment
· Employment Goal 

For further explanation of IEP requirements, please see the DEED policy regarding IEPs linked here: https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=411 
Individual with a Barrier to Employment:  Per WIOA, the term “individual with a barrier to employment” means a member of one or more of the following populations: 
· Displaced homemaker 
· Low-income individuals 
· Indians, Alaska natives, and native Hawaiians 
· Individuals with disabilities 
· Older individuals 
· Ex-offenders 
· Homeless individuals 
· Youth who have aged out of the foster care system 
· Individuals who are English language learners, individuals who have low levels of literacy, and individuals facing substantial cultural barriers 
· Eligible migrant and seasonal farmworkers 
· Individuals within two (2) years of exhausting lifetime eligibility under part a of the Title IV of the Social Security Act 
· Single parents 
· Long-term unemployed individuals 
· Such other groups as the governor involved determines to have barriers to employment.
Individual living with a disability: According to the Americans with Disabilities Act of 1990 and included in the Americans with Disabilities Act Amendments of 2008, the term “disability” refers to an individual with: 
· A physical or mental impairment that substantially limits one or more major life activities of such individual;
· A record of such an impairment; or
· Being regarded as having such an impairment.

Industry of Employment: (from the DEED Report Card Glossary of Terms) the industry of employment refers to the main type of business of the employer. Participants may work in more than one industry. The industry is drawn from the participants' highest-earning job in the first quarter after their exit quarter.
In-School Youth: (from CFR 681.220 under Title I of WIOA) An In-School Youth is an individual who is:
· Attending school (as defined by State law), including secondary and postsecondary school;
· Not younger than age 14 or (unless an individual with a disability who is attending school under State law) older than age 21 at time of enrollment. Because age eligibility is based on age at enrollment, participants may continue to receive services beyond the age of 21 once they are enrolled in the program;
· A low-income individual; and 
· One or more of the following:
· Basic skills deficient;
· An English language learner;
· An offender; 
· A homeless individual aged 14 to 21 who meets the criteria defined in sec. 41403(6) of the Violence Against Women Act of 1994 (42 U.S.C. 14043e-2(6)), a homeless child or youth aged 14 to 21 who meets the criteria defined in sec. 752(2) of the McKinney-Vento Homeless Assistance Act (42 U.S.C.) 11434a(2)), or a runaway;
· An individual in foster care or who has aged out of the foster care system or who has attained 16 years of age and left foster care for kinship guardianship or adoption, a child eligible for assistance under sec. 477 of the Social Security Act (42 U.S.C. 677), or in an out-of-home placement;
· An individual who is pregnant or parenting;
· An individual with a disability; or 
· An individual who requires additional assistance to complete an educational program or to secure or hold employment. 
Integrated Education and Training: Per WIOA, the term “integrated education and training” means a service approach that provides adult education and literacy activities concurrently and contextually with workforce preparation activities and workforce training for a specific occupation or occupational cluster for the purpose of educational and career advancement.
Integrated Resource Team: An Integrated Resource Team (IRT) is one of the key strategic service delivery components of the Disability Employment Initiative (DEI), a project of the US Department of Labor implemented in the workforce development system. The IRT approach involves diversified service systems coordinating services and leveraging funding in order to meet the needs of an individual jobseeker with a disability. For more information, please see the DEI website here.
Intergenerational poverty: Low-income status in two or more successive generations in a family.
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Job-Driven Approaches:  Approaches include engaging employers, offering work-based learning opportunities with employers, using data to drive accountability, measuring and evaluating employment and earnings outcomes, seamless transitions and alignment between educational/career goals, breaking down barriers to make training accessible, and regional partnerships.
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Lack of Significant Work History: an adult or youth who had not worked for the same employer for longer than three consecutive months in the two years prior to program enrollment. 

Limited English Proficiency: the inability of an applicant, whose native language is not English, to effectively communicate in English, resulting in a barrier to employment.

Long-term unemployed: An individual unemployed for at least 27 consecutive weeks. The individual need not be receiving Unemployment Insurance benefits.
Low-income community: A geographic area, usually at least a census tract, that has a poverty rate of at least 25 percent.
Low-income Individual: is an individual who:
· Receives, is qualified to receive program benefits based on total family income for the 6-month period prior to application or is a member of a family that receives, cash payments under a Federal, State, or local income-based public assistance program (exclusive of income that must be counted as stipulated in applicable Federal, State, or local law or regulations); 
· That, in relation to family size, does not exceed the higher of: 
· the poverty line, for an equivalent period (see HHS Poverty Guidelines); or
· 70 percent of the lower living standard income (LLSIL), for an equivalent period (see Lower Living Standard Income Level Guideline)
· is a homeless adult, child, or youth
· receives or is eligible to receive free or reduced lunch
· is a foster child
· is an individual with a disability whose own income meets the income requirements as described above 
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Math and Reading Assessments: Standardized academic assessments that meet the guidelines of the Minnesota Department of Education (MDE) – Adult Basic Education (ABE) Office, or the Minnesota State (formerly known as MnSCU) system. MDE-ABE has approved the use of the Comprehensive Adult Student Assessment System (CASAS) for English Language Learners and ABE students, and the Test of Adult Basic Education (TABE) for ABE students. Minnesota State has approved the use of the ACCUPLACER® and the ESL ACCUPLACER® for course placement. Other official assessments that translate math and reading scores to a grade level may be used upon prior approval from DEED. 
Measurable Skills Gain: Measurable Skills Gain is a performance indicator of the Workforce Innovation and Opportunity Act (WIOA). It is defined by the US Department of Labor (TEGL 10-16, Change 1) as the percentage of participants who, during a program year, are in education or training programs that lead to a recognized postsecondary credential or employment, and who are achieving measurable skill gains, defined as documented academic, technical, occupational, or other forms of progress, towards such a credential or employment. The number of program participants during the reporting period who are in an education or training program that leads to a recognized postsecondary credential or employment and are achieving measurable skill gains based on attainment of at least one type of gain divided by the number of program participants during the reporting period who are in an education or training program that leads to a recognized postsecondary credential or employment. Participants who, during any point in the program year, are in an education or training program that leads to a recognized postsecondary credential or employment are included in the denominator. This includes participants who continue to receive services as well as those who have participated during the reporting period and have exited the program. From Workforce System Results Quarterly Report
Median Wages of Participants Employed During Three Consecutive Quarters Immediately Following Exit: This is a performance measurement administered by the DEED Report Card per legislation, Sec. 7. Minnesota Statutes 2012, section 116L.98 (as amended by Chapter 312, Article 3, Section 7). This applies to all participants who are employed in the first, second, and third quarters after exit. For more information on the DEED Report Card, please see the Report Card site linked here. 
[bookmark: _Toc498582675]Minnesota Family Investment Program (MFIP): The Minnesota Family Investment Program (MFIP) is administered by the Minnesota Department of Human Services (DHS). The program helps families with children and pregnant women meet their basic needs, while helping parents move to financial stability through work. Parents are expected to work, and are supported in working with both cash and food assistance. The cash portion of the program is part of the Temporary Assistance for Needy Families (TANF) program. Most families have a lifetime limit of 60 months on MFIP. For more information, please visit the MFIP website.
N
Net Impact: (from the DEED Report Card state statute Sec. 7. Minnesota Statutes 2012, section 116L.98) "Net impact" means the use of matched control groups and regression analysis to estimate the impacts attributable to program participation net of other factors, including observable personal characteristics and economic conditions.

Nontraditional Employment: The term “nontraditional employment” refers to occupations or fields of work for which individuals from one gender comprise less than 25 percent of the individuals employed in each such occupation or field of work. 
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Occupation: (from the DEED Report Card Glossary of Terms) the occupation associated with training refers to the type of job for which participants are training. Many training programs build skills relevant to multiple occupations (such as computer skills or project management skills) and may not have a primary occupation.
The DEED Report Card groups occupational training into five main categories:
· Management and professional occupations, including business, financial, engineering, legal, education, media, and healthcare practitioners
· Service occupations, including healthcare support, protective services, food preparation, building maintenance, and personal care
· Sales and office occupations
· Construction and maintenance occupations, including those in natural resources
· Production and transportation occupations, including those in material moving

Official Assessments: official assessments are standardized, formal, objective, and measurable. Interviews are not official assessments, and should only be used to supplement other assessments. Case managers can use an in-depth interview to identify employment barriers and job goals, but it is not considered an official assessment. 
Older American: An individual who is at least 55 years of age. 
Out-of-School Youth: (from CFR 681.210 under Title I of WIOA) an out of school youth is an individual who is:
· Not attending any school (as defined under State law)
· Not younger than age 16 or older than age 24 at time of enrollment. Because age eligibility is based on age at enrollment, participants may continue to receive services beyond the age of 24 once they are enrolled in the program; and
· One or more of the following:
· A school dropout;
· A youth who is within the age of compulsory school attendance, but has not attended school for at least the most recent complete school year calendar quarter. School year calendar quarter is based on how a local school district defines its school year quarters. In cases where schools do not use quarters, local programs must use calendar year quarters;
· A recipient of a secondary school diploma or its recognized equivalent who is a low-income individual and is either basic skills deficient or an English language learner;
· An offender;
· A homeless individual aged 16 to 24 who meets the criteria defined in sec. 41403(6) of the Violence Against Women Act of 1994 (42 U.S.C. 14043e-2(6)), a homeless child or youth aged 16 to 24 who meets the crtierea defined in sec. 725(2) of the McKinney-Vento Homeless Assistance Act (42 U.S.C. 11434a(2)) or a runaway;
· An individual in foster care or who has aged out of the foster care system or who has attained 16 years of age and left foster care for kinship guardianship or adoption, a child eligible for assistance under sec. 477 of the Social Security Act (42 U.S.C. 677), or in an out-of-home placement;
· An individual who is pregnant or parenting;
· An individual with a disability; or 
· A low-income individual who requires additional assistance to enter or complete an educational program or to secure or hold employment. 
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Participant: a participant is an individual who is determined eligible to participate in a program based on the program-specific eligibility requirements and receives a service funded by the program.
Participant File: a file containing the application, enrollment, status change and termination forms, documentation of eligibility, employability development plan and progress notes on a participant. 

Participant Plan/Individual Employment Plan (IEP): A paper or Work Force One record of an individual’s work plan and goals. This document is an ongoing strategy to identify employment goals, achievement objectives, and an appropriate combination of services including support services. 
Required Components of a Complete IEP:
· Participant’s full, legal name (including middle name(s)). If, while enrolled, the participant’s name changes, service provider must update the IEP and the participant’s file must contain legal documentation of the name change. 
· Acceptable documentation includes any one of the following:
· Legal certificate of name change, 
· Driver’s license, or 
· Social security card
· Eligibility Documentation
· Objective Assessment
· Employment Goal 

For further explanation of IEP requirements, please see the DEED policy regarding IEPs linked here: https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=411
People of Color (Minority, racial and/or ethnic groups): An individual identified by United States Census data as being part of any group that does not fall within the majority racial and ethnic group. In Minnesota, this includes individuals who identify as one or more of the following: Hispanic or Latino, Black, African, African American, Asian, Native Hawaiian or Pacific Islander, or American Indian and Alaska Native. 
Placement into Employment:  One of the goals of employment and training programs is to assist individuals in securing unsubsidized employment, retention in unsubsidized employment and increased earnings and earning potential within the career field.
Post-Secondary: Education subsequent to receiving a high school diploma or General Education Development (GED®).

Poverty Level: the level of income established by the Minnesota Department of Health and Human Services at which a person or family is living in poverty. 

Pre-Enrollment: (from the DEED Report Card state statute Sec. 7. Minnesota Statutes 2012, section 116L.98) "Pre-enrollment" means the period of time before an individual was enrolled in a workforce program.
Program Enrollment: (from the DEED Report Card Glossary of Terms) Program enrollment includes all participants served at any point in the chosen time frame, including those first enrolled prior to the chosen time frame.
Program Exit: (from the DEED Report Card Glossary of Terms) program exit occurs when the participant no longer receives intensive employment or training support from the program. The exit status indicates, for participants served in the chosen time frame, how many are still engaged in program services, how many have transferred to a different workforce training program, how many are not in the labor force, and how many exited the program for any other reason. The reasons a person is no longer in the labor force include death, institutionalization, health problems, family care commitments, and being called to active service in the military.
Program and participant outcomes (data collection and evaluation):  Collection and analysis of baseline participant data, as well as program outcomes, following the client across multiple workforce and education systems and the labor market. 
Public Assistance: financial cash payments made by federal, state or local program to individuals who meet specific income criteria. Public assistance includes: 
• Minnesota Family Investment Program (MFIP) 
• General Assistance 
• Refugee Assistance 
• Supplemental Security Income (SSI) 
• Diversionary Work Program (DWP) 
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Race: (from the DEED Report Card Glossary of Terms) Race and Gender refers to the participant's race (White or Person of Color) and gender (male or female). Person of color refers to a person of any race other than White, Non-Hispanic.
Race and Gender: (from the DEED Report Card Glossary of Terms) a characteristic reported in the DEED Report Card, that refers to the participant's race (White or Person of Color) and gender (male or female). Person of color refers to a person of any race other than White, Non-Hispanic.
Race Detail: (from the DEED Report Card Glossary of Terms) a characteristic reported in the DEED Report Card, that further breaks out the five large racial groups in the Race characteristic by showing various immigrant groups, including Hmong immigrants, Asian immigrants other than Hmong, Somali immigrants, African immigrants other than Somali, and Hispanic or Latino immigrants. Hmong and Somali immigrants are identified based on the primary language spoken at home.
Recently Separated Veteran: An individual who is a veteran and was discharged or released from active duty in the Armed Forces within 48 months of date of program application. 

Report Card: The Report Card fulfills Sec. 7. Minnesota Statutes 2012, section 116L.98 (as amended by Chapter 312, Article 3, Section 7). The DEED Report Card shows program activities and employment outcomes by program, by year, and by a variety of participant demographics. It includes participants enrolled as of State Fiscal Year 2014 in select workforce development programs. The Report Card is updated quarterly. For more information on the DEED Report Card, please see the Report Card site linked here.
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Senior Community Service Employment Program (SCSEP): The Senior Community Service Employment Program is a community service and work-based job training program for older Americans. Authorized by the Older Americans Act, the program provides training for low-income, unemployed seniors. For more information, please visit the SCSEP DOL website here.
State Services for the Blind (SSB): State Services for the Blind provides tools, training, and technology to help people who are blind, visually impaired, Deafblind, or experiencing vision loss to live independently and to prepare for, find, and keep a job. For more information, please visit the SSB section of the DEED website.
Supplemental Nutrition Assistance Program (SNAP): The Supplemental Nutrition Assistance Program (SNAP) offers nutrition assistance to millions of eligible, low-income individuals and families and provides economic benefits to communities. SNAP is the largest program in the domestic hunger safety net. The United States Department of Agriculture (USDA) Food and Nutrition Service (FNS) works with State agencies, nutrition educators, and neighborhood and faith-based organizations to ensure that those eligible for nutrition assistance can make informed decisions about applying for the program and can access benefits. For more information, please visit the FNS-SNAP website.
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Test of Adult Basic Education (TABE): TABE is used to measure basic academic skills commonly found in adult education curricula taught in high school and adult instructional programs. TABE is also used to give insight on performance for high school equivalency (HSE) tests. TABE is used to place a student at the proper level in an adult basic education program, help educators track student progress by diagnosing students’ specific strengths and needs, track the progress of individual students both pre and posttest, assess a student’s mastery of basic academic skills needed for a particular career path, and assist in making decisions about training and assignments in employment. 
Training Completion: (from the DEED Report Card Glossary of Terms) a performance measure captured in the DEED Report Card. Training completion indicates how many participants successfully completed a training course or program. Successful completion is recorded by the workforce programs in this report card, not by the training institution. Those who did not complete training either started a training course or program and did not finish, or never engaged in training.
Training Enrollment: (from the DEED Report Card Glossary of Terms) a performance measure captured in the DEED Report Card. Training enrollment includes participants who engaged in any form of training through the program.
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Uniform Outcome Report Card: please see the definition of “Report Card”.
Underemployed: An individual who is working part-time but desires fulltime employment, or who is working in employment not commensurate with the individual’s demonstrated level of educational attainment.
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Veteran: A citizen of the United States or resident alien who has been separated under honorable conditions from any branch of the armed forces of the United States after having served on active duty for 181 consecutive days or by reason of disability incurred while serving on active duty, or who has met the minimum active duty requirement as defined by Code of Federal Regulations, title 38, section 3.12a, or who has active military service certified under section 401, Public Law 95-202. The active military service must be certified by the United States secretary of defense as active military service and a discharge under honorable conditions must be issued by the secretary (see MN §197.447) or eligible spouses.
Vocational Rehabilitation Services (VRS): Vocational Rehabilitation Services (VRS) helps people with disabilities learn skills, find and keep a job, and live as independently as possible. For more information, please visit the VRS section of the DEED website here.  
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Workforce One (WF1): WF1 is the web-based client management system required for data entry and case management of all Office of Adult Career Pathways programs. WF1 is found at www.mnworkforceone.com, and is used by nearly 2,000 state, city, county, and non-profit employment and training providers to track employment and training services to more than 100,000 customers across Minnesota's One Stop network.

Work Experience for Adults (from Workforce Innovation and Opportunity Act (WIOA) Rules 20 CFR 681.600)
1) Work experiences are a planned, structured learning experience that takes place in a workplace for a limited period of time. Work experience may be paid or unpaid, as appropriate. A work experience may take place in the private for-profit sector, the non-profit sector, or the public sector. Labor standards apply in any work experience where an employee/employer relationship, as defined by the Fair Labor Standards Act or applicable State law, exists. Work experiences provide the adults participant with opportunities for career exploration and skill development.
2) Work experiences must include academic and occupational education.
3) The types of work experiences include the following categories:
a) Summer employment opportunities and other employment opportunities available throughout the school year;
b) Pre-apprenticeship programs;
c) Internships and job shadowing; and
d) On-the-job training opportunities as defined in WIOA sec. 3(44) and in § 680.700.
Work Readiness Skills (from USDOL TEGL 17-05, Attachment B): 
Work readiness skills include world-of-work awareness, labor market knowledge, occupational information, values clarification and personal understanding, career planning and decision making, and job search techniques (resumes, interviews, applications, and follow-up letters). They also encompass survival/daily living skills such as using the phone, telling time, shopping, renting an apartment, opening a bank account, and using public transportation. They also include positive work habits, attitudes, and behaviors such as punctuality, regular attendance, presenting a neat appearance, getting along and working well with others, exhibiting good conduct, following instructions and completing tasks, accepting constructive criticism from supervisors and co-workers, showing initiative and reliability, and assuming the responsibilities involved in maintaining a job. This category also entails developing motivation and adaptability, obtaining effective coping and problem-solving skills, and acquiring an improved self-image.
Sample Methodology for Measuring Work Readiness (From USDOL TEGL 17-05, Attachment B):
· A worksite evaluation measuring performance in the workplace is one way to assess work readiness for the work readiness indicator. Previous feedback has demonstrated that one effective method of assessing work readiness is to require the worksite supervisor to observe and evaluate workplace performance. Having youth complete true/false or multiple choice tests, which only measure knowledge and not behavior, is a less effective tool for measuring work readiness. This worksite evaluation should be conducted by the employer. The employer (i.e., worksite supervisor) who regularly observes performance at the worksite is in the best position to assess the quality of a young person’s work performance.
· The worksite evaluation tool should focus on attaining a satisfactory level of workplace proficiency as opposed to a measurable increase or gain (as previously defined in TEGL No. 17-05). The attainment of proficiency or competency in the foundational and worksite-specific skills necessary to be successful in the workplace should be determined by the employer and should be based on the attainment of work behaviors outlined in the worksite evaluation tool. This tool should clearly state the overall criteria necessary to achieve workplace proficiency. For example, worksite evaluation tools could state that work readiness proficiency can only be attained after: a) the supervisor indicates satisfactory performance; and b) a minimum numerical score for determining proficiency is achieved.
Workforce Innovation and Opportunity Act (WIOA): WIOA is the governing legislation of the nation’s workforce development system that replaced the previous Workforce Investment Act (WIA). The law was enacted in 2014 and works to streamline services between federal workforce development and related programs. The full act can be found here. 
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