
 



Disaster Relief 

 

Introduction 
 

 

On September 17, 2004 Hurricane Ivan reached the Tri-County Area dropping 5 to 6 inches of rain on 

already saturated ground.  Many creeks and streams in the Armstrong, Butler, and Indiana County areas were 

over their banks.  The next morning the sun was shining and a beautiful day began.  However, many residents 

along these creeks and streams had major damage from the flooding.  Much of the flooding was caused by 

debris catching at the bridges and drains forming a dam that would not allow the water to flow.  

 

Shortly thereafter Tri-County Workforce Investment Board, (TCWIB) was notified there would be 

National Emergency Grant, (NEG) money available to help with the disaster clean-up.  TCWIB officers meet 

with the Commissioners of the three counties and discussed their options.  It was decided TCWIB would 

request funding to assist in the clean-up of area creeks and streams.  A proposal was submitted and approved.   

 

TCWIB hired a program coordinator, who contacted the counties emergency management directors 

and the local township and boroughs.  A priority list was devised for each county and in coordination with 

Career T.R.A.C.K. (Title I Operator) and the Local PA CareerLinks, (one stop centers) recruitment for 

employees began. 

 

The PA CareerLinks took the job orders and passed the information on to Career T.R.A.C.K., where 

eligibility was determined and registration in WIA was completed.  Career T.R.A.C.K. held orientation for those 

eligible and training was scheduled.  The Safety Coordinator for TCWIB conducted 10-hour OSHA training in 

construction.  Each participant was then presented the 10-hour OSHA certification card.  Participants were also 

provided with clothing allowances and within two days began work.   

 

The program was a great success.  TCWIB was able to employ 413 persons over a 10 month period 

and provide clean-up to 53 sites.  Seventy of those employed quit in order to accept permanent employment.  

Others completed the program and obtained employment shortly after.  

 

The following pages are forms and documents from the Hurricane Ivan Disaster Relief Grant.  It is our 

hope this will assist in easier implementation in the future.          
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First Steps for a Disaster Recovery Program 

 

 

 

1. Meet with County Commissioners or Chief Local Elected Officials to design program parameters and to 
set labor rates.  Build proposed budget. 

 

2. Meet with County Emergency Management Departments to prioritize work areas and help coordinate 
future township and borough meetings. 

 

3. Hire program coordinator and monitor. 
 

4. Procure safety training. 
 

5. Meet with CareerLinks to begin recruitment. 
 

6. Meet with Title I provider to arrange recruitment and orientation. 
 

7. Procure clothing. 
 

8. Procure tools. 
 

9. Make payroll arrangements. 
 

10. Check on liability and workers comp arrangements. 
 

11.   Begin township and borough meetings. 
 

12. Begin eligibility, intake, orientation, physicals, safety training, chose crew leaders and office assistants. 
 

13. Begin work. 
 

14. Keep a pool of orientated workers ready for replacement. 
 

15. Meet weekly with the disaster relief staff. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Starting a Disaster Relief Program 

 

 

Meetings 

Have meetings with County Commissioners or Chief Local Elected Officials, to design program parameters and 

set labor rates.  Let them know what is going on, where the work sites are and how soon the work will begin.  

 

Contact the Emergency Management Agency (EMA) offices to see which areas sustained the heaviest damage.  

The EMA offices will provide a tentative list of damaged areas.  This provides the means for prioritizing the 

worksites in each county and allows time to coordinate future township and borough meetings. 

 

Contact the townships and boroughs on the list to setup meetings to discuss the type of work the crews will be 

doing and what tools they will be able to use.  Local areas may offer the use of their own equipment and man 

power.  At this point they need to be informed of what exactly can and cannot be done by the crews (i.e. enter 

homes, cleanup yards, the use of heavy equipment etc.). 

 

Meet with personnel of the CareerLinks to begin recruitment 

 

Meet with Title I operator to arrange recruitment, eligibility, and orientation.   

 

Hiring of Staff 

 

Hire a Program Coordinator.  The program coordinator will be responsible for meeting with the EMA and local 

townships and borough officials to have work agreements signed and to ensure work areas are coordinated with 

local efforts.  The position offers direction and supervision to the crews and oversees the administrative duties 

of payroll, reporting, etc.     

 

Hire a Program Monitor.  The program monitor, assist the regular TCWIB monitor in ensuring that each crew 

meets the guidelines of the grant and the Act.  The program monitor will make regular visits to the worksites 

and prepare the monitoring report for review.  The position will also require a desk review to ensure all 

documentation is correct and all forms signed and dated.  A monthly report of visits made and completed will be 

required.  This position has no direct authority over the crews or the crew leaders.  Problems will be referred to 

the program coordinator, safety coordinator or TCWIB monitor. 

 

Safety Training 

If a safety coordinator is not on staff, then procurement for safety training should be completed.  Safety training 

should be provided prior to crews beginning work at the worksite.  The OSHA 10 hour construction training 

serves this purpose and will allow each participant to receive their OSHA 10 hour certification.   

 

Safety procedures should be outlined and a safety guide prepared for the crew leaders.  This should include but 

not be limited to the Weekly Safety Meeting signoff sheet, Daily Site Safety Checklist, PPE Needs Assessments 

Form, and the Workers Comp forms.   

 

 

 

 



 

Payroll 

Arrangements should be made with the payroll department.  If a third party payroll service is used they should 

be contacted and a separate payroll setup.  Time sheets and necessary forms should be prepared and ready for 

use.   

 

Contractual Agreements 

Have a work site contract or work agreement for the townships and boroughs to sign, when working in their 

area.  See Section_______ for Work Site Agreement. 

 

Also have property authorization and release forms for the property owners to sign.  The release is to let 

property owners know what you will be doing and who you are.  There should be signs made and placed at the 

work sites along road sides to identify who you are and what you are doing. See Section____ for Property 

Release. 

 

Hiring of Crew Leader 

The crew leaders will be chosen from a pool of eligible participants.  Review resumes for prior supervising and 

military experiences and interview prospective candidates.   

 

What Tools to Buy 

Assessment of the job sites will provide a better idea of what tools will be needed.  See Section _____ for Tool 

list. 

 

Once the Crew Begin Working 

Daily site visits with the crews is needed to ensure enough supplies and tools, to check on the progress of the 

work being done, and to handle any problems.  Also check in with the township/boroughs to see if they are 

satisfied with the work or if anything else needs completed. 

 

Also have sites lined up, so the crews know where they will be next. 

 

Keep a pool of oriented workers ready for replacement workers. 

 

You will receive many phone calls from residents wanting to know when you will be in their area.  If you have an 

agreement with that municipality explain when expected arrival will be and explain the priority list from the 

EMA.  If you do not have an agreement with that municipality explain why and encourage them to contact their 

local authorities. 

 

The Disaster relief staff should meet weekly to review worksites and discuss any problems that may be pending.  

The Disaster relief staff is made up of the Program Coordinator, Safety Coordinator, and Quality Assurance 

Officer (TCWIB Monitor).   

 

 

 

 

 

 



End of the Program 

Try to finish work sites the crews have already started.  Inform the townships and boroughs of the last day of 

work, to ensure the major areas they wanted cleaned are completed.  Inform the any municipalities where you 

were unable to complete scheduled work.  You may receive calls from residents wanting work done, again 

explain that the funding has ended, and give them information on who to contact. 

 

Collection of Tools 

Inventory all tools, tag damaged or discard broken tools.  Note for future reference which tools were used the 

most and which ended up not being need. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TRI-COUNTY WORKFORCE INVESTMENT BOARD, INC. 



FLOOD PROJEC T 2005 

 

Planning Activities  

 

The Tri-County Workforce Investment Board began the planning stages of the Flood Program with visits to the County 

Commissioners of Butler, Armstrong and Indiana.  At these meetings, the Commissioners recognized the importance of 

using the NEG monies to effectively clean the streams and creeks of the three counties in an attempt to eliminate future 

flooding problems.  The commissioners set the wage for the crew members at $10.00 per hour.  Following these 

meetings, the local FEMA/PEMA Coordinators were contacted and asked to prioritize areas in each of their counties 

which were in need of clean-up.  The WIB developed a staffing and programmatic plan and submitted outlining the 

positions required, the proposed methods of operation, etc.  A coordinator was hired to oversee the project, as well as an 

assistant monitor and county coordinator assistants.  Tri-County WIB is fortunate to have a safety coordinator on staff, 

and this position was assigned to the flood.  The WIB adopted a crew approach to providing services.  IT was planned 

that each county would have four crews staffed with 18 crew members and two crew leaders.   

 

The WIB utilizes CareerTrack, Inc. to provide Title 1 services to WIA clients.  This agency is also utilized in addition to the 

CareerLinks to provide recruitment and screening services.  The local areas advertised in the prominent newspapers and 

posted the job order on the CareerLink system.  This has proven to be a very effective recruitment strategy.  Recruitment 

efforts are ongoing as there is constant turnover, and participants are reaching their maximum numbers of hours. 

 

As the program began to grow, the WIB and the commissioners scheduled subsequent meetings with Boroughs and 

Townships which had not originally signed on to participate.  These meetings and the worked of mouth that followed 

proved effective in increasing local participation. 

 

Signed Agreements with Project Operators 

 

As Tri-County Workforce Investment Board is the employer of record, and all employees are hired and 

supervised by TCWIB, there are no Operator Agreements to forward for this project.  TCWIB does utilize the 

services of the CareerLink and the Title 1 Project Operator, CareerT.R.A.C.K., for recruitment services.  Further, 

CareerT.R.A.C.K. will be utilized for the Workforce Development portion of this program.  TCWIB, has developed 

Worksite Agreements with each municipality to ensure that the local areas are aware of the scope of the project.  

In addition, the WIB secures private property sign offs from landowners allowing for entrance onto their property. 

 

Line Item Budget 

 

Staffing Plan 

 

As stated above, each crew consists of 18 general crew members who perform manual labor for the cleanup efforts.  

These individuals are equipped with the appropriate clothing, safety equipment and work tools.  CREW MEMBERS are 

paid a rate of $10.00/hour, for up to the 6 month, 1040 hour limit, with the total wage not to exceed $12,000.  Each crew is 

supervised by two CREW LEADERS.  These positions are in charge of directing the work of the crew and for providing 

leadership and supervision at the worksites.  Because the WIB has crews in multiple counties, there is a need for directing 

and coordinating the efforts of multiple crews with the work of several local municipalities, the WIB has hired a 

PROGRAM COORDINATOR at a wage of $13.69/hour.  This position offers direction and supervision to crew leaders.  

The coordinator ensures that work is coordinated with local efforts.  In addition, this position oversees the administrative 

duties of payroll, reporting, etc.  It is anticipated that this position will require a seasoned individual with experience and 

training in such endeavors.  This position will be charged to program and therefore will be exempt from the wage 

restrictions.  The WIB also hired individual COUNTY ASSISTANTS to assist in program coordination and perform the 

daily administrative duties in each county.  These positions are paid at a rate of $10.00/hour, for up to the 6 month, 1040 

hour limit, with the total wage not to exceed $12,000.  TCWIB currently employs a SAFETY COORDINATOR at a rate of 

$23.00/hour.  This position is responsible for developing, implementing, and providing appropriate safety training, 

monitoring, field work, etc. for TCWIB programs.  This endeavor has required 100% of the safety directorôs time. In 

addition, TCWIB hired a PROGRAM MONITOR to assistant the regular TCWIB Monitor in ensuring that each site and 

crew meets the guidelines of the grant and the Act.  This position required a person with education and experience.  The 



WIB is charging these wages to program and offered a wage of $13.69/hour for the duration of the program.  The WIB will 

use the services of its Title 1 service provider for recruitment, intake and orientation.  The staff costs of the Title 1 Provider 

are calculated at a rate of $23.00/hour. 

 

Prior to beginning work, participants are given extensive training in program policies and procedures, sexual harassment, 

absenteeism, OSHA Safety and in the case of Crew Leaders, chainsaw safety and American Red Cross First Aid.  With 

regard to safety training, all crew members and crew leaders receive 10 Hour OSHA Outreach Construction training.  

Training includes: Intro to OSHA, Personal Protective Equipment, Fire Safety, Tool, Hazard Communication, Electrical, 

Blood borne Pathogens, Ergonomics, Material Handling, Fall Protection, Scaffolding, Ladder Safety, Excavations and 

Confined Spaces.   Each participant must take a pre and post test.  Upon completion each participant will receive a card 

from OSHA.  Crew leaders receive 1
st
 Aid and CPR training from the American Red Cross.  Crew Leaders also receive 

chainsaw training from the Center for Safety and Environmental Management.  This training includes the proper handling 

and use of chainsaws, additional first aid, chain saw maintenance and safety precautions.  Documents detailing some 

segments of participant training are included as attachments. 

 

Worksite Plans 

 

Attached to this document is a chart listing all of the past, current and future worksites planned for the Tri-County NEG 

Flood Project.  Crew members remove debris from area streams and creeks utilizing such tools as: shovels; rakes; 

mattocks; loppers; bow saws; come-a-longs; chain saws, etc.  The crews work in a narrow strip on either side of a creek 

bed ensuring that debris will not create problems with future flooding.  The local municipalities are contacted for the 

removal of large debris items whenever possible.  Organic material is burned in a safe manner along the creek side. In 

depth training was given to the crew leaders in the safe operation of chainsaws. They are the only members who operate 

the chain saws.   The specific job categories on site are listed above.  In general, each site is staffed by 18 regular Crew 

Members and 2 Crew Leaders.  As in any program, there is turnover, so numbers vary day-to-day.  The WIB ratio of 

supervisors to crew members is 9/1.  The Tri-County Workforce Investment Board, Inc. is the employer of record for all of 

these employees.  With regard to special equipment, The WIB purchased hand tools, come-a-longs, chainsaws and 

personal protective equipment through the grant money.  The WIB also provided each crew member, supervisor, etc. with 

OSHA rated boots, hard hats, safety glasses, gloves, pants, shirts, coats and reflective vests.  There have been no major 

purchases of other special equipment.  Other items, such as the renting of port-a-johns, refuse containers and other 

project related necessities also are paid for through the grant.  

 

Wages and Controls 

 

TCWIB utilizes time sheets in calculating and monitoring wages.  These time sheets are treated as a time clock and 

closely supervised by the crew leaders.  The project coordinator and the county assistants work with TCWIB fiscal staff to 

ensure that time is allocated correctly and that participant hours are tracked to ensure programmatic compliance.  TCWIB 

utilizes the services of ADP payroll services to handle payroll checks.  Fiscal staff ensures the accuracy of hours, 

deductions, etc.  Further, any other staff time charged to the grant will be monitored internally through the use of staff time 

sheets.  Staff charge time to specific categories based on the nature of the dayôs work and the definition of each category.  

TCWIB project and staff monitors also ensure grant compliance. 

 

Supportive Services 

 

The Tri-County Workforce Investment Board, Inc. has opted to pay $5.00/day to individuals for a meal allowance.  In 

addition, each participant is given a gift card to a local retail store in the amount of $120.00 for the purchase of work 

clothing (participants are given a list of appropriate or necessary clothing).  Further, the WIB provides participants with 

other items, such as rain gear, winter clothing, and all necessary OSHA approved personal protective equipment. 

 

Monitoring 

 

In accordance with Tri County Workforce Investment Boardôs policy and procedures for oversight and Quality Assurance, 

regular oversight of the flood cleanup program shall be conducted.   

 



The Quality Assurance team will conduct weekly visits of the flood crews.  The Flood Cleanup Program monitoring tool will 

be completed for each individual worksite.   

 

The monitoring tool shall consist of Worksite Agreement Review, Project Identification, Client Eligibility and Folder 

Review, Site Review, Worksite Supervisor Interview, and Crew Member Survey.  The reports shall be submitted to the 

Quality Assurance Officer in a timely manner.  The reports will then be reviewed by the Quality Assurance Officer and any 

corrective actions will be addressed at that time.  If there is a corrective action the report shall then be submitted to the 

Executive Director for review.   

 

A monthly report shall be submitted reflecting the total monitoring visits made per month.        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

FOLLOW-UP PLANNING REQUIREMENTS 

LWIA ADDRESS LINE 1 ADDRESS LINE 2 CITY STATE 
ZIP 

CODE 

Tri-County WIB, Inc SW 110 112 Hollywood Drive Suite 201 Butler PA 16001 

PREPARER'S NAME COUNTY MUNICIPALITY E-MAIL ADDRESS 

Steve Paffrath Butler, Armstrong, Indiana  tcwib@tcwib.net 

    

 

STAFFING PLAN: THE FOLLOWING INFORMATION MUST BE PROVIDED FOR EACH STAFF POSITION 

 

 

 

 

 

 

JOB TITLE 
FULL-TIME 

EQUIVALENT 

NUMBER OF STAFF TO BE 

ASSIGNED 
BENEFITS RATES 

Coordinator .5 1 Wage Rate       $13.69/hr 

   Total               $14,238 

   Work Comp.  $1,865 

   Soc. Sec.       $1,089 

   UC              $212 

   Retirement $997 

    

Crew Leaders .5 24 Wage Rate       $11.53/hr 

   Total               $11,991 

   Work Comp.  $1,570.85 

   Soc. Sec.       $917.33 

   UC              $212 

    

Laborers .5 216 Wage Rate       $10.00/hr 

   Total               $1,400 

   Work Comp.  $1,362.40 

   Soc. Sec.       $795.60 

   UC              $212 

    

Monitor .5 1 Wage Rate       $13.69/hr 

   Total               $14,238 

   Work Comp.  $1,865 

   Soc. Sec.       $1,089 

   UC              $212 

    

Safety Coordinator .5 1 Wage Rate $23.00/hr 

    

PENNSYLVANIA DEPARTMENT OF LABOR AND INDUSTRY 

BUREAU OF WORKFORCE DEVELOPMENT PARTNERSHIP DISASTER-RELATED NATIONAL EMERGENCY GRANT (NEG) 

mailto:tcwib@tcwib.net


 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FLOOD PROGRAM CREW LEADER NOTES 

 
Crew leader training prior to the start of the program. 

Picking of crew leaders based on experience/resume rather than if they have a truck. 

 

Clothing ς Carhartt jackets before winter time, non-tearable rain suits, non-flammable orange vests, waterproof socks 

 

Crew Morale ς allow for everybody to do different jobs every day, make goals to keep the crew working together as a 

team, if some crew members are better than ƻǘƘŜǊǎ ŀǘ ŎŜǊǘŀƛƴ ǘŀǎƪǎ ŀƴŘ ƻǘƘŜǊǎ ŘƻƴΩǘ ƳƛƴŘΣ ƭŜǘ ǘƘŀǘ crew 

member do that task more often, (i.e. lopping, sawing, fire starting, using waders) 

 

Disciplinary Issues ς 

Be strict about safety issues and equipment (goggles and helmets), treat all crew members equally, always fill 

disciplinary sheets out immediately, call the monitors immediately for any problems, monitors need to 

follow up disciplinary action quickly and strictly.  

Best if there are two crew leaders and an assistant crew leader for days when one crew leader is absent.  During 

this time period, the assistant needs to have the ability to discipline. 

 

Tools - 

Waders ς allow for workers to hook chains up on areas of debris that make it easier to handle 

Chains ς good quality thick chains to attach to come-along to pull large, water-soaked debris 

Come-along ς making sure they are on a flat surface when using, using small logs to keep chains out of sand 

when using, making sure that people stay clear of backlash area in case of a chain break, continually 

inspect chains for stretching and cracked/broken welds 

Treble hook ς hook and pull loose debris that are unreachable by hand 

 Fire Starter Blocks ς allow to get fires started easier with live and wet wood 

 

Chainsaws ς always wear all safety equipment, always run with a partner watching in case of an emergency, and always 

use a sharp chain 

 

Safety ς  

 Burns ς having supplies to treat burns immediately 

 Hypothermia ς having hypothermia blankets available 

 Large gauze patches ς for treating large burn areas and large cuts and scrapes 

 Tourniquet ς to stop major bleeding from chainsaw or a pick accident 

Water Cooler ς make sure crews drink water in both cold and warm weather to prevent dehydration and fatigue 

 

Fire Safety ς  

 Wind ς make sure of the wind direction when deciding to place your fire 

Water ς always keep the fire near the creek and on sand if possible to keep it under control, have buckets filled 

with water nearby the fire 

Clear fire area before starting the fire 

Make sure there are no limbs or trees overhanging fire area. 

 

Time Sheets ς Cƛƭƭ ƻǳǘ Řŀƛƭȅ ƛƴ ŎŀǎŜ ǎƻƳŜōƻŘȅ ŘƻŜǎƴΩǘ ǊŜǘǳǊƴ 



 

Flood Crew Supervisor 
 

 

Each crew will consist of 18 laborers and two crew supervisors.  The two crew supervisors will decide how to maintain 

their crew and which duties will be their responsibilities.  Crew supervisors will be required to work in tandem to 

maintain safety and produce a workable environment.  The following are the job duties of the crew supervisor. 

     

- Crew supervisors are to only observe and direct crew members no physical work should be performed by crew 
supervisor. 

- Coordinate locations of worksites with Program Coordinator and ensure crew members know site location. 
- Obtain property authorizations and releases signed by residents and businesses along the creeks and streams. 
- Delegate duties to crew members. 
- Responsible for tool inventory, assignment and maintenance. 
- Handle disciplinary problems and completing warning notices. 
- Stay in continuous contact with Flood Program Coordinator. 
- Complete attendance and payroll records. 
- Observes and enforces all safety rules and regulations. 
- Completes incident reports as needed. 
- Maintain safety checklist. 
- Conduct safety meetings once a week or as needed. 
- Determine if work should be cancelled due to inclement weather and notify Flood Program Coordinator. 
- Other duties as assigned. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FOR SUPERVISORS 

 

5ƻΩǎ ŀƴŘ 5ƻƴΩǘǎ 

DO: 

 Prepare what you are going to say ahead of time.  Have a plan and stick to it.  Say what you have to say directly 
and clearly. 

 Find a place to meet that is private.  What is said in the meeting must be kept confidential. 

 Focus on job perform ace and conduct-not on suspected alcohol or other drug abuse, mental illness or any other 
potential reason for performance problems.  

 Present written documentation of the job performance and/or conduct problems (late reports, absences, lower 
productivity, accidents, trouble with coworkers). 

 ¢ǊŜŀǘ ŀƭƭ ŜƳǇƭƻȅŜŜǎ ǘƘŜ ǎŀƳŜΦ  5ƻƴΩǘ ƭŜǘ ŀƎŜΣ ǎŜƴƛƻǊƛǘȅΣ ŦǊƛŜƴŘǎƘƛǇ ƻǊ ǎȅƳǇŀǘƘȅ ŀŦŦŜŎǘ ȅƻǳǊ ŜǾŀƭǳŀǘƛƻƴ ƻǊ ŀƭƭƻǿ 
you to make exceptions for some employees and not others. 

 Use a formal-yet considerate attitude.  If the interview becomes too casual, it will lessen the impact of your 
message. 

 State your expectations for improved performance and/or conduct and what will happen if the expectations are 
not met within a specific period of time.  Offer suggestions for improving performance and /or conduct. 

 Offer available resources (EAP, hotlines, etc.) to help employees get back on track if they say they are having 
personal problems. 

 Arrange for a second meeting to evaluate progress or to discuss disciplinary actions, if necessary. 
 

5hbΩ¢ 

 Try to diagnose the cause ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ Ƨƻō ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ ŎƻƴŘǳŎǘ ǇǊƻōƭŜƳΦ 

 Be distracted by tears, anger, or other outbursts.  (Stay focused on job performance and conduct.) moralize or 
judge the employee. 

 Cover up for the employee or accept repeated unlikely excuses.  

 Back down.  (Get a commitment for improved job performance and conduct.) threaten discipline unless you are 
willing and able to carry it out, argue with an employee.  If the employee becomes resistant, reschedule the 
meeting instead. 

 

5ŜǎǇƛǘŜ ǘƘŜ ŦŀŎǘ ǘƘŀǘ ǘƘŜ !ƳŜǊƛŎŀƴ aŜŘƛŎŀƭ !ǎǎƻŎƛŀǘƛƻƴ ŘŜŦƛƴŜŘ ŀƭŎƻƘƻƭƛǎƳ ŀǎ ŀ ǘǊŜŀǘŀōƭŜ ŘƛǎŜŀǎŜ ƛƴ ǘƘŜ ŜŀǊƭȅ мфрлΩǎΣ 

many people still believe that people with alcohol and other drug problems drink out of brown paper bags, live on the 

streets, and/or cannot hold a job.  These beliefs are myths. Most alcohol and other drug abusers have nice homes, 

steady jobs and do not drink out of brown bags.   

 

As a manager, it is important to be aware of your own beliefs about alcoholism and other drug problems so that they do 

not interfere with your job.  As with any other managerial responsibility, personal beliefs and prejudices will need to put 

aside.   

 

If you are not sure how to manage an employee who reports to work unfit for duty; ask your supervisor for advice and 

Ŧƻƭƭƻǿ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇƻƭƛŎȅΦ  Lƴ DŜƴŜǊŀƭΣ ƛǘ ƛǎ ŀŘǾƛǎŀōƭŜ ǘƘŀǘ you have two management staff members verify that 

the employee is not fit to do his or her job.  Document the conduct problems as objectively as possible.  If there is a 

human resources or safety person in your organization, he or she should be notified and consulted about the situation.  

If all of the management personnel involved decide that the employee is not fit to do his or her job, the employee 

should be sent home via public transportation or with a family member, or be escorted home by another staff member.  

Do not let the employee drive home if he or she is not fit to perform the job.  The manager should then decide based on 

ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇƻƭƛŎȅ the disciplinary actions that should be taken. 

 



Reminder 
 

Accident Reporting Procedure Priorities 

 

1. Treat Injured Person 

-Remember to have 1st aid and latex gloves near by. The 1st aid kit must be on site, not in the car. 

 

2. Call County Assistant (Sheila, Michelle, or Wayne) 

-They need to report it to SWIF care. 

 -You must call they ASAP* 

 

3.  Completely accident form 

-Please be very specific. 

 

4. Have injured person sign Workers Com. Notice 

- This is a Law. 

 

 

You have to report an injury immediately. 

Immediate reporting is important to inform SWIF to get claim started and to investigate to prevent future occurrences. 

Please stress to crewmembers to report injury ASAP. 

 

 

No one will be punished for reporting an injury. 
 

 



Employee Warning Notice

Employee Name Date of Warning

Worksite

Type of Violation

Attendance Failure to follow instructions

Chronic lateness or early quit Willful damage to material/equipment

Insubordination Violation of safety rules

Failure to notify of absence Rudeness to employees/customers

Unsatisfactory work quality Violation of policy and procedure

Theft Other

Previous Warnings

ORAL WRITTEN

1st Warning

2nd Warning

3rd Warning

Employer Statement Employee Statement

Date of Incident   I agree with Employer's statement

Time I disagree with Employer's description 

of violation for these reasons:

Action to be taken        Warning Probation        Suspension          Dismissal

Consequence should incident occur again

I have read this Employee Warning Notice and Understand it.

SIGNATURE OF EMPLOYEE

SIGNATURE OF SUPERVISOR WHO ISSUED WARNING

DATE BY WHOM

DATE

DATE  
 



 

 

TRI -COUNTY WIB  CELL PHONE POLICY  

 

 

 

To:  All Tri -County WIB Employees 

 

From:  Steve Paffrath, Asst Director / CFO 

 

Subject:Cell Phone Policy 

 

 

 

 

As a Tri-County WIB employee, you have access to the use of a cell phone, which enhances your productivity and helps 

you serve clients more efficiently. 

 

While this direct connection has many benefits, it can also create a significant risk to Tri-County WIB if you do not follow 

appropriate security guidelines or if you misuse services.  Cellular services are available to you to help you perform 

official Tri-County WIB business, such as communicating with clients, connecting with relevant agencies, and obtaining 

other relevant information.  This cell phone use policy is designed to help you understand Tri-/ƻǳƴǘȅ ²L.Ωǎ ŜȄǇŜŎǘŀǘions 

for the use of cell phone services and how to use the services wisely. 

 

 

The following guidelines apply to the use of Tri-/ƻǳƴǘȅ ²L.Ωǎ ŎŜƭƭǳƭŀǊ ǎŜǊǾƛŎŜǎΥ 

 

1. Tri-County WIB requires that all employees utilize cell phones in the safest possible manner.  Employees must 

not be driving while using a cell phone for conversation, to retrieve messages or for any other reasons, unless the phone 

is equipped with proper safety devices allowing for the safest possible operation. 

 

2. Already existing Tri-County WIB policies, which apply to employee conduct in other circumstances, may also 

apply to conduct on the cell phone.  This includes but is not limited to policies on intellectual property protection, 

privacy, misuse of Tri-County WIB assets or resources, sexual harassment, information, data security and confidentiality. 

 

3. Tri-County WIB cell phones will be monitored and recorded, so you should have no expectation of privacy.  Tri-
County WIB will respond to reasonable requests from law enforcement and regulatory agencies for logs, diaries, and 
ŀǊŎƘƛǾŜǎ ŀōƻǳǘ ŜƳǇƭƻȅŜŜǎΩ ŎŜƭƭ  phone use. 

 

4. As with other Tri-County WIB resources such as Tri-/ƻǳƴǘȅ ²L.Ωǎ LƴǘŜǊƴŜǘ ŀƴŘ CŀȄ ǎȅǎǘŜƳǎΣ ȅƻǳ ŀǊŜ ŀƭƭƻǿŜŘ 

limited personal use of Tri-/ƻǳƴǘȅ ²L.Ωǎ ŎŜƭƭ ǇƘƻƴŜ ǎŜǊǾƛŎŜǎΦ    You are authorized to make occasional personal use of 

the cell phone provided that such use is of short duration, does not adversely affect or hinder the mission of Tri-County 

 WIB, and no additional fee is charged to Tri-County WIB.  Supervisors have management authority and 

responsibility to ensure that you appropriately use your  official time and resources.  If additional cost is incurred for 

personal use, the employee is responsible for 100% of the cost due at the time of monthly billing as determined by Tri-

County WIB.   

 



Cell Phone Policy 
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5. You may not use Tri-County WIB cellular services to deliberately access sexually  explicit materials.  You may not 
send, intentionally receive, download, archive, store, distribute, edit, or record these materials using Tri-County WIB cell 
phones.  If you find yourself accidentally connected to a number that contains sexually explicit or offensive material, you 
must disconnect from the number immediately and advise your supervisor.  Tri-County WIB will block these numbers if 
necessary. 
 

6. ¸ƻǳ Ƴŀȅ ƴƻǘ ǎŜƴŘ ŘŜǊƻƎŀǘƻǊȅ ƻǊ ƛƴŦƭŀƳƳŀǘƻǊȅ ƳŜǎǎŀƎŜǎ ŀōƻǳǘ ŀ ǇŜǊǎƻƴΩǎ ǊŀŎŜΣ ŎƻƭƻǊΣ  sex, age, disability, 
religion, national origin, physical attributes, or sexual orientation.    This is a violation of Federal EEO laws and will be 
subject to disciplinary action by Tri-County WIB. 
 

 

Improper use of Tri-County WIB cellular services can result in lawsuits against Tri-County WIB and/or Tri-County WIB 

personnel.  Improper use may generate negative publicity for Tri-County WIB, which could negatively affect Tri-County 

²L.Ωǎ ŀōƛƭƛǘȅ ǘƻ ǇŜǊŦƻǊƳ ƛǘǎ ƳƛǎǎƛƻƴΦ  ¸ƻǳ Ƴǳǎǘ ǳǎŜ ŘƛǎŎǊŜǘƛƻƴ ǿƘŜƴ ǳǎƛƴƎ ¢Ǌƛ-/ƻǳƴǘȅ ²L.Ωǎ ŎŜƭƭ ǇƘƻƴŜ ǎŜǊǾƛŎŜǎΣ ōŜŎŀǳǎŜ 

your activities on Tri-/ƻǳƴǘȅ ²L.Ωǎ ŎŜƭƭ ǇƘƻƴŜ ǎŜǊǾƛŎŜ Ƴŀȅ ōŜ ǾƛŜǿŜŘ ŀǎ ¢Ǌƛ-County WIB action. 

 

If you do not follow this cellular policy, Tri-County WIB may revoke your cellular privileges and/or take disciplinary action 

against you, including suspension or discharge. 

 

If you have questions about this policy, please contact me at (724) 282-9341 ext. 30. 

 

By signing this form, I acknowledge that I have read, understand and agree to all of the provisions of this document. 

 

 

 

Name:_____________________________________________ 

 

 

Date:______________________________________________ 

 

  

   

 

 

 

 
Effective 7/12/02 

 

 

 

 

 

 

 

 



 

 

Cell Phones 

 

 

A cell phone was provided to each crew to allow for communication between crew leader and Program 

coordinator.  They were also necessary in case of an emergency. 

 

Crew leaders issued cell phones were required to sign a TCWIB Cell Phone Use form. 

 

In the cases were the cell phones were abused, the amount determined to be above and beyond that used for 

the program was deducted from the persons paycheck. 

 

Two-way radios were used on each crew for the crew leaders to communicate with one another while working 

at different locations on the creek. 

 

If available the Nextel two-way radios/cell phones would be ideal. 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

TCWIB Flood Program 

 

TCWIB welcomes you to the Flood Clean Up Program.  As part of the TCWIB team, there are certain rules of 

conduct by which you must abide to ensure that your experience is a healthy and productive one.  Please read 

the information below with your counselor and then sign the bottom to verify that you understand the rules. 

 

Participant Disciplinary Code 

 

As a participant in a TCWIB Flood Program, I hereby agree to abide by all policies and procedures as outlined 

by the TCWIB Program Operator: 

 

 

MY RESPONSIBILITIES AS A PARTICIPANT 

 

 I will follow all instructions and work related duties as assigned by my crew leader to the best of my ability 
and in a safe and cooperative manner.  I shall give an honest hourôs work for an hour of pay. 

 I will fully cooperate with any Tri-County WIB Staff in receiving Orientation and in all other   program related 
matters. 

 I will personally and daily ñsign-inò upon arriving to the worksite, ñsign-out and sign-inò for my lunch break, 
and ñsign-outò before leaving the worksite. 

 I must sign the timesheet on my own behalf. 

 I will perform my daily designated work duties without abusing any worksite equipment or facilities. 

 I will attend all classroom training assigned.  Absenteeism or tardiness will result in a deduction of work 
time. 

 

REASONS FOR DISCIPLINARY ACTION 

 

The following offenses shall subject a Flood Program Participant to disciplinary action and/or immediate 

discharge: 

 

 Reporting to work under the influence of alcohol, narcotics or non-prescribed drugs or alcohol, or use of the 
before mentioned during working hours, including lunch breaks. 

 Stealing anything from the worksite, worksite employees, flood crew participants and/or any person, 
corporation, firm or agency. 

 Having a weapon (knife, gun, bow etc.) 

 Falsification of any program records, including time sheets. 

 Abusive conduct and/or use of vulgar, foul or abusive language ï including sexual harassment. 

 Horseplay and/or assault, striking or attempting to strike any worksite crew leader, employee, co-worker, 
TCWIB staff member. 

 Unexcused absences (absences without first notifying the crew leader.) 

 Chronic absenteeism. More than 3 days, must have a doctors excuse to return to work. 

 Unwillingness to perform job assignment and/or open defiance toward worksite crew leader or WIB staff 
member. 

 Insubordination towards crew leader and WIB staff. 

 Any special problems and/or acts that the crew leader and safety coordinator determines to be detrimental 
to safe working conditions, inappropriate behavior, illegal, or an uncooperative attitude. 

 Violations of safety rules 

 Signing a timesheet for another person 
 

 

 



ORDER OF DISCIPLINARY ACTION 

 

The below described order will be used by your crew leader and/or WIB staff person acting on any of the 

above offenses: 

 

1. VERBAL WARNING:  One verbal warning will be extended to participants and will be documented by a 

warning form.  If necessary, a conference will be held by the TCWIB program coordinator to fully discuss 
the nature of the offense. 

2. WRITTEN WARNING:  One written warning will be issued to any participant having been extended a 

Verbal Warning.  A copy of the written warning will be placed in the participantôs personnel file. The 
warning will state the participantôs offense, date and explain the next step in the Disciplinary Order, which 
may be termination from the flood program. 

3. WRITTEN REPRIMAND AND SUSPENSION OR TERMINATION:  Should a participant require a second 

written warning, he/she may be suspended from work without pay for up to two (3) days or terminated from 
the position because the severity of the offense warrants it.  Suspension or Termination will be determined 
by the team of the program coordinator, the safety coordinator and the quality assurance/EO officer.  The 
program coordinator will carry out the action.  Chronic absenteeism may result in termination. 

4. AUTOMATIC SUSPENSION OR DISMISSAL:  It shall be the prerogative of the TCWIB program 

coordinator to waive any steps in the order, for acts considered illegal, immoral, detrimental to safe working 
conditions, or blatant uncooperativeness.  The responsible crew leader also has the right to suspend or 
dismiss for the before mentioned reasons.  However, the TCWIB team reserves the right to terminate a 
participant from the Flood Program. 

 

The Flood coordinator has the right to immediately dismiss anyone for severe safety violations. 

 

 
 

 

 

 

 

Signature of Participant:______________________________________________________ 

 

Date:_______________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FLOOD PROGRAM ABSENTEEISM POLICY 

 
 

 

Employees should always notify their crew leader if they are not able to make work for the day.   

Each situation will be handled according to excused and unexcused absences. 

 

Excused absences are: Doctors excuse, job interview, court hearing, and emergencies such as a death in the family, 

immediate family member hospitalization, etc.  The crew leader must determine the extent of the emergency. 

 

If a crew member does not report off to one of the crew leaders, an immediate verbal warning will be issued upon 

return to work. 

 

If the crew member has reported off without a legal excuse the following procedure will be followed. 

 

1.  2nd day missed without an excuse verbal warning 

2.  3rd day missed without an excuse written warning 

3.  4th day missed without an excuse dismissal 

 

 

  

 

I UNDERSTAND THE ABOVE POLICY AND AGREE TO ADHERE TO SAID POLICY 

 

 

 

______________________                                      

Signature 

 

 

_______________________     

Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Inclement Weather Policy 

 

 

1. If there is a county wide school cancellation the crews will delay for two hours.  The crew leaders will be 
responsible for contacting the crew members if there will be no work that day.   

2. Any time the high temperature for the day is not to exceed 10º the work day may be canceled. 
3. Early dismissal is at the discretion of the crew leaders.  Such things as sudden decline in the 

temperature, freezing rain, high winds may be factors the crew leaders use to determine dismissal.   
 

The program coordinator and affiliated office must be contacted in the event of any cancellation or 

early dismissal.  If the program coordinator cannot be reached the safety director must be contacted. 

 

Richard Tarr   Program Coordinator  724-355-5601 

Amanda Brendlinger Safety Coordinator   724-822-3134 

Michelle Fox    Armstrong Office   724-763-1999  

Shelia Lesner   Butler Office    724-431-4052 

Wayne Miller    Indiana Office    724-471-7215 

Marsha Bowser  Quality Assurance Officer  724-422-7077 

 

 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SUPPLIES PURCHASED 

 

Tools Personal Protective Equipment PPE/ 

Other Supplies 
Chainsaw Hard Hats 

Rakes Safety glasses- clear, yellow, and grey 

Shovels Gloves- work and rubber 

Rope Hip boots 

Come longs- 3 ton Rain gear 

Grappling Hooks Carharts 

Bow saws Orange T-shirt 

Loppers Water socks 

Chains Cooling bands 

Sickle  Life rings 

Pole saw Harnesses 

Pitch fork Chain saw helmets 

Mattocks Chaps 

Digging Bar Steel-toed boots 

Water jugs/cups Snake bite kits 

Port-a- Potty Tick removal 

Wagons Pre-contact Poison Ivy wipes  

Buckets First Aid kit 

Tarps Blood borne Pathogen kit 

Fire starters Anti-Fog wipes 

Signs Bug Repellent/Wasp and Hornet Spray 

 Walkie Talkies/ Cell phones 

 

 Hard hat Liners 

 Hand sanitizer/Hand wipes 

 

 Clothing see attached 

 

All items purchased required a procurement of 3 different places.  Clothing was purchased at Wal-Mart.  Each 

crewmember was given a Wal-Mart gift card.  Tools were purchased at ACE Hardware, they had the lowest prices and 

gave a discount to us, and they billed us monthly, and was centrally located in Armstrong County.  PPE was purchased at 

Direct Safety, they invoiced us, had lowest prices, and had items shipped within 3-5 days. 

Please note that the raingear on the shopping list at Wal-Mart was not readily available, so raingear was purchased at 

Direct Safety. 

 

 

 



 

 

 

 

 

Item Wal-Mart 

Sweatshirt 

1 or 2 

Jerzees 

5.84-7.84 

Jeans 

3 

Rustler 

9.97 

3  T-Shirts 

Preferably orange 

Hanes 

5.47 

Boots Steel-

Toed/waterproof 

 

Brahma Kane/Province 

21.33 

 83.33 

 

 

 

 

Item Wal-Mart 

Sweatshirt 

3 

Jerzees 

5.84-7.84 

Jeans 

3 

Rustler 

9.97 

Flannel Hooded 

Jacket 

Faded Glory Flannel 

15.73- 17.73 

Rain Gear 

 

Stearns 

24.44 

Boots Steel-

Toed/waterproof 

Brahma Kane/Province 

21.33 

Heavy socks 

2 

Dickies 

2/4.94 
comes in packs of 2 

Total 126.81 

 

Summer  and Winter SHOPPING LIST 

Winter Clothing Price List per Worker 

Summer Clothing Price List per Worker 



DATE EQUIPMENT REASON SIGNATURE DATE INITIALS

BEING EQUIPMENT

CHECKED WAS

OUT RETURNED

PLEASE RETURN EQUIPMENT TO THE SAME PLACE

AND IN THE SAME CONDITION AFTER USE

Please report any damage or problems.  

Equipment Sign Out



 

SAFETY SUPPLIES CLOTHING MISC ITEMS

COOLING HEAD BANDS HIP BOOTS FLOOD SIGNS

POISON IVY BLOCK STEEL TOE BOOTS TWO-WAY RADIOS

TICK REMOVAL KITS CHAPS CELL PHONES

ANTI FOG FOR GLASSES SEALSKIN SOCKS PORTABLE TOILETS

SNAKE BITE KITS CARHART DUCK BIBS LAWN CARTS

SAFETY HELMETS CARHART DUCK COVERALLS GAS CANS

HARNESSES WORK GLOVES CALCULATORS

SAFETY FLOATING RINGS RAIN GEAR

PERSONAL PROTECTIVE EQUIPMENT HARD HAT LINERS TRAINING

FIRST AID KITS CARHART ARTIC COATS

BIOHAZARD SPILL KITS SET OF CLOTHING CHAIN SAW TRAINING

ORANGE T-SHIRTS WITH LOGO OSHA TRAINING

PAYROLL TRAINING

TOOLS SET OF CLOTHING

BOW SAWS GLOVES 3 PAIR JEANS

BOW SAW BLADES HARD HATS 3 SWEATSHIRTS

CHAIN SAWS REFLECTIVE VESTS PACK OF SOCKS

TREE PRUNERS GOGGLES 3 PAIR THERMAL SOCKS

CHAINS SAFETY GLASSES THERMAL UNDERWEAR

3 TON LIFT STEEL TOE BOOTS

FLAT SHOVELS

SHORT HANDLED SHOVELS

LONG HANDLED SHOVELS

LEAF RAKE

GARDEN RAKE

PITCH FORK

DIGGING BAR

PRTY BAR

LOPPERS

PICKS

PERSONAL PROTECTIVE EQUIPMENT

SUPPLY LIST

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TRI-COUNTY WORKFORCE INVESTMENT BOARD, INC. EMPLOYMENT AND TRAINING PROGRAM WORKSITE AGREEMENT 

 

Worksite:      Program Operator:     
 
Address:       County:       
 
Telephone:             
 
Agreement Period:        
 
Participant(s) Job Title:  Laborer   
 
Participant(s) Hours:        
 
Participant(s) Immediate Supervisor:      
 
Participant(s) Alternate Supervisor:       
 

Statement of Program Purpose:  To provide temporary employment for workers who became unemployed as a result of the flooding 

caused by the hurricanes, as well as other dislocated workers; to provide labor only in floatable, debris removal. 

 

Lǘ ƛǎ ŀƎǊŜŜŘ ǘƘŀǘ ŀǎ ŀ tǊƻƎǊŀƳ ²ƻǊƪǎƛǘŜκ{ǇƻƴǎƻǊΣ ǘƘŜ ǿƻǊƪǎƛǘŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǘƻ ǘƘŜ ²ƻǊƪŦƻǊŎŜ LƴǾŜǎǘƳŜƴǘ !Ŏǘ ǇŀǊǘƛŎƛǇŀƴǘǎ will 

be: 

 

1. To cooperate with Federal, State, and Tri-County Workforce Investment Board monitoring efforts. 
 

2. To notify Tri-County Workforce Investment Board, Inc. of any participant problems, pending labor disputes, grievances, or 
any conditions that may affect the performance of this agreement.  The above-named worksite has provided the contact 
name and address of unions which represent the same or similar job description as stated in this agreement. 
 

3. No currently employed worker shall be displaced by any participant, including partial displacement, such as a reduction in the 
hours of non-overtime work wages or employment benefits. 
 

4. ²ƻǊƪǎƛǘŜǎ ǎƘŀƭƭ ǇǊƻǾƛŘŜ ŀ ά/ŜǊǘƛŦƛŎŀǘŜ ƻŦ LƴǎǳǊŀƴŎŜέ ǎƘƻǿƛƴƎ ¢Ǌƛ-/ƻǳƴǘȅ ²ƻǊƪŦƻǊŎŜ LƴǾŜǎǘƳŜƴǘ .ƻŀǊŘΣ LƴŎΦ ŀǎ ŀƴ ά!ŘŘƛǘƛƻƴŀƭ 
LƴǎǳǊŜŘΦέ  ¢Ǌƛ-County Workforce Investment Board, Inc. Shall not be liable nor responsible for any injury to a third party nor 
damage to property at any time from any cause whatsoever, and Worksites shall hold Tri-County Workforce Investment 
Board, Inc. harmless from any and all liability, verdicts, judgments, actions, claims, demands, suits or causes of action arising 
or resulting from the actions of Participants and shall indemnify Tri-County Workforce Investment Board, Inc. for all costs, 
expenses, judgments, verdicts or attorney fees resulting there from. 

 

The terms of this agreement are contingent upon the receipt of National Emergency Grant Funds from the U.S. and PA 

Departments of Labor. 

 

This agreement is made and entered into between Tri-County Workforce Investment Board, Inc., Program Operator for the 

PA Department of Labor, and ____________________________, Program Worksite for (SW110) Workforce Investment Area. 

 

 

Chief Administrative Officer, Program Operator/Administrative Entity  Date Signed 

 

Chief Administrative Officer, Worksite      Date Signed 

 

Program Coordinator        Date Signed 

 

Worksite Supervisor        Date Signed 



AUTHORIZATION AND RELEASE 

 

PROPERTY OWNERS: ________________________________________________________ 
 
   ________________________________________________________ 
 
   ________________________________________________________ 
 
PROPERTY ADDRESS: ________________________________________________________ 
 
   ________________________________________________________ 
 
CONTACT PERSON: ________________________________________________________ 
 
TWP. OR BORO:  ________________________________________________________ 
 
DATE:   ________________________________________, 2005 
 

 For and in consideration of the mutual promises herein contained and intending to be legally bound, 
  
Property Owners agree and contract with TRI-COUNTY WORKFORCE INVESTMENT BOARD, INC. 
 
(hereinafter ά²L.έύ ŀǎ ŦƻƭƭƻǿǎΥ 
 
 l. Property Owners authorize and permit WIB and its agents, servants and employees to go over, 
  
on and across their land and property in order to clean and remove debris from the creek or stream and the 
 
banks and land appurtenant thereto. 
 
 2.  Property Owners release and discharge WIB, its agents, servants, employees or assigns, and all 
 
other persons, firms or corporations from any and all claims, demands, damages to property, injuries to persons, 
 
or causes of action which have or may result in the future from the activities or conduct of WIB, its agents,  
 
servants, employees, or assigns and all other persons, firms or corporations.  
 
 Witness the due execution hereof. 
 
      PROPERTY OWNERS: 
 
      __________________________________(SEAL) 
 
      __________________________________(SEAL) 
 
      TRI-COUNTY WORKFORCE 
      INVESTMENT BOARD, INC. 
 
      By:  _______________________________(SEAL)  
 

 



TRI-COUNTY WIB FLOOD PROGRAM WORKSITE SUMMARY 
 

Counties and Sites Planning Meeting 
 

Work Scheduled, Begun 
or Finished 

Issues 

Butler County    

Adams Twp. Complete Yes/To Begin (Insurance) 

Buffalo Twp. Complete Yes/Complete None.  Twp. pleased with work 

Callery Borough Complete Yes/Complete None 
City of Butler Complete Yes/Complete None.  

Clinton Twp. Compete Yes/Compete Crews to return 

Connoquenessing  Complete No Indicated that there was no work left to be 
completed 

Cranberry Twp. Complete Yes/Complete None.   

Evans City Borough Complete Yes/Complete None.  Pleased with work. Potential return 

Forward Twp Complete Yes/Complete None 

Harmony Borough Complete Yes/Complete None.  Potential return  

Jackson Twp. Complete Yes/Complete None. 
Mars Borough Complete Yes/Complete None. 

Middlesex Twp. Complete Yes/Complete None.   

Penn Twp. Complete Yes/ Complete None.   

Renfrew (Penn) Complete Yes/Complete None.  Twp. pleased with work 

Summit Twp. Complete Yes/Complete None. 

Butler Twp. Complete Yes/To Begin None. 

Center Twp. Complete Yes/Complete None. 

Winfield Twp. Complete Yes/Complete None. 

Zelienople Complete No Scheduling another meeting 
Mercer Twp. Complete Yes/To Begin None. 

 

Counties and Sites Planning Meeting 
 

Work Scheduled, Begun 
or Finished 

Issues 

Armstrong County    

Bethel Twp. Complete Yes/Complete None 

Boggs Twp. Scheduled Yes/Complete  

Bradyôs Bend Complete Yes/Complete None. 

Cowanshannock Twp. Complete Yes/Complete None.  

E. Franklin Twp. Complete Yes/Complete None. Potential return 
W. Franklin Twp. Complete Yes/Complete None. 

Freeport Borough Complete Yes/Complete None.  Pleased with work 

Gilpin Twp. Complete Yes/Complete None 

Kiski Twp. Complete No Roaring Run Watershed will not sign private 
property release  

Manor Twp. Complete Yes/Complete None. Potential return 

N. Buffalo Twp. Complete Yes/Complete None.  

Parks Twp. Carnahan Run, 
Stitts Run, Guffey Run, 
Hungry Hollow Run 

Complete Yes/Complete None.  Pleased with work. Potential return 

Perry Twp. No No Waiting for return phone call 

Plum Creek Twp. Complete Yes/Complete None. 

Rayburn Twp. Complete Yes/Complete None. 

S. Bend Twp. Complete Yes/To Begin Work to begin shortly 

Kittanning Twp. Complete Yes/Complete None. 

Worthington  Bor. Complete Yes/Complete None. 

Valley Twp Complete Yes/Complete None. 
Cadogan Complete Yes/Complete None. 

Rural Valley Borough Complete Yes/Complete None. 

S. Buffalo Twp. Complete Yes/Complete None. 

Washington Twp. Complete Yes/Complete None. 

Pine Twp. Complete Yes/Complete None 

    



 
 
 
 
Counties and Sites 

 
 
 
Planning Meeting 
 

 
 
 
Work Scheduled, Begun 
or Finished 

 
 
 
Issues 

Indiana County    

Armstrong Twp. Complete No Coordinator attempting to contact for follow-up 
meeting 

Creekside Borough Complete Yes/Complete None. Pleased with work. Potential return 

Plumville Borough Complete Yes/Complete None. Pleased with work.  Potential return 

Shelocta Borough Complete No Waiting for insurance  

S. Mahoning Twp. Complete No Waiting for paperwork 
Washington Twp. Complete No Coordinator will recontact 

Conemaugh Twp. Complete Yes/Complete None.  

Cherry Tree Borough. Complete Yes/Complete Potential return 

Cherry Hill Twp. Complete Yes/Complete None. 

Indiana Borough Complete Yes/Complete None. Pleased with work 

White Twp. Complete Yes/Complete None 

Young Twp. Complete Yes/Complete None 

Clymer Borough Complete Yes/Complete None.  

Center Twp. Complete Yes/Complete None. 
Rayne Twp. Complete Yes/Complete None. 

Grant Twp. Scheduled No None. 

Brush Valley Complete Yes/Complete None. 

Green Twp. Complete Yes/Complete None. 

 

The above list is an indication of the projects included in Tri-County WIBôs Flood Clean-up endeavor.  In the planning stages of this project, the 

TCWIB held meetings with the local County Commissioners and the local PEMA/FEMA representatives to develop lists of project areas, a plan for 

addressing the problem, etc.  Eligible participants were recruited through the CareerLink and other sources including local advertising.  WIA Title 1 

staff conducted orientation, eligibility and initial interviews. 

 

There are four crews of 20 people working in each county.  Crews are staffed with 18 general laborers and 2 crew leaders.  All of the workers receive 

Drug Awareness Training, Sexual Harassment Training, and a 10 hour OSHA Safety Certification.  The crew leaders receive training in American 

Red Cross First Aid and in Chain Saw Safety and Handling. 

 

Prior to beginning any project, staff secures worksite agreements with the municipality requesting assistance.  These give a general overview of the 

scope of the project.  Further, staff secures private property sign-offs to seek permission from land owners to enter their property and to inform them 

of the project. 

 

Crew members remove debris from area streams and creeks utilizing such tools as: shovels; rakes; mattocks; loppers; bow saws; come-a-longs; 

chain saws, etc.  The crews work in a narrow strip on either side of a creek bed ensuring that debris will not create problems with future flooding.  

The local municipalities are contacted for the removal of large debris items whenever possible.  Organic material is burned in a safe manner along 

the creek side.  

 

The program is overseen by the TCWIB administrative management staff, consisting of the Executive Director, the Chief Financial Officer/Assistant 

Director and the Director of Planning and Operations.  As all participants hired through this program are employees of the TCWIB, numerous other 

staff, including clerical and fiscal also work on this program.  TCWIBôs administrative monitor conducts both on site evaluations and desk reviews.  

She is assisted by a Flood Monitor position hired through this grant.  TCWIBôs Safety Director conducts preliminary training, equipment inspection, 

on site review and other safety related duties.  Through the grant, TCWIB employs the services of a Project Coordinator who oversees all general 

programmatic operations.  In addition, the WIB hired three Assistants to ensure that each of the three counties were well coordinated with regard to 

paperwork, communications, payroll, etc. 

 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

TCWIB FLOOD CLEANUP PROGRAM 2005 

RECRUITMENT, ELIGIBILITY AND CASE MANAGEMENT  

 

 
The following outlines the various components completed by our agency in the start-up and 

implementation of the Flood Cleanup program: 

 

 Recruitment efforts were made through advertising on the CareerLink website, as well 
as through Public Service announcements in the local newspapers, radio stations, and 
television stations. 

 All applicants applied in person at their local CareerLink office.  Applicants enrolled on 
the CareerLink system, and completed our agency application for services. Each 
application was day and time stamped at completion.   

 Applicants were next called in for eligibility certification.  Priority in filling the 
temporary jobs was given to individuals who were dislocated, either permanently or 
temporarily, as a result of the disaster event.  Other eligible participants were dislocated 
workers as defined in WIA Section 101(9) and long-term unemployed individuals, 
individuals who had been unemployed 15 or more of the 26 weeks immediately prior to 
eligibility certification.  Priority was also given to veterans and certain of their spouses 
meeting eligibility requirements. 

 WIA services were entered by agency case managers for each participant through the 
CareerLink system such as case management, temporary jobs, assistance with uniforms, 
and meal allowance. 

 An additional employee was hired for each county office with the title of Flood Crew 
Office Assistant Coordinator.  This person was eligible to work through the NEG grant, 
and was responsible for various duties related to the flood project such as conducting 
orientations, handling accident reports, payroll, filing, reports, supply/tool deliveries to 
work sites, etc.   

 Each participant was instructed to schedule with their doctor, or scheduled for an on-
site physical examination and tetanus toxoid inoculation. 

 Participants were given a flood program orientation, which covered general program 
information, policies and procedures of the program, timekeeping, as well as completion 
of necessary paperwork such as their W-4, I-9, etc. 

  Each participant was scheduled for 10-hour OHSA safety training, and was credentialed 
in these workplace skills. 

 Our agency case managers were available to meet with crew members during the 
duration of their program involvement for assistance in job search, career planning, GED 
attainment, resume help, etc.   



 Each flood participant was required to meet with a case manager prior to their 
completion of the project to complete an exit interview. 

 Participants could attend, if they so chose to do so, a classroom or On-The-Job Training 
program funded through NEG training dollars if they successfully completed the 
temporary job component of the flood project. 

 If program participants were interested in training, case managers would complete an 
Individual Employment Plan with them, have them complete a comprehensive and 
specialized assessment of skill levels, and attend ABE/GED classes if needed.  . 

  After completion of the flood program, case managers contacted participants through 
mailings and/or phone calls at a minimum of once a month to monitor their employment 
status or check if they had additional employment related needs. 

 After exit, each participant was, or currently is being provided follow-up services for a 
one year period. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

****IF YOU HAVE OBTAINED EMPLOYMENT WITHIN 90 DAYS FROM YOUR LAST DAY OF 

                                                        WORK ON THE FLOOD CREW, WE WILL SEND YOU A $15.00 SHEETZ GIFT CARD**** 

 

NAME:  ____________________________________  

 

  In compliance with the state regulations under which your services have been funded, we are requesting     
  the following information.  Please check and/or complete the following and return it to our office in   
  the enclosed self-addressed stamped envelope within 90 days from your work end date.    
  Thanks for your cooperation.  
 
  CURRENT ADDRESS:   __________________________________________________ 
 
   __________________________________________________ 
 
   __________________________________________________ 
 
  PHONE #:  _________________________      Check here if this is an updated address and/or 
          Phone Number      
 

  LAST DAY WORKED ON FLOOD CREW:  _______________ 
  
       CURRENTLY EMPLOYED   START DATE:  ____________________________ 
         

   NAME OF EMPLOYER: _____________________________________________________ 
 

 EMPLOYERΩS ADDRESS:    ____________________________________________ 

  (Please include street   

     address, city, state, and          ____________________________________________ 

  zip code) 

 ____________________________________________ 

 

  EMPLOYERΩ{ PHONE NUMBER: _______________________________________ 
 

  JOB TITLE: ___________________________________________________ 
                          

  HOURS PER WEEK: __________      HOURLY WAGE: _______________ 
                                 (Must be broken down in an hourly rate) 
                          

  FRINGE BENEFITS (Does the employer offer health insurance benefits and 
             coverage under Social Security or equivalent pension plan?):      

 

YES      NO  

 

   

RECEIVING CASH ASSISTANCE   RECEIVING SSI 

 

 

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

  



Career T.R.A.C.K., Inc.

Funded by:  Tri-County Workforce Investment Board, Inc. Date

Participant Name Address

Social Security Number Phone

Highest Grade Completed:

Are you interested in earning your G.E.D.? YES NO N/A

Attended College/Technical School

Name of School

Degree/ Credential Received: ____________________________________ Date:  _______________

How was your experience working as part of the flood crew ? __________________________________

________________________________________________________________________________________

________________________________________________________________________________________

What new skills did you gain from this experience?  ___________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

Did you experience any problems during your participation in the program? 

YES NO

If yes, please detail:  _____________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

Was a staff member available to you throughout your work experience to answer questions, 

address problems, etc.? YES NO

Did you receive the services you thought you would receive through this program? YES NO

If no, what services did you expect to receive and didn't?  ________________________________________________

What are your future plans after you have completed this program?  

Obtain Employment Attend College/ Technical School  

Other: ______________________________________________________________________

If Employment, what field(s) of work are you interested in? ___________________________________

__________________________________________________________________________________________

Have you applied for jobs? YES NO

Have you had any job interviews? YES NO

 

If yes, what have you heard back from your interviews? ___________________________________

__________________________________________________________________________________________

If you are interested in training, what type? ____________________________________________

Have you researched any schools or programs? YES NO

 

If yes, please detail:  _______________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Which of the following sevices, if any, would you like assistance in?

Resume Preparation

Job Search Techniques

Interviewing Skills

Information on Applying for U.C. Benefits

Other:  _________________________________________________________________________________________

Participant Signature:

Case Manager Signature:

Exit Interview Form

National Emergency Grant - Flood Clean-Up Crews 2005

EDUCATIONAL STATUS

PROGRAM ASSESSMENT QUESTIONS

CAREER PLANS

SERVICE OPTIONS



 
 

 

 

 
Contact Sheet                                                                        WIA Registration 

Proof of Physical                                                                   Registration Verifications 

Proof of Tetanus Shot                                                          W-4 

Workers Comp. Report (if applicable)                                         Local Tax Form 

Doctors Excuses                                                                   I-9 

Employee Warning Notices                                                Emergency Information 

Correspondence                                                                   Workers Com. Notification 

Time Sheets                                                                           Orientation Checklist 

                                                                                                Disciplinary Code Signoff 

                                                                                                Drug Free Workplace 

                                                                                                Absenteeism Policy 

 

 

 

 

 

 

 
 

 

 

 

 

 

 
 


