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TAA Case Management 

•  When does the Case Management process start for a 
Trade Affected Worker? 
–  The Initial Assessment (The VERY FIRST TIME they meet with you) 
 

•  When does the Case Management process end for a 
Trade Affected Worker? 
–  Once they have obtained unsubsidized suitable employment 



TAA Case Management 

Case Notes are an essential part of Case Management. 
•  Document EVERYTHING! 

–  if you don’t document it, it didn’t happen! 

•  BUT, there is no need to duplicate case notes, they will 
carry across all parts of Jobs4TN. 

•  Documents should be uploaded with case notes 
whenever possible. 

•  Educational background is required for any participant 
with training beyond high school (or equivalent). 

•  If the worker is employed, current employment 
information including salary must be documented. 



TAA Case Management 

Trade Adjustment Assistance Application for Services 
•  PIRL (Participant Individual Record Layout) 

–  Remember to complete all fields of the PIRL tab in the TAA 
Application, they are required for federal reporting. 



TAA Case Management 

Trade Adjustment Assistance Application for Services 
•  TAA Liable/Agent State 

–  We will be BOTH the Liable & Agent state when the petition is from 
our state and requesting services in our state (this is the most 
common result). 

–  We will be the Agent state when the petition is from another state, 
and the participant is requesting services in our state. 

–  We will be the Liable state when the petition is from our state, BUT 
the participant is requesting services in another state (you will not 
see this in the AJC/Career Centers). 
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TAA Individual Employment Plan (IEP) 

•  One goal & many objectives to reach that goal. 
•  Create the entire IEP during the initial visit. 
•  ALL TRADE SERVICES REQUIRE AN IEP. 
•  Objectives need to have certain key words:   

–  Job search, request training, assessment, enroll in training, official 
request date, start training, 60 day progress review/meeting 
benchmarks, notify of any changes, complete training/receive 
credentials, job search, suitable employment. 

•  It is a requirement that we document all benchmarks in 
the IEP, in addition to completing a benchmark and 
creating measurable gains. 

•  You will close objectives as they are completed. 



TAA Individual Employment Plan (IEP) 
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TAA Benchmarks/Progress Reports 

•  Benchmarks/Progress Reports are required at a minimum of 
every 60 days while a participant is in TAA Approved training. 

•  Schedule the next benchmark/progress report during current 
visit. 

•  Can be conducted via phone  - but the paperwork must be 
signed and sent back to you by email. 

•  End of term benchmarks require: 
–  Grades or transcript, next term cost sheet & course outline, and 

academic calendar (for each new calendar year). 

•  Benchmarks must be documented in the IEP as well as in case 
notes, and the Training Benchmark View in Jobs4TN. 

•  If, at any time, a participant is not meeting benchmarks notify 
your TAA Specialist. 



TAA Benchmarks/Progress Reports 



TAA Benchmarks/Progress Reports 
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TAA Create Measurable Skills Gain 

•  All participants in TAA Approved training require 
Measurable Skills Gains to be documented in Jobs4TN. 

•  Complete Create Measurable Skills Gain for EVERY 
benchmark. 

•  Complete the required field and save, no need to print or 
sign. 
–  For TAA Approved training, you will choose “skills progression” as 

the skill type. 



TAA Create Measurable Skills Gain 




