M.E.R.L.O.T. RECOMMENDATIONS


Meeting Date:

October 4, 2001

1.) Recommended:  The Pay Specification tab on the MOSES job order screen would be modified as follows:

· The Minimum Pay and Maximum Pay fields will become required entries and their names changed to Lower Pay and Higher Pay, respectively.

· The No Designated Pay check box will be eliminated.

· Check boxes or radio buttons for “Commensurate with Experience”, “Plus Tips”, “Plus Commission”, and “Other” will be added beside the Lower and Upper Pay fields.

The effect of this recommendation is that no jobs, including those from AJB, will be entered into MOSES without a salary.

Meeting Date:

November 1, 2001

2.) Recommended:  Referring Career Centers are not required to notify other Career Centers that a job seeker registered at their Center is being referred to a job opening.  However, referring Career Center staff are encouraged to contact the other Center as a courtesy, or to gather additional information on the job seeker prior to making the referral, particularly in the case of DTA, WIA Title I, veteran, etc. clients.

3.) Tentatively Recommended:  There should be a single employer record for each company hiring location.  MOSES should be modified so that a new employer record cannot be added to MOSES if an existing employer record has the same company name, telephone number, and FEIN number.

Meeting Date:

December 6, 2001

4.) Recommended:  A “Fill Rates” item should NOT be included in the OSCCAR report.

5.) Recommended:  The OSCCAR report should include the item “Services to Employers with the following main categories:

General Employer Services

Financial Incentive Services

Workforce Development Services

Labor Exchange Services

Business Information Services

(Note:  The above recommendation, modified from the original, was later incorporated into Recommendation #9.)

6.) Recommended:  The OSCCAR report should include the item “Total Employers Served” with New (to Career Center) and Repeat employers differentiated.

Meeting Date:

January 10, 2002

7.) Recommended:  All current and new job seekers will by default have their identifying information remain confidential in MOSES.  This information will be disclosed to employers only if specifically authorized by the job seeker.  The option to disclose information will be offered to all new job seekers and, if chosen, will be open for a six-month duration.

8.) Requested:  MERLOT would like to receive a flow chart indicating how exactly job orders go through the various systems (MOSES, AJB, MTQ, and MJQ).

9.) Recommended:  That the MOSES Employer Services be modified as presented in the document “Proposed Employer Services Categories”, Attachment A to these notes.  If implemented, MERLOT will review this issue three months after implementation (as is the understanding with all recommendations).

10.) Recommended:  That, as a “virtual Career Center”, MTQ and MJQ have a standard MOSES report of their activity, and that each Career Center receive a copy of this report for the customers in their area.

Meeting Date:

February 6, 2002

11.) Recommended:  All employers using the Massachusetts Talent Quest (MTQ) must sign a Membership Agreement.  It is also recommended that the DET Legal Department review this.

12.) Recommended:  Extend editing rights to the referral status on job orders from 60 days (current) to 180 days (proposed).  This will afford Career Centers with ample opportunity to update all relevant records.  Once the job order is permanently closed, the “pending” status will become “Information Not Available”.  This information will be posted to both the Job Order and the Job Seeker Employment Services records.

13.) Draft Recommendation:  MOSES should automatically post services in the Employer Record whenever a new Job Order is created, since this is a definite service to the employer.  The Job Order History should be cumulative, rather than only listing the last thing that happened to it.

14.) Draft Recommendation:  List Job Order Services on the Employer Record.

15.) Recommended:  Provide a management report that breaks out job orders and all entered employment outcomes by broad industry groups and by broad occupational groups.  Use this report for several months, fine tune the information, and decide what summary information would be best to include in OSCCAR.  (subsequently revised)

Meeting Date:

March 7, 2002

16.) Recommended:  Make sure that the Massachusetts Talent Quest (MTQ) has a notice to employers that all people with access to the MOSES system (Staff, MTQ, or MJQ) will see the job order.  This will help eliminate the need for multiple copies of the same job order.

17.) Draft Recommendation:  Send an email to Career Center managers telling them that cleaning up their list of Employer Records will ultimately enhance their staff’s ability to accomplish their goals.  Cleaning up the Employer Records keeps MOSES from being bogged down.

Meeting Date:

March 7, 2002 (continued)

18.) Recommendation:  Develop a semi-annual training/re-training around employer issues.  The first session could have half the time devoted to the new Employer Services listings and the second half devoted to the Advanced Job Order / Job Match training that took place in 2001.

19.) Recommendation:  Distribute information about the new Employer Service groupings when they go into place.  Use the MOSES Message Board, send a MOSES Bulletin, give a presentation at the Operators’ Meeting, have MERLOT members give presentations at Career Center staff meetings, provide this in MOSES Local Expert meetings.  This information needs to be broadcast in a variety of ways to ensure that it is properly understood and used in the field.

20.) Revised Recommendation:  Provide a management report that breaks out job orders and all entered employment outcomes by broad industry group and by broad occupational group (the first digit of the NAICS code).  Use this report for several months, fine tune the information, and decide what summary information would be best to include in OSCCAR.

Meeting Date:

April 2, 2002

21.) Recommended:  Clarify the meaning and implications of the “confidential” check box on the MOSES job order.

Meeting Date:

May 2, 2002

22.) Recommended:  Add a mailing address tab to the Employer Record of each employer record in MOSES.  This will be similar to the mailing address tab in the Job Seeker record.

23.) Recommended:  MERLOT have timely input into all future initiatives relating to employers.

Meeting Date:

June 6, 2002

24.) Recommended:  Review the relationship between employers and job seekers, whether or not these customers are from actual career centers or from the virtual career center.  Make sure the referral systems developed between these two sets of customers do not violate the DET privacy policy.

25.) Recommended:  Review the contact instructions on MTQ for contacting job seekers.  Make sure there is no instructions on MTQ that run counter to the DET privacy policy.

26.) Recommended:  Reinforce the current DET policy on confidentiality to the field.  This will ensure that there are no inadvertent missteps in carrying out this policy uniformly across the Commonwealth.

27.) Recommended:  See what can be done to make sure that the maximum pay range on job orders become mandatory in the next MOSES build.

Meeting Date:

July 12, 2002

28.) Recommended:  Eliminate the ability to enter pseudo FEINs.

29.) Recommended:  Develop a mechanism to verify the accuracy of FEINs.

30.) Recommended:  Don’t add more records with the same FEIN unless the FEIN and the Employer name match.

31.) Recommended:  Clean up the editing abilities of anyone to change FEINs.  Right now too many people can change what you’ve done to insure accuracy in existing Employer records.

32.) Recommended:  Invite Dick Sullivan (or other representative of the DET/UI employer database) to talk about DET and employer records and how we can use existing sources to verify FEINs used.

33.) Recommended:  Make this date’s recommendations the #1 priority from the MERLOT group.

Meeting Date:

October 3, 2002

34.) Recommended:  MERLOT is interested in the EmployOn system and would like to see the cost benefit analysis between spending money for statewide use of EmployOn and spending money for improving the Job Match tool in MOSES and the capacity/willingness of staff to use it.  The goal for whichever tool is pursued is to return people to work sooner.

35.) Recommended:  Two-way positive contact (via in-person visits, phones, emails, faxes) and positive confirmation with an employer need to be made prior to entering any job order in MOSES.  This ensures the employers’ commitment, allows them to review the job order details, and allows career center staff to market other services offered by the career center.

36.) Recommended:  Send an email to all the people listed as members of the MERLOT group.  Ask them if they still want to attend.  If they chose not to remain as members, offer them the option of naming a replacement for themselves.  Analyze this by regional and career center type representation to see if we need to actively bring in other members.

37.) Tentatively Recommended:  Hold a statewide meeting of all Employer Services Representatives (ESRs) for a four-fold purpose:  conduct training, exchange best practices, complete a survey of each career center on the processes used in their offices, and record problems encountered.

Meeting Date:

November 7, 2002

38.) Recommended:  Have the programmers keep the employers merge history, as is done with job seeker records. 

39.) Recommended:  Turn off the ability to use any employer records that do not have an accurate FEIN entered.

40.) Recommended:  Follow these steps for being able to merge duplicate employer records:

1. Get input about rules for archiving, editing, deleting, and merging employers created through MTQ, AJB, Rapid Response, and conversion.  Rapid Response created 16 different Bradleys.  The career centers should be able to use these records.

2. Determine how long amended records need to be archived.  Check with MTQ, AJB, Rapid Response, conversion, planners, labor market information, and career center directors.

3. Develop an icon (like a skull and crossbones) for business that are going out of business.  You need to identify the employer (using different wording than the job order) that is hiring, going out of business, reorganizing, restructured, etc.

4. If the FEIN, address, phone number, and company name is the same, MOSES should not allow a duplicate record to be created.  If all you are doing is adding another contact name, department, and/or unit, that should be done within the existing employer record, rather than adding a new record.  This should be stated in a pop-up box when someone is trying to create another employer using the same FEIN, address, phone number, and company name.  When changes in contact information are made, this should be recorded automatically in the service history in general employer services.  Alternatively, perhaps we should create a new administrative services tab.

5. There should be a transition period for dealing with older businesses that are sold/reorganized and link the older record to the new record.  Linking can happen when a business is closed (and the record archived), when a new business opens, when a business is sold.

Meeting Date

December 5, 2002

41) Recommended:  Somebody should study how the “virtual” Career Center interacts with the “bricks and mortar” Career Centers before MTQ is marketed.  Issues that need to be addressed include:

· Management of the whole system, and who actually manages the “virtual” Career Center

· Legal issues surrounding confidentiality

· Impact on capacity at the “bricks and mortar” Career Centers

· Credit for work done

· Guidance and training for staff at the “bricks and mortar” Career Centers

· Definition of operational issues

· the “bricks and mortar” Career Centers vs. the “virtual” Career Center

· Insurance that Employer and Customer satisfaction will increase, not decline

· Marketing

There has been no information on this since last December/January.  MERLOT first made a recommendation to examine these issues 10 January 2002 (recommendation #10) and nothing has been done since.  This issue is boiling up to crisis level.  MERLOT would like it addressed before it becomes a huge problem.

Meeting Date

March 6, 2003

42) Recommended:  Develop a listing of staff who are key for employer services at each career center.  Keep the listing current and active, and, where possible, expand to include counterparts in bordering states.  This will help point employers to the people they need to talk with in other career centers.
43) Recommended:  Develop a generic Job Order Request form that can be used and individualized by each Career Center (including Career Center logo and address on top of form and One-Stop Career Center logo in the bottom corner).  The form must be user friendly and kept to one page (employer can attach pages, if necessary).
Meeting Date

April 6, 2003

44) Recommended:  Develop a generic job order form that can be used across the state.  Make sure the form can be localized with Career Center specific information on the top of the form.  Have the one-stop career center logo and show that the form will be entered into MOSES at the bottom of the form.  Keep the form to one page, and as simple as possible.  This form should be distributed to the career centers, so it can be attached to emails or faxed.  Peggy Colligan will work with Margaret Dixon to develop this form.  Perhaps this form should be attached to the documents for employers.  Once the form is approved, use it for three months, and assess its usefulness.
Meeting Date

June 5, 2003

45) Recommended:  All purging of Employer records should be stopped until there is more consistency and understanding of the process.  Archiving should occur once every quarter instead of every night.  Develop a report that provides a listing of which Employer records would be purged in the following quarter if no further services are entered.  We also need a report (including all contact information) of any employer record inactivated in the last several months.
Meeting Date

July 10, 2003

46) Recommended:  Distribute the Job Order form to all Career Centers.  This will enable all Career Centers to present a consistent face to the Employer community.
47) Recommended:  MERLOT recommended that the purging process be stopped immediately and all employer files removed from MOSES be re-instated until these questions are answered:
· What exactly does purging mean?  Is it archived and can be re-used?  Is it gone forever?

· Who's already been purged?  We need to be able to review these records to see if they were purged mistakenly.

· Who's about to be purged?  MERLOT would like a report that clues staff in about the employers that will be purged in the next quarter if no further services or job orders are added to that employer record.  This way staff will not be amazed that the employers they work with disappear in droves, which seems to have happened since the beginning of June.

· How can you retrieve and re-activate archived employers?

Policy decisions will be formulated once these questions are answered and MERLOT provides input to how the system should work.

48) Recommended:  
Add “Bundled Services” and “Other” to the list of Event Categories.  [This is Test Director Item #7733.]

Make the Employer Services tab with no sub-tabs, but a way to choose service categories.  This will provide a single listing of all the services provided to that Employer.  [This is Test Director Item #7726.]

Mark all services provided through Employer events, as it will be on the Job Seeker side.  [This is Test Director Item #7725.]

Meeting Date

October 02, 2003

49) Recommended:
Two-way positive contact (via in-person visits, phones, emails, faxes) and positive confirmation with an employer is required before entering any job order in MOSES.  This ensures the employers’ commitment, allows them to review the job order details, and allows career center staff to market other services offered by the career center.
50) Recommended:
DET and the Career Centers need to develop and internal quality assurance response system for employers.  This system needs to give feedback to the customers and to the Career Centers.

Meeting Date

February, 2004

51) Recommended:
Run a duplicate employer report that shows all companies with duplication in any two of these fields:  Name, address, FEIN.  Show the Career Centers that created these duplicates.  We can then see how much of a problem this is.  If it is a problem, we can address how often these types of reports need to be run.  This will help eliminate duplicate employers listed in MOSES.

52) Recommended:
Find out who would be the Rapid Response team member for each region and get them to present the portion of the training on Rapid Response.  This will help increase awareness of Rapid Response and how to work symbiotically with them when employers have large lay-offs.  Whoever presents the Rapid Response information should feel comfortable with the information and in front of large groups.  [Cathy Byrnes will present at the Northeast and Metro Boston venues.  Kathy Clark will present at the Western venue.  John Murray will present at the southeastern venue.]

Meeting Date

May, 2004

53) Recommended:
Send this list to Career Center Directors via a WIA Communication Information Series.  Ask them to review the list for accuracy and add job titles.  Ask the Career Center Directors to select one person to receive emails about Employer recruitments and job fairs.  This person will decide to distribute the information to other Career Center staff.

Meeting Date

July, 2004

54) Recommended:
Develop a list serve of Business Service Representatives based on the attendance at the Spring 2004 MERLOT-sponsored training.  Have Career Center Directors update the list and designate the one person to receive recruitment information.

55) Recommended:
Submit the adjusted list of services that MERLOT recommended for pulling a MOSES Employer for the customer satisfaction survey.
Meeting Date

November, 2004

56) Recommended:
Businesses need to be represented in the development of policy through a group such as MERLOT.  This group should stay field-oriented.  This group needs as much diversity as possible and should include representatives from all LWIB areas and OSCCs.  This group should strive for consistency, which will enhance our system.

Meeting Date

February, 2005

57) Recommended:
Create a training session to help Business Service Representatives (BSRs) learn about the different programs and state initiatives that would help employers either improve their workforce or get assistance.  This training was lined up for 3/18/2005, with representatives of the State Biz Team, WOTC, WTF, HITG, etc.  In addition, one Merlotian had an expert marketer who also teaches marketing to provide a workshop.  (Note:  this training was cancelled by DCS.)

Attachment A

(Recommendation #9)

Proposed Employer Services Categories

The MERLOT group proposes that employer services be broken down from a single list to Categories and Service Detail, like in the Job Seeker Record.  The five proposed categories are:  General Employer Services, Financial Incentives Services, Workforce Development Services, Business Information Services, and Labor Exchange Services.

The existing list of services is divided among the five categories.  They are indicated by the phrase:  (exists in MOSES now).  New services are also proposed.  They are indicated by the phrase:  (NEW).  Make sure that these phrases are not included in MOSES.  (i.e., no service has either phrase listed in MOSES).

In addition, the MERLOT group would also like the Employer Services History Detail screen to have a check box that indicates, if checked, that that particular service to that particular employer was fee-for-service.  This needs to be added to the database.

General Employer Services

These services include general services applied to many employers, no matter what their needs.  They may stand alone, or they may apply to one or more of the other existing categories:  Financial Incentives Services, Workforce Development Services, Business Information Services, and Labor Exchange Services.

Target Mail Campaigns (exists in MOSES now)

Site Visits to Employers (exists in MOSES now)

On-Site Workshops (exists in MOSES now)

Off-Site Workshops (exists in MOSES now)

Room Accommodations/Rentals (exists in MOSES now) (REVISED at the March, 2002 meeting)

Employer Contact (exists in MOSES now)

Sponsorships (exists in MOSES now)

Other (exists in MOSES now) [RENAME “Other” to:  Other Employer Services]

Case Management for Employers (NEW)

Employer Follow-up (NEW)

Join Career Center (NEW)

Included Job Order Services now assigned automatically by MOSES:

Suppressed (exists in MOSES now)

Not Suppressed (exists in MOSES now)

Financial Incentives Services

This category includes information and services that lead to employers receiving financial benefit.  This can be direct (through grants and loans) or indirect (through tax incentives).

Public Incentives Information for Hiring (exists in MOSES now)

Work Opportunity Tax Credit (WOTC) (NEW)

Workforce Training Fund (WTF) (NEW)

Tax Increment Financing (TIF) (NEW)

Grant Information (NEW)

Building Essential Skills through Training (BEST) Initiative (NEW)

Incubator Information (NEW)

Other Loans and Grant Information (NEW)

On-the-Job Training (OJT) (NEW)

Massachusetts Office of Business Development (MOBD) (NEW)

Consumer Credit Counseling Services (New – March, 2002)

Federal Deposit Insurance Corporation (FDIC) Banking Program (New – March, 2002)

Other Financial Incentives Services (NEW)

Workforce Development Services

These are information and services that help employers improve their workforce.

Human Resource Information/Consulting (exists in MOSES now)

Industry Briefings (exists in MOSES now)

Consultation Services:  Job Task Analysis (exists in MOSES now)

Consultation Services:  Job Description (exists in MOSES now)

Mass Manufacturing Partnership (NEW)

Apprenticeship/Internship (NEW)

Mentoring/Job Shadowing/School-to-Work (NEW)

Consultation Services:  Employer Needs Assessment (NEW)

Testing (NEW)

Education/Training (NEW)

Other Workforce Development Services (NEW)

Business Information Services

These services give employers the information they need to conduct their buisiness in the current Massachusetts labor market.

Distribution of Career Center Information (exists in MOSES now)

Salary Survey Information (exists in MOSES now)

Employer Visit to Career Center (exists in MOSES now)

Referral to Other Service Providers (NEW)

Labor Force Demographic Information (NEW) (REMOVED at March, 2002 meeting)

Labor Market Information (NEW) (REVISED at March, 2002 meeting)

Unemployment Insurance Programs Information (NEW)

Work Sharing Information (NEW)

Other business Information Services (NEW)

Conduct Employer Groups (NEW at March, 2002 meeting

Labor Exchange Services

These services provide employers with recruitment and/or placement services.

Job Development Contacts (exists in MOSES now)

On-Site Job Fairs (exists in MOSES now)

Off-Site Job Fairs (exists in MOSES now)

On-Site Recruitments (exists in MOSES now)

Specialized Recruitment (exists in MOSES now)

Outplacement Services (exists in MOSES now)

Paper Postings to the CRL (Career Resource Library) (exists in MOSES now)

Service Follow-up (NEW)

Off-Site Recruitments (NEW)

Other Labor Exchange Services (NEW)

Include Job Order Services now assigned automatically by MOSES:

Job Order Contact (exists in MOSES now)

Increase Referrals (exists in MOSES now)

Increase Openings (exists in MOSES now)

Open Job Order (exists in MOSES now)

Close Job Order (exists in MOSES now)

Fully Referred Job Order (exists in MOSES now)

Fully Placed Job Order (exists in MOSES now)
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