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	Staff Procedures

	· Verify job seeker’s right-to-work documents are recorded in CalJOBSSM.
· [bookmark: _GoBack]Ensure job seeker’s CalJOBSSM registration is complete. Note – A completed résumé is not required.
· Interview job seeker to determine eligibility.
· Explain program requirements.
· Obtain approval from job seeker to discuss eligibility criteria with employer.
	· Contact employer and verify eligibility requirements.
· Complete Fidelity Bonding forms.
· Make a copy of Fidelity Bonding forms for office file.
· Mail original forms to  State Bonding Coordinator (SBC).
· Record service and case notes in CalJOBSSM.

	At-Risk Groups*
*Note – Job seekers within the at-risk groups must meet the eligibility criteria, listed below, to receive a fidelity bond

	· Ex-Offenders (parole, probation, arrest or police record).
· Recovering substance abusers; completed rehabilitation for drug/alcohol abuse.
· Welfare recipients.
· Poor credit history/bankruptcy.
· Dishonorable discharge from military.
· Any at-risk or hard to place job seeker.
	· Disadvantaged youth who lack a work history (must be at least 18 years old).
· Anyone not bondable by commercial insurance companies.
· Anyone who cannot obtain a job without bonding.
· Current employees not bondable by their employer’s insurance, and need bonding to secure a promotion within the company or to prevent layoff or termination.

	Job Seeker Eligibility Criteria
	Employer Eligibility Criteria

	· Right-to-work documents verified and posted to CalJOBSSM.
· Not bondable through commercial insurance companies.
· Has a firm job offer with start date of employment.
· The position requires bonding.
· Qualified for the position.
· Federal and state taxes deducted from wages.
· Must be at least 18 years old.
	· Bond must be for a specific position and person.
· Bond must be for a specific amount. 
· Employer is willing to hire an at-risk job seeker.
· Employer must pay wages where federal and state taxes are automatically deducted from paycheck.
· Must also ensure job seeker meets all the job seeker eligibility criteria.

	Current Employee Eligibility Criteria
	State Bonding Coordinator (SBC)

	· Not bondable through commercial insurance.
· Bond is required to retain or remain on the job to prevent layoff.
· Bond is required to secure a transfer or promotion within the same company.
· Effective date of the bond is provided by the employer.
	· SBC E-mail: WSBBonding@edd.ca.gov
· Mail completed bonding forms to:
EDD Workforce Services Division
State Bonding Program Coordinator, MIC 50
P.O. Box 826880
Sacramento, CA 94280-0001
· Fidelity Bonding Forms are located at: 
www.edd.ca.gov
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