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Business Services Plan ATTACHMENT A
2011-2012 Business Services Plan

Plan Assumptions:

Primary markets for Business Services Activities: Manufacturing, Healthcare, Construction, Logistics, Modernized Agriculture, Call Centers (Three alliances have
been created: Manufacturing, Healthcare, and a Financial and Insurance Alliance. Financial and Insurance are integrated into our industry sectors as part of the
supply chain.)

Supporting outreach: Non funded activities such as phone calls, handing out fliers, email blast, in person visits, etc.

Note:
* Items are new activities that have not been used or used on a limited basis
Program Services:
e Manufacturing Skills Standards Council (MSSC) Training:

o Certified Production Technician (CPT) MSSC training teaches and measures skills for advanced and high performance manufacturing through online and instructor led
classes. The classes work to improve both soft skills, such as problem solving, and hard skills such as gathering and analyzing information
while offering nationally recognized certification.

Activity: Certified Production Supporting outreach: By whom & when: Desired outcome:
Training (CPT) MSSC
- Upgrade skills of incumbent and - Email blast - Business Services Team - 4 manufacturing
dislocated production workers in - FVWDB newsletter - 4to 6 times per year companies participate in
safety, quality, manufacturing, and - Job center posters MSSC program for
maintenance - Write grant to support training incumbent workers
- Get testimonials from former - Recruit incumbent
students workers
- Lunch & learn at office - Recruit dislocated
workers
- Cost is $650 per
participant, covered by
grant, if available
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Labor Market Presentations:

e Labor market reports and presentations available to area employers and economic development partners.

Activity: Develop general &
employer specific
reports/presentations

Supporting outreach:

By whom & when:

Desired outcome:

- General LMI presentation with
county specific data

- Employer specific
presentations with regional
data

FVWDB newsletter

Business Services Team calling on
employers — by phone, in person
*LMI lunch & learn events

*LMI brochures

*Media advertising — public service
announcement

- Business Services Team members hold

lunch & learn event twice per year in
respective county

- BST members deliver LMI reports to

employers on as needed basis

- 10 LMI lunch & learn events
in WDA

- Quarterly LMI reports
delivered to employers in
each county

Occupational Projection Data
for New North Region: EMSI

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

- Create and distribute New
North Occupational Projection
data

Distribute to educational entities
(CESAs, K-12, Technical Colleges, 4-
year institutions, Chambers
connections, etc.), guidance
counselors, students and parents
Distribute to attendees of annual New
North Summit

FVWDB newsletter

Business Services Team calling on
employers — by phone, in person

-Business Service Team, 1-2 times per
year as determined by New North ADR
Committee

-Increase awareness of number
of future occupational
openings projected and types
of training needed
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Job Fairs:

e Regional, industry sector, and company specific job fairs to promote openings. In partnership with local colleges, Chambers of Commerce, and other community resources,

FVWDB to partner in job fairs.

Activity: Job Fairs

Supporting outreach:

By whom & when:

Desired outcome:

- Job Seekers connect with -
employers with job openings -

- Employers find workers with -
appropriate skills -

- Allow job seekers a venue to
learn more about effective
career search efforts via job
fair workshops

Email blast

FVWDB newsletter

Job center posters

*Media advertising — public service
announcement

- Business Services Team Members

- One per county per year (partner on
existing fair planning committees or
plan new fairs in counties/cities not
currently hosting a community job fair)

- 20 to 40 employers
participating per job fair,
depending on county

- When possible, generate
funding for fairs or at
minimum have expectation
that fairs will be a break-even

Northeast Wisconsin Business Plan Contest:

o Partner with NEWREP on planning annual Business Plan Contest. Encourages the preparation of business plans for starting businesses, making significant changes to existing

businesses, or launching new products.

Activity: Business Plan Contest

Supporting outreach:

By whom & when:

Desired outcome:

- Contest promotes -
entrepreneurship and awards
startup companies with
funding

- Provide funding sponsorship

- Promote contest to job seekers
via job center activities and
personal connection

FVWDB newsletter

- Vildana Jusic
- One per year

- Promote entrepreneurship to
job seeking population

WIA Funded Training:

e WIA funded training is available to WIA eligible job seekers who qualify for the program. The funding is used to improve and increase job skills for their next employment
opportunity. Employers would list skills needed for future employees; specialized training examples are advanced welding, CNC operator, lean lead facilitator, or CNA.

Activity: Training in occupation
specific skills

Supporting outreach:

By whom & when:

Desired outcome:

- Participants must be eligible -
for WIA program funding -

FVWDB newsletter
Job center posters

- Business Services Team contacting
employers and economic development

- 20% of companies in each
county will be contacted about
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- Employers to list skills needed | - Work with Economic Development partners in their respective counties WIA Training Program
for their organizations partners to identify skills needed - 1000 contacts per year through direct - Spend 5 days per week actively
- *WIA brochures access or by email within the WDA working in assigned
- *Media advertising — public service communities
announcement

On the Job Training (OJT): NEG OJT Grant:

e On-the-Job Training (OJT) is onsite training by an employer who is reimbursed up to 50% of the wage rate of the participant (over a determined period of time) to compensate for
extraordinary costs of training.

Activity: Training in occupation | Supporting outreach: By whom & when: Desired outcome:

specific skills:

- Job Seekers must lack skills - FVWDB newsletter - Business Services Team contacting - 20 companies involved in the
needed to - Business Services Team calling on employers in their respective counties program throughout the WDA
obtain employment with a employers — by phone, in person - 20 contracts per year - Expend 100% of NEG funds
specific - Job center posters
employer - *OJT Brochures

- Participants must be eligible - *Media advertising — public service
for WIA program funding announcement

- Employers must sign OJT
contract and complete monthly
paperwork

Career Changers Network (CCN):

e The Career Changers Network of the Fox Valley Workforce Development Board is a non-profit, all volunteer, job search network group. CCN is for business professionals, at all
levels, that are now un-employed, under-employed, and/or those currently seeking new career opportunities.

Activity: Weekly networking Supporting outreach: By whom & when: Desired outcome:
meetings
- Share job opportunities and - Careerchangers.org web site - Bobbi Miller, Dee Hale and Dick - Continue to serve job seekers
information - FVWDB newsletter Turner will hold meetings in their through providing networking
- Review job search activity and | - Job center posters, calendars at job respective counties opportunities
results with peers centers - Weekly meetings determined by job - Increase presence in counties
- Advice, information and - Business Services brochure seeker participation not currently served — Calumet,
training from guest speakers - Contacts through job center partners Green Lake, Waushara,
- Meet with recruiters, HR - *Media advertising — public service Waupaca
professionals, retired business announcement
associates on to discuss career
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opportunities and strategies
- Encourage networking both

within the group and with

others in the community.

Finance Alliance and Manufacturing Alliance with various subcommittees:

o NEW Manufacturing Alliance - A group of manufacturers working with educational institutions, workforce development boards, chambers of commerce and state organizations to
promote manufacturing in our region.
¢ Finance Alliance — Focus on strengthening connections among participating members and promote careers in this industry sector.

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

- Recognize strengths
and opportunities of
each industry cluster.

- Partner on efforts of
each Alliance to plan
activities in support of
industry.

- Outreach to employers via
personal visits, phone calls and
email.

- Brochures to raise awareness
of Alliance.

- Outreach to K-12 educators
and students.

- Bobbi Miller

- Manufacturing Alliance
- Job Center partners

- K-12 Outreach

Increase awareness of
careers in sector.

Increase training
opportunities through
industry collaboration and
partnership with
educational institutions.
Increased ability to secure
grant funding to offer
additional sector specific
training.

Connect job seekers to jobs
within industry.

Fox Valley Healthcare Alliance and various subcommittees:

e Purpose is to ensure an abundant supply of high quality healthcare professionals in northeast Wisconsin now and in the future by working collaboratively with all stakeholders

(healthcare facilities, educational institutions, public health, workforce development and various other partners).

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

- Recognize strengths and
opportunities of each
healthcare facility and
educational partners.

- Ensure positive clinical
placement experiences
for students and staff by
standardizing forms and
processes.

- Offer hands-on career

Outreach to healthcare facilities and
educational partners through
committee work and via personal
visits, phone calls and email.
Maintenance of FVHCA website
which includes orientation materials,
forms and step by step processes for
students and clinical placement staff.

-Jen Meyer, Health Care Alliance
Committee

Increase awareness of needs
for healthcare facilities and
education and where
improvements can be made.
Increase training opportunities
through industry collaboration
and partnership with
educational institutions and
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experience events for
high school students in
career cluster areas.

- ldentify healthcare
workforce needs specific
to region.

- Outreach to K-12 educators, students,
parents and other partners.

- Conduct employee departure and
retention surveys and healthcare
facility HR surveys on respective
staffing.

reduce wasted clinical
placement time.

- 500 high school students to
attend a 3 hour hands on career
event throughout year.

- Connect job seekers to jobs
within industry.

- Provide real information to
education partners on future
programming needs

Incumbent Worker Training:

o Offer employers financial assistance in training current employees based on WIA eligibility.

Supporting outreach:

By whom & when:

Desired outcome:

Activity:

- Offer training opportunities
to employers.

- Possibility of pooling
employers for training

- FVWDB newsletter
- Business Services Team calling on
employers — by phone, in person

Bobbi Miller, Dee Hale, Dick Turner

Increase skill set of employees
being trained to retain jobs,
increase productivity, increase rate
of pay or job advancement.

Participation in Society for Human Resource Management (SHRM) Fox Cities/Oshkosh/Fond du Lac:

o Partner with local HR professionals on efforts of mutual interest.

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

e Qutreach to Job Centers

- Board Partnership

Employer workshops at local job
centers, job fairs, etc.

- FVWDB newsletter

- Business Services Team calling
on employers — by phone, in
person

Bobbi Miller, Dee Hale, Dick Turner

- Increase two-way
communication about skills
needed from employers in the
area.

- Increase awareness of support
that can be offered by FVWDB,
job centers and partnering
entities

Employer of the Week:

o Allow employers a venue to let job seekers know more about the opportunities at their company.
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Activity:

Supporting outreach:

By whom & when:

Desired outcome:

Displaying company material
at each respective job center
On site recruitment for
participating Employer of the
Week (no charge for 4 hour
block of time)

- FVWDB newsletter

- Business Services Team calling on
employers — by phone, in person, by
email

Bobbi Miller, Dee Hale, Dick Turner, Job
Center Partners

Increased job seeker awareness
of positions available at a
particular company

Increase applicant flow to
participating employer

Allow personal connection
with company representative at
the job center

Increase employer
understanding and support of
job centers

JobFit Employer Training:

o Profiles International offers assessment solutions that enable organizations to select the right people and develop them to their full

including: Pre-screening, Job matching, Onboarding.

potential,

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

Hold employer educational
meetings at each respective job
center

One-on-one employer training
and support for partnering
employers

- FVWDB newsletter

- Business Services Team calling on
employers — by phone, in person, by
email

Bobbi Miller, Dee Hale, Dick Turner

Provide EEO compliant
prescreening tool for employers
who contract for this service
Give employers increased
awareness of soft skill ‘fit’ of
applicants and increase
employee retention

Partnership with local Economic Development Committees:

Gain a better understanding of local ED efforts and support local communities in a responsive, coordinated way.

fi

Activity:

Partner with the
ollowing ED committees:

Supporting outreach:

By whom & when:

Desired outcome:

FCEDP

- Personal connection with local ED

Bobbi Miller, Cheryl Welch, Dee Hale,

Increased partnership with local

- WCEDC representatives Dick Turner ED professionals
- OAEDC - Participation on FVWDB ED - Coordinated outreach efforts
- CHAMCO
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- TRI-COUNTY EDC
- CALUMET CTY EDC
- FCEDC

Committee

and responsiveness to
expansion/retention efforts
within a local area

Executive Pulse Business Retention Visits

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

- Employer visits conducting
retention survey as determined
by local ED committee

- Schedule and conduct retention call on
behalf of local ED partnership

- As needs are identified, connect
employer with local resources to
address areas of concern

Bobbi Miller, Dee Hale and Dick Turner

- Increase participation of
regional retention survey efforts

- ldentify employer needs and
offer solutions or connection to
solutions in the community

Grant Support & Coordination:

e Enhance current services by supporting and coordinating grant efforts with employers, job seekers and community partners.

Activity:

Supporting outreach:

By whom & when:

Desired outcome

- SAGE

- Entrepreneurial Grant

- EISP (Emerging Industries
Skills Partnership — while this
grant has been exhausted,
consider partnership in others
like it)

- ldentify companies that would be
willing to partner on grant
opportunities

- Partner with local community
resources as needed

- Continually look for employer needs
and grants to alleviate those needs

Bobbi Miller, Vildana Jusic, Dee Hale,
Dick Turner

- Coordinate efforts to bring grant
to a successful completion in a
timely manner

- Serve as a liaison between the
grantor and recipients of the
grant

Job Center Management Team:

o Leadership function of local job centers to ensure job center services are offered in a coordinated, collaborative manner.

Activity:

Supporting outreach

By whom & when:

Desired outcome:

- Attend regular mgmt team
meetings at job center

- Identify issues that need to be
discussed as a team

-Engaged DWD in effort to support team
approach to service delivery.

Bobbi Miller, Dee Hale, Dick Turner, Job
Service, DVR, Vets, and other partners

- Find solutions to existing issues

- Look for areas of collaboration
with partner entities

- Provide a framework for job
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- Identify opportunities for new center functions
services that would enhance
those currently offered at the
center in support of employer
or job seeker needs

- Partner to create cross
functional/cross organizational
teams.

Employer Expansion Recruitment Efforts:

o Assist employers in efforts to recruit, interview and select highly qualified candidates.

Activity: Supporting outreach: By whom & when: Desired outcome:

- Assist employer in linking to - Employer newsletter - Bobbi Miller, Dee Hale, Cheryl - Facilitate company expansion
existing resources from the - Personal visits and calls to employers Welch, Dick Turner, Job Center efforts
local job center (for example, | parinership with ED /Chamber partners - Assist employers in finding job

Job Center of Wisconsin,
Employer of the Week, etc.)

- Contract with employer to
provide pre-screening services

professionals seekers with the needed skills
- Educate employers on array of
services offered by FVWDB

Oshkosh Region Innovation Growth Incubator Network (ORIGIN):

¢ An entrepreneurial network of experts and services providing the knowledge and experience that connects business to the right resources when they need them most,
no matter where they are in the business process: the idea stage, a new start-up, an existing business can access the resources.

Activity: Supporting outreach: By whom & When: Desired outcome:
- Discuss ways to better serve -Partner with other members to create | - Cheryl Welch, Dee Hale, ED Partners | - Increase number of
start up organizations opportunity for new business start-ups. entrepreneurial start ups in the
- Investigate (and possibly area
partner on) incubator for start - Connect entrepreneurs with
ups funding resources
- Look for and promote angel
investor network
opportunities




Entrepreneur Connection (E-Connect):

e Provide networking, educational and awareness opportunities to entrepreneurs.

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

Annual Event

FVWDB newsletter & emails

Vildana Jusic

Connect entrepreneurs with
services to support their business.

New North Executive Committee and Board, Co-chair of Attract, Develop, Retain, Diversity Task Force

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

- Create opportunity to link
Economic Development and
Workforce Development to
strengthen the economy

- Jobs Campaign

Alignment of resources between
WDB, technical colleges and
Economic Development

Utilizing LMI for available jobs in
NEW and aligning job seekers to jobs

Cheryl Welch, Executive Committee
and Co-Chair of Task Force

Bobbi Miller sits on ADRD Task
Force

NEW North Ad-hoc, technical
colleges, WDBs, Kathi Seifert
Kickoff at New North Summit

- ldentification of jobs in
Northeast Wisconsin at least
quarterly

- Gainful employment for 1,000
of displaced workers in
FVWDB region of NEW
North

Employer Led Workshops:

o Allow opportunities for job seekers to gain advice from employers.

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

- Mock Interviewing
- Resume Review
- Interview Skills

For job seekers: emails, posters and
word of mouth through job center and
center staff

Bobbi Miller, Dee Hale, Dick Turner,
Job Service, Vets, DVR, others

- Give job seekers current and
accurate information to assist
their job search.

Chic-Fil-A Leadercast:

e A one day leadership event broadcast to hundreds of locations around the world featuring world-renowned speakers, applicable content and an experiential environment
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Activity:

Supporting outreach:

By whom & when:

Desired outcome:

- FVWDB  sponsorship &
coordination
- Partner with SHRM

- Partnership with FVSHRM
- Email notification and invitation

- Bobbi Miller, SHRM

- 100 in attendance for FVWDA

New North:

o A regional nonprofit organization formed to harness and promote the region's resources, talents and creativity for the purposes of sustaining and g rowing

our regional economy.

- Executive Committee

- Business & education

- Regional Dislocated Worker
Strategies

- Other ED initiatives

Growth through industry sector
initiatives.
- Job Campaign

Activity: Supporting outreach: By whom & when: Desired outcome:
- Attract, develop & retain - Task Force Activities -Cheryl Welch, Bobbi Miller, Kathi - Industry sector job growth
(ADR) - Create and support Economic Seifert, - Job Creation

- Alignment of resources
- Decrease skill gap

Fee For Service:

Lean Training Services:

Activity #1: Monthly Lean
Overview

Supporting outreach:

By whom & when:

Desired outcomes:

- Generic — MFG & Service
- Office Lean

- Monthly email blast

-  FVWDB quarterly newsletter
- Word of mouth

- *Deliver in other counties

- Business Services Team
Members
- 10to 12 times per year

- Increased awareness of Lean
training services offered by
FVWDB

- Do Lean Assessment at company
site

- Create and deliver proposal for
Train the Trainer Services

- On site training contract

Activity #2: On Site Lean
Training

Supporting outreach:

By whom & when:

Desired outcomes:

- Training in use of Lean Tools
such as Value Stream Mapping,
5S, Setup Reduction, etc

- FVWDB Web site
- *Cold calling companies
- *Mailing flier with testimonials

- Dee Hale, Bobbi Miller
- Two new companies per
month

- One training event every three
weeks
- $2000 average billing per event
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- Strategic Policy Deployment
Training with company
leadership

Onsite 4.5 hour Lean Overview

- *Media advertisement

Achieve Global Training:

e Helping organizations adapt in a changing economy and marketplace to; work more efficiently, meet the demands of organizational stakeholders, and maintain quality control.

Achieve Global leadership training programs provide organizations with the skills needed to give a company competitive advantage.

Activity: Training

Supporting outreach:

By whom & when:

Desired outcome:

Leadership Training Customer
Service Training

- FVWDB newsletter

- Business Services Team calling on
employers — by phone, in person

- Job center posters

- *Achieve Global Brochures

- *Media advertising

Bobbi Miller, Cheryl Welch

Business Services Team contacting
employers in their respective counties
One company per month

- One training event
every four weeks

- $1000 average billing
per event + cost of
training materials

Employer Space Rental:

Activity:

Supporting outreach:

By whom & when:

Desired outcome:

Renting rooms at each respective
job center

- FVWDB newsletter
- Business Services Team calling on
employers — by phone, in person

Bobbi Miller, Dee Hale, Dick Turner, Job
Center Partners

50 employers will take
advantage of space in Job
Centers per year
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Memorandum of Understanding ATTACHMENT B

Draft - Memorandum of Understanding
Pursuant to the Workforce Investment Act of 1998
For the Fox Cities Workforce Development Center - Comprehensive Job Center

1. Parties: The parties to this Memorandum of Understanding (MOU) are:

This MEMORANDUM OF UNDERSTANDING is made and entered into this___ day of , 2011, by
and between:

a. Fox Valley Workforce Development Board, Inc. (FVWDB) (WIA; SCSEP)
1401 McMahon Dr., Neenah W1 54956
Contact Person: Cheryl Welch, (920) 720-5600; FAX: (920) 720-5606
E-mail: cwelch@FVWDB.com

b. Bill Barribeau, FVWDA Chief LEO
Calumet County Board Chair
N7798 Lakeshore Ln.
Sherwood, WI 54169 (920) 989-2626

C. One-Stop Operator is a consortium of mandatory partners listed here,
including: Job Service, Veteran’s Services, Div. of Vocational Rehabilitation,
Outagamie Co. D.S.S., Fox Valley Technical College and the Fox Valley WDB.

d. Fox Valley Technical College (Adult Basic Education & Family Literacy; Carl Perkins)
1825 N Bluemound Rd., P.O. Box 2277 Appleton, W1 54913-2277
Contact Person: Robert Klein, (920) 735-2456; FAX 9920
E-mail: klein@fvtc.edu

e. Outagamie County Department of Health and Human Services (TANF W-2; FSE&T)
401 South Elm Street, Appleton WI 54911
Contact Person: Amy Roland, (920) 832-2190; FAX (920) 832-4779
E-mail: RolandAM@co.outagamie.wi.us

f. The Wisconsin Dept. of Workforce Development, Division of VVocational
Rehabilitation ((\Vocational Rehabilitation)
349 North Peters Avenue, Fond du Lac, W1 54935
Contact Person: Craig Wehner, (920) 929-3948 FAX: (920)929-2974
E-mail: craig.wehner@dwd.state.wi.us

g. The Wis. Dept. of Workforce Development —Job Service ((Wagner-Peyser; TAA)
1802 Appleton Road, Menasha W1 54952
Contact Person: Mike Irwin, (920) 968-6308; FAX (920) (920) 832-5297
E-mail: Michael.lrwin@dwd.wisconsin.gov

h. The Wis. Dept. of Workforce Development —Veteran’s Services (Veterans Services)
349 North Peters Ave., Fond du Lac WI 54952
Contact Person: Gary, (920) 968-6873; FAX (920) (920) 929-3924
E-mail: Gary.Meyer@dwd.wisconsin.gov
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The information above may be updated as needed by giving written notice to all parties.

2. Services to be provided through the Job Center System:

Describe:

a)

b)

The services/functions provided at each Comprehensive Job Center.

The services provided in the Fox Cities Workforce Development Center include core services, intensive
services and training services. Functions and services which are provided at the FCWDC, including
Core, Intensive and Training, are identified in Attachment 1 - Collaborative Service Plan.

The Core services provided by each partner per their respective program/funding at
Comprehensive Job Center, and the arrangements for providing those services.

The core services provided by each partner per their respective program requirements include, but not
limited to: program eligibility determination, outreach, intake and orientation information, initial skills
assessment, job search and placement assistance, career exploration, supportive service information
and referral. See Attachment 1 -Collaborative Service Plan for universal core service identification.

The Intensive and Training services provided by each partner, where appropriate, at each
Comprehensive Job Center. Intensive services are provided by center partners per their respective
program. Service include, but not limited to, those identified in Attachment 1 - Collaborative Service
Plan.

3. Costs of Services and Operating Costs for the Job Center System:

Describe:

a)

b)

How the costs of such services and the operating costs of the One-Stop delivery system will be
funded. (By Comprehensive Job Center and/or the system within the Workforce Development
Area).

The cost for the services offered is funded through the various partner funding streams for core,
intensive services and training services. Resource Room funding streams include Wagner-Peyser and
WIA. In addition the FCWDC mgt. team administers a center fund for common universal activities. All
partners, through lease agreements contribute to the operation of shared and common space. See
Attachment 2 for budget information provided by partners (where available).

OPTIONAL: Any agreements among WIA partners and/or sub-contractors relating to access of
employer's job openings and job order postings on JobCenterofWisconsin.  None:

4. Methods for Referral of Individuals between One-Stop Operator and the Job Center Partners and
between the Job Center Partners:

Describe:

a.

The methods for referral of individuals between the One-Stop Operator (OSO) and the One-Stop
Partners, for the appropriate services and activities at each Comprehensive Job Center. As the
OSO is a consortium of mandatory partners the customer referral process is essentially the same as
between center partners (see below narrative).

Processes for referral to partners within the Comprehensive Job Center(s):
Referral of Individuals between the one-stop partners, all co-located at the Fox
Cities Workforce Development Center, is as follows. Direct contact among one-stop
partner agencies is the primary means of referral. The staff person usually contacts
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another service providing agency via the internal telephone system and then would walk
the client over to the office of the service providing agency.

A FCWDC resource directory has been developed which includes a listing of various
FCWDC partner services. In addition there is a directory/referral guide for the entire
Goodwill campus (FCWDC is located on this campus) which includes FCWDC services as
well as services provided elsewhere on campus. FCWDC reception desk and resource
room/career center staff are trained and informed of partner services to insure job seekers
can be referred to the proper program. This referral guide listing has been distributed to all
the Center partners and other CBO’s located within the Goodwill complex. This

referral listing provides a complete listing of programs offered and provides specific
contact names and telephone numbers. There are numerous contacts listed, complete with
agency name, contact name, telephone number, and special requirements.

Those referrals outside the center are usually accomplished via a telephone call. This
seems to be the quickest and most efficient means to link the customer to the desired
service provider. FCWDC staff also utilize the United Way 211 system for customer
referral to services elsewhere in the community.

One-stop partner programs funded by the Department of Labor (DOL) will provide
Veteran’s and eligible spouses priority of service in accordance with the Jobs for
Veteran’s Act (PL107-288).

c. OPTIONAL: Any special agreements for confidentiality and data sharing.
None

5. Duration, Dispute Resolution, Withdrawal, Amendment and Severability:

a) Duration: This MOU shall remain in effect until terminated by the repeal of the Workforce Investment
Act of 1998 (WIA), otherwise by action of law, or in accordance with this section.

b) Dispute Resolution: The process for dispute resolution should describe the following: a)
Withdrawal from the MOU - length of notice required before withdrawal; process for notifying all
parties; and detail on what does remain in effect if any partner withdraws; b) Resolution of
disputes; c) Amendment of the MOU; and d) Severability of the MOU.

a.) Withdrawal: Any party may withdraw from this MOU by giving written notice of

intent to withdraw at least 120 calendar days in advance of the effective withdrawal date.

Notice of withdrawal shall be given to all parties at the addresses shown in Section 1 of this MOU, and
to the contact persons so listed, considering any information updates received by the parties pursuant to
Section 1. Should any Job Center Partner withdraw, the MOU shall remain in effect with respect to other
remaining Job Center Partners until the MOU is renegotiated.

b.) Disputes: Disputes arising from this MOU shall be discussed by center partners and
will attempt to resolve the issue through a timely, collegial process by which to hear
and resolve the concerns of the individual partners.

c.) Amendments: The MOU may be amended at any time by written agreement of the parties.
Assignment of responsibilities under this MOU by any of the parties shall be effective upon written
notice to the other parties.
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d.) Severability: If any part of this MOU is found to be null and void, or is otherwise stricken, the rest
of this MOU shall remain in force.

6. Other provisions:

a) Any partner that delivers service to business shall participate in the development and implementation of
the Comprehensive Job Center’s Business Services Plan and the Business Services Team.

b) Any other provisions as determined locally. None
7. Attachments:
a) Attach other documents that are references in this MOU.
Attachment 1. — Collaborative service plan
Attachment 2 - Center budget for funding of services (where available)
8. Authority and Signatures:
The individuals signing below have the authority to commit the party they represent to the terms of the MOU,
and do so commit by signing below. Each signatory also agrees to work towards Job Center system measures

and program performance measures.

FOR THE FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.

Signature Date
Cheryl Welch, CEO

FOR THE CHIEF LOCAL ELECTED OFFICIAL

Signature Date
Bill Barribeau, FVWDA Chief LEO & Calumet County Board Chair

FOR THE One-Stop Operator (insert name of) Consortium of mandatory partners whose
signatures are affixed on this document.

FOR THE FOX VALLEY TECHNICAL COLLEGE

Signature Date
Dr. Susan May, President

FOR THE DWD JOB SERVICE

Signature Date
Michael Irwin, WDA District Director
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FOR THE DWD DIVISION OF VOCATIONAL REHABILITATION

Signature Date
Craig Wehner, WDA District Director

FOR THE DWD VETERANS SERVICES

Signature Date
Gary Meyer, Regional Supervisor

FOR THE OUTAGAMIE COUNTY DEPT. OF HEALTH & HUMAN SERVICES

Signature Date
Rosemary Davis, Director
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MOU: Collaborative Service Plan Attachment 1
DRAFT For July 1, 2011 — June 30, 2013

How services will be provided at each comprehensive Job Center.
Location of site: FOX CITIES WORKFORCE DEVELOPMENT CENTER
COMPREHENSIVE JOB CENTER

Function/Service

Which Agency Will Do What?

Agency

Core Services (universal)
RESOURCE ROOM

WIA subcontracted staff (WEINC) and
Job Service staff are responsible for
staffing the FCWDC Resource
Room/Career Center. Core services
provided include: basic triage assessment,
referral to partner programs(including
basic eligibility and info on partner
programs), job search assistance , career
exploration, provision of LMI through
Worknet and WisCareers, providing
assistance with resume & cover letters, pc
based tutorials, access to DVDs, books
etc.. Ul information/access is provided.

WIA (WEINC)/Job Service

Core Services (universal)
Career Counseling
KeyTrain/Workkeys/NCRC

Career Counseling Services are offered to
a universal population by the DWD Job
Service Counselor. FVTC provides these
services to the general public by referral
to the main campus. In addition

The general public can access
WorkKeys/KeyTrain to acquire the
National Career Readiness Certificate.

Job Service/FVTC

Core Services (universal)
Workshops/Networking

WIA subcontracted staff provide basic
computer skills and Job Seeking skills
workshops as well as & job seeking
workshops offered via video from
throughout Wisonsin. In addition weekly
networking workshops are available
through Career Changers on-site
meetings and referral to the FVTC
campus Job Seekers Network.

WIA/FVTC/Job Service

(universal)
GED/HSED/ Adult Basic
Education

Fox Valley Technical College provides
on-site assistance for general public
individuals seeking their GED/HSED or
to improve their basic education skills.

FVTC

(universal)
Financial Counseling

FISC, which is part of Goodwill
Industries is co-located in the same
building as the FCWDC and provides
financial counseling workshops. English
and Spanish versions of the FDIC Money
Smart Tutorials as well as the DWD
“Your Financial Future” DVD are
available on a daily basis in the FCWDC
Resource Room/Career Center.

WIA &
Job Service
Resource Room/FISC
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Function/Service

Continued from previous page
Which Agency Will Do What?

Agency

Marketing

WDA Business Services team will be
responsible for marketing center services
to employers. A minimal level of
marketing will be aimed at job seekers
through center website, brochures etc.

FVWDB/Job Service/Veterans
DVR/FVTC

Intensive Services
(targeted)
Intake/Case Management

All partners conduct program specific
intake and case management services for
their specific program(s). Partners
provide comprehensive and specialized
assessments, identify employment
barriers, develop employment plans and
provide short term prevocational services
for targeted populations as well as
referral to training services.

All Partners
WIA/TANF/TAA/VETERANS/
DVR/ SENIOR EMP. PROG

Training Services
(targeted)

All partners provide some type of training
services for targeted populations,
including occupational classroom
training, skill upgrading and retraining,
customized training, on-the job training
and work experience opportunities.

All Partners
WIA/TANF/TAA/VETERANS/
DVR/ SENIOR EMP. PROG

Business Services (list
them)

Prescreening, Accepting Job
Applications, Workshops, Meeting Room
Rentals, Labor Law Clinics, Job Fairs,
Background Checks, Reference Checks
etc. Small Bus. Dev. technical assistance
& loans by referral.

FVWDB!/ Job Service/Veterans
DVR/FVTC.
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DRAFT Memorandum of Understanding
Pursuant to the Workforce Investment Act of 1998
For the FOND DU LAC AREA JOB & CAREER CENTER - Comprehensive Job Center

1. Parties: The parties to this Memorandum of Understanding (MOU) are:

This MEMORANDUM OF UNDERSTANDING is made and entered into this___ day of , 2011, by
and between:

a. Fox Valley Workforce Development Board, Inc. (FVWDB) (WIA; SCSEP)
1401 McMahon Dr., Neenah W1 54956
Contact Person: Cheryl Welch, (920) 720-5600; FAX: (920) 720-5606
e-mail: cwelch@FVWDB.com

b. Bill Barribeau, FVWDA Chief LEO
Calumet County Board Chair
N7798 Lakeshore Ln.
Sherwood, WI 54169 (920) 989-2626

C. One-Stop Operator is a consortium of mandatory partners listed here,
including: DWD -Job Service, DWD -Veteran’s Services, DWD -Div. of Vocational
Rehabilitation, Moraine Park Technical College and the Fox Valley WDB.

d. Moraine Park Technical College (Adult Basic Education & Family Literacy; Carl Perkins)
235 North National Avenue, P.O. Box 1940, Fond du Lac, W1 54936-1940
Contact Person(s): JoAnn Hall, (920) 924-3299 FAX (920) 924-3124
E-mail: jhall@morainepark.edu
Sandra Huenink (920) 924-3130 FAX (920) 924-3117
E-mail: shuenink@morainepark.edu

e. The Wisconsin Dept. of Workforce Development, Division of VVocational
Rehabilitation ((Vocational Rehabilitation)
349 North Peters Avenue, Fond du Lac, W1 54935
Contact Person: Craig Wehner, (920) 929-3948 FAX: (920)929-2974
E-mail: craig.wehner@dwd.state.wi.us

f. The Wis. Dept. of Workforce Development —Job Service ((Wagner-Peyser; TAA)
349 North Peters Avenue, Fond du Lac, WI 54935
Contact Person: Mike Irwin, (920) 968-6308; FAX (920) (920) 832-5297
E-mail: Michael.lrwin@dwd.wisconsin.gov

g.  The Wis. Dept. of Workforce Development —Veteran’s Services (Veterans Services)
349 North Peters Ave., Fond du Lac W1 54952
Contact Person: Gary Meyer, (920) 968-6873; FAX (920) (920) 929-3924
E-mail: Gary.Meyer@dwd.wisconsin.gov

The information above may be updated as needed by giving written notice to all parties.
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2. Services to be provided through the Job Center System:

Describe:

a)

b)

The services/functions provided at each Comprehensive Job Center.

The services provided in the Fond du Lac Area Job & Career Center (FDL J&CC) include core services,
intensive services and training services. Functions and services which are provided at the FDL J&CC,
including Core, Intensive and Training, are identified in Attachment 1 - Collaborative Service Plan.

The Core services provided by each partner per their respective program/funding at
Comprehensive Job Center, and the arrangements for providing those services.

The core services provided by each partner per their respective program requirements include, but not
limited to: program eligibility determination, outreach, intake and orientation information, initial skills
assessment, job search and placement assistance, career exploration, supportive service information
and referral. See Attachment 1 -Collaborative Service Plan for universal core service identification.

The Intensive and Training services provided by each partner, where appropriate, at each
Comprehensive Job Center. Intensive services are provided by center partners per their respective
program. Services include, but not limited to, those identified in Attachment 1 - Collaborative Service
Plan.

3. Costs of Services and Operating Costs for the Job Center System:

Describe:

a)

b)

How the costs of such services and the operating costs of the One-Stop delivery system will be
funded. (By Comprehensive Job Center and/or the system within the Workforce Development
Area).

The cost for the services offered are funded through the various partner funding streams for core,
intensive services and training services. Resource Room funding streams include Wagner-Peyser and
WIA. In addition the FDL J&CC mgt. team administers a center fund for common universal activities. All
partners, through lease agreements contribute to the operation of shared and common space. See
Attachment 2 for budget information provided by partners (where available).

OPTIONAL: Any agreements among WIA partners and/or sub-contractors relating to access of
employer's job openings and job order postings on JobCenterofWisconsin.  None:

4. Methods for Referral of Individuals between One-Stop Operator and the Job Center Partners and
between the Job Center Partners:

Describe:

a.

The methods for referral of individuals between the One-Stop Operator (OSO) and the One-Stop
Partners, for the appropriate services and activities at each Comprehensive Job Center. As the
OSO0 is a consortium of mandatory partners the customer referral process is essentially the same as
between center partners (see below narrative).

Processes for referral to partners within the Comprehensive Job Center(s):

Referral of Individuals between the one-stop partners, all co-located at the Fond du Lac
Area Job & Career Center is as follows. Direct contact among one-stop partner agencies
is the primary means of referral. The staff person usually contacts another service
providing agency via the internal telephone system and then would walk the client over
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C.

to the office of the service providing agency.

A FDL J&CC resource directory has been developed which includes a listing of various
FDL J&CC partner services. FDL J&CC reception desk and resource room/career center
staff are trained and informed of partner services to insure job seekers can be referred to
the proper program/service. This referral guide listing has been distributed to all

the Center partners. This referral listing provides a complete listing of programs offered,
complete with any special requirements.

Those referrals outside the center are usually accomplished via a telephone call. This
seems to be the quickest and most efficient means to link the customer to the desired
service provider. FDL J&CC staff also utilize the United Way 211 system for customer
referral to services elsewhere in the community.

One-stop partner programs funded by the Department of Labor (DOL) will provide
Veteran’s and eligible spouses priority of service in accordance with the Jobs for
Veteran’s Act (PL107-288).

OPTIONAL: Any special agreements for confidentiality and data sharing.
None

5. Duration, Dispute Resolution, Withdrawal, Amendment and Severability:

a)

b)

Duration: This MOU shall remain in effect until terminated by the repeal of the Workforce Investment
Act of 1998 (WIA), otherwise by action of law, or in accordance with this section.

Dispute Resolution: The process for dispute resolution should describe the following: a)
Withdrawal from the MOU - length of notice required before withdrawal; process for notifying all
parties; and detail on what does remain in effect if any partner withdraws; b) Resolution of
disputes; ¢) Amendment of the MOU; and d) Severability of the MOU.

a.) Withdrawal: Any party may withdraw from this MOU by giving written notice of intent to
withdraw at least 120 calendar days in advance of the effective withdrawal date. Notice of withdrawal
shall be given to all parties at the addresses shown in Section 1 of this MOU, and to the contact persons
so listed, considering any information updates received by the parties pursuant to Section 1. Should any
Job Center Partner withdraw, the MOU shall remain in effect with respect to other remaining Job Center
Partners until the MOU is renegotiated.

b.) Disputes: Disputes arising from this MOU shall be discussed by center partners and
will attempt to resolve the issue through a timely, collegial process by which to hear
and resolve the concerns of the individual partners.

c.) Amendments: The MOU may be amended at any time by written agreement of the parties.
Assignment of responsibilities under this MOU by any of the parties shall be effective upon written
notice to the other parties.

d.) Severability: If any part of this MOU is found to be null and void, or is otherwise stricken, the rest
of this MOU shall remain in force.

6. Other provisions:
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a) Any partner that delivers service to business shall participate in the development and implementation of
the Comprehensive Job Center’s Business Services Plan and the Business Services Team.

b) Any other provisions as determined locally. None
7. Attachments:
a. Attach other documents that are references in this MOU.

Attachment 1. — Collaborative service plan

Attachment 2 - Center budget for funding of services (where available)
8. Authority and Signatures:
The individuals signing below have the authority to commit the party they represent to the terms of the MOU,
and do so commit by signing below. Each signatory also agrees to work towards Job Center system measures

and program performance measures.

FOR THE FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.

Signature Date
Cheryl Welch, CEO

FOR THE CHIEF LOCAL ELECTED OFFICIAL

Signature Date
Bill Barribeau, FVWDA Chief LEO & Calumet County Board Chair

FOR THE One-Stop Operator (insert name of) OSO is a consortium of mandatory partners
whose signatures are affixed on this document.

FOR THE MORAINE PARK TECHNICAL COLLEGE

Signature Date
Dr. Sheila K. Ruhland, President

FOR THE DWD JOB SERVICE

Signature Date
Michael Irwin, WDA District Director

FOR THE DWD DIVISION OF VOCATIONAL REHABILITATION

Signature Date
Craig Wehner, WDA District Director
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FOR THE DWD VETERANS SERVICES

Signature
Gary Meyer, Regional Supervisor

Date
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MOU: Collaborative Service Plan Attachment 1
DRAFT For July 1, 2011 — June 30, 2013
How services will be provided at each comprehensive Job Center.

Location of site: FOND DU LAC AREA JOB & CAREER CENTER (FDL J&CC)
COMPREHENSIVE JOB CENTER

Function/Service

Which Agency Will Do What?

Agency

Core Services (universal)
RESOURCE ROOM

WIA subcontracted staff (WEINC) and
Job Service staff are responsible for
staffing the FDL J&CC Resource
Room/Career Center. Core services
provided include: basic triage
assessment, referral to partner
programs(including basic eligibility and
info on partner programs), job search
assistance , career exploration, provision
of LMI through Worknet and
WisCareers, providing assistance with
resume & cover letters, pc based
tutorials, access to DVDs, books etc.. Ul
information/access is provided.

WIA (WEINC)/Job Service

Core Services (universal)
Career Counseling
WorkKeys/KeyTrain/NCRC

Career Counseling Services are offered
to a universal population by the DWD
Job Service Counselor. Moraine Park
Technical College provides these
services to the general public by referral
to the main campus. In addition the
universal customer can access
WorkKeys/KeyTrain to acquire a
National Career Readiness Certificate
(NCRC).

Job Service/MPTC

Core Services (universal)
Workshops/Job Club

FDL County D.S.S. and UW-Extension
staff provides workshops for the public
on life skills and money
management.WIA subcontracted staff
provide basic computer skills
workshops. Job Seeking skills
workshops are provided by WIA
subcontracted staff primarily from the
Fox Cities WDC via video. The FDL
J&CC accesses video based workshops
from throughout Wisconsin.

FDL D.S.S/UW-
Extension/WIA/Job Service

(universal)
GED/HSED/ Adult Basic
Education

Moraine Park Technical College
provides on-site assistance for general
public individuals seeking their
GED/HSED, improve skills for
employment, prepare for college or
receive assistance with their college
courses.

MPTC
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Function/Service

Continued from previous page
Which Agency Will Do What?

Agency

(universal)
Financial Counseling

As previously mentioned the UW-
Extension provides money management
workshops. English and Spanish
versions of the FDIC Money Smart
Tutorials as well as the DWD “Your
Financial Future” DVD are available on
a daily basis in the FCWDC Resource
Room/Career Center.

WIA &
Job Service
Resource Room/UW-Extension

Marketing

WDA Business Services team will be
responsible for marketing center
services to employers. A minimal level
of marketing will be aimed at job
seekers through center website,
brochures etc.

FVWDB/Job Service/Veterans
DVR/MPTC

Intensive Services (targeted)
Intake/Case Management

All partners conduct program specific
intake and case management services
for their specific program(s). Partners
provide comprehensive and specialized
assessments, identify employment
barriers, develop employment plans and
provide short term prevocational
services for targeted populations as well
as referral to training services.

All Partners
WIA/ITAA/VETERANS/
DVR/ SENIOR EMP. PROG

Training Services
(targeted)

All partners provide some type of
training services for targeted
populations, including occupational
classroom training, skill upgrading and
retraining, customized training, on-the
job training and work experience
opportunities.

All Partners
WIA/TAA/VETERANS/
DVR/ SENIOR EMP. PROG

Business Services (list
them)

Prescreening, Accepting Job
Applications, Workshops, Meeting
Room Rentals, Labor Law Clinics, Job
Fairs, Background Checks, Reference
Checks etc. Small Bus. Dev. technical
assistance & loans by referral.

FVWDB/ Job Service/Veterans
DVR/MPTC.
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DRAFT Memorandum of Understanding
Pursuant to the Workforce Investment Act of 1998
For the OSHKOSH AREA WORKFORCE DEVELOPMENT CENTER
Comprehensive Job Center

1. Parties: The parties to this Memorandum of Understanding (MOU) are:

This MEMORANDUM OF UNDERSTANDING is made and entered into this___ day of , 2011, by
and between:

a. Fox Valley Workforce Development Board, Inc. (FVWDB) (WIA; SCSEP)
1401 McMahon Dr., Neenah W1 54956
Contact Person: Cheryl Welch, (920) 720-5600; FAX: (920) 720-5606
e-mail: cwelch@FVWDB.com

C. Bill Barribeau, FVWDA Chief Local Elected Official (LEO)
Calumet County Board Chair
N7798 Lakeshore Ln.
Sherwood, W1 54169 (920) 989-2626

h. One-Stop Operator is a consortium of mandatory partners listed here,
including: DWD-Job Service, DWD-Veteran’s Services, DWD-Div. of Vocational
Rehabilitation, Winnebago Co. Dept. of Human Services and the Fox Valley WDB.

i. Winnebago County Department of Human Services (TANF; FSE&T)
220 Washington Ave., P.O. Box 2187, Oshkosh W1 54903-2187
Contact Person: Ann Kriegel (920) 236-4620 FAX (920) 303-4792

E-mail: Akriegel@county.winnebago.wi.us

J. The Wisconsin Dept. of Workforce Development, Division of VVocational
Rehabilitation ((\Vocational Rehabilitation)
349 North Peters Avenue, Fond du Lac, W1 54935
Contact Person: Craig Wehner, (920) 929-3948 FAX: (920)929-2974
E-mail: craig.wehner@dwd.state.wi.us

k. The Wis. Dept. of Workforce Development —Job Service ((Wagner-Peyser; TAA)
1802 Appleton Road, Menasha W1 54952
Contact Person: Mike Irwin, (920) 968-6308; FAX (920) (920) 832-5297
E-mail: Michael.lrwin@dwd.wisconsin.gov

l. The Wis. Dept. of Workforce Development —Veteran’s Services (Veterans Services)
349 North Peters Ave., Fond du Lac W1 54952
Contact Person: Gary Meyer, (920) 968-6873; FAX (920) (920) 929-3924
E-mail: Gary.Meyer@dwd.wisconsin.gov
The information above may be updated as needed by giving written notice to all parties.
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2. Services to be provided through the Job Center System:

Describe:

a)

b)

The services/functions provided at each Comprehensive Job Center.

The services provided in the Oshkosh Area Workforce Development Center (OAWDC) include core
services, intensive services and training services. Functions and services which are provided at the
OAWDC including Core, Intensive and Training, are identified in Attachment 1 - Collaborative Service
Plan.

The Core services provided by each partner per their respective program/funding at
Comprehensive Job Center, and the arrangements for providing those services.

The core services provided by each partner per their respective program requirements include, but not
limited to: program eligibility determination, outreach, intake and orientation information, initial skills
assessment, job search and placement assistance, career exploration, supportive service information
and referral. See Attachment 1 -Collaborative Service Plan for universal core service identification.

The Intensive and Training services provided by each partner, where appropriate, at each
Comprehensive Job Center. Intensive services are provided by center partners per their respective
program. Services include, but not limited to, those identified in Attachment 1 - Collaborative Service
Plan.

3. Costs of Services and Operating Costs for the Job Center System:

Describe:

a)

b)

How the costs of such services and the operating costs of the One-Stop delivery system will be
funded. (By Comprehensive Job Center and/or the system within the Workforce Development
Area).

The cost for services offered is funded through the various partner funding streams for core, intensive
services and training services. Resource Room funding streams include Wagner-Peyser, WIA and
Winnebago Co. In addition the OAWDC mgt. team administers a center fund for common universal
activities. All partners, through lease agreements contribute to the operation of shared and common
space. See Attachment 2 for budget information provided by partners (where available).

OPTIONAL: Any agreements among WIA partners and/or sub-contractors relating to access of
employer's job openings and job order postings on JobCenterofWisconsin.  None:

4. Methods for Referral of Individuals between One-Stop Operator and the Job Center Partners and
between the Job Center Partners:

Describe:

a.

The methods for referral of individuals between the One-Stop Operator (OSO) and
the One-Stop Partners, for the appropriate services and activities at each
Comprehensive Job Center. As the OSO is a consortium of mandatory partners the
Customer referral process is essentially the same as between center partners (see
below narrative).

Processes for referral to partners within the Comprehensive Job Center(s):

Referral of Individuals between the one-stop partners, all co-located at the Oshkosh Area
Workforce Development Center is as follows. Direct contact among one-stop partner
agencies is the primary means of referral. The staff person usually contacts another

87



C.

5.

a)

b)

service providing agency via the internal telephone system and then would walk the
client over to the office of the service providing agency.

An OAWNDC resource directory has been developed which includes a listing of various
OAWDC partner services. The OAWDC reception desk and resource room/career
Center staff are trained and informed of partner services to insure job seekers can be
referred to the proper program/service. This referral guide listing has been distributed to
all the Center partners. This referral listing provides a complete listing of programs
offered, complete with any special requirements.

Those referrals outside the center are usually accomplished via a telephone call. This
seems to be the quickest and most efficient means to link the customer to the desired
service provider. OAWDC staff also utilize the United Way 211 system for customer
referral to services elsewhere in the community.

One-stop partner programs funded by the Department of Labor (DOL) will provide
Veteran’s and eligible spouses priority of service in accordance with the Jobs for
Veteran’s Act (PL107-288).

OPTIONAL: Any special agreements for confidentiality and data sharing.
None.

Duration, Dispute Resolution, Withdrawal, Amendment and Severability:

Duration: This MOU shall remain in effect until terminated by the repeal of the Workforce Investment
Act of 1998 (WIA), otherwise by action of law, or in accordance with this section.

Dispute Resolution: The process for dispute resolution should describe the following: a)
Withdrawal from the MOU - length of notice required before withdrawal; process for notifying all
parties; and detail on what does remain in effect if any partner withdraws; b) Resolution of
disputes; c) Amendment of the MOU; and d) Severability of the MOU.

a.) Withdrawal: Any party may withdraw from this MOU by giving written notice of

intent to withdraw at least 120 calendar days in advance of the effective withdrawal date.

Notice of withdrawal shall be given to all parties at the addresses shown in Section 1 of this MOU, and
to the contact persons so listed, considering any information updates received by the parties pursuant to
Section 1. Should any Job Center Partner withdraw, the MOU shall remain in effect with respect to other
remaining Job Center Partners until the MOU is renegotiated.

b.) Disputes: Disputes arising from this MOU shall be discussed by center partners and
will attempt to resolve the issue through a timely, collegial process by which to hear
and resolve the concerns of the individual partners.

c.) Amendments: The MOU may be amended at any time by written agreement of the parties.
Assignment of responsibilities under this MOU by any of the parties shall be effective upon written
notice to the other parties.

d.) Severability: If any part of this MOU is found to be null and void, or is otherwise stricken, the rest
of this MOU shall remain in force.
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6. Other provisions:

a) Any partner that delivers service to business shall participate in the development and
implementation of the Comprehensive Job Center’s Business Services Plan and the Business
Services Team.
b) Any other provisions as determined locally. None
7. Attachments:

a. Attach other documents that are references in this MOU.
Attachment 1. — Collaborative service plan
Attachment 2 - Center budget for funding of services (when available)

8. Authority and Signatures:

The individuals signing below have the authority to commit the party they represent to the terms of the MOU,
and do so commit by signing below. Each signatory also agrees to work towards Job Center system measures
and program performance measures.

FOR THE FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.

Signature Date
Cheryl Welch, CEO

FOR THE CHIEF LOCAL ELECTED OFFICIAL

Signature Date
Bill Barribeau, FVWDA Chief LEO & Calumet County Board Chair

FOR THE One-Stop Operator (insert name of)
OSO is a consortium of mandatory partners whose signatures are
affixed on this document.

FOR THE WINNEBAGO DEPT. OF HUMAN SERVICES

Signature Date
L. William Topel, Psy.D., Director

FOR THE DWD JOB SERVICE

Signature Date
Michael Irwin, WDA District Director
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FOR THE DWD DIVISION OF VOCATIONAL REHABILITATION

Signature Date
Craig Wehner, WDA District Director

FOR THE DWD VETERANS SERVICES

Signature Date
Gary Meyer, Regional Supervisor
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MOU: Collaborative Service Plan

Attachment 1

DRAFT For July 1, 2011 — June 30, 2013

How services will be provided at each comprehensive Job Center.
Location of site: OSHKOSH AREA WORKFORCE DEVELOPMENT CENTER

COMPREHENSIVE JOB CENTER

Function/Service

Which Agency Will Do What?

Agency

Core Services (universal)
RESOURCE ROOM

WIA subcontracted staff (WEINC) and
Job Service staff are responsible for
staffing the Oshkosh Area Workforce
Development Center(OAWDC)
Resource Room/Career Center. Core
services provided include: basic triage
assessment, referral to partner
programs(including basic eligibility and
info on partner programs), job search
assistance , career exploration,
provision of LMI through Worknet and
WisCareers, providing assistance with
resume & cover letters, pc based
tutorials, access to DVDs, books etc..
Ul information/access is provided.

WIA (WEINC)/Job Service

Core Services (universal)
Career Counseling
WorkKeys/KeyTrain/NCRC

Career Counseling Services are offered
to a universal population by the DWD
Job Service Counselor. Fox Valley
Technical College provides these
services to the general public by referral
to one of their campuses. The general
public can access WorkKeys/KeyTrain
to acquire the National Career
Readiness Certificate.

Job Service/MPTC

Core Services (universal)
Workshops/Job Club

WIA and TANF contracted staff
provide job seeking workshops.WIA
subcontracted staff provide basic
computer skills workshops. Winnebago
Co. TANF contracted staff provide job
club services.

WIA/TANF contracted staff

(universal)
Financial Counseling

UW-Extension staff will provide money
management workshops if there is
sufficient interest. English and Spanish
versions of the FDIC Money Smart
Tutorials as well as the DWD “Your
Financial Future” DVD are available on
a daily basis in the FCWDC Resource
Room/Career Center.

WIA &
Job Service
Resource Room/UW-Extension
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Function/Service

Continued from previous page
Which Agency Will Do What?

Agency

Marketing

WDA Business Services team will be
responsible for marketing center
services to employers. A minimal level
of marketing will be aimed at job
seekers through center website,
brochures etc.

FVWDB/Job Service/Veterans
DVR/FVTC

Intensive Services (targeted)
Intake/Case Management

All partners conduct program specific
intake and case management services
for their specific program(s). Partners
provide comprehensive and specialized
assessments, identify employment
barriers, develop employment plans and
provide short term prevocational
services for targeted populations as well
as referral to training services.

All Partners

WIA/TANF-
FSE&T/TAA/NVETERANS/
DVR/ SENIOR EMP. PROG

Training Services
(targeted)

All partners provide some type of
training services for targeted
populations, including occupational
classroom training, skill upgrading and
retraining, customized training, on-the
job training and work experience
opportunities.

All Partners
WIA/TAA/TANF/FSE&T/VETERANS/
DVR/ SENIOR EMP. PROG

Business Services (list
them)

Prescreening, Accepting Job
Applications, Workshops, Meeting
Room Rentals, Labor Law Clinics, Job
Fairs, Background Checks, Reference
Checks etc. Small Bus. Dev. technical
assistance & loans by referral.

FVWDBY/ Job Service/Veterans
DVR/FVTC.
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Fox Valley WDA One-Stop Comprehensive and Affiliated Sites

ATTACHMENT C

FOX CITIES WORKFORCE
DEVELOPMENT CENTER
1802 Appleton Road

Menasha, WI 54952

(920) 997-3273 FAX

(920) 997-3272

No Manager, One stop Operator is
consortium of mandatory partners

WI DWD Job Service

WI DWD Veteran’s

WI DWD DVR

FVWDB WIA contractors

Fox Valley Tech. College
Outagamie D.S.S. W2 contractors
New Curative Title V

WAUPACA AREA

JOB & CAREER CENTER
1979 Godfrey Drive
Waupaca, W1 54981

(715) 258-8832

(715) 258-6997 FAX

No Manager, One stop Operator is
consortium of mandatory partners

Fox Valley Tech. College
FVWDB WIA Ad/DW contractor

FOND DU LACA AREA
JOB & CAREER CENTER
349 N. Peters Ave.

Fond du Lac, WI 54935
(920) 929-3924

No Manager, One stop Operator
is consortium of mandatory partners

WI DWD Job Service

WI DWD Veteran’s

WI DWD DVR

FVWDB WIA contractors
Moraine Park Tech. College

BERLIN JOB CENTER
237 Broadway Suite C
Berlin, W1 54923

(920) 361-3400

(920) 361-1164 FAX

No Manager, One stop Operator is
consortium of mandatory partners

FVWDB WIA contractors

OSHKOSH AREA
WORKFORCE DEV. CENTER
315 Algoma Blvd.

Oshkosh, WI 54901

(920) 424-2059 FAX

(920) 232-6200

No Manager, One stop Operator is
consortium of mandatory partners

WI DWD Job Service

WI DWD DVR

FVWDB WIA contractors
Winnebago Co. D.S.S.

WAUSHARA COUNTY JOB
CENTER

205 East Main Street
Wautoma, WI 54982

(920) 787-3338

(920) 787-7873

No Manager, One stop Operator is
consortium of mandatory partners

WI DWD DVR
FVWDB WIA contractors
Forward Service Corp. W2
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Technical Support Plan ATTACHMENT D

Provide a summary, and include copies, or, list hypertext links of any area's technical assistance and training
materials being used to train WIA staff, other WIA partner's staff and WIA training providers.

WIA program management staff are provided Department of Labor Training and Employment Guidance Letters, and
DWD Administrative Memos and Policy Updates. Policy and Procedure Manuals from DWD are available electronically
and in hard copy at the FVWDB administrative office. Additional technical assistance is requested from DWD for staff as
needed (this has been mainly through Local Program Liaison). When new programming other than WIA is introduced,
informational meetings are provided to staff. FVWDB administration meets with partner agencies no less than two times
per year to discuss programming and services.

WIA program management staff provide technical assistance to subcontractors through bi-monthly case management
meetings. Participants include the business service team members, case managers, subcontractor directors, FVWDB
administration and others based on agenda items. FVWDB program management staff provide WIA policy and guideline
binders as a case management resource tool and is updated as needed. FVWDB website provides a portal for information
that can be accessed at any time. FVWDB staff is readily available to provide technical assistance.

Information received from the Wisconsin Workforce Development Association — Executive Committee (WWDA-EC)
ASSET Users’ Group and the Business Services Group is provided to staff, partners and contractors as needed. These
groups provide technical information, which is then given to all subcontractors and partner agencies when appropriate.

FVWDB website at www.foxvalleywork.org provides pertinent information about FVWDB and WIA programs. All local
policies will be available on the website by January 1, 2012.

Recently, all Business Service partners identified their respective services and programs as shown below.
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Universal Access ATTACHMENT E

WDBs should:

e Provide results of an annual assessment to measure Universal access that includes communication, physical
and programmatic accessibility. (Suggested methodology is to implement the WIA 188 checklist.) Provide
a corrective action plan regarding any deficits in the Universal Access assessment.

In October 2010 the FVWDA Disability Program Navigator (DPN) conducted a review of the accessibility of the
Fox Cities WDC, the Oshkosh WDC and the Fond du Lac Job & Career Center. The management teams of each
of the above centers are in the process of reviewing this report and implementing recommendations. In addition,
as the DPN position is no longer funded (and is often mentioned as the contact in the sec. 188 checklist review)
the management teams are working with the DVR to see if they are willing to assume the contact role described in
the sec. 188 checklist review. In addition both the Fox Cities and Oshkosh WDC have disability accessible
workstations for individuals who need them.

e Provide an assessment on strategies to improve programming and services to high risk populations.
(Assessment strategies will focus on the following areas: attendance/enrollment in WIA programs by high
risk populations, effectiveness and demand for core/auxiliary programming services and participation in
economic growth initiatives.)

The centers provide feedback mechanism including customer satisfaction surveys (including the ability to make
additional comments on services received) for those accessing core universal services. This information is used by
the center management teams to access the effectiveness and demand for core universal services.

The FVWDB WIA contracts for Adult/Dislocated Worker and Youth Services require specified service
enrollment levels for high risk groups.

e Describe how the WDB is providing universal access for people with disabilities, older workers, offenders,
minorities etc., through targeted outreach programs that includes community organizations, school
systems, business teams and public forums.

All marketing material for the one-stop system indicate the one-stop system and system partners do not
discriminate and many publications include a Spanish version. In addition the one-stop system includes partners
or has connections to community organizations serving high need individuals such as the local community action
agencies, Title V Older worker programs, community corrections and organizations serving individuals with
disabilities. The WIA youth programs reach out to area schools for WIA eligible youth including youth with
disabilities, minorities and offenders. Outreach for high risk youth is also accomplished through the youth
council. The business services team informs the employer community of the benefits of hiring high risk
individuals, information on accommaodations for individuals with disabilities, as well information on incentive
programs for hiring high risk populations.

e Provide an assessment of locally developed electronic communication (Web Pages, Newsletters, etc) that
meets ADA-AA section 508 regarding electronic accessibility.

Each of the comprehensive Job/WDC have developed Web sites for their centers which includes a specific page
describing services for individuals with disabilities. The site also provides information relating to partner services,
including DVR. Management teams will be working in conjunction with DVR to determine appropriate tools for
determining the accessibility of center websites.

e Provide policy and process to provide a reasonable accommodation, including sign language and language
interpreters, alternative formats, and computer assisted strategies. In addition, provide strategies for
funding accommodations.
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As previously described each center has a website which describes services available to individuals with
disabilities. Also, each of the three Comprehensive Centers (FCWDC, FDL J&CC and OWDC) have signage in
the resource room informing customers of the availability of accommodations. Each has center funds available for
individuals not enrolled in a specific partner program, to meet their accommodation needs. It is expected of center
partners to fund the accommodation needs of individuals enrolled in their programs.
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Unemployment Insurance (Ul) and Reemployment Services (RES) ATTACHMENT F

1. Fox Valley WDB (FVWDB) works closely with DWD/RES Staff to ensure scarce resources are used efficiently to
serve RES and general public customers. FVWDB and DWD are developing a Memorandum of Understanding
(MoU) that will allow RES staff and FVWDB to work more efficiently in administering Work Keys assessments
and the National Career Readiness Certificate (NCRC). This MoU will allow both entities to better conserve our
limited resources while providing improved service to the public.

2. Fox Valley WDB (FVWDB) is currently coordinating with the local Job Service director and staff on a Common
Needs Assessment Form which will be given to RES customers and the general public using services at local Fox
Valley job centers. The assessment is designed to determine the specific needs of individuals using job center
resources. Once the assessment is complete, the customer is given a Common Resource Directory linking their
needs to the service/partner agency that is in the best position to assist. This type of collaboration will not only
benefit RES customers, but all customers in general.
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Trade Adjustment Act (TAA) ATTACHMENT G

1. Fox Valley WDB (FVWDB) recognizes the efficiencies of co-enrolling eligible WIA Dislocated Worker (DW)
clients with the Trade Adjustment Act (TAA) program. FVWDB is using DWD Administrative Memo 9-02 (April
2009) for co-enrollment guidance.

2. FVWDB subcontractors have been instructed to co-enroll eligible WIA Dislocated Worker clients with the Trade
Adjustment Act program.

a. WIA case managers provide initial services until the client is enrolled for TAA.

b. Once enrolled in TAA, WIA funds will be used to provide wraparound services that are not available
under TAA.

c. WIA and TAA case managers will coordinate services to eliminate redundancies and provide an efficient
and effective outcome for the client.
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Rapid Response (RR) Activities ATTACHMENT H

Rapid Response Procedures

1. FVWDB receives the WARN notice or contact from the business and/or DWD-DET on pending dislocations. Fox
Valley WDB (FVWDB) works in conjunction with the DWD staff designated to coordinate Rapid Response
activities (e.g. initial contact, worker orientations, etc.) Contact information: Al Hesse, Chief Operating Officer,
920-720-5600, ahesse@fvwdb.com.

2. Employer contact with facilities experiencing layoffs or plant closings involving 50 or more employees will be
coordinated by DWD. FVWDB will take the lead on employer contact and coordination when 49 or fewer
employees are impacted.

3. Regardless of who has the lead, an emphasis will be placed having worker meetings onsite and on company time.
In the event that is not possible, other arrangements will be made. The first step is to meet with the employer if at
all possible and in partnership between FVWDB and DWD. Whoever is in the lead will arrange the meeting. If the
company is a union shop, union representation is expected. At this meeting the employer lays out the process of
their unemployment, DWD or FVWDB identify services available to the pending layoff workers and a schedule for
orientation meetings is determined.

4. Scheduling of these meetings and other RR activities will depend on the anticipated schedule for layoffs and other
circumstances particular to the dislocation event. RR activities provided in response to a dislocation event depend
on the unique circumstances of the event — e.g., the period of time prior to layoffs, the needs of the affected
workforce, the ability to successfully coordinate with the employer.

a. The partners involved in the Rapid Response include but are not limited to WIA subcontractors, Wagner-
Peyser staff for TAA if applicable, technical college representative, Unemployment Insurance, Veteran’s
representative, FISC or other financial literacy organizations and other partners dependent on the topics.
Topics typically covered during the worker orientations include but are not limited to: Unemployment
Insurance filing and eligibility, healthcare considerations, the local Dislocated Program, services available
through the One-Stop Center, veterans’ benefits, and community services. Case management is on site to
explain all One-Stop services and how to access such services.

b. During the worker orientations, workers are surveyed to determine the interest and need for specific services
and benefits. These surveys are used locally to determine if any special services are required for the
workforce and used to coordinate additional funding through DWD.

c. These surveys support the transition into One-Stop services. As FVWDA’s One-Stop system has co-location
of the partners and shared information agreements, there is a team approach for serving dislocated workers.
Under the new One-Stop model, the integration will further improve transition of individuals into services
without duplication.

d. FVWDB tracks dislocation data (e.g. company name, contact date, number of impacted, etc.) on a
spreadsheet which is shared on a quarterly basis with Board members, LEOs, and appropriate FVWDB
committees (e.g. Economic Development Committee, One Stop Committee). Dislocated Worker Survey data
is collected and used for developing service strategies and supporting specific grant data requests.
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Contact

Date
PY08

PY08
24-Jul-
09
24-Jul-
09
06-Jun-
09
04-Aug-
09
27-Aug-
09
08-Oct-

FOX VALLEY WORKFORCE DEVELOPMENT AREA

DISLOCATED WORKER ACTIVITIES
July 1, 2009 through June 30, 2010

Company
Oshkosh B'Gosh
Wausau Paper

Gannett - The Reporter (FDL)
GE Oil & Gas
Menasha Utilities
Saputo
M&I Bank
Winnebago Mental Health
Inst
Alcan

Appleton (Paper)

Wolf River Lumber

Location
Oshkosh
Appleton

FDL
Oshkosh
Menasha

FDL
Appleton

Winnebago
Neenah
Appleton

New
London

TOTAL

Estimated DW Workers
Job Orientatio
Reported S Initial n Attending
Orientation
Layoffs  Lost RR Session(s) s
N/A 42 N/A 2 80
N/A N/A N/A 2 33
45 25 3-Aug 1 9
93 93 4-Aug 1 25
19 19  9-Sep 2 18
39 39  4-Aug 1 30
154 114 8-Oct 2 104
85 9 4-Nov 1 24
50 50  22-Sep 1 27
28 28 9-Feb 1 17
91 TBD 1-Apr TBD TBD
604 419 14 367

At the end of the 3rd quarter last year (Mar 09) we had 3015 (majority from 6 employers) announced

layoffs,28 orientations, with 1067 workers attending.

Rapid Responses not conducted either because downsizing had heen
previously announced (e.g. Wausau Paper) or business had closed or short
lead time to closing had been given.

Paid

Time

Yes

X

<

<

I>x<

I>x<

<

<

<

<

No

DRAFT
as of:
5-May-10

Notes

Actual layoff # PY08
Actual layoff # PY08

Consolidating printing operations
Downsizing
Closing
Downsizing
Consolidating
Downsizing / may not be as
extensive as first thought
Downsizing
Outsourcing

Going into receivership; may
have a buyer
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Priority of Service ATTACHMENT |

Fox Valley Workforce Development Board (FVWDB) monitors applications and applies priority of service criteria on and
on-going basis when making selections for program enrollments. Furthermore, when resources become limited, it may be
necessary to prioritize intensive and training services/monies. FVWDB defines its priority of service as follows:

Adult/Youth

1. First priority will be provided to veterans, or spouses of veterans (see definition below) who are also recipients of
public assistance.

2. Veterans or spouses of veterans (as defined below).

3. Recipients of public assistance and other low-income individuals in the local area

4. Individuals with the greatest need/most barriers. Barriers and needs include but are not limited to:
- School Drop-out
- Offender
- Disability
- Homeless
- Basic Skill Deficient
- Poor or sporadic work histories
- Alcohol or other drug abuse issues
- Child/dependent care cost and access
- Transportation costs and availability

Dislocated Worker/NEG/SRR
e Veterans and spouses of veterans (see definition below) will receive priority over non-veterans.

Veteran Priority of Service

Veterans and eligible spouses, including widows and widowers are eligible for priority of service. This means that
veterans or eligible spouses must receive access to services earlier in time than non-veterans. It also means that when
monies are limited, veterans or eligible spouses must receive financial assistance before non-veterans. Veteran preference
applies to all federally funded programs including, but not limited to, NEG and SRR grants, Wagner/Peyser (Job Service)
and WIA (Workforce Development Boards).

Additionally, all Job Center customers must be informed of Veteran Priority of Service. This may manifest as any
combination of flyers, posters, and verbal acknowledgement. When a veteran or eligible spouse is identified, they must be
made aware of:

e Their entitlement to priority of service;
e The full array of employment, training and placement services available; and,
o Applicable eligibility requirements for programs and services.

Definition of Veteran
e A veteran is an individual who served at least one day in the active military, naval, or air service, and who was
discharged or released from such service under conditions other than dishonorable, which may include National
Guard or Reserve personnel. This definition of “active service” does not include full-time duty performed strictly
for training purposes (e.g. “weekend” or “annual” training, nor does it include full-time active duty performed by
National Guard personnel who are mobilized by state rather than federal authorities (state mobilizations usually
occur in response to events such as natural disasters), or

e The spouse of any of the following individuals:
o Any veteran who died of a service-connected disability;
o Any member of the Armed Forces serving on active duty who, at the time of application for assistance
under this section, is listed, pursuant to section 556 of title 38 and regulations issued there under, by the
Secretary concerned in one or more of the following categories and has been so listed for a total of more
than 90 days:
= Missing in Action
= Captured in line of duty by hostile force, or
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= Forcibly detained or interned in line of duty by a foreign government or power;
o Any veteran who has a total disability resulting from a service-connected disability; or
o Any veteran who died while a disability so evaluated was in existence.
e A military spouse (including widows and widowers) is an individual who is married to an active duty service
member including National Guard or Reserve personnel on active duty.
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Priority of Service ATTACHMENT J

Note: this is part of the Priority of Service Policy as identified in Attachment 1.

Veteran Priority of Service

Veterans and eligible spouses, including widows and widowers are eligible for priority of service. This means that
veterans or eligible spouses must receive access to services earlier in time than non-veterans. It also means that when
monies are limited, veterans or eligible spouses must receive financial assistance before non-veterans. Veteran preference
applies to all federally funded programs including, but not limited to, NEG and SRR grants, Wagner/Peyser (Job Service)
and WIA (Workforce Development Boards).

Additionally, all Job Center customers must be informed of Veteran Priority of Service. This may manifest as any
combination of flyers, posters, and verbal acknowledgement. When a veteran or eligible spouse is identified, they must be
made aware of:

e Their entitlement to priority of service;
e The full array of employment, training and placement services available; and,
o Applicable eligibility requirements for programs and services.

Definition of Veteran

e A veteran is an individual who served at least one day in the active military, naval, or air service, and who was
discharged or released from such service under conditions other than dishonorable, which may include National
Guard or Reserve personnel. This definition of “active service” does not include full-time duty performed strictly
for training purposes (e.g. “weekend” or “annual” training, nor does it include full-time active duty performed by
National Guard personnel who are mobilized by state rather than federal authorities (state mobilizations usually
occur in response to events such as natural disasters), or

e The spouse of any of the following individuals:

o Any veteran who died of a service-connected disability;

o Any member of the Armed Forces serving on active duty who, at the time of application for assistance
under this section, is listed, pursuant to section 556 of title 38 and regulations issued there under, by the
Secretary concerned in one or more of the following categories and has been so listed for a total of more
than 90 days:

= Missing in Action
= Captured in line of duty by hostile force, or
= Forcibly detained or interned in line of duty by a foreign government or power;

o Any veteran who has a total disability resulting from a service-connected disability; or

o Any veteran who died while a disability so evaluated was in existence.

e A military spouse (including widows and widowers) is an individual who is married to an active duty service
member including National Guard or Reserve personnel on active duty.
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Additional Policies on Eligibility Beyond Core Services ATTACHMENT K

FVWDB has a procedure, but not a written policy, for determining eligibility and providing services beyond Core
Services.

1.
2
3.
4,
5

6.

Interested individual submits a completed WIA Program Application (attachment MM)

The application is reviewed by a Case Manager to determine eligibility

The individual is contacted and assigned a Case Manager

Individuals receive an array assessments to help them identify interests, aptitudes, and skills

An Individual Employability Plan (IEP) is developed in concert with the participant and Case Manager;
this is recorder in ASSET

The IEP provides guidance for either job search or training
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Self Sufficiency Policy ATTACHMENT L

FOX VALLEY WORKFORCE DEVELOPMENT BOARD, Inc.
SELF-SUFFICIENCY POLICY
Self-Sufficiency for individuals participating in the WIA Adult Program is 200 percent or higher of the
Federal Poverty Guidelines for family size. An individual with a disability whose own income is below 200

percent of poverty of the Federal Poverty Guideline for a family of one qualifies regardless of other family
income.

Reviewed: 10.2011
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Support Services Policy ATTACHMENT M

GENERAL

It is the policy of the Fox Valley Workforce Development Board (FVWDB) to identify the support service needs of
participants in the Fox Valley Workforce Development Area and to the extent possible, provide and secure unsubsidized
employment. For WIA participants, this includes the provision of childcare, transportation services, and other support
services considered necessary to participate in job search, employment and training programs. The Case Manager
approves support services following policy for all programs. Support Services resources are limited and are not an
entitlement. The needs of each individual and availability of funding will be considered. The FVWDB Program Director
provides oversight for the support services policy.

The support service needs of applicants will be identified during the assessment process. This need will be determined on
an individual basis to allow for consideration of individual circumstance (family income, family size, length of training,
location of training, employment opportunity, etc.) Both FVWDB and other resources will be considered to meet support
service needs. Provision of support services will be described in a participant’s Individual Employability Plan (IEP).

All WIA participants seeking Support Service funds must complete the Child Care Request form (Attachment 1), the
Transportation Request form (Attachment 4) and/or the Application for Other Support Services (Attachment 5).

For those participants receiving support services, needs would be reassessed at least every 6 months by the Case Manager.
Support services provided may be adjusted upward or downward based on the financial needs and resources available at
the time of the assessment. Support service needs may be reviewed prior to 6 months of program participation at the
request of the participant. The early review is based on changes in the training time/hours, program participation or
changes in financial conditions of the participant.

Dislocated Workers

Participants seeking support services MUST complete the Support Services Family Income Sheet (Attachment 6) for all
support service requests (including “Other Support Services”). Ongoing support services such as childcare or
transportation for Dislocated Workers will be determined based on family income in the last 6 months. Dislocated
Worker participants are eligible for ongoing support services when the family income in the last 6 months is less than 4
times the Federal Poverty Guidelines or LLSIL standard for their includable family size. Dislocated Worker wages are
excluded in determining family income. If other family members are also dislocated, those wages will be excluded as
well. If there are support service needs that are a one-time cost (i.e. uniforms, tools) that lead to employment, the need of
support services and ultimately placement can over-ride family income if documented by the Case Manager.

CHILDCARE
POLICY

Childcare is based on assessed need and available funding. Childcare will be authorized on a first come, first serve
basis. Each WIA certified and enrolled program participant may apply for childcare assistance when the participant is
attending an approved training program on a full- or part-time basis, this also includes individuals attending a third shift
training. Childcare will be paid at 50% of the prevailing childcare rate determined by the county department of human
resources. Case Manager must verify the childcare rate with the county human service agencies. Childcare is available
for up to two children. Maximum hours payable per week is 40 (can be waived under extenuating circumstances with
approval from the Case Manager). The maximum childcare funding available per year is $1,000 per participant.

Hours payable can include hours in class, reasonable travel time and study time. Study time must be approved and
structured time for which a signature (professor or GOAL instructor) will be required. The childcare provider may be
certified or not. The provider may be family or friend; however the child/children must be taken care of outside of the
residence. If a spouse/parent/adult/sibling residing in the household is not working or attending a training program, that
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person will be considered available to provide childcare without reimbursement. (Consideration can be given to unique
situations, e.g. time off work due to illness or pregnancy, inability to care for child, or need to hold childcare slot).

PROCEDURE

All participants requesting childcare assistance must complete the Child Care Request form (Attachment 1). The
request form must be completed prior to incurring any costs or prior to the participant beginning training. The case
manager will assist the participant in completing this form. Prior to approval of the request, the childcare provider, who
will verify the information provided on the request form, must sign the Child Care Request form. After the provider and
participant have completed the request form, the case manager will approve or disapprove the request for assistance.
The approval will be based upon an individual’s need and availability of funding.

Upon approval of assistance, the childcare provider will be given a sufficient number of blank Child Care Tracking
Forms (Attachment 2) to be completed on a monthly basis. The provider will be required to keep track of the daily
arrival and departure of the participant’s child/children for which the assistance has been approved. Separate tracking
forms should be used for each child. The childcare tracking form will need to be completed, signed by the participant,
signed by the provider, and forwarded to the case manager at the end of each month. The participant will submit
Attendance Sheets (Attachment 3) indicating class attendance along with the Child Care Tracking Form. It is the
responsibility of the case manager to reconcile the childcare request with class attendance. Both forms should reach the
case manager’s office within 5 days of month’s end or payment may be delayed or denied.

The case manager will then complete the bottom portion of the Child Care Tracking Form and issue a voucher in the
FVWDB Payment Authorization System (PAS). The original tracking form, attendance form and/or required
documentation will then be forwarded for payment according to the subcontractor’s fiscal guidelines.

The case manager will document in the Individual Employability Plan (IEP) that the participant meets the policy
requirements and that the childcare assistance has been approved. The case manager will also see that the participant
is enrolled in the appropriate component.

1. Checks will be issued to the childcare provider or the participant after verification of payment.
2. A class/training schedule (and a copy of the registration form from the education facility if enrolled in classroom
training) needs to be submitted for each block or semester of classes/training, and a new or revised schedule

whenever there is a change.

3. Attendance Forms are required as long as childcare funding is being provided through the subcontractor by the
FVWDB, Inc.

4. Childcare funding can and will be coordinated between other involved agencies as appropriate.
5. The choice of the childcare provider is the participant’s right and responsibility.

6. The participant must pay amounts over 50% of the county rate. This needs to be addressed with the participant
prior to the selection of a childcare provider.

7. Two facilities cannot be paid for a participant’s childcare for the same time period when only one of the facilities
has provided the care. Any charges resulting from the changing of facilities without proper notice give by the
participant is the participant’s responsibility.

8. Childcare will pay for the child’s transportation, field trips, etc. only when those costs are included in the rate
schedule (limited by the county rates).
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10.

11.

12.

Childcare can be paid %2 of the regularly reimbursed rates to hold open a slot of up to 4 weeks if the case manager
has approved it (i.e. school spring break, school Christmas break, school semester breaks, etc.).

Any change in childcare providers must be discussed with the case manager. A new rate schedule must be
provided.

Childcare payment can be made for reasonable annual registration fee.

Any deviations/waivers on the above practices need to be approved by the Case Manager.

TRANSPORTATION

POLICY/PROCEDURE

1.

10.

11.

12.

Based on assessed need and available funding, a participant will be considered for mileage reimbursement if
he/she lives more than 20-miles (one-way) from the educational facility they are attending and are enrolled as
either a full time or part time student. (Note: MapQuest or similar tool can be used to determine mileage).

All participants requesting mileage assistance must have completed Transportation Request form (Attachment 4).
The request form must be completed prior to incurring any costs or prior to the participant beginning training.
The Case Manager will assist in completing this request form and, once completed, approve or disapprove the
request for assistance. The approval will be based upon an individual’s need and availability of funding.

Payment will be a $.20/mile rate as established by the FVWDB, Inc. The maximum amount of $300 is available
per month, per participant, if funding is available.

Participant Mileage Record and Attendance Sheet form (Attachment 3) is to be returned to the Case Manager by
the 5" day of the month following service and filled out in accordance with instructions/stipulations on the
mileage form. Attendance forms are required for providing mileage reimbursement.

Checks will be issued to the participant.

If attending classroom training, a class schedule needs to be submitted for each block of classes and a new or
revised schedule whenever there is a change.

Mileage reimbursement can and will be coordinated between the involved agencies as appropriate.

Mileage assistance will not be payable for non-training days, such as vacation, illness or instructor in-service
days.

Mileage will be reimbursed for one round trip per day.
The Case Manager will document in the Individual Employability Plan (IEP) that the participant meets the policy
requirements and that the mileage assistance has been approved. The Case Manager will also see that the

participant is enrolled in the appropriate component in the state data system (currently ASSET).

If extenuating circumstances prevail and with the concurrence of the Case Manager, it is possible that mileage
reimbursement or transportation services can be provided based on other demonstrated need.

Any deviations/waivers on the above practice need to be approved by the Case Manager.
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OTHER SUPPORT SERVICES

POLICY

Each WIA registered and enrolled program participant may apply for other support service assistance when the case
manager determines that ALL of the following apply:

Adult/DW:
1) The participant is receiving a training eligible service; or has completed a training eligible service and is now in
the job search mode and requires support service to accept employment; and
2) Other resources have been explored and are not available; and
3) The employment, if applicable, is not related to temporary employment or with the dislocated employer.
4) Job search and the assistance is necessary for the individual to be able to obtain and/or retain a job.

Youth (ages 14-21):

1) Support services may be items that are necessary for the participant to receive training services and/or
obtain employment. These support service items may include, but are not limited to those detailed in
the FVWDB/Subcontractor WIA contract; and

2) Other resources have been explored and are not available.

The participant completes an Application for Other Supportive Services form (Attachment 5). See the following page for
a list of allowable other support service items.

For participants requesting tools/equipment for accepting new employment, the case manager will determine the
following:

1) Tools and/or equipment are required by the new employer (documented by the employer in the form of a letter or

list); and

2) The requested assistance is not being reimbursed by the employer; and

3) The requested assistance is not available through other sources.
Agreement that items furnished shall be returned (or reimbursed if applicable) if participant does not accept employment.
Self-employment requires a viable business plan prior to funding of any support services.

The case manager will be responsible for determining that all costs of any requested assistance are both reasonable and
competitive. All assistance will be on a reimbursement basis to either participants or vendors. Assistance will be paid up
to a maximum amount of $500.00 of total costs.

PROCEDURE

All participants requesting Other Support Service assistance must complete the Application for Other Support Services
form (Attachment 5). The request form must be completed and approved prior to incurring any cost. The case manager
will assist the participant in completing this form and, once completed, approve or disapprove the request for assistance.
The approval will be based upon an individual’s need and availability of funding.

No payment will be made unless the Application for Other Support Services form has been completed and signed. If, for
any reason the case manager has any doubt regarding the information provided by the participant, the case manager will
verify this information, prior to approving the support request. The case manager will submit the Support Service funding
request according to the subcontractor’s fiscal guidelines.

The case manager will document in the Individual Employability Plan (IEP) that the participant meets the policy
requirement and that the assistance has been approved. The case manager will also see that the participant is enrolled in
the appropriate component in the state data system (currently ASSET).
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APPROVED LISTING OF OTHER SUPPORT SERVICES ITEMS

Expense

Union Dues

Tools/Equipment

Clothing/Safety Gear

Exam/License Fee

Parking Fees

Driver’s License

Auto Repair

Auto Registration

Transportation Support

(not to exceed $500.00)
Basis for Need

The participant provides written documentation from the union or
employer, which indicates the need to make an up-front payment to
join the union.

The participant provides information from the employer, which
indicates the need for special tools or equipment upon initial
employment.

The participant provides information from the employer, which
indicates the need for special clothing or work/safety gear upon
initial employment.

The participant provides information from the employer or the
Wisconsin Department of Regulation and Licensing the need to be
licensed to accept employment.

The case manager confirms with the training institution the
unavailability of free parking slots for participants attending
approved training where parking pass fees are required.

The case manager confirms the participant’s need for a driver’s
license to access program activities, including training, or
employment. This includes the payment of the fee to obtain the
license and the Drivers Education expenses.

One-time automobile repair of $500 or less with written verification
that the vehicle will be operational upon completion of repair. A
minimum of two written estimates from two different vendors is
required.

The case manager confirms the need for the participant to obtain
auto registration to access program activities, including training, or
to accept or maintain employment.

The case manager confirms the need for the participant to obtain
transportation support (e.g. gas cards, gas vouchers, bus tokens) to
access program activities.

**SUPPORT SERVICE FUNDS ARE NOT ALLOWABLE FOR DUI FINES, TRAFFIC FINES,
SPEEDING TICKETS, OR TIRES.
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ATTACHMENT 1 Date Assistance Requested

CHILD CARE REQUEST

PARTICIPANT INFORMATION

Name ASSET PIN#:
Address
Street City/State Zip
Phone
Area code Phone# Message #

TRAINING INFORMATION

Training Program & Institution

Training Location Full Time Part Time

HRS/DAY IN CLASS HRS/DAY DRIVING HRS/DAY STUDY TIME

MAX HRS APPROVED PER WEEK:

CHILDREN NEEDING CARE:

1. AGE:
2. AGE:
DATE CHILDCARE TO BEGIN HOURS/DAY REQUESTED

PROVIDER INFORMATION:

Name FEIN/SS#
Address
Street City/State Zip
Phone
Area code Phone#
RELATIONSHIP FAMILY FRIEND DAY CARE CENTER

The information contained in this request is correct and complete to the best of my knowledge. | understand that
penalties are provided for willful misrepresentation made to obtain payments that are above the actual costs incurred or
hours provided. | have received a copy of the policy and procedure and understand my responsibilities.

Participant Signature Date
Provider Signature Date
Case Manager Date
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ATTACHMENT 2
FOX VALLEY WORKFORCE DEVELOPMENT AREA

CHILD CARE TRACKING FORM

PROVIDER NAME PHONE

PROVIDER ADDRESS

PARTICIPANT NAME PHONE

CHILD NAME

This tracking form is to be used only for the payment of childcare assistance while the participant is attending training.
Please enter the time the child arrives and leaves each day and the total hours. A separate tracking form should be used
for each child. Once the tracking form is completed, the participant and provider must sign at the bottom. The
participant must return the tracking form and the corresponding attendance form directly to his/her case manager.

MONTH:

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY JATURDAY | SUNDAY

DATES

ARRIVE

LEAVE

TOTAL HRS.

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY JATURDAY | SUNDAY

DATES

ARRIVE

LEAVE

TOTAL HRS.

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY JATURDAY | SUNDAY

DATES

ARRIVE

LEAVE

TOTAL HRS.

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY JATURDAY | SUNDAY

DATES

ARRIVE

LEAVE

TOTAL HRS.

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY JATURDAY | SUNDAY

DATES

ARRIVE

LEAVE

TOTAL HRS.

COST PER HOUR TOTAL HRS TOTAL COST

PARTICIPANT DATE

PROVIDER DATE

CASE MANAGER DATE

AMOUNT AUTHORIZED FOR MONTH $
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ATTACHMENT 3

FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.
ATTENDANCE & MILEAGE SHEET

Participant Name Month Case Manager
INSTRUCTIONS: 1. This form MUST be completed each month you are receiving WIA support services.
2. Enter the dates above the days of the week.
3. Enter each class or activity assigned; indicate number of hours spent in each. FORM MUST BE SUBMITTEDBY
4. Get Instructors/Supervisor’s signatures at the end of the month. BY THE 5" OF THE MONTH

5. Indicate the days/miles that you drove to class/activity.
6. Sign, date form and submit it to your Case Manager no later than the 5" calendar day of the month.

Incomplete forms will be returned for completion/correction!

Month Week 1 Week 2 Week 3 Week 4 Week 5
Date

Course SIM|T|W|R|F|S|S|IM|T|W|R|F|S|S|IM|T|W|R|F|S|S|IM|T|W|R|F|S|S|M|T|W]|R]|F]|S| Instructor

Title Signature

or/Activity
Total Total Miles
Miles Per for the
Day Month

Mileage reimbursement is limited to one round trip from your home per day.
Cost Per Mile $.20 X Total Miles = Total
PARTICIPANT’S CERTIFICATION

| declare that this account of daily mileage traveled is true under penalties of perjury. | understand that my mileage will be verified by checking my monthly attendance records.
Mileage reimbursement will be mailed to me after all forms have been submitted, verified and processed.

Participant Signature Date ASSET PIN#

Case Manager Signature Date ASSET PIN #
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ATTACHMENT 4 Date Assistance Requested

FOXVALLEY WORKFORCE DEVELOPMENT AREA

TRANSPORTATION REQUEST

PARTICIPANT INFORMATION

Name ASSET PIN#
Address
Street City/State Zip
Phone
Area code Phone# Message #

TRAINING INFORMATION

Training Institution:

Training Program:

Training Location: Full Time Part Time

ROUND TRIP MILES FROM RESIDENCE TO TRAINING SITE OR INSTITUTION:

*Must be 20-mile radius or more, one way

NUMBER OF TRIPS PER WEEK TO TRAINING SITE OR INSTITUTION:

ATTENDING CLASSES ON WEEKENDS? YES___ NO
IF YES, INDICATE WHICH CLASS/ES WILL BE HELD ON WEEKENDS

The information contained in this request is correct and complete to the best of my knowledge. | understand that penalties are
provided for willful misrepresentation made to obtain payments that are above the actual costs incurred or miles traveled. | have

reviewed the policy and procedure and understand my responsibilities.

Participant Signature Date

Case Manager Date
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FOX VALLEY WORKFORCE DEVELOPMENT AREA

APPLICATION FOR OTHER SUPPORT SERVICES

PARTICIPANT INFORMATION

Name ASSET PIN#
Address
Street City/State Zip
Phone Date
Area code Phone# Message #

SUPPORT INFORMATION
Other Support Services will be paid up to a maximum amount of $500.00 of total costs.
Support Services are not available for temporary work or recall with your previous dislocated employer.

Participant job search information:

Participant employment information (including self-employment):

Name of company Start date

Job Title Hourly wage Numbers of hours/week

Type of support requested:

Have other resources been explored?
List of names of organizations and/or services

In detail, explain why you need this additional support:

Case manager comments:

The information contained in this request is correct and complete to the best of my knowledge. | understand that penalties are
provided for willful misrepresentation made to obtain payments which are above the actual costs incurred. | have reviewed the policy
and procedure and understand my responsibilities.

Participant Signature Date

Case Manager Date
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ATTACHMENT 6

SUPPORT SERVICES FAMILY INCOME SHEET
**DISLOCATED WORKER PROGRAM ONLY**

Please complete this application in full. The information on this form will help us determine your eligibility for support service
dollars for the Dislocated Worker Program. All information provided is confidential.

Name: ASSET PIN#:

1) List below the name of every family member living in your home, at any one time, during the last six months;
2) List their relationship to you; 3) List each person’s gross wages for the last six months (only include wages earned
while living in the household).

Family Members Relationship to Applicant

1.
2.
3.
4,
5.
6.
7.
8.
9.
1 2 3 4 5
Family Income Applicants Family Family Family Family
Income Member’s Member’s Member’s Member’s
Income Income Income Income
Names >
Gross wages or salary Exempt

Net receipts — self-employment or rental income
Social Security — old age or survivor benefits
Pensions or other retirement benefits

Education grants, scholarships or fellowships
Child Support

Participants grossing over four times the Federal Poverty Guidelines/LLSIL are not eligible for support service dollars. Completion of
this form does not guarantee support services but will be used to develop priority for services.

Participant Signature: Date:

Participant: Do NOT write in this area. OFFICE USE ONLY.

6 Months family income = $ Number in family:
FPL/LLSILx2=$% Eligible: Not Eligible: Over-ride income:
Case Manager Signature Date

116



Gas Card and Bus Ticket Policy and Procedure

1. General Policy and Eligibility
Gas Cards and Bus Tickets are distributed to WIA Summer Youth Participants based on transportation need.
When an individual starts working in the Summer Youth Employment Program (SYEP) gas cards and/or bus
tickets will be distributed after a request has been made to an outplacement specialist. In order to receive
additional gas cards/bus tickets receipts and/or the odometer form must be received.

2. Gas Card Procedure
When a gas card is given to a participant a receipt is needed. No additional gas cards will be provided until a
receipt has been obtained.
Prior to receiving a gas card the participant will sign a spread sheet verifying receipt of the card/ticket. Once the
participant receives the gas card and turns in his/her receipt for gas expenditure along with the odometer form
(verifying mileage to and from work) the odometer form will be compared to the timesheet in the administration
office. If there is a discrepancy no gas cards will be dispersed till the discrepancy has been cleared up.
Gas Card Limit: After the participant receives $100.00 total in gas cards, a written request must be submitted with
an explanation of why additional cards are needed.

3. Bus Ticket Procedures
When giving a 10 ride bus ticket to a participant, he/she is required to sign the bus ticket spreadsheet and turn in a
destination log sheet before receiving another 10 ride bus ticket.
Once participants have received five (ten ride) bus tickets, a written explanation must be submitted stating why
additional tickets are needed.

4, Documentation
Proof of gas purchase and bus rides to work will be provided by the participant at the time of receiving any
transportation assistance. Documentation to prove the gas purchase and bus ride to work will include: gas
receipts, odometer spread sheet, supervisor initialing bus tickets, or a destination log sheet signed by your
supervisor or outplacement specialist.

| understand the gas ticket and bus ticket policy and agree to comply with the policy. |
understand if I fail to comply with the policy I will no longer receive transportation assistance from FVWDB.

Participant Signature Date

Outplacement Specialist Signature Date
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Follow-up Policy for WIA Program Participants ATTACHMENT N

The following is recommended language the FVWDB Executive Committee adopts regarding Follow up Services for
WIA Adult, Dislocated Workers, Older and Younger Youth. The FVWDB Follow up Policy follows DWD WIA Policy
Update 04-02.

Adults and dislocated workers who are registered participants and placed in unsubsidized employment should be provided
with follow-up services following the first day of their employment, or after exit. Older youth and younger youth
participants must be offered some form of follow-up services for a minimum of 12 months after they are exited. As long
as participants are receiving WIA or WIA funded partner services, they are considered active participants and are not
eligible for follow-up services. The key date for initiating follow-up services is the exit date.

WIA funding for participant follow-up services is an allowable expenditure. The emphasis of follow-up services for
adults and dislocated workers is job retention and advancement, lifelong learning and self-sufficiency, and provision of
additional services as needed to assist program participants. Follow-up should be conducted frequently enough to address
on-the-job issues, prevent job loss, promote income improvement/job advancement, assist with re-employment if
necessary. For younger youth (14 to 18 years old) follow up services promote life-long learning and self-sufficiency. The
scope and intensity of follow-up services should be based upon individual participant needs and should be consistent with
the individual service strategy for each participant. While follow-up services must be made available, not all participants
will need or want such services.

Disallowed Costs
Financial assistance as needs-related payments for employed participants is not an allowable follow-up service. In
addition, no funding will be allowed for actual educational or training costs, only for referral to such services.

Appropriate and Allowable Activities

Adult and Dislocated Worker Programs Follow-up Services:

e Additional career planning and counseling (e.g., labor market information, demand occupations, job search
assistance, career counseling, resume development, etc.).

e Employer contact, including on-site visits and providing information referral on: Work Opportunity Tax Credits,
bonding, workplace training, customized training incumbent worker services, English as a Second Language
training, etc.

¢ Information about additional educational opportunities (e.g., referral to WI Technical College System or other
institutions, SCORE entrepreneurial training, etc.).

o Referral to peer support groups (e.g., group counseling, workshops, etc.); and,

e Supportive services activities as outlined in the FVWDB’s policy on Support Services (e.g., childcare,
transportation, and other support items) essential to prevent job loss.

Youth Programs Follow-up Services:

e Adult Mentoring (e.g., job shadowing, tutoring, etc.)

e Assistance in securing better paying jobs, career development and further education (e.g., labor market
information, career counseling, job search assistance, work experience programs, etc.)

e Employer contact — information referral assistance in addressing work-related problems

o Leadership development opportunities that encourage responsibility, employability and other positive social
behaviors (e.g., exposure to post secondary educational opportunities; community and service learning projects;
peer-centered activities, including peer mentoring and tutoring; information/referrals to various types of training,
such as teamwork, work behavior, decision-making, parenting, budgeting, etc.

e Supportive Service activities (e.g., linkages to community services; referrals to medical services; and assistance
with childcare, transportation and other support items as outlined in the FVWDB’s Support Services policy if
essential to prevent job loss.

e Tracking progress in employment after training (e.g., regularly-scheduled follow-up, including in-person
sessions); and,
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o Referral to work-related peer support groups (e.g., workshops, ESL, literacy, etc.).
Reporting Follow up Services in ASSET

Program participants must be exited in ASSET prior to follow-up services being recorded. The Follow up Services
outlined in this policy should be entered in ASSET under Manage Follow-ups, Follow-up Services. Employment and
wages during the 1% and 3" quarters after exit should be entered in ASSET under Manage Follow-ups, Follow-up Status,
under the 1* and 3" Quarter tabs respectively.

Monthly Financial Reporting

Follow-up service costs are to be considered current fiscal year program expenditures and should be reported on the
monthly Financial Status Reports.
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Needs Based/Related Payments ATTACHMENT O

A. General Policy and Eliqgibility

Needs based payments are cash assistance given to WIA participants based upon a needs test formula. Needs based
payments will be used to provide financial assistance to participants who are most in need but are not eligible for such
payments from any other agency. Any participant receiving Wisconsin Works (W2), a student Financial Aid grant, or

unemployment compensation is not eligible for needs based payments. Section | below includes additional
information regarding dislocated workers.

B. Needs Analysis

Participants requesting needs based payments are requested to complete a Financial Needs Analysis form ( see
Appendix 1). All possible sources of revenue and expenses for the past month are included on the form. Both
income and expenses are computed on an annual basis from the reported financial figures. After totaling the annual
income and expenses the following steps are completed:

1.) Seventy percent (70%) LLSIL, based on family size, is subtracted from the annual income.
2.) Annual expenses are subtracted from annual income.

3.) The smallest amount (step 1 or 2) is used as the annual Net Financial Need ( unless annual expenses are
less than the annual income, in which case the Net Financial Need is zero.)
The above formula is then used to determine payments to the participant in the following manner:

4.) Net Financial Need (NFN)/52 weeks = NFN per week.

5.) NFN per week x number of weeks in program= NFN per program.

6.) NFN per program/total hours in program= Dollars per Hour.

C. Documentation

Proof of expenses will be provided by the participant at time of needs based determination. Income verification will
be crossed checked from the documentation provided at the time of WIA Eligibility certification.

D. Review of Eligibility
Once a participant receives needs based payments, expenses and income
(including whether or not the individual has begun receiving W2, student financial aid, and/or unemployment
compensation) shall be verified by the program operator on a quarterly basis. Verification will be requested
from unemployment compensation, financial aids, welfare departments and the participant.

Participants who are not initially eligible for needs based payments may, at any time their income is reduced,
request a re-determination of eligibility.

E. Approval of Eligibility

The program operator shall notify the participant in writing when payments are authorized, denied, or reduced. A
copy of such notification shall be provided to the program operator’s fiscal manager.

F. Payment

Needs based/related payments will ordinarily be made directly to the participant.
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G. Recovery of Overpayments

If review indicates that an overpayment has been made ( including excess advances, if any ), the program operator
will immediately notify its fiscal manager, and notify the participant in writing and request repayment of the overpaid
amount. If the amount is not repaid in the timeframe specified in the repayment request, the program operator shall
so inform its fiscal manager and follow its established debt collection procedures.

H. Participation in Training

Needs based payments are authorized to allow a participant to take part in training activities. No payment will be
made if participants fail to attend the training activity. Payment to participants enrolled in VVocational Exploration
Programs is the same as for participants enrolled in any other training program. Program operators shall document
attendance at training using their established Attendance Record.

l. Records

Documentation relating to needs based/related payments, including records of eligibility, needs based payment
amount, quarterly review, and related correspondence, shall be maintained in the participants file. Fiscal records,
including the amounts and dates of payments, and reports shall be maintained in the vendor files of the Case
Manager. Subcontractor Case Managers authorized to make needs based payments shall file a Needs Based Payment
report monthly with its invoice to the FVWDB, detailing the amount of payment made.

J. Dislocated Workers

Limited needs related payments will be available to eligible dislocated workers enrolled in retraining services. To be
eligible for needs related payments, the dislocated worker would not qualify for or would have ceased to qualify for
unemployment compensation.

To be eligible for such payments, a dislocated worker who has ceased to qualify for unemployment compensation
must have been enrolled in retraining by the end of the 13" week of the worker’s initial unemployment compensation
benefit period, or if later, the end of the 8" week after the employee is informed that a short term layoff will in fact
exceed six months.

Needs-related payments will be made available at a level not greater than the higher of the applicable level of
unemployment compensation or the poverty level determined in accordance with the Title 1A eligibility
requirements.

The Case Manger authorizing needs related payments shall coordinate with the local Unemployment Compensation
office to determine eligibility of the individual and to establish the maximum amount of payment. The Case Manager
shall also coordinate with the agency administering TAA, as appropriate, to verify assistance being received. This
information will be used in determining the amount of needs related payments to be authorized.
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Other Local Area Agreements ATTACHMENT P

Not Applicable
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Policy for Determining Eligibility for Training Services ATTACHMENT O

Please see attachment R for ITA Policy.
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Individual Training Account (ITA) Policy ATTACHMENT R

BACKGROUND

Under the Workforce Investment Act (WIA), Individual Training Accounts (ITAs) are the mechanism by which enrollees
in the WIA Adult and Dislocated Worker programs receive funding for training services. (WIA Section 134 (d)(4)(G)).
For the Fox Valley Workforce Development Board (FVWDB), this includes training services through all funding sources.

An ITA is established on behalf of an eligible WIA Title | Adult or Dislocated Worker. WIA training is based on
availability of funding.

Case managers should first explore other alternative no-cost options such as Job Center tutorials/workshops and/or online
tutorials/resources before expending WIA funds for basic educational skills instruction.

The only type of training services for which ITAs are not required is customized training and On-the-Job Training (OJT).

For additional guidance from the Department of Workforce Development (DWD), see DWD WIA Program Guide for
Adult and Dislocated Worker Services Section I, B (3), D (6) and J (2).

FVWDB will focus on six specific training areas with additional career ‘subsets’ for each:

Advanced Manufacturing
o Financial / Human Resources / Information Technology

- Call Centers / Business Services
o Financial / Human Resources / Information Technology

- Construction

o Financial / Human Resources / Information Technology
- Health Care

o Financial / Human Resources / Information Technology

- Modernized Agriculture
o Financial / Human Resources / Information Technology

Logistics (CDL / Supply Chain)

o Financial / Human Resources / Information Technology
For example, you may have a client interested in accounting. Accounting is NOT one of the specific focus areas;
however, accounting positions can be found in the focus areas.
It is the goal of the FVWDB to assist with training services and entry to employment or re-employment. For
consistency of services to all and to meet the Federal/State requirements of the WIA program, the following
eligibility criteria and guidance are in place:

ELIGIBILITY FOR ITAs

Individuals eligible for ITAs must meet all of the following requirements:

1. Have received an assessment which includes information on work history, education, skills, interests, abilities,
aptitudes, and personal situation;
2. Have received labor market information and/or career counseling on occupational projections;
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3. Have verification of receipt of Intensive Services, including the development of an Individual Employability Plan;

4. Whenever possible, case managers should first explore other alternative no-cost options such as Job Center
tutorials/workshops and/or online tutorials/resources before expending WIA funds for basic educational skills
instruction.

5. The training program is applicable to one of the six focus areas AND the training will meet/exceed the state’s
policies or has the potential to, AND the L MI outlook is positive as determined by the case manager or FVWDB.

6. Have been unable to obtain and retain employment that provides self-sufficiency:;

7. Have been determined to be in need of training services and to have the skills and qualifications to successfully
participate in the selected program of training services;

8. Have selected a program of training services which is directly linked to demand occupations in the Fox Valley
Workforce Development area or in another area of Wisconsin where the participant is willing to relocate;

9. |If applicable, it is required that Pell Grants and other grant assistance will be used prior to WIA funds;

10. When a participant meets TAA requirements for training (i.e. full-time) and funding is available, that funding
should be used first;

11. Agree to adhere to the requirements specified in the “ITA Training Agreement.”

12. Training plans are continuous and training will be completed.

GUIDELINES

1) Although requirements may vary slightly amongst WIA program areas, before any training can be provided, the

2)

3)

4)

5)

6)

7)

training program must be on the ITA list or approved by FVWDB for cohort training.

Assist the participant in locating and using the approved statewide vendor list of eligible providers at
http://www.wisconsinjobcenter.org/ita. A unique 8-digit number identifies each program.

Determine that all costs are allowable, reasonable and necessary and that training will be in high wage, high growth
demand occupations and/or in new and emerging technologies as outlined under the training areas on page 1.

All funding is on a semester-by-semester basis and is dependent on continued availability of federal funds.

Participants are required to apply for Financial Aid. WIA will only cover those costs (or unmet needs) not covered by
your financial aid package or other sources (i.e. scholarships, grants, etc.). See the Financial Aid Worksheet Package
and the Financial Aid Authorization Exchange of Information form.

The Payment Authorization System (PAS) will be used to track client payments. The ITA guideline amounts are as
follows:

a) Tuition fees up to $1,000 per semester are allowable after Pell Grants and other grant assistance is factored in,
which may or may not cover actual tuition costs.

b) Tuition, fees, and books are included in this $1,000 cap per semester. Costs such as tools, equipment or uniforms
specific to the training program will be reimbursed through a separate request from the WIA case manager.

c) There is a three semester funding limit per WIA participant and in only one occupational area (i.e. construction,
nursing).

d) Case managers have the discretion to fund one additional semester based on special circumstances identified in
the participant’s Individual Employment Plan and with approval from the Program Director.

e) Each subcontractor will be allotted up to $150 per participant (not to exceed $100) for basic educational skills
instruction (excluding GOAL, ELL, and ESL). Such costs will be deducted from each subcontractor’s “Intensive
Services” funds in PAS.

Short-term training has a limit of $1,500 (identified as 12 weeks or less). When FVWDB has made arrangements for
“cohort” short-term trainings, the limit may be adjusted at FVWDB discretion.
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8) Participants going to pursue their last 2 years of a Bachelors Degree need to look elsewhere for funding unless they
meet FVWDB sector groups. Exceptions will need approval through the Programs Director but only if they fit into the
six sectors. Payment for Masters Degree credits will not be paid.

9) Participants who have a four-year college degree will be eligible for training costs only if a transferable skills analysis
indicates the need for training to improve the participant’s employability.

10) No payments for religious classes will be made.

11) Continuation of funding will be contingent upon maintenance of a 2.0 grade point cumulative average. Funding will
not be utilized to pay for a repeat class due to a failed grade or a school grade requirement to repeat a class due to a
“D” grade or lower. The participant will be responsible for tuition payment, books and fees related to such class.

12) Temporary employment for WIA dislocated workers is allowed during their training period.

PROCEDURES

The FVWDB Funding Voucher (initially completed in PAS) along with the signed Policy and Procedure Training
Agreement form must be completed by the case manager and participant. The voucher must be signed and returned by the
vendor before payment will be made. The program name and unique ITA/ATP number (if applicable) must be
included in PAS. If ANY reimbursement for training services is requested, the paid receipts must accompany the
Funding Voucher form. The FVWDB Finance Department will pay the training provider based on the availability of
funds. All payments are made on a cost reimbursement basis to either participants or vendors.

If a case manager exceeds a limit for training or support services:

e A pop-up window will alert the case manager. If the voucher amount was entered in error (e.g. entered $3,000
instead of $300) hit the ‘cancel’ button.

¢ If the amount selected is correct AND justified, enter in the reason for the overage, what the voucher is for (e.g.
tuition, mileage, etc.), and then click on ‘confirm'. An automated email will be sent to FVWDB staff and to the
case manager; do NOT reply to this email.

e You won't be able to ‘issue' the voucher until it gets approved by the Programs Director or Chief Operations
Officer. An automated email will be generated and sent to the case manager indicating if the voucher was
approved or not. If approved, the voucher (obligation) can be issued. If disapproved, the obligation will be
automatically deleted.
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ITA TRAINING AGREEMENT
FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.

| have read the INDIVIDUAL TRAINING SERVICES POLICY AND PROCEDURE and agree to the following:

¢ Provide progress reports to my Case Manager including grades while enrolled in approved training activities.

¢ Provide documentation to my Case Manager of completed training.

¢ | will notify my case manager immediately if | accept temporary or permanent employment while in training or if
I drop any or all of my classes.

¢ When hired, contact the Case Manager and provide name of employer, wage/salary information and benefit
information.

¢ | have read and received a copy of this Training Agreement form. | understand and agree to these conditions and
sign this form voluntarily. In doing so, | agree that customer choice was a factor in my WIA selected training.

Participant Name (Please Print) ASSET PIN Number

Participant Signature Date

Program Name ITA#

Case Manager Signature Date
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Fox Val Voucher Date: 6/17/2004
B E o mmaad

WORKFORCE |
DEVELOPMERNT  5ven Demonsision

1 Any Street

AnyCity, W1 00000
Authorized Vendor:
zABCTod\Colggo This voucher is valid beginning:  6/16/2004
123 Anywhere Drive and ending:  8/25/2004
Mytown, Wi 54110

. Payment for items on this voucher will be based on actual cost of the items shown below, up 10
Voucher Detail: i ek e o

THIS IS AN SAMPLE ONLY AND IS NOT VALID

Specific details of the voucher purpose would be entered in this box. The case manager would use this area o
specify what may be purchased

Maximum Voucher Value: | $100.00|
Payment will be made by FVWDB upon submission of voucher. No taxes may be included. Tax Exempt Number: ES30338

AUTHORIZING STAFF: | certify that all of the voucher itlem(s) contained on this voucher are issued in compliance with
FVWDB program rules and regulations and that the Authorized Individual is property envolied and eligible for same

Sgnature of Authonzing Staft Date

AUTHORIZED INDIVIDUAL: | certify that al of the voucher Remys) being submitted for payment have been received and
purchased by me and that no lem has been returned for credit or refund.

Signature of Authorized individual: Date

AUTHORIZED VENDOR: | certdy that al of the voucher lemy{s) being submitted for payment have been issued 1o the client,
that no flem has been returned for credit or refund; that the amount is just and correct and that payment has not been received

Signature of Authorized Vendor: Date:

This voucher must be submitted by Vendor to FYWDB for payment on or before:  8/24/2004

For payment, send signed Voucher and copy of receipt to:
Fox Valley Workioroe Development Board, Inc. - Attn: Finance Dept - 995 S. Green Bay Road - Neenah, W1 54856

Questons? Call (920) 720-5600 ext. 14 and ask to speak with the Finance Department

For Office Use Only. Vouchered By: Al Hesse
. Oblg I0 | Fund Source Type WOBID | Amount Pad | Program # Sub® | Voucher#
-3401.5 1 [leaining (Not Valld for | Training 9% 000-00-0000
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FINANCIAL AID AUTHORIZATION
EXCHANGE OF INFORMATION

Part A — Student should complete and return to Case Manager.

Last Name First Name Ml Student ID #

Address City State Zip Phone #

| agree to complete the appropriate financial aid forms as required by the school I will be attending. | understand that
filling the forms is required for WIA assistance. | also authorize the exchange of information between the program and the
Financial Aid Office for purposes of determining my eligibility to receive financial aid. | understand that no law requires
me to give this information, but if | do not do so, | may not receive any financial assistance.

Student’s Signature Date

Part B — Case Manager Keep a copy and mail all other copies to the Financial Aid Office.

Notes--Items for Special Funding

Case Manager’s Signature Print Name Phone # Date

Address City State Zip

Part C — Financial Aid Administrator Keep a copy and mail all other copies to the Case Manager.

Total Costs $ Amount of financial aid student will be offered
Family Contribution $ Scholarships
Need $ Grants
Loans
Work Study
Total Award
Other
Unmet Need

$H H P BH BH O BH

Financial Aid Administrator’s Signature Print Name Phone # Date

Part D — Case Manager Keep a copy and return the other copies to the Financial Aid Office

First Semester Second Semester
WIA Assistance $ $
SRR Assistance $ $
NEG Assistance $ $
Other $ Supportive Service $
A. Transportation $
B. Child Care $
Case Manager’s Signature Print Name Date

129



FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.
WIA TRAINING ANALYSIS

NAME ASSET PIN

1. There is no suitable employment available using current skill (explain):

2. Justification for not receiving WIA training: (Please Circle One)

The customer has missed at least 1 scheduled appointment without calling to reschedule.

The customer has not followed through on required paperwork and activities.

The customer is not willing / able to obtain permanent training related employment that meets the earnings standard.
There are few job openings w/in commuting distance & the customer is NOT willing / able to relocate.

The customer has an Associate’s Degree or higher education that is marketable.

The desired training is not on the ITA list.

The training cost is above FVWDB determined limits and the customer is not able to cover the extra cost.

The customer will not be able to complete the training within the FVWDB determined time limit.

Se e oo o

Other Reasons, please describe:
3. Meets high growth, high demand, high wage, please circle one below.
a.  High Wage: The wage of the desired training meets LMI job openings.

b.  High Growth: Per LMI, the growth for the desired occupation is a negative growth of 0%.
c.  High Demand: Per LMI, the demand is LESS than 100 job openings in WI annually.

Comments:
4. Meets FVWDB Training Focus: YES NO
5. Training is on the ITA list: YES NO
ITA#

6. Participant is qualified to undertake and complete training program:

Copy of assessments in file YES NO
Math & Reading scores in file YES NO
7. Training is available within program limits, or the participant can show additional resources to cover extra costs
(explain):
8. Approved: YES NO

Additional Comments:

WIA Program Representative Date
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FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.

TEMPORARY EMPLOYMENT POLICY AND PROCEDURE

POLICY

Each WIA dislocated worker program participant may be engaged in temporary employment when the case
manager determines:

1) The temporary employment is taken with the specific purpose of maintaining income prior to or
during enrollment in WIA training and training is scheduled to begin in the next enrollment period,

2) Part-time/temporary/seasonal/limited-term employment will be considered temporary, and the
temporary employment is intended to last only until training is completed and permanent
employment is obtained.

3) Any exceptions need to be approved by FVWDB Programs Director.

PROCEDURE

All participants requesting temporary employment status must complete the Affidavit of Temporary
Employment form. The case manager, if necessary, will assist the participant in completing this form and, once
completed, approve or disapprove the request for temporary employment status.

When for any reason the case manager has any doubt regarding the information provided by the participant, the
case manager will verify this information, prior to approving the temporary employment status request.

The case manager will see that the Temporary Employment form is completed and the original copy will remain

in the participant’s file. Upon request, said form will be submitted to the FVWDB Program Director for review
and monitoring purposes.
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FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.

AFFIDAVIT OF TEMPORARY EMPLOYMENT

| verify that | have accepted temporary employment for the sole purpose of subsidizing my income to support myself
during enrollment in a Workforce Investment Act (WIA) training program. | verify that such employment is with an
employer other than that from which | was dislocated.

| intend to terminate this temporary employment when my WIA training is completed and I have obtained permanent
employment related to my field of training/experience.

Temporary Employer:

Job Title:

Start Date:

Wage:

Hours per week:

Benefits: Yes No

If yes, explain:

Participant Signature: Date:

Case Manager Signature: Date:
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Attachment A

VA
ok l{@

- W()RKFORCE DEVEL()PMENT FVWDB Career Pathways - Guidance Model
SYSTEM

Overview: FVWDB views the Career Pathways model as a multi-tiered approach for delivering support to
clients enrolled in the Workforce Investment Act (WIA) program. The model is structured in a way that allows
individuals to enter and exit according to their needs and goals. Career Pathways is a long-term approach
designed to develop a quality workforce on multiple levels and will be implemented across all WIA programs
(Dislocated Worker, Adult, and Youth).

Focus Areas: FVWDB has elected to concentrate on six focus groups that play a vital role in our economic
engine. The intent is to provide a near continuous pipeline of qualified individuals who are able to meet the
dynamic needs of our local workforce. The focus areas with their additional career subsets include:

1. Advanced Manufacturing

a. Financial / Human Resources / Information Technology
2. Call Centers / Business Services

a. Financial / Human Resources / Information Technology
3. Construction

a. Financial / Human Resources / Information Technology
4. Health Care

a. Financial / Human Resources / Information Technology
5. Modernized Agriculture

a. Financial / Human Resources / Information Technology
6. Logistics (CDL / Supply Chain)

a. Financial / Human Resources / Information Technology

Basic Guidance: Although requirements may vary slightly amongst WIA program areas, before any training can
be provided, the training must meet current FVWDB policy.

Action Plan: The FVWDB version of the Career Pathways model is centered on three critical steps: 1)
Assessments, 2) Career Planning, and 3) Action

1. Assessments: Necessary to determine “where” the individual is at now (skills) and where do they
want to be tomorrow and the days after.

a. Varieties of tools are currently in existence or are being planned within our Workforce
Development Area (WDA).

e Job Fit
o Work Keys
e Others as necessary when approved by FVWDB
b. The assessments will be used to develop a comprehensive picture of what skills (hard/soft)
the client currently possesses and how that impacts future plans.

2. Career Planning: Necessary to determine or identify any “skill”” gaps or barriers to employment
along with strengths. This planning will be used to initiate the “way ahead” for the client as a
systematic “career roadmap” is developed. The focus of the roadmap should be on what the
program can provide to the client in order to reach their goals. Goals outside the scope of the
program need to be considered and if feasible, guidance on how to reach those goals can be given.
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For example, a typical client may be working towards a two-year degree initially and then will go
for a four year degree. The two-year degree would be within the scope of the program; however,
the four year degree would not in this case (Note: someone already in their third year may qualify as
well). The roadmap should address this limitation and give some guidance (or provide referral) on
how to continue towards the advanced degree. The roadmap will consist of the following
components:

a. Training Plan: Clearly outline the training actions necessary to reach the client’s goals. If
applicable, the plan should tie in directly with the ASSET’s Individual Employment Plan
(IEP) / Individual Service Strategy (ISS) modules.

b. Support Plan:

i. Support services - If applicable, address transportation and childcare issues within
the scope of the current Support Services Policy (FVWDB).

ii. Other barriers — If applicable, address other barriers (e.g. physical, mental, domestic
environment, etc) that might impact training. In some cases, addressing these
issues (e.g. spousal abuse) must be accomplished prior to the training phase if
there’s to be any reasonable chance for success.

3. Action:
a. Assign an entry point for the client.
b. Coordinate with partner agencies.
c. Track progress.
i. Current status / review goals.

ii. Preparation for the next step (advanced training or program exit). The exit brief
should be a review of where the client initially started, where they are now, and
where they want to be with their career.

iii. Follow-up (WIA). Maintain contact with the client per program guidance and
provide allowable services as necessary.

Summary: FVWDB believes that the Career Pathways model is the best approach for addressing the ever
changing demands of employer workforce requirements. This multi-tiered model in conjunction with a
proactive case management system and partner agencies provides a flexible means for developing that
workforce for now and into the foreseeable future.
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FVWDB Career Pathways Model - Tier Descriptions

Tier 1 — Intensive Work Readiness & Follow-up Supports

Target Audience:

Desire to work

Featured Instruction:

Assistance accessing income supports

Drug and/or alcohol treatment

Transitional employment

Intensive work-readiness preparation

Job placement and follow-up support for participant and/or employer

Tier 2 — Lower Level Bridge (Workplace Basics, Vocational, ESL/ABE)

Target Audience:

5" _ 6™ grade reading level

Low-intermediate ESL level

With or without high school diploma or GED/HSED

Little work experience

Desire to improve basic skills to advance to a better-paying job

Featured Instruction:

Basic reading, writing (sentences), speaking (workplace vocabulary), and math (arithmetic) taught in context of
job and life “success skills”, such as writing a resume, interviewing for a job, providing customer service, using
basic computer programs at home and on the job, workplace safety, workplace rights, and exploring life and work
values and goals

Training in industry-specific vocabulary and skills

Workplace communication skills

Job placement assistance

Tier 3 — Higher Level Bridge (Contextual Secondary-level ABE/ESL Bridge)

Target Audience:

7" — 8™ grade reading level

High-intermediate ESL level

With or without a high school diploma or GED/HSED

Stable work history

Desire to pursue postsecondary technical training or education

Featured Instruction:

Outcome competencies set by employers and college occupational degree program facility (i.e. 4 hr. blueprint
reading class, Microsoft Office Suites software program)

Basic reading (reading for information), writing (paragraphs), speaking (presentations), math (pre-algebra), and
computer applications (word processing, spreadsheet, presentation software) taught in the context of exploring
careers and postsecondary training options and preparing a career plan

Learning success skills (for school and on the job), including note-taking, study habits, time management,
financial literacy, and test-taking (i.e. Accuplacer)

Training in industry-specific vocabulary and technical fundamentals taught using workplace problems and tools
and materials from introductory college-level courses (in field-specific programs)

College credits or “credit equivalencies” for competencies developed and documented during bridge training
Job shadowing and internships

Job and/or college placement assistance
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Post-secondary education

Adult basic education

Advanced
Postgraduate
Education

4 Year
Baccalaureate

Applied
Associate
Degree

1-year
or
2-year
Technical
Diploma

Short-term
Occupational/
Industry

Contextual
Secondary-level
ABE / ESL Bridge

Workplace Basics
Vocational
ESL/ABE

Intensive Work
Readiness and
Follow-up Supports

Education

Technical
Professional &
Managerial
Jobs

Skilled
Technician
Jobs

Entry-level
Technician
Jobs

Entry-level
Skilled
Jobs

Bujures) apeiBdp |INS 18I0 Juaquindu)

Semi-skilled
Jobs

Unskilled
Jobs

Employment

ORKFORCE | JEVELOPMEN
WSYSTEM D

FVWDB Career Pathways Guidance
Key Elements

KEY
. Pathways components

. Adult Basic Ed Bridge

. Other career path or bridge stages

. Focal RISE employment skill levels

. Other employment skill levels

o

Direct paths between training
or skill levels

— Training paths to jobs/skill levels
and vice-versa

Developed 9.24.07
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< - Advanced Manufacturing Pathway Ladder
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Technical
—» | Professional &
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Jobs
Plan, Review, Assessment,
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= Skilled
8 —— | Techuiian
g Jobs
~
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T Plan, Review, Assessment,
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% Entry-level
= Technician
Jobs
‘—
Plan, Review, Assessment,
& Evaluation
—
Entry-level
Plan, Review, Assessment, Skilled
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= —> | Semi-skilled
-8 I Jobs
o -
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WIA Program Entry
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Post-secondary Education

Adult Basic Education

Call Center Pathway Ladder

NOT all inclusive
Technical
Professional &
IManagenal
Jobs
& Evalvation
Skilled
Technician
Jobs
Plan, Review, Assessment,
& Evaluation
Entry-level
Technician
Jobs
Plan, Review, Assessment,
& Evaluation
Entry-level
Plan, Review, Assessment, Skilled
& Evahation Jobs
Contextaal Secondary-level ESL/ABE
—> | Semi-skilled
L Jobs
‘_
Workplace Basics, Vocational ESL/ABE!
|
. . Unshlled
Intensive Work Readivess & Follow-up Supports —_— Jobs
|
WIA Program Entry
Assessment/Careey Development Plan
Individual Enployment Plan(IEF)
Individual Service S trategy (ISS)
|
Developed 10.19.07

WIA Program Pre-screering/Ebgib ility
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Post-secondary Education

Adult Basic Education

Construction Pathway Ladder

NOT all inclusive
Technical
Professional &
IManagenal
Jobs
& Evalvation
Skilled
Technician
Jobs
Plan, Review, Assessment,
& Evaluation
Entry-level
Technician
Jobs
Plan, Review, Assessment,
& Evaluation
Entry-level
Plan, Review, Assessment, Skilled
& Evahation Jobs
Contextaal Secondary-level ESL/ABE
—> | Semi-skilled
L Jobs
‘_
Workplace Basics, Vocational ESL/ABE!
|
. . Unshlled
Intensive Work Readivess & Follow-up Supports —_— Jobs
|
WIA Program Entry
Assessment/Careey Development Plan
Individual Enployment Plan(IEF)
Individual Service S trategy (ISS)
|
Developed 10.19.07

WIA Program Pre-screering/Ebgib ility
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Post-secondary Education

Adult Basic Education

Health Care Pathway Ladder

NOT all inclusive
Technical
Professional &
IManagenal
Jobs
Plan, Review, Assessment,
& Evalvation
Skilled
o Technician
Jobs
‘_
Plan, Review, Assessment,
& Evaluation
Entry-level
Technician
Jobs
Plan, Review, Assessment,
& Evaluation
Entry-level
Plan, Review, Assessment, Skilled
& Evahation Jobs
Contextaal Secondary-level ESL/ABE
—> | Semi-skilled
L Jobs
‘_
Workplace Basics, Vocational ESL/ABE!
|
. . Unshlled
Intensive Work Readiress & FollovupSuppartsf ____5, Jobs
|
WIA Program Entry
Assessment/Careey Development Plan
Individual Exployment Plan(IEF)
Individual Service S trategy (ISS)
|
WIA Program Pre-scresring/Eligih ility Developed 10.19.07
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Post-secondary Education

Adult Basic Education

Modernized Agriculture Pathway Ladder

WIA Program Pre-screering/Ebgib ility

NOT all inclusive
Technical
—» | Professional &
Ianagenal
Jobs
Plan, Review, Assessment,
& Evalvation
Skilled
e Technician
Jobs
Plan, Review, Assessment,
& Evaluation
Entry-level
Technician
Jobs
‘—
Plan, Review, Assessment,
& Evaluation
—
Entry-level
Plan, Review, Assessment, Skilled
& Evd;lbn Jobs
Contextaal Secondary-level ESL/ABE
—> | Semi-skilled
L Jobs
‘_
Workplace Basics, Vocational ESL/ABE!
< .
. . Unsklled
Intensive Work Readivess & Follow-up Supports —_— Jobs
|
WIA Program Entry
Assessment/Careey Development Plan
Individual Exployment Plan(IEF)
Individual Service S trategy (ISS)
K 1
Developed 10.19.07
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Individual Training Account (ITA) List ATTACHMENT S

1.  Fox Valley WDB (FVWDB) has established the following procedure for adding, removing, and
monitoring training providers on the ITA list.

a.

Adding: If not already on the statewide ITA list, upon request, an ITA application (DWD
developed) is given to the training provider.

Applications will be reviewed for completeness and accuracy. Completion/placement data not
required if the program is new.

Input from case managers will be solicited:
ii. Projected LMI data; both growth and projected number of openings are considered.
iii. Anecdotal input regarding career outlook and training provider past performance in
already approved programs.

Removal: FVWDB will follow established DWD policy for having a training provider removed.

Monitoring: FVWDB will use current performance data collected by the state that is relevant
and/or anecdotal data collected by case management staff and other WDB’s.
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On-the-Job Training Policy (OJT) ATTACHMENT T

OJT TABLE OF CONTENTS

I.  Introduction
I1.  ldentification of On-the-Job Training (OJT) Need
I11.  Selection of Participants for On-the-Job Training (OJT)
IV.  Employer Eligibility for Participating in OJT
V.  Occupational Eligibility
VI.  Content of the OJT Contract
VII.  Procedure
VIII.  OJT Monitoring, Compliance & Modification
IX.  Recordkeeping
X.  On-the-Job Training Directions

OJT POLICY ATTACHMENTS

1)
2)
3)
4)
5)
6)
7)
8)
9)

WIA Training Needs Assessment Form

Directions& Definitions for WIA Training Needs Assessment

OJT Contract Length Determination Form/Training Time Conversion Chart
On-the-Job Training Contract

Addendum A: Union Concurrence

Instructions for Completing the OJT Contract

OJT Monthly Time Record and Progress Report

OJT Monitoring Guide

Contract Modification Form

10) OJT Opportunity
11) Certification of OJT Completion
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FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.
ON-THE-JOB TRAINING GUIDELINES

Introduction

On-the-Job Training (OJT) is onsite training by an employer who is reimbursed up to 50% of the wage
rate of the participant (over a determined period of time) to compensate for extraordinary costs of training.

On-the-job training (OJT) as allowed by the Workforce Investment Act (WIA) is a viable training tool for
eligible WIA participants. OJT can be an effective tool in assisting WIA eligible participants to become
gainfully employed after receiving core services, intensive services, and has been unsuccessful in finding
adequate employment. This is because the training is conducted at the work place. On-the-job training is
one of the most successful forms of training under WIA. WIA enrollees are either dislocated workers or
economically disadvantaged (income less than 200% of poverty) persons with limited/outdated skills, and
employers are often unwilling to take the risk of hiring and training these individuals. The OJT program
encourages employers to take that risk by partially reimbursing wages for training.

Payments made to employers are considered to be reimbursements for costs of training, including lower
productivity, which are over and above normal training that would be provided to non-WIA eligible new
hires. The OJT contract is not a subsidy to employers for normal hiring and training. WIA funds must be
used to buy training, not placements and wage subsidies. However, for an OJT to be most beneficial and
productive for both the WIA trainee and the employer, it should be planned. Therefore, the following
guidelines are designed to assist case managers in the planning of an OJT experience. The guidelines will
also assist in meeting the federal regulations which require that, to be allowable, costs incurred in the OJT
contracting process must be necessary, reasonable and allocable.

Identification of OJT Need

When is an OJT appropriate? An contract is appropriate when the participant lacks the skills necessary
to obtain employment with that specific employer. The need for any OJT should also be identified in the
Individual Employment Plan (IEP) wherein the participant’s interests, abilities, and needs are identified.

An contract would be inappropriate if the participant already possesses all the skills the employer requires
to do the job in question, i.e., the participant was previously employed in this occupation and needs no
further training to become re-employed in the same occupation.

Selection of Participants for On-the-Job Training

Participants must be certified eligible for WIA prior to consideration of an contract. All participants will
have completed an objective assessment, have an Individual Employment Plan (IEP) in which OJT has
been identified as the appropriate service activity and enrolled in WIA before training or program activity
begins.

FVWDB Subcontractors will not accept referrals from employers regarding individuals the employer
would like to hire and "make WIA eligible", i.e., reverse referrals. Subcontractors should screen all
participants prior to being referred to employers. All contracts must be negotiated and signed on or
before the first day of employment.

Emplover Eligibility for Participating in On-the-Job Training
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Potentially eligible employers able to participate in OJT contracting include: private-for-profit businesses,
private non-profit organizations, and public sector employers.

An employer will not be eligible to receive WIA OJT training reimbursements if:

A)

B)

C)

D)

E)

F

G)

H)

The employer has any other individual on layoff, involved in a work stoppage or on strike from the
same or substantially equivalent position.

The OJT would infringe upon the promotion of or displacement of any currently employed worker or
a reduction in their hours.

The same or a substantially equivalent position is open due to a hiring freeze.

These funds would be used to assist in relocating establishments or parts thereof from one area to
another unless it has been determined by the Secretary of the Department of Labor (DOL) that such
relocation will not result in an increase in unemployment in the area of original location or in any
other area.

The positions are for seasonal employment.

The employer is a private for-profit employment agency, i.e. temporary employment agency,
employee leasing firm or staffing agency.

Employer who (the actual worksite of trainee) is beyond 40 miles (except in Workforce Development
Area) from an office in which the case manager works will not be eligible for OJT reimbursements,
(i.e. primary reason is because it is not cost effective to develop and monitor), unless approved by the
contracted FVWDB Programs Director.

The position is not full time, i.e. minimum of 32 hours per week. For jobs less than 32 hours per
week, the case manager’s supervisor must approve the contract in writing, and such written approval
shall be maintained in the participant's file. In no event shall a contract be written for jobs which
provide less than 25 hours per week.

In addition:

1)

2)

3)

WIA OJT is not an entitlement program for employers. The decision to enter into an contract with an
employer is at the discretion of the FVWDB Chief Executive Officer. Employers who have a history
of not continuing employment of WIA participants after the contract is completed will not be
considered for additional contracts.

Reimbursements for on-the-job training are not intended to be wage subsidies to employers; rather
they are intended for extraordinary costs of training WIA participants.

WIA OJT prohibits employment on the construction, operation, or maintenance of any facility used
for sectarian instruction or place of worship.

Occupational Eligibility

OJT is allowable for occupations which are consistent with the participant's capabilities, are in demand
occupations which will lead to employment opportunities enabling the participant to become economically
self-sufficient and which will contribute to the occupational development and upward mobility of the
participant.
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VI.

Occupations selected for OJT shall meet, at the time of completion or per company policy, the following:

A.

Average Earnings meet or exceed FVWDB, Inc. performance standards for WIA Adult and/or WIA
Dislocated Worker (varies by program year); and

Full time positions (minimum of 32 hours per week), and

All participants shall be provided benefits and working conditions at the same level and to the same
extent as other employees working a similar length of time and doing the same type of work. This will
include Unemployment Insurance coverage where the employer is normally required to provide such
coverage to its employees.

The position provides the participant benefits per company policy which have a monetary value (i.e.
insurance, paid leave, profit sharing) other than those required by law.

Although budgetary limitations may be taken into account in determining OJT duration, the skill
requirements of the job and the training needs (Attachment 1) of the participant should be used as the
primary determinants. Contracts written for less than 6 weeks in length are discouraged. The case
manager should provide justification for contracts of less than 6 weeks or when contracts are written
for a shorter period than indicated by applying FVWDB’s methodology for determining the length of
OJT training, which is located on attachments 2 and 3. The justification should be maintained in the
participant's file. Contracts can be written for a training period that exceeds the period which the
employer is reimbursed.

No contract shall be written for more than 6 months' duration.

Contracts will generally not be written for the following occupations: operators of single needle non-
complex sewing machines; janitors; dishwashers; baggers; house keepers; and car wash attendants.
These are low skill jobs that generally would require little or no training. They should be used for OJT
only if training is required to accommodate disabled or other participants who possess limited skills,
i.e. needs assessment scores of 14 or higher which indicates extreme need for training.

Content of the contract

When an employer is interested in hiring an enrolled WIA eligible participant, basic information needs to
be collected from the employer, including: employer name and address, job title, job description, rate of
pay, hours worked per week, and benefits available to the participant, the participant's name, training
needs, education and employment background need to be reviewed in order to justify the need for an
contract.

Two forms utilized to determine the training need and length are:

1.

Training Needs Assessment—which assesses stability of work experience, education, English
communication, dependents, and other barriers to employment (see Attachment #2 — Directions &
Definitions). The total of the Training Needs Assessment is then used in the calculation of the OJT
Agreement Length Determination Form.

OJT Contract Length Determination Form—reviews the participants training needs, the difficulty of
the job, and the estimated length of training (see Attachment #3).
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VIL.

VIII.

IX.

After the Training Needs Assessment and OJT Contract Length Determination Form have been completed,
and it has been determined that an OJT is appropriate, the case manager can fill out the OJT Contract (see
Attachment #4).

All contracts must be negotiated and signed on or before the participant's first day of employment.

e The case manager will review the contract, monthly time record, and progress report with the
participant, answer any questions, and obtain their signatures on the contract.

e The Business Service Manager will review the contract, monthly time record, and progress report
with the employer, answer any questions, and obtain their signatures on the contract.

e Both the case manager and the Business Service Manager are responsible to communicate all
information with each other and the Programs Director.

Each party receives a copy of the contract. The Chief Financial Officer receives an original contract where
it is kept on file, PRIOR to any payments to the employer. A photo copy is also sent to FVWDB Programs
Director.

Procedures

The employer is required to submit a monthly time record and progress report to the case manager. The
Monthly Time Record and Progress Report must be signed by the participant, employer, and case
manager. The case manager should maintain a copy of this report for the participant file and the original
forwarded to the FVWDB Chief Financial Officer. The FVWDB Chief Financial Officer will pay the
employer based on the availability of funds. All payments are made on a cost reimbursement basis to the
employer.

If, in reviewing the monthly progress report, it is apparent the participant is having difficulty, the case
manager should contact the Business Services Manager. Sequentially they can help the employer in an
attempt to resolve any problems/potential problems to insure the successful completion of the contract and
retention by the employer of the participant in unsubsidized employment.

OJT Monitoring, Compliance & Modification

On-site monitoring will be conducted at least once during the course of the contract (as close to midpoint
of contract as possible) to determine compliance with WIA and progress toward completion of training.

The monitoring guide (Attachment #9) will be completed for all contracts.

If terms and conditions of the contract are not being met, an effort should be made to resolve the issue at
the time of the on-site monitoring. If violations of law are taking place, steps to terminate the contract
should be implemented immediately.

The contract may be modified to adjust the end date, number of hours, contract total, or for other valid
changes using the contract Modification form (Attachment #8). A copy of the contract Modification form
must be forwarded to the FVWDB, Inc. Chief Financial Officer.

NOTE: A contract may be modified for wage increases only if additional training is required and can be
justified and documented.

Recordkeeping
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The following records should be maintained in the OJT participant/trainee’s file:

» Verification of WIA Program Eligibility * Completed OJT Monitoring Guide
+ Objective Assessment Results (including work history) * Correspondence/Case Notes

* Individual Employment Plan (IEP) * Certificate of Completion

» Needs Assessment Form  Copy of contract

« Contract Length Determination Form » ASSET Service Tracking

« Copies of Monthly Time Record and Progress Report

X. OJT Direction Outline

Staff must complete the following when providing an OJT service:

1. Employer Certification - Employers must demonstrate that they:
e Have not relocated or expanded operations from another location where dislocations were
the result.
e Within a two-year period, have provided long-term employment to at least 50% of former
OJT participants.
o Within a two-year period, have maintained wages at levels equal to or higher than the
level paid under the OJT agreement for at 50% of former OJT participants.

2. Training Needs/Duration Analysis — Determines whether training is appropriate; and if so, how
long training should last.

Needs are evaluated, in part, by completing the Assessment Profile. If there is a clear discrepancy
between the skills of the participant and those required by the employer, the case manager will
bring the discrepancy to the programs director for further guidance on the continuation of the OJT.

3. OJT Contract and Training Plan/Program Enroliment — Must be completed (with the appropriate
signatures and dates) prior to the beginning of the OJT.

4. Training Evaluation/Invoice — Completed at the half-way point and end of training period. These
invoices generate a 50% and 25% reimbursement (respectively) to the employer.

5. Training Invoice — Retention — Completed 13 weeks after the completion of training. Employer
gets the remaining 25% of contract if the participant is still employed.

6. OJT Post Training Evaluation — Completed 13 weeks after the completion of training, and sent to
the FVWDB Programs Director at the FVWDB Office.
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ATTACHMENT 1
WIA TRAINING NEEDS ASSESSMENT

Participant
ASSET PIN# Age Male Female
WIA Services Agency Date of Needs Assessment

For indicators A & B, choose the one sub-indicator (a, b or c) listed which is true for the participant and gives the
highest point value, d, e, or f may also apply. Enter the point value in the sub-total at the far right.

A. Stability of Work Experience since the start of the OJT process (Max of 7 points)
A. Sub-Total

a. 3 pts.—over 26 weeks unemployed or under-employed in year prior to application on OJT
b. 2 pts.—19-25 weeks unemployed or under-employed
c. 1pt. —10-18 weeks unemployed or under-employed
d. 2 pts.—history of short term intermittent employment (held at least four jobs in the last
two years or at least two jobs in the past year)

e. 3 pts.—No prior work experience
f.  Add 1 point for unstable work history other than a-d (Maximum of 2 pts.)

__ (1) Fired from one or more jobs in past two years

_ (2) Quit at least two jobs in last two years for reasons other than layoff or external

responsibilities (e.g., health, child care, or another job)
____(3) Held any two jobs for less than six weeks in the past two years
__ WEEKS UNEMPLOYED ONLY

B. Education (Max. of 6 pts.) B. Sub-Total
Test Level, Reading . Math . Not Tested

a. 4 pts.—less than 8" grade reading and math (or highest grade completed is 8", if not tested)

b. 3 pts.—less than 8" grade reading or math (or highest grade completed is 10", or less, if not tested)
c. 2 pts.—less than 9™ grade reading and math (or highest grade completed is 11", if not tested)

d. Add 1 point if no high school diploma or GED.

e. Add 1 point for other education barrier (Must be explained below):

C. English Communication (Maximum of 3 points) C. Sub-Total

___ 3 pts.—Inability to speak English when it presents a barrier to employment
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D. Other Barriers (Maximum of 6 points) Two (2) points for each barrier D. Sub-Total

____a. Offender ____e. Older Worker (over 55) ____i. Refugee
___ b. Displaced Homemaker __f. Recently Separated Veteran ~___j. Lack of Transportation
____c. Dislocated Worker 0. Age 45-54 ___k. Physical Handicap

__d. Mental Health, Alcohol, Drug ___ h. Public Assistance Recipient
Abuse, Other Mental Disability

E. Dependents (Max. of 3 pts.) E. Sub-Total
____a.2pts. — Single Parent/Single Head of Household—Children or Invalid at home

__b. 1 pt. — Dependents other than spouse & no employed adults in family
____Optional: Add 1 point if dependents (in either a or b are of pre-school age)

OVERALL NEED - Add scores for A through E

150



ATTACHMENT 2

DIRECTIONS FOR COMPLETION OF
THE WIA TRAINING NEEDS ASSESSMENT FORM

All items must be responded to completely.

The Sub-total boxes to the right of the indicator heading represent the point value marked for that specific
indicator. Put a check mark next to each criterion that applies to the participant. The point value for the
checked criteria must add up to the sub-total for each indictor.

This form must be completed for all OJT candidates.

The only time a specifically defined term can be used as a basis for awarding points, is when the participant's
actual status matches the definition given on the attached definition listing.

SPECIFIC DIRECTIONS

A

Stability of Work Experience

1. For the weeks of unemployment criteria (Indicators a, b or c), choose the one which is true for the
participant and gives the highest point value. One of these indicators will apply to all participants.
2. d, e or fwill apply only to some participants. Make entries as appropriate to the maximum point value as
indicated by the work history of the participant.
3. Total weeks unemployed (the time since the participant last held a regular full or part-time job) prior to
application must be entered in the space provided.

Education

1. Select the indicator that matches the applicant's educational history and gives the highest number of
points. Note that indicators a, b and ¢ have two parts. The first part, Grade Level achievements, can
be indicated when the participant has been tested. In those cases where the participant has not been
tested, educational barriers may be shown, if present, by the highest grade completed. The highest
grade completed option may only be selected when the participant has not been tested.

2. An additional point is given in (d) when the applicant has no high school diploma or GED. Note that
this point may also be awarded when the highest grade completed alternative is used.

3. The explanation for other educational barriers must indicate what the barrier is, how it has been
diagnosed and where documentation is maintained.

English Communication  Self explanatory

Other Barriers

1. A maximum of three barriers can be indicated. Put a check mark next to those that apply.

2. If the applicant has a physical handicap (barrier k, in the space provided) identify the physical disability,
how it has been diagnosed and where documentation is maintained.

Dependents Self explanatory

Other Check your arithmetic, making sure that your entries show how the sub-total indicated on the
right was derived. Make sure the five sub-totals add to the total (OVERALL NEED).
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G.

Priority Group Ranges

High Need = 10 or more points Medium Need = 4 to 9 points Low Need = 0 to 3 points

DEFINITIONS

Unemployed—During the seven consecutive days prior to application, the applicant did not work but
was available for work and during the past four weeks, the applicant made specific efforts to find a
job.

Underemployed—The applicant is either: a) working full-time but has an annualized earned income
(for one person family) which, if annualized, would be equal to or below the poverty level, or b)
working part-time and seeking full-time work.

Offender—The applicant has been subject to any stage of the adult criminal justice system, and would
benefit from WIA programs, or requires assistance in overcoming artificial barriers to employment
resulting from a record of arrest or conviction.

Dislocated Worker—The applicant is an individual who:
a. was dislocated within the last five years, and
b. has no specific recall date from an employer, and
c. either:

- previous work history of two years if age 22 or older, or

- previous work history of four years if age 21 or younger, or

- dislocation that is the result of a permanent plant or facility closing or substantial
layoff regardless of work history.

REGULAR DISLOCATED WORKER - Has been terminated or laid off or has received a notice of
termination or lay-off from employment; and is eligible for, or has exhausted, entitlement to
unemployment compensation; or has been employed for at least six months with employer of
dislocation, but is not eligible for unemployment compensation; and is unlikely to return a previous
industry or occupation;

PLANT CLOSING OR SUBSTANTIAL LAYOFF — Has been terminated or laid off, or has

received a notice of termination or layoff, from employment, as a result of any permanent closure of,

or any substantial layoff at, a plant, facility or enterprise (NOTE: Substantial layoff would adhere to
WARN notice requirements);

ANNOUNCED PLANT CLOSING — Employer has made a general announcement that such a
facility will close within 180 days;

SELF-EMPLOYED — Was self-employed and is currently either unemployed or is in the process of
going out of business due to a natural disaster or general economic conditions in the area.

DISPLACED HOMEMAKER - Is an individual who has been providing unpaid services to family
members in the home and who:
a. has been dependent on the income of another family member but is no longer supported by
that income; and
b. is unemployed or underemployed and is experiencing difficulty in obtaining or upgrading
employment.
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10.

11.

Mental Health, Alcohol, Drug Abuse, Other Mental or Physical Disability — A disability constitutes a
barrier to employment when: a) it substantially limits the applicant’s major life activities functions
such as caring for one’s self, performing manual tasks, walking, seeing, hearing, speaking, breathing,
learning, working and receiving education or vocational training; b) the applicant has a record of such
a limitation; c) the applicant is regarded by others as having such a limitation. Note: inability to speak
English does not constitute a barrier.

A person is handicapped if she/he has: a) a physical or mental impairment which substantially limits
one or more major life activities; b) a record of such impairment; or c) is regarded as having such an
impairment: The word handicap refers to some particular condition which is not common to the
“normal” population; is “a disadvantage that makes achievement unusually difficult.” Any physical or
mental condition may be considered a handicap under the Fair Employment Act if the presence of
such a condition is being used by an employer to discriminate against an individual. Under the heading
of Mental Handicaps are listed a) Organic (retardation, stroke, tumor); and b) Behavioral (alcoholism,
drug dependencies, psychosis, emotional disorders).

Older Worker (Over 55)—an applicant at least 55 years of age at the time of enrollment.

Recently Separated Veteran—The applicant is an individual who served in the active (180 days or
more) military, naval, or air service, and who was released or discharged under conditions other than
dishonorable, the date of discharge or release occurring during the 48 months prior to application for
WIA.

45-54—The applicant is between 45 and 55 years of age.

Refugee—One who flees from his/her home or country to seek refuge elsewhere—according to
Webster’s New World Dictionary.

Public Assistance Recipient—The applicant, or applicant’s family, is currently receiving public
assistance, which means federal, state, or local government cash payments for which eligibility is
determined by a need or income test. “Cash” includes direct payments in the form of currency, checks
or money orders. It does not include the value of meals and lodging provided in exchange for work,
food stamps, Medicaid, the value of emergency food, clothing, or housing, or the subsidized portion of
rent for public housing. Food stamps are a separate program and are not considered public assistance.

Lack of Transportation—There is no public transportation available, or either no car or driver’s
license, or both.
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ATTACHMENT 3
OJT CONTRACT LENGTH DETERMINATION FORM

Trainee's Name ASSET PIN#
Job Title Dictionary of Occupational Titles (DOT) Code
Skill Level Sum Needs Assessment Score or

Specific VVocational Preparation Time

The DOT code is a nine (9) digit number which specifies various occupational information.

The first three digits identify a particular occupational group. The middle three (3) digits of the DOT occupational code are
the workers function ratings of the task perform in the occupation. The last three (3) digits of the occupational code indicate
the alphabetical order of titles within 6-digit code groups which differentiates a particular occupation from all others.

Example: DOT code 652.382-010 gives a skill level of 13 (add 3 + 8 + 2). There is an inverse relationship between skill level
and the amount of training time required for a particular occupation; as the skill level code increases, the training time
decreases. The lower the skill level number the higher the skill level and the greater the time required for training.

TRAINING TIME CONVERSION CHART

High Needs  Medium Needs Low Needs

DOT Code (10+) (4-9) (0-3)
Level Weeks Weeks Weeks
0-10 12-14 10-12 8-10
11-12 10-12 8-10 6-8
13- 14 9-11 7-9 5-7
15-18 8-10 6-8 4-6
19-23 6-8 4-6 X
Indicated length of contract: Weeks __ Hours

Comments:

154



Case Manager Signature Date
ATTACHMENT 4
ON-THE-JOB TRAINING CONTRACT (1 of 5)

Employee Name:

Contract #: Program:

Active Period: ASSET PIN#

Employee Signature:

GENERAL INFORMATION
Employer Name:

Address: City, State, Zip:
Telephone Number: Email:
REIMBURSEMENT FORMULA : SOC CODE: SIC CODE: DOT CODE:

Total Wages Fix
During Reimbursement
Training Rate (%0)

Employee Total # of
Hourly Wage | Training Hours

Total Training

Job Title Cost

Other Training  Tuition & Fees Books and

Costs Amount Materials Miscellaneous Contract Total:

The parties hereto agree that the Employer will provide on-the-job training for the Employee named above, and that the
Contractor will, in consideration of such training services to be provided, reimburse the employer a total fixed price as
indicated above as the “contract total,” such payment to be made pursuant to the terms and conditions set forth in this
agreement and the Certifications and Assurances which are a part of this agreement.

Is the employer a Corporation? Yes No FEIN:

Is this position subject to a collective bargaining agreement? Yes  No
If yes, complete Addendum A.
SIGNATURES
This agreement is signed in good faith and the Employer agrees to the Certifications and Assurances listed on pages 2, 3,
and 4 of this Agreement.

Fox Valley Workforce Development Board, Inc. EMPLOYER
Name: Name:

Title: Chief Executive Officer Title:
Signature: Signature:

Date: Date:

155



BUSINESS SERVICES REP: Phone:

Page 2 of 5
JOB DESCRIPTION

Attach copy of job description if available

TRAINING SUPERVISOR:

TRAINING PLAN

Specific proficiencies and skills to be learned, measurable indicators of successful performance, and estimated
number of hours of training needed to learn each skill:

TRAINING METHOD(S) List Answers Below

Observation

Performing Task(s) Under Supervision

Classroom Training

Other (Specify):
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Page 3 of 5
1. REPORTING REQUIREMENTS

(@) The Employer will be required to submit a monthly time record and progress report form to the
FVWDB Programs Director at the end of each month and at the end of each contract.

(b) The Employer will be responsible for reporting all OJT hires and terminations to the FVWDB
Programs Director.

2. RECORD RETENTION

(&) The Employer is responsible for maintaining attendance and payroll records of the participant, and any
other evidence and accounting procedures and practices, sufficient to reflect properly all costs and
services claimed to have been incurred and anticipated to be incurred for the performance of this
contract.

(b) The Employer shall preserve and make available his records until the expiration date of six (6) years
from the date of final payment under this contract.

(c) The Employer agrees that the contracting officer, or any of his/her duly authorized representatives and
the Fox Valley Workforce Development Board, Inc. shall be given access to, at all reasonable times,
the facilities and records pursuant to this contract.

3. TRAINING REIMBURSEMENT

a) The Employer will be reimbursed for only those training days actually worked by the
participant/employee and such reimbursement will not exceed 50% of actual wages paid. OJT
reimbursement cannot be utilized for payment of over-time wages. Overtime hours worked during the
training period will be reimbursed based on the straight hourly rate.

b) Reimbursement for off-site or classroom training costs, which are identified as part of the training
plan, will be paid upon submission of documents from the Employer indicating costs incurred for such
training.

4. All wages paid by the Employer to the participant/employee will be made by check.

5. All contracts are to be written and signed prior to or before, but in no event later than, the participant's
actual start date with the Employer.

6. The Employer certifies that he/she is able to provide the resources for training, including supervision,
tools, equipment, instruction, etc.

7. EMPLOYEE BENEFITS
The Employer certifies that the Employee will receive some benefits other than those required by law and
which have a monetary value at least as soon as the Employee's training period has ended or the
Employer's probationary period has ended, whichever is later, per the Employer's company policy. Such
benefits will include:

Health Insurance Paid Vacation Paid Holidays

8. SAFETY REQUIREMENTS
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10.

11.

12.

No participant will be required or permitted to work or train in buildings or surroundings under working
conditions which are unsanitary, hazardous or dangerous to the participant’s health and safety.

Page 4 of 5
MODIFICATION

Modifications of this Agreement must be mutually agreed to in writing by the FVWDB and the Employer
prior to authorization and must be completed on the approved modification form. This Agreement can be
modified for wage increases only if additional training is required and can be justified and documented.

TERMINATION OF CONTRACT

The performance of work under this contract may be terminated by the FVWDB when, for any reason, it
is determined that such termination is in the best interest of the program, or when it has been determined
that the Employer has failed to provide any of the services specified or if the participant has failed to
perform or to comply with any of the provisions contained in this contract.

LAWS APPLICABLE

The Employer will perform its duties in accordance with the Workforce Investment Act of 1998, other
applicable laws, the regulations, procedures and standards promulgated hereunder, and the OJT
Certifications and Assurances listed in this contract.

ASSURANCES

A. The employer shall comply with civil rights laws and regulations including nondiscrimination (WIA).

B. No participant, staff person or administrator shall be discriminated against, denied benefits, denied
employment or excluded from participation in connection with any federally funded program on the
basis of race, color, religion, sex, national origin (ethnic status), age, handicap, marital status, offender
status, sexual orientation, political affiliation or belief, arrest or conviction record or refusal to submit
to sexual contact or sexual intercourse. (W1 Fair Employment Act, 111.31 - 111.395, stats.)

C. No officer, employee or other agent of the employer shall engage in any of the following actions with
respect to a participant who is a member of the officer's, employee's, or agent's immediate family:
recommend hiring, decide hiring, establish salary/wage rate, or provide preferential supervisory
treatment.

D. During hours of work covered by this agreement, no participant shall engage in partisan or nonpartisan
political activities.

E. Funds may not be used to attempt to support either religious or anti-religious activities.

F. Funds may not be used in any way to promote or oppose unionization.

G. No participant shall be required to join a union as a condition of employment unless the training
involves individuals employed under a collective bargaining agreement containing union security
provisions.

H. The employer must obtain a written union concurrence statement if a collective bargaining agreement
is in effect.

I.  No participant shall be placed in or remain working in any position affected by a labor dispute
involving work stoppage or strike.

J.  This agreement may not result in the displacement of currently employed workers or reduction in
hours, wages or employment benefits of currently employed workers.

K. Funds shall be used to supplement and not supplant funds that would otherwise be available from
nonfederal sources.

L. No participant shall be hired into or remain working in any position when the same or a substantially
equivalent position is vacant due to a hiring freeze.
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No participant's employment shall infringe in any way upon the promotional opportunities of currently
employed individuals.

Page 5 of 5

No participant shall be hired into or remain working in any position when any person who is not
federally funded is on layoff from that position.

The employer shall comply with applicable health and safety standards.

The employer shall secure worker's compensation or other insurance coverage for work-related injury
or illness of participants.

The employer shall comply with child labor laws if the participant is less than 18 years of age.
Participant wages will be paid by the employer at the same rates as similarly situated employees but
not less that the state or federal minimum wage, whichever is greater.

Participants shall be provided benefits and working conditions at the same level and to the same extent
as other employees working a similar length of time and doing the same type of work. This will
include unemployment compensation coverage where the employer is normally required to provide
such coverage to employees.

The employer shall maintain records and provide access to records as necessary for the FVWDB
Programs Director to assure that funds are being expended in accordance with the purposes and
provisions of the agreement.

Every employer who hires participants and receives funds under this agreement shall maintain
complaint/grievance procedures relating to the terms and conditions of employment.

Funds will not be used to relocate an establishment or part thereof at a new or expanded location, if
such relocation has resulted in the loss of employment for any employee of the establishment at the
original location.

. A trainee shall receive no payments for training activities in which the trainee fails to participate

without good cause.

The contractor's share of cost is to reimburse the employer for the employer's extra costs of training a
new worker, including lower productivity, which training will be more than that normally provided by
the employer to employees hired without the assistance of OJT. The employer assures that the
reimbursement rate is appropriate in light of the training to be provided to the employee.

The employer verifies that the employee would not have been hired without the assistance of OJT due
to lack of some qualifications for the job.

The employer verifies that there is a reasonable expectation of continued employment of the employee
in the occupation trained for upon successful completion of this Agreement.

Funded through the Workforce Investment Act
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ATTACHMENT 5

ADDENDUM A

UNION CONCURRENCE STATEMENT

, representing , concur with the On-

(Union Representative)

the-Job Training contract between

for

(Name of Union)

and Fox Valley Workforce Dev Board

(Employer)

(Participant Name)

Union Representative Signature

Date
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ATTACHMENT 6

Instructions for Completing the
On-the-Job Training Contract

All contracts written for on-the-job training must utilize the five-page On-the-Job Training (OJT) Contract Form
(Attachment 4)

Instructions for Completing the OJT Form.

Prior to filling in information on the form, the case manager should inform the employer about WIA, its
purpose, etc.

The case manager should review the information on pages three and four of the contract with the employer.
If the employer agrees with the assurances and requirements, the case manager can then complete the form
in the following manner.

Insert the employee's name (first name, middle initial, last name). Assign a contract number using the
following format:

Contractor's Consecutive
Initials Date Number Title

- 07-29-04 - 01, 02, etc. - AP, DW, SR5, etc.

Fill in the active period of the contract after determining the length of the agreement following the
instructions shown below.

Obtain the employee's signature after the agreement has been completed. Do not obtain employee's
signature on a blank form!

Insert the employee's social security number.

1. GENERAL INFORMATION- Fill in the complete name, address and telephone number of the
employer.
2. REIMBURSEMENT FORMULA

SOC (Standard Occupational Classification) Code (or its replacement). Locate proper SOC code, and
indicate in space provided.

SIC (Standard Industrial Classification) Code (or its replacement). Locate proper SIC code, and indicate
in space provided.

Job Title. Indicate the job title that can be identified with a DOT (Dictionary of Occupational Titles)
Code or its replacement. Oftentimes an employer will indicate a job title that is incorrect, i.e., machinist
instead of machine operator.

DOT Code. Select the correct DOT Code for the position. This information can be found in the
Dictionary of Occupational Titles published by the U.S. Department of Labor. It is significant that the
correct DOT Code is determined, because the "sum of the digits" method is to be used in determining
the maximum length of the OJT contract, and the SVP (Specific Vocational Preparation) Time is
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determined by the DOT Code. The SVP Time is also considered when determining the length of the
training agreement.

A - Employee Hourly Wage. Indicate the wage agreed upon for the position. The Department of
Workforce Development, Division of Employment and Training have set performance standards for the
FVWDB, Inc. that includes WIA Adult & Dislocated Worker Average Earnings Received in
unsubsidized employment for WIA Adult & Dislocated Workers. These wages are the basis of the
minimum hourly rate at which a contract can be written. Contracts for WIA participants cannot be
written for less than the FVWDB, Inc.’s performance standard (Varies by Program Year). The job for
which the contract is written must provide some benefits other than those required by law; and the job
must be classified as other than temporary or seasonal, or provide the trainee with transferable skills
(transferable skills must be documented). The case manager should use the incentive of the contract to
negotiate the highest hourly wage possible for the participant, without infringing on the pay scale of
other similarly employed persons, keeping in mind assurance 12 (R) on page five of the contract form.
By completion of the OJT, the job shall result in a wage higher than the FVWDB WIA Adult Earnings
Gain and/or the Earnings Replacement Rate for WIA Dislocated Workers.

The following costs are not allowable in the calculation of a participant's training costs: 1) Overtime; 2)
Fringe Benefits.
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ATTACHMENT 7
ON THE JOB TRAINING MONTHLY TIME RECORD AND PROGRESS REPORT

Contract No.:

Month Invoiced

Final Invoice __ Yes

No

Employer Name:

Trainee Name:

Address:
City: Date of Hire:
State/Zip: Contract End Date:

Time Report: Day of Month and Number of Hours Worked. Report partial hours worked as decimals, (i.e., 7.75 hours)

or fractions, (i.e., 7 3/4 hours). DO NOT USE CLOCK TIME, (i.e., 7:45).

1 2

3

4 5 6

7 8 9

10 11

12

13 14 15

16

17 18

19

20 21 22

23 24 25

26 27

28

29 30 31

Note: Paid Holidays are considered a fringe benefit and are not reimbursable.

Total Hours Worked:

Employee Reimbursable Fixed Rate From Total Earned Reimbursement
Hourly Wage Hours Contract (Col. D) This Month Requested This Invoice
X X =
Total Earned to Date  $
111. Progress Report
Excellent Good Poor
1. Attendance
2. Training Progress
3. Trainee's Attitude
4. Quality of Work
Quantity of Work
Difficulties: Following Instructions .
Comments:

Handling Tools or Machines

Other

V. Certification I certify that the information reported here is correct and does not exceed contractual limitations.

Authorized Employer Signature:

Date:

Name & Title:

Employee Signature:

Employee must sign in order to honor

this invoice.

Case Manager Signature:

Please complete, retain a photocopy of, and return original form to:
FVWDB, Inc. Programs Director, 1401 McMahon Drive, Neenah, W1 54956
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OJT MONITORING GUIDE

ATTACHMENT 8

EMPLOYER: EMPLOYEE:
SUPERVISOR: OJT CONTRACT #
CASE MANAGER: DATE:

OTHER (PAYROLL, ETC))

PARTICIPANT’S INTERVIEW SHEET

1. OJT CONTRACT:

a) Do you have a copy of your OJT training contract? __YES___NO
b) Does it match the job you are doing? __YES__NO
c) Are you receiving the type of training specified in the contract? __YES_NO
2. SUPERVISION:
a) Who is training you, (i.e. your supervisor, co-worker, specialized trainer)?
b) Who assigns your work?
c) How much time does your supervisor/trainer spend with you during the day?
d) Does your supervisor/trainer explain your assignments and give you help
if needed? __YES__NO
e) Does your supervisor/trainer review your job performance with you? __YES__NO
3. TIME & ATTENDANCE
a) How many hours per week are you working?
b) What is your hourly rate of pay?
c) Do you sign in daily or punch a time clock? __YES__NO
d) Are you paid by payroll check? __YES__NO
4. GENERAL:
a) Do you have any problems with your job? __YES__NO
b) Are you getting along with your co-workers and supervisor/trainer? __YES_NO
c) Do you feel that the availability of the OJT assisted you
in obtaining this job? __YES__NO
d) Do you believe you will be hired by the company when the OJT is over? __YES_NO
e) Isthere anything you particularly like or dislike about your job?
PARTICIPANT SIGNATURE DATE
CASE MANAGER'’S SIGNATURE DATE
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SUPERVISOR'S INTERVIEW SHEET

1. SUPERVISION & TRAINING:

a. Do you have a copy of the OJT contract, job description,
and training plan?
b. Do you review the trainee’s work progress with them?

124

d. Is the training plan being followed?

2. TIME RECORDS:

a. Isthe trainee required to sign in and out daily?
(Person monitoring should review current time card/sheets.)
b. If not, is there a system to record time and attendance
accurately?
c.  What is the trainee's hourly rate of pay? $
d. Does this match the OJT contract?
i. Ifno, explain

Do the trainee's work assignments agree with the OJT contract?

3. GENERAL:

a. Isthe trainee performing his/her work assignments satisfactorily?

b. Do you have any concerns about the trainee?
(if yes, explain)

c. Ingeneral, are you satisfied with the OJT contract?

4. PERCEPTION OF PLANT/FACILITY

a. Inyour opinion, is the work site/training site unsanitary, hazardous, or dangerous to

the trainee's health or safety?

__YES__NO
—_YES_NO
__YES_NO
~__YES_NO
__YES__NO
__YES__NO
__YES__NO
__YES__NO
—_YES__NO
__YES__NO
__YES__NO

SUPERVISOR SIGNATURE

DATE

FVWDB BUSINESS SERVICES REPRESENTATIVE SIGNATURE

DATE
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ON-THE-JOB TRAINING CONTRACT MODIFICATION

CONTRACT # EMPLOYER NAME:

EMPLOYEE NAME: ASSET PIN#:

EFFECTIVE DATE OF MODIFICATION:

ACTIVE OJT PERIOD: TO

MODIFICATION

1. The contract ending date is changed to

2. The employee hourly wage is changed to

NOTE: A contract can be modified for wage increase only if additional training is required and can be justified

and documented.

3. The total # of training hours is changed to

4. The contract total is changed to

5. Other modifications:

6. Reason for modification:

FOX VALLEY WDB EMPLOYER

Name: Name

Chief Executive Officer

Title: Title:

Signature: Signature:

Date: Date:

FVWDB Business Services Rep: Phone: Date:
Case Manager: Phone: Date:
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OJT Opportunity

A
ORKFORCE [)EVELOPMENT
WBOARD, INC. D

An Investment in Today’s Workforce for Tomorrow’s Future

This Certifies That

is eligible for job training reimbursements

Your business may be eligible to receive up to 50% of this candidate's wages for the agreed upon

training period. Job assessment evaluation and reference information is readily available through

our agency to negotiate the training contract. If you are interested in hiring this candidate please
contact us BEFORE you hire the person for this job.

FVWDB Business Services Manager

(920) 720-5600
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g2 & \WORKFORCE [)EVELOPMENT
£ e SYSTEM

GEI{TlFICATE OF COMPLET,ON

THIS IS TO CERTIFY THAT

Participant Name

COMPLETED ON-THE-JOB TRAINING

WITH
ABC COMPANY
Case Manager Signature Date
FVWDB Business Services Manager Date
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Ten Youth Program Elements Policy/Description ATTACHMENT U

1.

Tutoring, study skills training, and instruction leading to secondary school completion, including
dropout prevention strategies

Alternative secondary school offerings

Summer employment opportunities directly linked to academic and occupational learning (it is
expected that the proposer will provide a six — eight week summer program component which
offers youth the opportunity to have exposure to the world of work, including non-traditional
opportunities and academic enrichment activities)

Paid and un-paid work experiences, including internships and job shadowing

Occupational Skill training

Leadership development opportunities

Supportive Services

Adult mentoring both during and after program participation for a minimum total duration of 12
months

Follow-up services

Comprehensive guidance and counseling, including drug and alcohol abuse counseling as well as
referrals to counseling, as appropriate the needs of the individual
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List of Youth Providers

ATTACHMENT V

Advocap Fresh Start

(Out of School Youth — Fond du Lac county)

19 West First St.

Fond du Lac, WI 54936

Office: 920-922-7760

Fax: 920-922-7214

Contact: Lu Scheer — Affordable Housing Director
luanns@advocap.org

Workforce Economics, Inc.

(Out of School/In School — Fond du Lac, Winnebago,
Calumet & Outagamie counties)

1401 McMahon Dir.

Neenah, WI 54956

Office: 920-720-5600

Fax: 920-720-5606

Sabina Zolota— CEO
Sabina.zolota@workforceeconomics.org

CESA #5

(Out of School Youth/In School Youth — Waupaca,
Waushara & Green Lake counties)

1100 Centerpoint Dr. Suite 203

Stevens Point, W1 54481

Office: 715-345-6505

Fax: 715-345-5221

Wayne Moll — Director of Business Services
mollw@cesa5.k12.wi.us

P.O. Box 564

Portage, W1 53901

Office: 608-742-8814 ext. 228

Fax: 608-742-2384
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Youth Council Members

ATTACHMENT W

Lori Fields

B