Commonwealth of Virginia

PY2010 Local Workforce Area Planning Guidance

Partnerships and Pathways to Progress
Overview – Local plans will be due to the state no later than June 1, 2010, to allow for review and approval before the start of the Program Year. Plans may be submitted electronically to Brian Davis at bdavis@vccs.edu. Questions may also be directed to the same email address, or by calling: 804.819.1693.
Strategic Planning – The state recognizes that most local areas have likely engaged in strategic planning activities resulting in documents “above and beyond” WIA requirements currently in use. For this reason, the state will not prescribe a method or format to local areas on the development of a strategic plan for PY10. What we do request is that local areas develop, if not already in use, a “plan assessment” or “report card” tool to track progress in achieving the vision, goals and strategies of such a plan. This is intended as a tool for local use in determining what is working, what is not working, how to change course towards achieving the goals that have been set, or setting new goals.  
Copies of these reports would be submitted to the state by June 30, 2011.
 In future years, we anticipate that local strategic planning documents will be meshed with state guidance to eliminate the need for any parallel documents that may currently exist, and will seek local input on how best to achieve this.
Workforce Investment Act (WIA) Planning – This year’s guidance will direct local areas in developing plans outlining how local workforce areas will continue to advance partnerships in the coming year to promote a shift to greater emphasis on lifelong learning, and to the development of skill and educational attainment and credentials, in part due to Virginia’s Career Pathways Plan (http://www.vccs.edu/Portals/0/ContentAreas/Workforce/CareerPathwaysVA.pdf). 

 In terms of keeping local plans contemporary and reflective of the state’s priorities, both of these content areas are also seen as key during this economic recovery period. In addition, local plan documents will continue to be structured in a way to meet the compliance requirements of the WIA and Code of Virginia. 
Progress on local implementation of sections 1 and 2 in the plan outline below will be evaluated by the state at the end of the plan cycle. All or parts of Section 3 will be reviewed by WIA consultants as a matter of their regular reviews or other state or federal targeted-reviews as may become necessary.

Plan Outline- 
1) Efforts to Enhance Partnerships for Greater Effectiveness and Efficiencies

a. Economic Development and Business Community Indicators – For this section, describe items in place or that will be put into place during the plan period.
i. Services (including but not limited to  training) that are developed and offered as a result of identified economic development and business priorities (employer surveys, roundtables, other demand planning/tools)
Services that will be or have been put in place to meet identified economic development and business priorities include training, development of a Business Services Team and coordination with economic development to prepare the workforce for jobs in the future. Also, additional training vendors have been approved that offer training in green jobs, energy audits, LEED Certification and solar and wind energy. Through the comprehensive center, a Business Services Team has been developed which includes all partners in the center. The materials to be distributed have been streamlined and calls on businesses are not duplicated. Also, local employer customer satisfaction surveys are evaluated each year and services are developed based on expressed need or concern.
ii. Use of labor market tools, VEC community profiles, other data etc. to determine and shape services offered; including workforce needs of businesses, current and projected employment opportunities and the job skills necessary to obtain those employment opportunities. (Is the local workforce area matching supply to demand)?
Area 8 matches supply with demand by reviewing current data from the VEC community profiles. However, to zero in on the local needs, the WIB relies on input from business and industry and works closely with the Workforce Development Services at Southside Virginia Community College (SVCC). If an employer contacts SVCC, the WIB is made aware of the employer needs and both agencies work together in close partnership to ensure the training needs are met. Experience shows that local feedback is more meaningful than state data in determining local need. This is because of the large geographic area we cover and the varied demographics found in Area 8. In addition, the economic developers make the WIB and SVCC aware of any prospective businesses so that the pipeline of workers can be developed. 
iii. Participation of WIB and One Stop staff in economic development/recruitment efforts.
The Executive Director of the WIB is involved in economic development efforts in the area. The Director has participated in on site discussions with prospective employers to discuss the training programs available, incumbent worker training options and to develop training programs as needed.  Field  staff  assist with promoting OJT's, Incumbent Worker Training, Employee Screening and other Business Services as needed.    The Comprehensive One Stop Business Services Team coordinates with local employers and their respective employment needs.
iv. Use of incentives to businesses, such as on-the-job training payments for new hires, tax credits and Federal bonding
On the job training is currently used by businesses to offset the cost of hiring individuals while they are being trained. Currently there are two2 on the job training contracts in place and there is continuous marketing to Area 8 employers. Currently, use of OJT is reduced because of limited hiring during the  downtown of the economy.
b. One Stop Partners and Service Delivery Indicators - For this section, describe items in place or that will be put into place during the plan period.
i. Partner agreement on a shared vision for a customer-driven service delivery system.
The following Vision Statement was developed by the 5 partners participating in the Comprehensive Workforce Center in South Boston– “To promote maximum employment opportunities that will support local and regional economic development”.   Using the Vision Statement, a  committee developed the Vision and which was approved by the Management Team with buy-in from the entire staff.
ii. One stop system design that reflects an integrated approach organized by functions and with a focus on quality service delivery. 
See attached functional floor plan. 

The staff of the five partners that are integrated into the Workforce Center are organized by staff function: 1) Administrative/Support 2) Management 3) Evaluation/Testing 4) Workforce Services 5) Case Management and Counseling. Partners are integrated by staff function and staff meetings regularly emphasize customer service.  
iii. Team-based management and operational decisions designed with customer needs in mind. (Use of customer feedback, continuous improvement etc.)
All operational decisions at the Workforce Centers are made by the Management Team with input from partner staff. The One Stop Manager is responsible for facilitating the management and operational decisions. Weekly staff meetings are held and part of the agenda includes discussion of comments from customers that could be used to improve services. Since the Center has been open for 3 months, customer satisfaction surveys are being implemented with results shared with staff and an action plan as follow-up. 
iv. Streamlined referral process that is seamless and non-burdensome to customers, (Allows multiple access points for services, uses technology where practical etc).
The referral process for customers is seamless at the Comprehensive Center and is very timely and user friendly. At satellite sites, the process is non-burdensome to customers but it may not be immediate. It takes time for another agency to contact the customer and meet with them. Contacts with the customer are to be made within 5 working days for all referrals.
v. Incorporation of a continuous quality improvement model 
Management Team and other staff will participate in the continuous quality improvement training provided by the state and will use it for ongoing staff development. Staff also participated in  Good  to Great Training for exemplary customer service. We also use the Benchmark Assessment Tool developed by the Governor's office.  This Assessment Tool serves as  a means to  track milestones with the Comprehensive Workforce Development approach to integrated customer service delivery.
c. Other Community Partners - For this section, describe items in place or that will be put into place during the plan period
i. Efforts to involve other community partners to expand the depth of services available to individuals and businesses. Such partnerships would be “non- traditional” from what WIA specifically mentions, such as consumer credit counseling, financial planning groups, mental health organizations, faith-based organizations, etc.
Satellite centers have been added that include a faith-based organization, which is a non-traditional partner for our area. Also, we have partnered with Virginia CARES to assist with prisoner re-entry to the workforce and community.
2) Efforts to Enhance Pathways to Learning - For this section, describe items in place or that will be put into place during the plan period
a. Procedures to quickly identify customer aptitudes, interests and gaps in order to develop individualized service plans based on customer needs
Those customers who do not have a high school diploma are assessed using the TABE to determine their skills based on grade-level equivalents. They are referred to either the ABE or GED classes and must enroll and regularly participate in the ABE/GED classes while enrolled in WIA. All clients are given the Career Scope assessment and the results are used to identify customer interests and aptitudes so that they may be guided toward an appropriate training program. The college determines if remedial or developmental classes are needed to fill any gaps for successful training outcomes. Customers may also be assessed using the Career Readiness Certificate which gives the customer an additional credential with their GED/Diploma. If the customer is not successful with the bronze, silver or gold status of certificate, Key Train may be used to fill the training gaps. 
b. Introduction of methods to inform customers when some levels of education and skill enhancement are likely to be necessary to achieve greater employment and earnings potential
With the changing economy, higher unemployment, more competition for the jobs that do exist and the likelihood of job placement taking more time, it is important to provide that information as reality  from the beginning of core services. The customer will be informed that the more he/she has in their possession in terms of credentials, training, skills and varied work experiences, the greater his/her likelihood of getting a job. The counseling and career guidance part of the case manager’s job will be more important than ever. Training will be provided at case manager meetings on the best way to present these facts to clients and strategies that work to promote buy in by the customers. 
c. Mechanisms or revised service strategies to promote greater emphasis on mentoring, coaching and advising customers, as opposed to a more “traditional” view of case management as a processing function.
The Consortium is hiring an Intensive Services Coordinator to provide a different approach to case management to include coaching and advising as opposed to the “traditional” approach to case management. The Intensive Services Coordinator will provide more “up front” counseling, provide more one on one labor market information and discuss career choices and how it affects lifelong earnings. In addition, the existing case managers will be provided training on the importance of mentoring, coaching and advising during the process of case management.
d. Policies and procedures to afford customers efficient access to training services, aligning local system to respond to challenges set forth by the President and the Governor in terms of greater educational attainment
The Board revised its policy for training vendor requirements and agreed to take action on new applications for training vendors throughout the year at each quarterly meeting whereas in the past, action was taken at the October meeting. In addition, suggestions from case managers for more short-term training has been discussed with the local community college and special summer offerings have been developed to assist with the training of school personnel layoffs. Classes are being offered with open enrollment throughout the year rather than the semester approach. Green training has been added to the list of in demand occupations.
e. Connections to existing programs offered by educational institutions in the area with proven track record of success.
Due to the rural nature of the area, the primary training vendor is the local community college, which has a proven track record of success. The WIB works with the local community college to develop new training programs. The community college works hard to provide training at many non-campus locations throughout the area. The community college is the lead agent in the One Stop Operator Consortium and is also the contractor for the in and out of school youth programs. Clients are dual enrolled in Out of school youth  programs and middle college if they do not have a high school diploma.
f. Strategies to increase education and training services that provide the services and benefits of a career pathway including college credits towards postsecondary education credentials, preparation and assessments for portable certifications and licensures, and development of individual career and education plans and portfolios.  
The case managers work closely with the community college and other trainers to be made aware of career pathway offerings and offer input into the development of the pathways based on customer need. This is an ongoing conversation. Customers are encouraged to take part in the Career Readiness Certificate assessments and other portable certifications. Development of individual career plans is difficult in this economy as the majority of customers want a job to make ends meet and are not concerned about a career but more concerned about getting through the immediate future. More emphasis needs to be placed on a career and education plan that provides both accessibility to employment in the immediate future and adds the career pathway skills base that will be needed when employment opportunities expand for the customer. 
g. Initiatives to increase the number of registered apprentice programs in the region particularly those that provide employer-sponsored tuition support.  
There is not a demand in the area for apprenticeships and only have one employer that participates in employer sponsored tuition support. At the current time, that employer is not hiring. This is not an initiative at this time.
h. Provision of basic skills assessment and development designed to transition participants into postsecondary education and training including computer-based or classroom training.
Customers who do not have a high school diploma or GED, are referred for the TABE for basic skills assessment. If they are found to be deficient, they are required to participate in a GED/ABE program with classroom training while participating in WIA training.
3) WIA Compliance Matters – In this section, describe elements that will be in place for the PY10 time period:
a. Governance
i. How the WIB coordinates and interacts with the local elected officials regarding workforce investment activities.  Provide current copies of CLEO Consortium Agreements and CLEO-LWIB agreements as attachments.( See Attachment B for the WIB CLEO Agreement)
The WIB  meets quarterly and there are 2 CLEOs serving as members of the WIB. The minutes of the WIB meetings are distributed to all members of the  CLEOs. The WIB Chairman, Vice-Chairman and Executive Director attend the  CLEO meetings and keep the CLEOs advised of all activities as described in the WIB/CLEO Agreement.
ii. How the Board will carry out its responsibilities for oversight, monitoring, and corrective action of the Title I program.  Attach monitoring tool and schedule in use by the WIB staff. (See  Attachment C for One Stop Monitoring Tool)
(See Attachment D for Youth Monitoring Tool)
All case managers are monitored quarterly through review of case files, VOS data and reimbursement requests. The senior case manager for all programs reviews files periodically and peer review of files takes place at least twice a year.
iii. How the Board will conduct business in accordance with the Sunshine Provisions of the Workforce Investment Act. 
Sunshine Provision-The LWIB and Consortium shall make available to 

                        
the public, on a regular basis through open meetings, information 

                        
regarding the activities of the LWIB and Consortium, including 

                       
 information regarding the plan prior to submission of the plan, 

                        
information regarding membership, and, on request, minutes of 

formal meetings of the LWIB and Consortium. Schedules of meetings are     posted on the website www.southernvajobs.com
iv. How the local board will be staffed.  Include an organizational chart clearly demonstrating the separation of functions (board oversight functions vs. program administration). ( See Attachment E) The program administration is performed by a consortium of partners. The oversight function is performed by the WIB Staff, which consists of the Executive Director and the Fiscal Officer.
b. Required One Stop Elements
i. How the services provided by each of the partners required by federal and state law and any other optional partners are being made available through the local workforce investment system.  

The services provided by the required partners and other partners are coordinated through the workforce investment system in the area. The comprehensive workforce center has integrated services located under one roof and also has a system in place for referrals to community organizations and other agencies MOUs are in place that identify the services each partner will provide. A universal referral form and process are in place that allows all partners (required and optional) to refer clients for evaluation of services. . Part of the referral process includes a follow-up component so the referring agency is made aware of the outcome of the referral. Partner meetings are held twice each year to share information concerning services, changes in services and outreach efforts. Cross-training is on-going during staff meetings at the comprehensive center and for 
ii. Where the comprehensive, physical site(s) and any affiliates sites are located to meet customer needs, including employers, within the local area.  If additional sites are contemplated for the plan year, describe how the locations will be determined and provide a timeline indicating when the new sites will become operational.  

The Comprehensive Workforce Center is located in Halifax County, which is the largest county served (in land area and  population) and also has had the highest unemployment rate in the 10 county area for several years. The center is a new facility owned by the Industrial Development Authority of South Boston. Five partners have integrated services in one location and the customer use has averaged over 500 customers per week since it opened in December 2009. It is also located closest to the largest employers in the area as well with a comprehensive Business Services Team to serve employers in the area. There are 3 additional physical sites for Workforce Centers that are staffed with an employment specialist. They are located in Charlotte Court House, Farmville and South Hill.  The Charlotte County Center is co-located with the Department of Social Services and fills a need by providing a resource room that is widely used for job search as it is in a rural area and is not near a VEC office. The Farmville Center is co-located with the Department of  Rehabilitative Services and the  South Hill Center is co-located with Southside Virginia Community College. Farmville and South Hill are the second and third  largest towns in the area so they are convenient to employers as well as jobseekers. In addition, there are information sites located in Amelia, Brunswick, Cumberland, Lunenburg, and Nottoway. Plans are underway to locate an informational site in Buckingham so that all 10 counties would have a local access point available.
iii. The process that is in place to select the Virginia Workforce Center Operator(s) within the local area.

The South Central Workforce Investment Board selects a consortium of partners as the Workforce Center Operator for all 4 sites. Members of the Consortium include the Title V program, Tri-County Community Action Agency, STEPS, INC., Amelia/Cumberland/ Prince Edward Adult Education Program, Charlotte County Department of  Social Services, Southside Virginia Community College and the Department of Rehabilitation Services.
iv. Identify the Virginia Workforce Center Operator for each site within the local area.  

Southside Virginia Community College is the lead coordinating agency of the Consortium for the 4 Workforce Centers. The Charlotte County Department of Social Services hires the case managers.
v. Provide a statement indicating that the WIB has all required MOUs with required partner agencies meeting WIA minimum requirements executed and available for State review upon request. If not, indicate why and the timeline for obtaining those that are not in place.

All required MOUs with required partner agencies meeting WIA minimum requirements are executed and available for State review upon request.
c. Adult and Dislocated Workers
i. How customers will access WIA Title I B information and services.

Customers will access Title I information and services through the Virginia Workforce Centers with staff assistance in 4 locations in Charlotte County, Farmville, South  Boston and South Hill. The Employment Specialists will meet with the customers (job seekers and employers) to explain program options and eligibility. The partner agencies will also assist in providing access to Title I B information and services through the referral process. A website, www.southernvajobs.com also provides access to information concerning services. Customers are registered as jobseekers on www.vaworkconnect.com
ii. How the Local Workforce Investment Board will ensure universal access to all core services in the local area.

Core services are contracted by the WIB through MOUs with partner agencies through the Consortium. Core services are provided to the public at each center throughout the region and at informational sites. Resource centers are available at each center for the public to use to job search, write resumes, file for unemployment, register on the state database for job search and matches, and to receive information concerning all partner services.
iii. The type and availability of adult and dislocated worker employment and training activities and supportive services that will be available in the local area.

Customers with marketable skills for jobs in demand are given job search assistance, career aptitude and interest assessments, resume writing assistance, work readiness skills, computer training, Career Readiness Certificate or other service deemed necessary and within local guidelines that would enhance a customer’s chance of finding employment. Those not assessed to have sufficient skills to find a job in demand are offered training or retraining to upgrade their current skills. Training is provided by certified training vendors that are on the approved Virginia list. When deemed necessary by supporting documentation, supportive services such as child care, mileage reimbursement, school supplies, tools or other items necessary for training are given to ensure the client has the best opportunity to complete training and receive unsubsidized employment at a self sufficient wage. 
iv. How local workforce investment activities will be coordinated with statewide rapid response activities.

Coordination of local and statewide rapid response activities are performed with a team approach. A local team that consists of VEC and  WIA staff go to the  site of the layoff if possible and provide information concerning unemployment, Trade (if applicable) and training. The state office sets up the date and time and notifies the local partners. The state provides handouts concerning rapid response and the local partners provide local contact information. If other partners are needed, they are called in to assist in the event. Individual appointments are made with those interested. In cases where the numbers have been too large for services to be provided with formula dislocated worker funds, rapid response funds have been requested and received from the state.
v. The policy used by the local area to solicit and select training providers for the eligible provider list.  (See Attachment F)
vi. Describe the Individual Training Account policy used in the local area, including dollar limits, duration, referral to training, etc. (See Attachment G)
vii.  How the local area will ensure the continuous improvement of eligible providers of services and ensure that such providers meet the occupational demand, including employment and training needs of employers, workers and job seekers throughout the local area.

There has been an influx of applications for training vendors since the ARRA funds were released. The Employment Enhancement Committee reviews all applications and requests a presentation by the applicant to the Committee, when feasible. The Business Services Specialist or a committee member visits the site of the proposed training vendor when possible. A recommendation is made to the WIB based on the application, presentation and site visit. Once approved, the vendors are asked to give a presentation to the case managers so the process for customer referral, documentation and point of contact can be established. Any customer complaints in regard to a vendor that cannot be resolved by the case manager and client, are referred to the Executive Director for investigation and resolution. Continuous improvement and the meeting of needs of employers and job seekers will be dealt with based on the above input and an annual re-certification process that reviews job placements.
viii. Describe the local area’s on-the-job training policy and process.

(See Attachment H)    The Business Services Team and the case managers market on the job training (OJT) to employers. When an employer is interested in hiring, he/she contacts the workforce center for referrals and once the client is hired, the OJT contract is negotiated between the employer and the case manager/Business Services Team based on the time required (maximum of 6 months) and up to 50% of the wages of the employee/client during the training process. The time is based on the knowledge and skills the client possesses in relation to the job and the DOL codes and guidance. A monthly evaluation of the training goals is reviewed with the client by the employer. The information is also shared with the case manager. 
ix. Describe the local area’s customized training policy and process. (See Attachment I)  This has not been used in several years as there has been no request for it.
x. Declare whether the local area has declared that funds available for adult workforce investment services are limited or unlimited.  Provide the criteria used to determine the availability of funds.  Such criteria may include the availability of other funds for providing employment and training-related services in the local area, the needs of the specific groups within the local area, and other appropriate factors. Funds in Area 8 have been declared limited as there are no other sources of funding except WIA. 
xi. Provide the local area’s priority of service policy that will be implemented when adult funds are determined to be limited. (See Attachment J)
xii.  Provide the local area’s definition of self-sufficiency that will be utilized in determining eligibility for intensive and training services for employed workers. (See Attachment K)
xiii. Has your local area defined hard-to-serve populations with additional barriers to employment? If so, what is the definition and how are services coordinated for such populations. No
xiv. Describe the local area’s policy on the provision of services to employed workers. (Also See Attachment K)
d. Youth

i. The local area’s strategy for providing comprehensive services to eligible youth.

Area 8 provides comprehensive services to eligible in school and out of school youth by contracting with Southside Virginia Community College (SVCC). The contractor will provide the Ten Essential Elements and use partner services when possible to provide the most comprehensive services available. Case managers for the In School Youth program are located at each of the 11 high schools in Area 8. The Out of School case managers are located at the 2 campuses of SVCC, the South Boston Comprehensive Workforce Center and an off campus location in Cumberland County. Students that do not have a GED are dual enrolled in the Middle College program. Those clients who could benefit from adult services may be dual enrolled in the Adult or Dislocated Worker programs as appropriate. Case managers for both programs will be training in the WIZARD program and will utilize the plan to guide the youth.
Youth case managers meet one on one with all customers to explain the services of the programs, assess academic and occupational skill levels, and develop an individual service strategy. The plan may include academic and job skills training, work experience, counseling and supportive services.

ii. How the local area will coordinate with Job Corps, youth opportunity grants, and other youth programs, including those administered through higher education organizations.

The local WIB partners with SVCC to write grants that will benefit the youth of the area. A Job Corps representative is not housed in the area but a referral process is in place to contact Job Corps and make appointments for in-person interviews. Members of the Youth Committee are instrumental in linking the area with existing youth programs and with programs administered through higher education (Career Pathways, Middle  College,  WIZARD, etc.).
iii. The measures taken by the local area to ensure compliance with applicable safety and child labor laws.

The contract for all youth programs and summer work programs requires the contractor to abide by all applicable safety and child labor laws. Quarterly monitoring of client files is used to ensure compliance. 
iv. How the local area will, in general, meet the WIA’s requirements regarding youth program design, in particular:

1. Preparation for postsecondary educational opportunities, as well as connections for youth to such opportunities;

Youth enrolled in the Out of School Youth Program are also enrolled in SVCC’s Middle College.  While in Middle College they are assisted with getting their GED and are also made aware of the educational programs that are available through SVCC and the availability of financial aid.  OSY students are assisted both through Middle College instructors and through OSY Case Managers with the completion of financial aid forms and with enrolling in the appropriate SVCC program that will fit their interest, capability and long term goals for employment.

In School Youth participants are made aware of the opportunities that are available for education and training that are available upon graduation from high school.  ISY Case Managers work with ISY students and schedule times for them to meet with the Career Coach located within the participant’s high school.  Career Coaches are found within each of the 11 high schools within WIB Region 8.  Their purpose is to work with high school students to assist them in planning where they will continue their education upon graduation from high school.  The Career Coaches assist with the completion of financial aid forms and with college application forms.  The Career Coaches are not paid with WIA funds but through funds provided through the VCCS.

2. Strong linkages between academic and occupational learning;

Once the Individual Service Strategy has been developed for each youth participant (ISY and OSY), the case managers work with the students to assist in meeting both their academic needs and their occupational interests.  Opportunities are made available for participants to engage in job shadowing, internships, and paid work experiences to enable each participant to better understand what is expected in their particular filed of interest.
3. Preparation for unsubsidized employment opportunities;
ISY Participants are given an opportunity to participate in a summer work experience that includes a course in Preparation for Employment followed by five weeks of paid job site training.
OSY Participants are enrolled in a course of study that prepares them for the World of Work and includes assistance with resume writing, interviewing skills, and work ethic.  OSY Participants also have an opportunity to participate in a paid work experience with an employer.  This upcoming year funds will be included in the OSY budget for some possible OJT experiences.

4. Effective linkages with intermediaries with strong employer connections;

SVCC is the current contractor for the WIA Youth Programs.  Through the College’s Workforce Development Center strong linkages have been developed with all local employers.  These linkages have enabled the Youth Program staff to establish a program of job shadowing and work experience opportunities for both ISY and OSY Youth
                                    5.   Alternative secondary school services, including programs targeted to 




GED attainment where appropriate;        

 There are GED programs found within each of the counties in the WIB Region 8.  Both older and younger youth who are not in high school and who do not possess a high school diploma or GED are enrolled in GED classes either through ABE/GED programs.  Youth who can benefit from SVCC’s Middle College are enrolled in this program.  Middle College provides GED preparation, preparation for employment and prepares students to enter further education and training through SVCC or other colleges of their choice.
6.    Summer employment opportunities;

 Summer employment opportunities are provided through: youth allocated funds for a summer work experience program and through special funding when available from federal funds.
7.    Paid and unpaid work experiences;

Paid and unpaid work experiences are provided through budgeted regular formula allocated funds and through both paid and unpaid internships, and job shadowing.
8.    Occupational skill training;

Participants who have demonstrated a desire and an aptitude for occupational training are enrolled at SVCC in one of the many occupational training curricula, especially the older youth.  Younger youth who are still in high school are provided occupational skill training through special summer camps provided through SVCC. Examples includes camps in electronics and electricity.
9.    Leadership development opportunities;

Older Youth are enrolled in SVCC’s Middle College.  While in Middle College they are provided opportunities to participate in community service activities and to assist in conducting civic projects such as the “Christmas Family Program”.  Younger youth who are still in high school are encouraged to participate in school clubs and WIA funds are used to pay for their club dues.  Also during work experiences, if appropriate, employers are encouraged to provide opportunities for students to assume leadership roles.  For example students who have worked with local Chambers of Commerce have been given  the opportunities to assist in conducting Chamber Meetings.
10.  Comprehensive guidance and counseling, including career and college                  

planning services where appropriate;

This is provided through several mechanisms including the Case Managers, high school Career Coaches, Middle College Instructors, and college counselors.
11.  Supportive services;

 Supportive services are provided as a result of a complete assessment of each participant’s need.  These services include  but are not limited to child care assistance, transportation assistance, mentoring, tuition assistance, assistance with school supplies, substance abuse counseling, and rehabilitation services.  Some of these are provide through WIA funds and some are provided as a result of referral to other agencies who can better meet the needs of the participant – especially for abuse counseling and rehabilitation services.

12.   Follow-up services.

Follow-up services are provided for 12 months after exit from the program.  These are provided by the participant’s assigned case manager.
v. The eligibility assessment tool, individualized training plan, and case management system for the youth program.

Each potential participant goes through a comprehensive assessment that includes both academic and supportive services needs.  Each participant is given a TABE Test to assist in the determination of academic needs.  The results of this assessment is evaluated along with the applicants school records to assist in determining academic need.  The applicant is also given the Career Scope to determine the applicant’s interest in aptitude.  There are specific forms for determining additional eligibility of the applicant and what supportive services may be needed.   All of the information thus collected is used to finalize the applicant’s eligibility.  For those who are deemed eligible for the program information from the above assessments is used to  develop an Individual Service Strategy for the participant which outlines the supportive services that will be needed and develops goals and activities for the participant with time lines.  This information is entered into VOS.  This is the plan which the case manager uses when meeting with the participant on a regular basis and assisting the participant with meeting the goals and objectives that have been outlined in the ISS.  This case management helps to ensure that the participant is successful in reaching goals.

vi. Describe how the Local Workforce Investment Board will identify existing providers of youth services through other funding sources for the purpose of leveraging WIA funds for the delivery of the youth program in the local area.

The Youth Committee is a source of knowledge in identifying existing providers of youth services through other funding sources. The partners on the Youth Committee identify existing programs that are available for youth and make the current youth contractor aware of those services for referrals. The current contractor, Southside Virginia Community College, has access to many resources for youth in the area including Middle College, GED programs, high school career fairs, college days, etc. The partners at the Workforce Centers are also used to provide youth services as appropriate when the need exists. 
vii. How will the local area increase awareness of and recruitment into older and out-of-school youth programs and services?

The recruitment and awareness of the out of school youth programs occurs through partnership with Middle  College, student services in each school system, relationships with principals and guidance counselors in the 11 high schools and referrals from partner agencies. In addition, newspaper ads and success stories are used as recruitment/awareness tools. 
viii. Describe the area’s policy for defining youth in need of additional assistance, and the strategies for serving such youth. 
The area defines youth in need of additional assistance as those youth who are at least one grade level behind while in school or out of school youth who have are not employed and have been separated from school or employment for at least a year. Additional assistance may also include barriers such as no permanent residence that  prevents a youth from pursuing education or employment. The Youth Program Director would document the situation and make a recommendation to WIB Staff for approval. 
ix. How does the local area ensure that at least 30% of youth funds are spent for out-of-school population? 
Budgets are approved by the WIB and CLEOs that include at least 30% of funds in the out of school program. RFPs are issued for the programs separately and funds may not be moved between the 2 programs without WIB and CLEO approval.
What is the local policy in using the 5% flexibility in serving youth that do not meet income eligibility?  
If a youth has other barriers but does not meet the income requirement, the Youth Program Director may document the case and submit to the WIB Staff for approval.
e. Fiscal and Budgetary Matters
i. Indicate anticipated budget and service levels planned by the Local Workforce area for PY10, based on PY09 levels and factoring available ARRA resources.

There will not be any ARRA funds available for PY10.

Anticipated budget levels should be increased over PY 09 levels since the allocation level increased by over $200,000. There will be carryover funds in the Adult and Youth programs. Anticipated levels of service should be over 600 registered in the Adult and Dislocated Worker programs. On the Job training will be marketed to employers. More funds will be available for job shadowing and job experiences for youth.
ii. Describe how the Local Workforce Investment Board will use the funds it receives to leverage other Federal, State, local, and other resources, including remaining ARRA funds, in order to maximize the effectiveness of such resources and to expand the participation of businesses, employees, and individuals in the workforce investment system.  

ARRA funds will not be available for 2010 except Summer Youth which will be obligated for the summer youth program. The success of the Summer Youth programs using ARRA funds has helped to make employers aware of the services available to them. Incentive funds have been useful in purchasing outreach materials which has broadened the reach to the public and the employers.  The Comprehensive Center in South Boston has provided opportunities to reduce duplication of services and maximize the effectiveness of the resources available.
iii. Indicate the methods and practices employed locally to assure timely expenditure of WIA funds.
Expenditures are tracked by the lead partner of the Consortium One Stop Operator. Monthly reports of expenditures are reviewed by the WIB Executive Committee and  WIB staff. There is at least monthly communication with the Operator as to the status of expenditures.
iv. Describe or reference (i.e. cite use of local government process) the local area’s competitive and non-competitive procurement policies that will be used to award grants, contracts, and agreements for activities under Title I of WIA not covered by Individual Training Accounts.  

The WIB uses the Virginia Public Procurement Act and issues RFPs for contracts. At least 3 bids are received for the purchase of other goods and services less than $5000. 
f. Equal Opportunity and Grievance/Complaint Procedures
i. The EO policy statement regarding WIA Title I funded staff and customers.

See Attachment L
ii. The name, title, telephone number, and job description of the Equal Opportunity Officer for Title I funded activities in the local area.
Debra Crowder, Executive Director of the WIB, 434-542-5871

See Attachment M for Job Description
iii. The name, title, telephone number, and job description of the Virginia Workforce site Equal Opportunity Liaison for each Virginia Workforce site within the local area, if different than above.  

Same as above
iv. The efforts that have been and will be made to ensure that the recruiting and hiring of Title I funded staff will be done in such a manner as to reflect the available workforce of the labor market area within your jurisdiction without regard to race, color, religion, sex, national origin, age, disability, political affiliation, or belief and for the beneficiaries only, citizenship or participation in a WIA Title I financially assisted program or activity.

Advertisement for recruiting and hiring of staff is published in local newspapers. State applications are used. A team approach is used to interview and score potential candidates. The interview team is diverse in race and gender. Each candidate is asked the same questions and scored according to the response. Customers are enrolled for participation in the WIA programs using only the eligibility requirements as established by law.
v. The system of monitoring used to review equal opportunity performance.

The workforce centers are reviewed annually using the EO Monitoring Checklist. All staff and participants are informed in writing of the EO policy and sign it. Plans are underway to review reports on the race and gender of participants served in order to revise the marketing efforts if needed.
vi. Describe the area's grievance procedures for participants, employees, vendors and other potential aggrieved parties.  (You may reference and attach an existing WIB policy that addresses these items).

See Attachment N
g. Performance – WIA performance levels for PY2010 will be negotiated between the state and local areas by June 2010.
i. While Virginia is officially moving to reporting under common measures effective July 1, 2010, the adult and dislocated worker measures remain identical to what has been reported since July 1, 2006. Likewise, TEGL 17-05 required the reporting of the youth-related elements of the common measures as of that same date. Please: (a) indicate what issues need to be addressed in the migration to the official reporting of common measures within your workforce area,
For the past 2 program years, the adult and dislocated worker programs have exceeded all performance measures. The retention rate and employment and credential rate have been the lowest areas. With the current economy, the rates for 2009 have not been exceeded each quarter. The retention rate is affected by the number of companies laying off employees and the entered employment is more difficult, especially with the adult population that tends to have a limited work history and limited skills. In the  youth measures, the numeracy and literacy gains need to be addressed. Placement in employment will be harder for the at risk youth as there are so many dislocated workers with experience and transferrable skills that will get jobs ahead of them. 

Training in the common measures is also an issue to be addressed this year.
 and (b) indicate the specific program actions that will be taken to improve the performance from previous years, based on the attachment that includes PY07 and PY08 results.
The WIB has approved additional training vendors to include medical transcription, green LEED training, crane operator, sprayer coating, and electrical lineman training which expands offerings available in the area. Plans are in place to provide additional case management training to help the staff be better equipped to deal with the issues today with the high unemployment rate. As of March 2010, 8 of the 10 counties served have double digit unemployment. The youth program plans to provide more job shadowing and job experiences to better prepare youth for the workplace. Case managers are continually striving to assess clients so that a good match exists between the client’s aptitude, interests and the job market. 
ii. With respect to the Virginia Workforce Council performance measure that 5% of local WIA participants obtain the Career Readiness Certificate: (a) if your area has already met this benchmark, please indicate how you will improve upon success in the coming year; 
The area met the benchmark for 2008 but it may not be  met this year. There are no employers in the area that use the CRC for hiring. The WIB and the local community college market the CRC and have not been successful. In this economic climate, employers have stated that they are in survival mode and are not interested. With unemployment at the level we have, there are plenty of qualified applicants-many overqualified for the few open positions. In addition, the clients do not  see any benefit since employers do not use it in hiring. 
iii. or (b) If your area has not achieved a 5% level, indicate what steps will be taken to ensure achievement by the end of the program year.
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Attachment B
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Attachment B

South Central Workforce Investment Area 8

THIS AGREEMENT is made and entered into by and between the Consortium of Chief Local Elected Officials (hereinafter referred to as the “Consortium”) and the Local Workforce Investment Board (hereinafter referred to as the “LWIB”) of the South Central Workforce Investment Area.

WITNESSETH

WHEREAS, for the purposes of this agreement, the Consortium is the legal representative of the Chief Local Elected Official for each member jurisdiction designated under Section 101(6) of Public Laws 105-220 (hereinafter referred to as “the Act”); and

WHEREAS, one member jurisdiction, Charlotte County, has been designated as the local grant recipient with each member jurisdiction maintaining responsibility for their portion of the WIA funding; and

WHEREAS, the Consortium is the appointing authority for the Local Workforce Investment Board under Section 117(b)(1) of said Act; and

WHEREAS, it is the responsibility of the LWIB to develop the local workforce investment plan, coordinate and conduct oversight of the One-Stop System, and provide oversight of the Act’s Title I activities in this Local Workforce Investment Area in partnership with the Consortium; and

WHEREAS, the Consortium and the LWIB may enter into an agreement that describes the respective roles and responsibilities of the parties under Interim Final Rule 661.300© of the Act; and

WHEREAS, the use of the term “in partnership with” and “in cooperation with” the Consortium and LWIB as referenced in the Final Interim Regulations are synonymous for purposes of this document;

NOW, THEREFORE, in consideration of the above premises and the mutual covenants of the parties hereinafter set forth, the receipt and sufficiency of which is acknowledged by each party for itself, the Consortium and the LWIB do agree as follows:

I.  Consortium Authority:  

   
 A.  
Consort as a Local Workforce Investment Area

    
 B. 
Act as Grant Recipient

   
 C.  
Designate Fiscal Agent

               D.  
Accept Fiscal Liability

                E.  
Appoint Local Workforce Investment Board Members

  
 F.  
Liaison with other Consortia
  
 G.  
Accept Annual Audit
II.  LWIB Authority:

                       A.
Select Service Providers

            B. 
Determine Eligibility of Training Providers

            C.  
Hire Staff

            D.  
Develop Policy

            E.  
Certify One-Stop Operators

            F. 
Secure Partner MOU’s

            G.  
Appoint Youth Council Members  

III.  In partnership with the Consortium members, the LWIB will:

A. Perform Audits

B. Develop LWIA Budget

C. Connect with the Virginia Workforce Council

D. Conduct Oversight of the One-Stop System and Youth Program

E. Select Youth Providers upon Recommendation of the Youth Council

F. Solicit and Accept Grants and Donations From Other Sources.
            *(“In partnership with” is defined as keeping the Consortium informed of 

               these items.  A member of the Consortium will be a member the LWIB and a  

               member of the Policy Oversight Committee.) 

 IV.  Subject to the approval of the Consortium members, the LWIB will:

Develop the LWIA Budget

A. Develop Strategic Plan

B. Select One-Stop Operator(s)

C. Negotiate Performance Measures

D. Sign WIA Plan

E. Secure Partner Resources

F. Create Program Vision

G. Develop the LWIB By-Laws
V.  Details of LWIB Operations:

LWIB Staff: LWIB will hire an Executive Director who will in turn hire staff necessary to carry out the operation of the administrative office of the LWIB.

A. The LWIB staff will be employees of the County of Charlotte.
B. LWIB Administrative Costs: Administrative costs will consist of staff salaries and benefits, and the cost of operating and maintaining the administrative office.

C. Adherence to Required Public Reviews and Comments: All meetings of the LWIB will be open to the public and allow for comment time on the agenda.  Notices of the plan and solicitation of request for proposals for program operators and vendors will be made available to the public for comment in accordance with the Act.

D. The LWIB and Consortium for each member of the Consortium shall concur, by quorum vote, to approve the plan prior to its submission to the Governor.

E. The LWIB agrees to provide quarterly reports to the Consortium indicating progress toward completion of goals and objectives of the local plan.  Such reports shall be due within 30 days of the end of the preceding quarter.

F. The LWIB agrees to carry out its responsibilities to ensure the appropriate utilization of funds under the Act.

VI.
Local Workforce Investment Board Detail

A. By-Laws: The LWIB and the Consortium may establish By-Laws and/or 

Operating Procedures for their respective organizations, which are consistent with the provisions of this or any other bilateral agreement between the affected parties.  The Consortium shall approve the LWIB By-Laws.

B. LWIB Membership Criteria: The Consortium shall appoint the members 

of the LWIB in accordance with the Act 117(b).  The LWIB shall consist of representation from each county listed below:


Amelia



Halifax

Brunswick


Lunenburg

Buckingham


Nottoway

Charlotte


Mecklenburg

Cumberland


Prince Edward
               The Consortium shall appoint the same number of WIB members from the business sector and each county shall have equal representation.  In the event other members are needed to meet the state certification requirements, the counties shall be requested to provide additional members in order of priority of funding.
         C. Alternates or Designees of Official Appointments:
                       1.  Consortium-Alternates for the Consortium members may 

                       include the Board of Supervisors Vice-Chair, County  

                      Administrator, Assistant County Administrator or any other 

                      elected official of the County.  Alternates may attend, 

                      participate, and vote at Consortium meetings in the 

                      absence of the member, however the Chief Local Elected 

                      Official maintains the fiscal responsibility and liability for all  

                      decisions made as a Consortium.                     

                  2.  LWIA’s:  In the course of the LWIB’s operation, alternates who 

                      are designated by the LWIB member and have similar policy 

                      making authority in the member’s organization or sector 

                      represented may attend, participate and vote at LWIB meetings 

                      in the absence of the WIB member.
           D.  Committees of the Consortium: 

                  1.  Executive Committee:  Shall consist of 3 members that include 
                       the Consortium Chair, Vice-Chair, and a member selected

                       at-large from the Consortium Board.  The Executive 

          Committee, on vote by the Consortium, may act in place of 

          the Consortium.  The action of the Executive Committee 
          does not relieve the Consortium from any fiscal obligation or 

          liability

            E.  Committees of the LWIB:  Standing committees of the LWIB may 
                   include:

1.  Executive Committee

2. Strategic Planning Committee

3. Employment Enhancement Committee

4. Policy/Oversight
5. By-Laws Committee

6. Others as needed

              F.  Youth Council:  The LWIB, will establish the Youth Council as a 

                subgroup to the LWIB in conformance with the procedures set forth in 

       
VEC Policy 99-2.  Membership consists of a maximum of 15 persons.    

  
G.  Cause for Removal:  Any member(s) of the LWIB may be removed 

                  therefrom by the Board for cause including the following:

1. Missing 3 consecutive meetings without excuse or sending an alternate (Executive Director will contact member and report to Consortium Board all who need to be replaced)

H.  Filling of Vacancies:  Vacancies in the LWIB will be reported in a timely  

 
    manner to the Consortium and the Consortium shall fill the vacancy in 

    
 accordance with the Act and the provisions set forth in the VEC Policy 99-2.

I.  Conflict of Interest:

1. Members of the LWIB and staff must maintain the public trust for use of the federal and state funds for the purpose of carrying out program requirements including the responsibility to maintain the reputation and integrity of the program. 

2. The LWIB will establish written policies for itself, the Youth Council and subcommittees thereof, in by-laws, to adhere to conflict of interest policies established by the state and the Act.

3. No member of the LWIB or committee thereof nor Consortium members shall cast a vote on the provision of services by that member (or any organization of which that member is an owner, manager, employee, or agent) or vote on any matter of which would provide direct financial benefit to that member or any organization of which that member is an owner, manager, employee or agent.

J.  Grievance Procedure:  See Attachment 

K. Indemnification:

1. The LWIB and Consortium recognize the need to protect all

members of the LWIB and the Consortium against loss, liability or damages that may result from their joint and separate actions in performing responsibilities under the Act.  The Consortium and LWIB agree that adequate insurance shall be provided:

L.  Voting:

1. All approvals under this agreement shall require approval of a majority of the members present at a meeting of such said bodies, unless a vote of greater than a simple majority is called for in the by-laws of the respective body.

2. Votes on matters that require concurrence of the LWIB and the Consortium members shall be by roll call and recorded in the minutes of the respective bodies.

3. Alternates of the Consortium and LWIB may vote at the respective meetings in the absence of the member.
4. Absentee voting is not allowed by either the LWIB or the Consortium.

M.       Quorum:  Fifty-one percent of the membership with 1/3 of those being 

            business shall constitute a quorum for purposes of conducting the business 

                        of the LWIB.  A majority of membership shall constitute a quorum for 

                        purposes of conducting business of the Consortium.

 VII.
General Administrative Provisions

A.        Delivery of Notices and Reports:  Notices and reports required by this                               agreement shall be deemed delivered as of the date of postmark if deposited in a United States mailbox, first class postage attached, addressed to a party’s address to notify the other party in writing within a reasonable time:

1. To the Official addressed to: Edward Brandenburg, WIB Chair

2.    To the Official addressed to: Wayne Carter, Consortium Chair


3.         To the Official addressed to: Debra Crowder, Executive Director

4.         To the LWIB addressed to: South Central Workforce Investment,




P. O. Box 580, Charlotte Court House, VA  23923. 

Open Meetings required:  All meetings of both the Consortium and the LWIB are open to the public.

B.        Meeting Dates:  The Consortium shall meet at least quarterly or 

           as needed.

C.       Public Records: The LWIB and the Consortium shall maintain copies

of records of their activities in all major areas, including all meeting agendas and minutes,  contracts, fiscal and management documentation.

The administrative entity shall be the custodian of the public records of the LWIB and of the Consortium. The LWIB and the Consortium shall send copies of all agendas of all meetings and provide minutes thereof to the members of both bodies at all times.

             D.       Sunshine Provision-The LWIB and Consortium shall make available to 

                        the public, on a regular basis through open meetings, information 

                        regarding the activities of the LWIB and Consortium, including 

                        information regarding the plan prior to submission of the plan, 

                        information regarding membership, and, on request, minutes of 

                        formal meetings of the LWIB and Consortium.

E.        Non-Exclusion of Members:  The LWIB and the Consortium shall not 

exclude members of either body from meetings in closed session when the matter under discussion concerns programs, plans, budgets or staff under this agreement.

F.
Nondiscrimination:  During the term of this agreement the LWIB, Consortium, the Administrative Entities and Grant Recipients agree not to discriminate against any person, whether a recipient of services (actual or potential), an employee, or an applicant for employment on the basis of factors prohibited by federal or state law, including Section 167 of the Act and applicable Virginia Statutes.  The aforementioned agree to post in conspicuous places, available to all employees and applicants for employment and all recipients of services, actual or potential, notices setting forth the provisions of this agreement as they relate to nondiscrimination.  The aforementioned shall, in all solicitations for employment placed on their behalf, state that the aforementioned are “Equal Opportunity Employers”.

G.       Terms of the Agreement: The term of this agreement shall commence as of 

            7-1-04 and shall continue through 6-30-06.  The LWIB and the Consortium 

 
            shall review this agreement by 3-15-06, in order to draft a successor  

  
           agreement, if needed.
H.      Amendment of Agreement:
1. Either party may propose amendments to this agreement at any 

time.  Requests for amendment shall be authorized in accordance with the By-Laws of the body initiating the request.  The body may consider no proposed amendment unless a written copy has been mailed to the members of the body at least 10 days prior to 

consideration.  An amendment to amendment(s) so proposed shall be in order.

Proposed amendment approved in accord with the above shall be mailed to the other party.

2.  The other party must respond with a written notice of concurrence or non-concurrence, or a written request to negotiate.

I.
Construction:  Should any part, clause, paragraph or sentence of this 
agreement be construed by a court of competent jurisdiction to be in 
violation of any federal or state law, rule or regulation, the remainder of the agreement shall remain in full force and effect unless amended in accord with the article.

J. Fiscal Agent: Charlotte County Administrator and Charlotte County Treasurer are authorized to sign checks for operating the administrative office.  Vouchers will be signed by the LWIB Fiscal Officer, Executive Director, and LWIB Treasurer.  The check register will be signed by the Executive Director.WIB Executive Director is authorized to sign contractual agreements with Program Operators/Contractors.

K.Entire Agreement: The entire agreement of the parties is contained herein and this agreement supersedes any and all prior oral agreements and negotiations between the parties relating to the subject matter thereof.

VIII.
Ratification of Agreement:

A.       This agreement shall require the approval of the LWIB and the   Consortium by a majority vote of the members present at a meeting of 

body, authorizing the execution of the agreement.
B.        Each signatory thereof certifies that he/she has the legal authority of the 

governing body of the parties to enter into this agreement, and the parties jointly and separately accept the responsibility for the operation of the program under the Act.

IN WITNESS THEREOF:
______________________________

____________________________

  Chief Local Elected Official Chair
  
            Workforce Investment Board Chair

_____________________________                         _____________________________

 Printed Name of Consortium Chair                                 Printed Name of LWIB Chair

______________________________                          ____________________________

                       Date                                                                             Date










Attachment C

WIA MONITORING INSTRUMENT 
FILE REVIEW

ADULT & DISLOCATED WORKER

Date: _________________________ Review Period:________________________ 
Site:________________________________________________________
Monitor: _____________________________________________________

Sample Size: __________________________________________________
Adult Name:                                                                                                                                          
Dislocated Worker Name:                                                                                                                    
Social Security Number:                                                                                                 
Dual Enrolled : Y/N _____________  If so, in what? _______________________________________________                                                                                                                                           
I. WIA FILE REVIEW – GENERAL ELIGIBILITY 
	ELEMENT 
	DOCUMENTATION 
	OK? 

	CITIZENSHIP/ELIGIBLE 
TO WORK 
	
	

	SELECTIVE SERVICE 
	
	

	SOCIAL SECURITY # 
	
	


II. WIA FILE REVIEW - ADULT ELIGIBILITY 
	ELEMENT 
	DOCUMENTATION 
	Y/N - COMMENTS 

	AGE 
	
	

	PRIORITY OF SERVICE: 
Low Income 
	
	


III. WIA FILE REVIEW - DISLOCATED WORKER ELIGIBILITY 
	ELEMENT 
	DOCUMENTATION 
	Y/N - COMMENTS

	JOB OF DISLOCATION 
	
	

	LAYOFF/UI/UNLIKELY 
TO RETURN 
	
	

	PLANT CLOSURE – 
SUBSTANTIAL LAYOFF 
	
	

	U.I. PROFILE
	
	

	DISPLACED HOMEMAKER 
	
	


IV. WIA FILE REVIEW CHECKLIST – ADULT/DISLOCATED WORKER

FLAP #1







Y/N-COMMENTS


File Folder Checklist





___________________________________

Core/Intensive/Training Checklist



___________________________________



Core Documentation:




___________________________________



Intensive Documentation:



___________________________________


VOS Application





___________________________________



Signed/Date:





___________________________________



Date of Registration:




___________________________________



Created Date:





___________________________________


VOS Services Page





___________________________________



Beginning Date:




___________________________________



Ending Date:





___________________________________



Completion Status:




___________________________________


Development Plan





___________________________________


Notice of Customer Responsibilities



___________________________________


WIA Eligibility Checklist




___________________________________


WIA Eligibility Documentation



___________________________________


Poverty Guidelines





___________________________________


Initial Assessment





___________________________________


Job Search Results





___________________________________

FLAP #2







Y/N-COMMENTS

Contact Log Sheet





___________________________________



List Last 3 contact dates:  __________________,___________________,__________________

Follow up forms





___________________________________

Correspondence/Letters




___________________________________

FLAP #3







Y/N-COMMENTS


WIA Release of Information




____________________________________


WIA Equal Opportunity Rights Notification


____________________________________


Health Insurance Statement




____________________________________


WIA Reimbursement Form (payback to WIB)

____________________________________


CareerScope/O*Net Assessment



____________________________________


Labor Market Information




____________________________________

FLAP #4







Y/N-COMMENTS


Employment Verification Form



____________________________________


Diplomas/Certificates/GED




____________________________________


Attendance Reports (if not paying mileage)


____________________________________


School schedules and grades




____________________________________


Cost Estimate Sheet/TRADE 858



____________________________________


WIA ITA






____________________________________


Authorization for Training (per semester)


____________________________________


WIA Referral Packet to TRADE



____________________________________


OJT Contract






____________________________________


Incumbent Worker Contract




____________________________________

FLAP #5







Y/N-COMMENTS


Supportive Service Needs Statement



___________________________________




Attached financial aid calculation:


___________________________________


Financial Aid Verification




___________________________________


MapQuest






___________________________________


South Central Form for DSS (Childcare Only)

___________________________________


FLAP #6







Y/N-COMMENTS


Cumulative Expenditures Form



___________________________________




Is Sheet Talley current and accurate?


___________________________________


Request for Reimbursement Payments (most recent on top)____________________________________



Documentation?




____________________________________

ADDITIONAL COMMENTS: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Reviewer signature: ____________________________________ Date:________________________________








Attachment D
WIA MONITORING INSTRUMENT 
FILE REVIEW

YOUTH

Date: 

________________________

 Review Period:  ________________

Site:  

___________________________ 
Monitor:
___________________________
Sample Size:
___________________________ 

Youth Name: _________________________________________                                                                                                                                          

Social Security Number:                                                          
Dual Enrolled: Y/N _______________ If so, in what? ______________________________________________                                                                                                                                           
I. WIA FILE REVIEW – GENERAL ELIGIBILITY 
	ELEMENT 
	DOCUMENTATION 
	OK? 

	CITIZENSHIP/ELIGIBLE 
TO WORK 
	
	

	SELECTIVE SERVICE 
	
	

	SOCIAL SECURITY # 
	
	

	BIRTHDATE
	
	

	BARRIER(S)
	
	

	LAST GRADE COMPLETED

IN SCHOOL OR OUT OF SCHOOL
	
	


II. WIA FILE REVIEW CHECKLIST – YOUTH
FLAP #1







Y/N-COMMENTS


Virginia Workforce Network (VWN) Printout                      
___________________________________


WIA Initial  Application




____________________________________



Signed/Date:





____________________________________



Date of Registration:




____________________________________



Created Date:





____________________________________

Workforce Investment Act (WIA) IEP


____________________________________

Workforce Investment (WIA) Initial Assessment Form
___________________________________

FLAP #2







Y/N-COMMENTS

Twelve Month Follow-Up Sheet



____________________________________

Contact Log Sheet





___________________________________




List Last 3 contact dates:  _________________,________________.__________________

FLAP #3







Y/N-COMMENTS


WIA Folder Checklist





____________________________________


WIA Eligibility Checklist




____________________________________


WIA Eligibility Documentation



____________________________________


Poverty Guidelines





____________________________________


Release of Information




____________________________________



Release of information



____________________________________



Medical Release




____________________________________



Photographic Release




____________________________________


WIB Equal Opportunity Rights Notification


___________________________________

FLAP #4







Y/N-COMMENTS


Grade Reports






____________________________________

Childcare Contract





____________________________________

Health Insurance Statement




____________________________________

WIA Supportive Services Need Statement


____________________________________

Current Semester Class Schedule



____________________________________

WIA Individual Development Plan



____________________________________

Cost Estimate Sheet/Trade 858



____________________________________

Pell Grant Notification




____________________________________

Reading & Math Assessments (TABE)


____________________________________

CareerScope Assessment




____________________________________

FLAP #5







Y/N-COMMENTS


Expenditure Tracking Form




___________________________________


Mapquest Mileage Verification Printout


___________________________________

Request for Reimbursement Payments


__________________________________



Attendance Reports





___________________________________

Childcare Reports





__________________________________


FLAP #6







Y/N-COMMENTS


Employment Verification Form



___________________________________



On-the-Job Contract





___________________________________

Job Assessment Form and Voucher



___________________________________

I-9 Form






____________________________________

ADDITIONAL COMMENTS: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________Reviewer Signature ____________________________________ Date:________________________________
                                               South Central
                          











Attachment E
Consortium Organizational Chart


















Attachment F
SOUTH CENTRAL VIRGINIA WORKFORCE INVESTMENT BOARD____
Application for Training Provider Certification

Part 1:  Organizational Information.  Please complete the following information concerning your organization and please use N/A for items not applicable to your organization when completing all parts of the application.

A. 1. Provider Name:______________________________________________________________

     2. Federal Tax ID:______________________Application Date: ________________________

     3. Mailing Address:___________________________________________________________​__

                              City:_____________________State:______________Zip:___________

     4. Street Address/Location:_______________________________________________________

     5. Internet Address/Website:______________________________________________________

     6.  Contact :____________________________________________________

                           Primary Contact:_________________________Title:_______________________

                                             Phone:__________________________Fax:_______________________

                                              Email:_____________________________________________________

                      Admissions Contact: _________________________Title:_______________________

                                              Phone:__________________________Fax:_______________________                                             

                                               Email:_____________________________________________________

     7.  Do you offer financial aid:  Yes (     No (   If yes, give information below:

                  Financial Aid Contact:__________________________Title:_________________________

                                           Phone:___________________________Fax:_________________________

                                            Email:________________________________________________________

B. Basis for Eligibility (VEC-WIA Policy No. 00-7; WVWDB Policy 03-112) (Check one)

    ( Post-secondary, approved to operate in Virginia and accredited by federally recognized agency

    ( National Apprenticeship Act Program

    ( Provider of training leading to industry-recognized credential and approved to operate through VA 

         code       

    ( Customized training provided by community colleges, public schools, public vocational-technical 

         schools in partnership with employers (not eligible for statewide list)

    ( Provider of quality training program germane to local workforce development needs. Attach

        documentation identifying need and how program is responsive.

____________________________________________________________________________________​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
C. Type of Training Provider ((Check most appropriate)

    ( Community-based Organization
( Labor Organization    (  Government Agency    ( Employer

    ( Charitable Organization             ( Private Corporation    ( Private Career School   ( Other











 (specify)______________

____________________________________________________________________________________

D. Type of Organization ((Check most appropriate)

     Provide state documentation on operation endorsement, certification or licensing.

     ( Proprietary/Business School   ( Community College    ( College/University      (  Apprenticeship

     ( Adult Ed/Voc Tech Ctr/Skill Ctr   ( Private Non-profit    ( Sheltered Workshop   (  CBO 

____________________________________________________________________________________

E. Organizational Details

    Year organization began operations? ________Is the provider a state-approved entity? Yes (   No (
     Is the provider accredited?  Yes (   No (           By whom?______________________________

​​​​​​​​​​​​​​​​___________________________________________________________________________________

F. 1. Does the provider have any business partner(s)?  Yes (   No  (
        If so, provide the names of the partner(s).

    2. Are all facilities ADA compliant?  Yes (    No (
    3. Does the organization have a written Non-Discrimination Statement?  Yes (   No (  Please

        attach copy.

    4. Attach copy of organization’s class cancellation and refund policies.

    5. List dates for previous certification as WIA training provider: 

        _______________________through__________________________

    6. If you operate in other Workforce Investment Areas besides Area 8, please note which  

        one(s):_____________________________________

_____________________________________________________________________________________

G. List the name of all programs of study for which you are applying for certification.  You also must

     complete Part IIA for each program listed.  (For purposes of this application, “program” is defined as

     involving multiple courses and leading to certification or licensure of completion of a degree or

     certificate.)  Attach additional pages as necessary.

     1.

     2.

     3.

     4.

H. List any programs or courses of study not yet offered but expected to begin between July 1, 2009 –

     June 30, 2010.  Before WIA participants may enroll in any new courses not currently offered, the

     program.  Provider must complete Part IIA as appropriate and receive approval.

    1.

    2.

    3.

PLEASE NOTE:  Collection of data to determine performance is required by law and must be submitted

annually.  By signing this application, the training provider agrees to supply this information at the conclusion as requested.

Training Provider Authorization

        Name: ___________________________________    Title: ________________________________

   Signature:___________________________________    Date: ________________________________

Submit completed application with original signature to:

South Central Workforce Investment Board
Attn:  Debra Crowder
130 LeGrande Avenue

PO Box 580

Charlotte CH, VA 23923

434-542-5871

434-542-5874 (fax)

dcrowder@pure.net
Those applying by fax or email must also mail or deliver an application with original signature to the 

Workforce office.

Part IIA: Program Details.  Complete this section for each program of study involving multiple courses and leading to certification or licensure or completion of a degree or certification.

A.1. Program Name: ________________________A.2. Prerequisites: __________________________

A.3. CIP Code http://nces.ed.gov/pubs2002.cip2000.ciplist.asp:  ________________________________

A.4. Program Description:

A.5. Program completion leads to:  A.6. Primary targeted population    A.7.  Primary targeted WIA

                                                             for this program:                               participant population for 












  this program:
 

(  Associate’s    (  Certificate        ( Recent High School Graduate            ( Adult 

(  Bachelor’s     (  Other                ( Career Switcher                                  ( Dislocated Worker

(  Master’s        (  Specify:            ( Adult returning to the workforce        ( Older Youth

                             ______________ ( Other: ____________________        












WIA

A.8. Program Annual Enrollment Goals:        Total:                                             Participants:

_____________________________________________________________________________________

B.1.  Occupations in which the acquired skill sets are a primary interest by SOC Code and typical pay scale upon successful completion of the program.  (Codes can be accessed at the Bureau of Labor Statistics’ website page at http://stats.bis.gov/soc/home.htm)

	Occupation
	SOC Code
	Typical pay scale
	Hourly or annually?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


_____________________________________________________________________________________    

B.2. Source for pay-scale information provided above (i.e., Virginia Employment Commission, Salary.com, alumni, survey, etc.):

_____________________________________________________________________________________

C.1. Is this program a post-secondary educational program eligible to receive federal funds under Title 

    IV of the Higher Education Act of 1965?    Yes    (       No    (
_________________________________________________________________________________

C.2. Is this program registered under the National Apprenticeship Act of 1937?   Yes  (     No  (
___________________________________________________________________________________

C.3. Primary location for instruction (or how to access online): ________________________________

___________________________________________________________________________________

C.4. Program length (credit hours, clock hours, weeks, semesters, etc. to complete program of study):

___________________________________________________________________________________

D. Cost                                Tuition $___________                      Tools & Equipment $_____________

( Per course  

( Complete Program           Books $___________     Licensing or certification exam $____________



                 Uniforms $___________                             Other (Specify) $ ___________

 









     Total $______________

E.1. Describe how the program meets local employer demand as described in the South Central Virginia Workforce Investment Board Strategic Plan and the Virginia Local Workforce Investment Area 8 (VLWIA 8) Growth Occupation List.  If this program provides training for an occupation not included in the VLWIA 8 Growth Occupation List, also complete Questions E.2. and E.3.

_____________________________________________________________________________________

​​​​​​​​​​​​​​​​​​​E.2. (If related occupation is on VLWIA 8 Growth Occupation List, skip to Question E.4.)  Describe the need for such a program in WIA 8.  Include documentation of available employment, description of required skills, and information forecasting a need for employees with these skills in the future.

____________________________________________________________________________________

E.3. (If related occupation is on VLWIA 8 Growth Occupation List, skip to Question E.4.) The following local employers support the need for this program and have provided letters of support on the organization’s behalf. (Include at least letters from local employers indicating need for this training):

1.

2.

3.

__________________________________________________________________________________

E.4.  Describe qualification of training staff, including applicable certification, education        

level and career experience:

E.5. Student-to-staff ratio:

__________________________________________________________________________________

E.6. Have you applied for certification of this program in any other Virginia Local Workforce Investment Area?    Yes  (   No   (         If so, which ones:

__________________________________________________________________________________

E.7. List all required and elective courses included in this program.  In lieu of listing courses you may attach copy of current catalog reference.

	Course No.
	Course Name
	CIP Code

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


I hereby certify that the information provided in this application package is true and correct.  I also understand that my organization may be subject to an on-site review of training and facilities, and may be asked to provide supporting documentation before the final execution of an agreement.  I assure that proposed training facilities are disabled accessible or that reasonable accommodations will be made for the provision of services to disabled individuals.

Printed Name:__________________________________Title:_____________________________

Signature:________________________________________Date:___________________________












Attachment G
	2.
	5.
	Individual Training Cap Policy:  (adopted 9-27-01) (Revised 1-22-04, Revised 10-25-2007) (Revised 7-23-09)


	1.
	1.

2.

3.

4.
	
	Individual Training Accounts (ITAs) for Adults and Dislocated Workers:

All other sources of funding must be explored and/or exhausted prior to using WIA funds.

ITAs may be issued for an amount up to $8,500 covering a period up to two years. The money may be used in less time; however, no more than $8,500 may be issued in a two-year period.

ITAs may be issued for a lesser amount based upon assessment and customer choice of training vendor.

The $8,500 cap may be used for training and supportive services at the discretion of local case managers based on assessment of individual needs. No ITA is issued for supportive services—ITAs are only for training, however, supportive services are included in the cap.

	2.
	1.

2.
	
	*ITAs for Employed Individuals:

ITAs will be issued for an amount up to $6,000 for a two-year period. The money may be used in less time; however, only one ITA may be issued in the two-year period.

It is anticipated that support will not be needed on a regular basis for this population; therefore, customer must be in training to receive support, which is included in the ITA cap amount.








Attachment H

	2.
	8.
	On The Job Training:  (Adopted 9-26-02)

	1.


	1.

2.

3.
	
	The term “on the job training: (OJT) means:

training that is provided to a paid employee while engaged in productive work in a job;

knowledge or skills training that is essential to the full and adequate performance of the job; and

training that provides reimbursement to the employer of up to 50% of the wage rate of the customer, or the extraordinary costs of providing the training and additional supervision related to the training.

	2.
	1.

2.

3.

4.
	1.

2.

3.

4.

5.
	OJT contracts may be written for eligible clients when:

the employed worker is not earning at or below 150% Lower Living Standard Income Level (LLSIL);

the unemployed worker has total family income at or below poverty guidelines or 70% LLSIL.

A need is determined for:


introduction of new technologies

  introduction to new production or service procedures

  upgrading to new jobs that require additional skills

  workplace literacy or

  other purposes identified by the SCWIB.

The OJT meets the identified training needs of the customer according to the IEP.

	3.
	1.

2.

3.

4.
	
	Eligible employers:

May be in the public, private non-profit or private sector;

Must have the personnel to provide adequate supervision and training;

A training plan signed by the employer that describe the skills to be learned and the 

responsibilities of the supervisor or trainer.

Must provide a minimum of 50% of the employee’s wages throughout the training.

	4.
	1.

2.

3.


	
	Customers in on-the-job training must be compensated at the same rates, including periodic increases, as trainees or employees who are similarly situated in similar occupations by the same employer and who have similar training, experience and skills. Such rates must be in accordance with section 6(a) (1) of the Fair Labor Standards Act of 1938 or the applicable state or local wage law. They also:

Must provide benefits and working conditions at the same level and to the same extent as other trainees or employees working a similar length of time and doing the same type of work;

Must not have a history or pattern of failing to provide OJT customers with continued long-term employment with wages, benefits, and working conditions that are equal to those provided to regular employees who have worked a similar length of time and are doing the same type of work;

Must not have relocated from any location in the United States within 120 days, if the location resulted in any employee losing his or her job at the or original location;

Must not use OJT assignments to displace regular employees, or to replace any employee on layoff.

	5.
	1.

2.
	
	Payments to employers:

Are deemed to be compensation for the extraordinary training costs associated with training customers including additional supervision and the costs associated with the lower productivity of the customers, and those extraordinary costs need not be documented by the employer; and

Must not be in excess of 50% of the wage rate of the OJT customer.

	6.
	1.


	
	Duration:

An OJT contract must be limited to the period of time required for a customer to become proficient in the job for which the training is designed. The OES (Occupational Employment Services) codes will be used to determine the length of time for specific occupations. No contract may exceed 6 months. The training plan shall describe a timeline for completion of the training.


	7.
	1.
	
	Limits:

In any given year, the amount of no more than 30% of the total dollars designated for training by a Workforce Center may be used for OJT; no single employer may receive more than 30% of this calculated amount. The Workforce Career Centers may apply for a waiver in circumstances where employees have a justified need for additional contracts. If, by April 1 of any given year, the amount of money designated for OJT has not been used, the limitation by employers is lifted for the remainder of the program year.

	8.
	
	
	Supportive services costs will be handled like any other eligible participant.













Attachment I

	2.
	9.
	Customized Training


	1.
	1.
	1.

2.


	The term “customized training” means:

Training designed to meet the special requirement of an employer (including a group of employers):

By the employer to employ, or in case of employed workers, to continue to employ an individual on successful completion of the training and

For which the employer pays for not less than 50% of the cost of the training targeted at groups of employees.

	2.
	
	1.

2.

3.

4.
	 Customized training contracts may be written for eligible WIA clients when:

The employed worker is earning at or below the 150% LLSIL.

The unemployed worker has total family income at or below poverty guidelines or 70% LLSIL.

A need is determined for

 1.  introduction of new technology

 2.  introduction to new production or service procedures

 3.  upgrading to new jobs that require additional skills

 4.  workplace literacy or

 5.  other purposes identified by the SCWIB.

Short-term training projects for business-specific purposes.

	3.
	1.

2.

3.

4.

5.


	
	conducted with a commitmen Eligible Employers:

                                                May be in the public, private non-profit or private sector.

                                                A training contract must be signed to describe the skills to be learned.

                                                Must provide at least 50% of the training costs throughout the training for all enrolled whether training is completed or not.

                                                Must have a commitment by the employer to employ all those who complete the training

                                                Must stipulate that the company currently plans to retain the employee and that as economic conditions permit, employer will commit to a specified level of appropriate wage increase determined solely by the employer upon successful application of the training by the employee.



	4.
	1.

2.
	
	                                                Limits:

                                                $175,000 WIA funds will be targeted for customized training.

                                                No more than 10% of WIA Customized training match funds can be used by any one employer.                                                

	5.
	
	
	Supportive services costs will be handled like any other eligible 



participant.













Attachment J
	2.
	4.
	Priority of Service:  (Adopted 9-26-2002, Revised 4-27-2006)


	1.
	
	
	At least 51% of funding used for customers enrolled into WIA (intensive and training services) as adults must meet the definition of hardest to serve which is those who are recipients of public assistance and other low-income individuals (70% lower living standard).

	2.
	
	
	At most 49% of funding used for customers enrolled into WIA (intensive and training services) as adults may qualify as Non-priority of Service eligible.  The amount cannot exceed 49% of funding.  These recipients must meet all criteria for WIA enrollment (intensive and training services) and must be unemployed.  Income must be evaluated to determine whether the customer falls into the Priority or Non-priority of Service program.  Once this has been determined, the customer’s income is not used as an eligibility factor for enrollment in the Non-priority of Service program.











Attachment K

	2.
	14.
	Employed Worker Training:  (Adopted 5-31-01, Revised 4-26-06, 10-25-2007)

	1.
	1.

2.
	1.
2.

	The Employment Enhancement Training program will serve individuals already employed with WIA funds as follows:

Customized Training-Contracts will be made with specific employers to train determined employees who need the training in order to retain their jobs and who meet the WIA eligibility and are not at a self-sufficient wage as defined by the Workforce Investment Board.  The employer must match at least half of the cost of training and have the intent to continue employing the individual.  A form of commitment of employers to raise wages after training needs to be established.

Individualized Training-A customer who is employed but not at a self-sufficient wage as defined by the Workforce Investment Board, and can document they need training to obtain or retain employment that will lead to self-sufficiency, and meets the criteria for eligibility under WIA.  100% of the cost will be paid by WIA.

The Workforce Investment Board has adopted 150% of the lower living standard as a level of self-sufficiency wage for Workforce Area 8 based on eligibility level for working individuals to receive children’s health insurance (federal and state program).

Priority will be given to those who are at or below the lower living standard and who are on welfare rolls.













Attachment L
	1.
	5.
	Nondiscrimination and Equal Opportunity Policy South Central Workforce Investment Board: (Approved 4-22-04)


It is the policy of the South Central Workforce Investment Board (SCWIB) to provide equal opportunity in employment to all employees and applicants for employment without regard to race, color, religion, gender, national origin, age, disability, or political affiliation.

This policy applies to all terms, conditions, and privileges of employment, including: hiring, compensation, benefits, work assignments, evaluations, promotion, transfer, disciplinary actions, educational assistance, training, social and recreational programs, and use of SCWIB facilities. This policy prohibits the lowering of bona fide job requirements and qualification standards to give preference to any applicant.

In addition to its equal opportunity commitment in employment, the SCWIB shall provide equal opportunity in accordance with Title VI of the Civil Rights Act of 1964, Title II of the Americans with Disabilities Act, 29 CFR Part 37, and other pertinent directives. To that end, no person shall, on the basis of race, color, religion, gender, national origin, age, disability, political affiliation or belief, and for beneficiaries only, citizenship or participation, be excluded from participation in, be denied the benefits of, or otherwise subjected to discrimination in any SCWIB program or activity.

	1.
	1.

2.

3.

4.

5.
	
	Background:

Title VI and Title VII, Civil Rights Act of 1964

Civil Rights Act of 1991

29 CFR Part 37

Section 504 of the Rehabilitation Act

Title I and Title II, Americans with Disabilities Act

Programs and activities funded by the United States Department of Labor under the Workforce Investment Act (WIA) are subject to federal equal opportunity laws and regulations. The SCWIB, as a recipient of federal funds, is obligated to comply with the nondiscrimination and equal opportunity provisions of the Workforce Investment Act. Section 188 of the WIA describes the prohibition against discrimination on the basis of race, color, religion, gender, national origin, age, disability, political affiliation or belief, and for beneficiaries only, citizenship and participation in WIA programs. 



	2.
	1.

2.

3.

4.


	1.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

1.

2.

3.

4.

5.


	Procedures:

Notification:

All employees, applicants for employment, and customers should be notified 


     of this policy.

1.  Customers should be notified of this policy by posting the agency’s “Equal Opportunity is 

     the Law” posters in the SCWIB office.

2.  New employees (classified and wage) should be given a copy upon employment.

3.  Current employees should be informed of changes to the policy.

4.  Signature on EO notification will be required and placed in the employee/applicant file.

Complaints of Discrimination:

Employees and applicants for employment may file discrimination complaints with the SCWIB EO Officer (Executive Director).  Customers (recipients of SCWIB services) may file complaints either with the SCWIB EO Officer or with the Director, Civil Rights Center of the U. S. Department of Labor. Retaliatory action shall not be taken by agency management against any person for filing a complaint of discrimination.

Discrimination Complaint Procedures:

Any person who elects to file his or her complaint with the SCWIB should allow the SCWIB 90 days to process the complaint.

During the 90-day period complainants may elect to participate in mediation within15 days of filing a complaint, upon notification that the complaint has been accepted for investigation. The decision whether to use mediation or the customer investigative process rests with the complainant. If the complainant elects mediation and there is no resolution, the complaint will be referred for investigation.

If mediation is not elected the complaint will be investigated according to the following procedures:

1.  Within 15 days, the Executive Director will inform the complainant in writing if his or her                            complaint will be accepted. The Executive Director of the SCWIB will investigate all complaints. 

      To be accepted, a complaint: 

      1.  must be filed timely.

      2.  must fall under the SCWIB’s jurisdiction.

      3.  must have apparent merit: i.e., whether the allegations, if true, would violate any of the                                    nondiscrimination and equal opportunity provisions of WIA.

The complainant will be advised in writing whether each issue raised in the complaint will be accepted for investigation, or rejected, and the reason for the rejections.

If a complaint contains insufficient information, the Executive Director shall seek the needed information from the complainant. If the complainant is unavailable after reasonable means have been used to locate him or her, or if the information is not furnished within 15 days of the receipt of such request, the complainant’s file may be closed upon notice sent to the complainant’s last known address.

 
Where the Executive Director lacks jurisdiction over a complaint, he or she shall so advise the complainant immediately in writing, indicating the reasons for the determination and the complainant’s right to file with the Director of CRC within 30 days of the notice.    

 Where a complaint lacks apparent merit or has not been timely filed, it need not be investigated. The Executive Director shall so inform the complainant and indicate the basis for non-investigation. Complainants will be advised of their right to file with the Director of CRC within 30 days of the notice.

 The Executive Director shall determine at the conclusion of the investigation of a complaint where there is reasonable cause to believe that a violation of the nondiscrimination and equal opportunity provisions of WIA has occurred.

 If an investigation results in a reasonable cause finding, the findings will be reported to the state level for a required 30-day period. The State EO Officer will seek concurrence from the Attorney General’s office within 30 days. If the  Attorney General’s office concurs, a written determination will be issued. The determination shall notify the complainant of the specific findings; the proposed remedial or corrective action and the time in which corrective or remedial action must be completed. Where a no cause determination is made, the complainant shall be notified in writing.

 
Within 90 days, the SCWIB shall offer a written resolution of the complaint.  For each issue raised, notice will be given of either the recipient’s decision or the way the parties resolved the issue.

 The complainant has the right to file a complaint with the USDOL Civil Rights Center within 30 days of the date on which the Notice of Final Action is issued if the complainant is not satisfied.

Corrective Action:

If discrimination is found through the process of a complaint investigation, the respondent shall be requested to voluntarily comply with corrective action(s) or conciliation agreement to correct the discriminatory actions or conditions. Actions to correct discrimination deficiencies may include any of the following:

back pay, or other monetary relief (Federal funds shall not be used to provide monetary relief-also requires approval by the Attorney General’s office);

hire or reinstatement;                       
 


promotion;

benefits or other services denied; and

training to ensure equal opportunity. 

	3.
	1.
	
	Violations:

Any SCWIB employee found in violation of this policy shall be subject to appropriate disciplinary action.




AGENCY RIGHT:

The South Central Workforce Investment Board reserves the right to revise or eliminate this policy.

	4.
	1.

2.


	
	












Attachment M
SOUTH CENTRAL WORKFORCE INVESTMENT BOARD

COMPETENCY BASED JOB DESCRIPTION

	Employee: 


Job Title:
Executive Director
South Central Workforce Investment Board Mission

To promote maximum employment opportunities that support local and regional economic development activities and enhance economic stability throughout the region.

South Central Workforce Investment Board Vision

To have and promote a well trained, well educated, highly skilled and qualified workforce that is actively engaged in lifelong learning and fulfilling the needs of local employers. This workforce will be critical to the attraction and retention of successful business and industry in the area and will help ensure a desirable quality of life. Through its demands for high performance, flexibility and customer satisfaction, the Area 8 Virginia Workforce Network will ensure that employers, educators, job seekers and workers coalesce to promote economic                                  



development throughout the region.

Position Summary


The South Central Workforce Investment Board (SCWIB) Executive Director is responsible for the management and direction of the Workforce Investment Act program within the 10 counties of the Workforce Investment Area (WIA).  The Executive Director works under the supervision of the SCWIB to develop the plan and budget that provide the basis for all program operation and to ensure proper implementation of all operations. Responsibilities include supervision of personnel, management of resources 
and all leadership activities of the 



administrative entity of the WIB.

	I have read and fully understand my job description and that duties may change as needed.

	Employee Signature_______________________________  Date: ______________


Position Relationships:

	Reports To:
	WIB Chairman

	Supervises:
	WIB Staff

	Interrelationships With: 
	Chief Local Elected Officials (CLEOs), SCWIB members, SCWIB staff, One-Stop Managers and staff, Youth Program  Directors and staff, local businesses, economic development, Virginia Workforce Senior Advisor and staff,  WIB Directors in Virginia, and all WIA partner organizations.


Qualifications:

	Education:
	Minimum of a Bachelor’s Degree in Business, Public or Educational Administration  

	Experience:
	Minimum of five years experience in management and/or administration and supervision of personnel

	Specialized Skills:
	Knowledge of the Workforce Investment Act preferred, competitive negotiation process, contract administration, data analysis, Parliamentary Procedure, budgeting and grant writing. Also excellent leadership, public speaking, management, problem solving, decision making, communication, interpersonal and collaboration skills. Teamwork and collaboration skills include establishing rapport, taking initiative, choosing effective communication methods, soliciting input, respecting others and facilitating brainstorming activities.

	Personal Attributes:
	Intelligent, articulate, analytical, imaginative, flexible, dedicated, organized, knowledgeable, self-confident, self-starter, leader, persuasive, ethical, motivated and can produce results with a minimum of supervision.

	Equipment, Machines, Tools Used
	Computer, fax, calculator, multi-line telephone, and copy machine.


Working Environment:

	Office Location:
	SCWIB Office in Charlotte Court House

	Coverage Area:
	Counties of Amelia, Brunswick, Buckingham, Charlotte, Cumberland, Halifax, Lunenburg, Mecklenburg, Nottoway, and Prince Edward which comprises Workforce Investment Area 8.

	Working Conditions:
	Subject to many interruptions, constant re-prioritization of duties, required to travel to meetings at the state level and in the 10 county workforce area.


Physical Standards:

 (Never=0-5%) (Occasionally=5-33%) (Frequently=34-66%) (Continuously=67-100%)

	Sitting
	Continuously to perform job functions

	Bending/Squatting
	Occasionally to acquire supplies, move equipment, set up computers

	Standing/Walking
	Continuously to perform job functions

	Balancing
	Never

	Pushing/Pulling
	Occasionally to move equipment/furniture/set up meeting rooms

	Crouching/Kneeling
	Occasionally to move equipment/furniture/set up meeting rooms

	Twisting/Turning
	Frequently to access supplies, equipment, swivel chair for desk

	Reaching
	Frequently to access supplies, equipment

	Written Communication
	Continuously to correspond with staff, boards, committees, contractors, partner agencies and state

	Verbal Communication
	Continuously to greet, converse, correspond and present information, data and reports

	Seeing
	Continuously with near and far acuity, accommodation, full field of vision, distinguishing colors and depth perception required daily in every task of this position. 

	Firm Grasping
	Frequently to perform job function and handle equipment

	Hearing
	Continuously for telephone use, ordinary conversation 

	Fine Manipulating
	Continuously to use equipment, telephone, fax, computer, copier

	Climbing
	Occasionally to reach supplies

	Lifting
	Frequently to transport materials, refreshments, files, handouts and equipment


EXECUTIVE STANDARDS

Essential Function #1: Provides leadership for the South Central Workforce Investment Board (SCWIB) and the Chief Local Elected Officials (CLEOs) to determine best use of resources in the WIA.
Standards:

1.1
Serves as Executive Secretary for SCWIB, preparing agendas, minutes, required 
reports, handouts, etc.
1.2
Meets at least quarterly with SCWIB and CLEOs as well as other sub-committees.

1.3
Reviews and analyzes economic developments, labor market trends, population 
trends, skills and business needs and various other projections from numerous 
resources necessary to develop planning expectations.

1.4
Works with the business community to assess and develop programs suitable to meet 
their needs in compliance with state and federal law.
1.5
Explores opportunities for other funding through grant applications.

Essential Function #2: Hires, trains and supervises SCWIB administrative staff.

Standards:

2.1
Determines, with the approval of the SCWIB, staffing needs within budget 
restrictions and given tasks to be accomplished.
2.2
Conducts formal and informal training and ensures that all staff members are 
proficient in their assignments.
2.3
Evaluates all staff on job performance and recommends improvements as needed; 
maintains staff files; re-aligns responsibilities and duties among staff as required.
2.4
Makes recommendations for staff salary adjustments to the Executive Committee.
2.5
Supervises SCWIB staff during contractor site visits for monitoring contract 
compliance.

2.6
Ensures all staff maintains effective internal and external professional 
communication.
Essential Function #3: Responsible for successful implementation of WIA and Title V  contracts and Memoranda of Understanding (MOU) agreements to ensure compliance with federal, state and local laws, regulations and policies.

Standards: 
3.1
Prepares regular reports to SCWIB, CLEOs, 
Office of Senior Advisor for Workforce Development, Virginia Workforce Council 
and Virginia Department of Aging.

3.2
Maintains Memoranda of Understanding (MOU) among the workforce partners as 
well as maintaining an approved list of vendors for training services.

3.3
With the WIB, designs plans and ensures implementation.

3.4
Develops Requests for Proposals (RFPs) for program service providers and   reviews process for competitive negotiations with SCWIB and CLEOs.

3.5
Develops evaluation criteria for service provider selection based on input from the 
SCWIB.

3.6
Provides oversight to fiscal system.

3.7
Serves as EEO officer for the WIB.
3.8
Provides on-going support for the contractors, partner agencies and other local 

and state agencies.

Essential Function #4: Provides technical assistance to the adult WIA One-Stop and Youth programs.

Standards:

4.1
Attends state level training and disseminates information to One-Stop Center Staff,  
Partners and Youth Contractor Staff.

4.2
Assists One-Stop Operator and Youth Contractors with carrying out provisions of 
agreements through technical assistance.

4.3
Provides format for reports and assists with collection of data if necessary.

4.4
Uses WIA state management reports, VOS queries/reports and local reports to 

keep abreast of current and future performance rates.

4.5
Serves as liaison between consortium, contractors and state oversight agency for 
issues relating to WIA monitoring and development and implementation of state and 
local policies and corrective action plans.

Essential Function #5: Maintains compliance with WIA law and consistency with SCWIB One-Stop and Youth programs.

Standards:

5.1
Performs record reviews and on-site visits to ensure compliance with WIA and the 
Consortium agreements and Youth contracts.

5.2
Determines necessary corrective action and oversees implementation during quarterly 
monitoring reviews, state and Federal reviews or other audits.

5.3
Investigates charges of fraud, ineligibility, services to customers and reports to WIB 
Executive Committee.

5.4
Provides monthly and quarterly reports to the SCWIB and committees as requested

5.5
Works with SCWIB and state oversight agency to certify the Workforce Centers and 
staff.

5.6
Collects and maintains data on training vendors and works with the Employment 
Enhancement Committee to make annual recommendations to the SCWIB for new 
vendors and renewal of current vendors based on performance.

5.7
Implements the local customer satisfaction policy for the Workforce Centers and 
Youth Contractor
Performs other related duties as assigned. The job’s essential functions are not all inclusive and other functions may be added dependent upon certain situations. Other duties may include such activities as committee membership at the state level and required education/training classes.










Attachment N
	1.
	7.
	Grievance Procedure


	1.
	
	
	Purpose:

This policy is established by the South Central Workforce Investment Board (SCWIB) in accordance with Public Law 105-220 and in accordance with the Code of Virginia and the United States Department of Labor for programs under 
the Workforce Investment Act (WIA) to outline the grievance procedure for Workforce Area Eight.

	2.
	
	
	Coverage:

Any individual or organization may file a grievance alleging a violation of the Workforce Investment Act, rules, regulation, grants, or other agreements made under the Act by the Commonwealth of Virginia, its Workforce Areas, sub-recipients, or contractors. Grievances, which do not involve a violation of the Act, are not subject to this procedure. 

	3.
	1.

2.

3.

4.

5.

6.

7.

8.

9.


	
	Informal Resolution Process:

The sub-recipient agency must document any allowable grievance in writing and must include 

all involved parties, contact information for all involved parties, the details surrounding 

the incident(s) in question and the dates of occurrence.

An informal meeting shall be called with all involved parties, either separately or as a group, to discuss the incidents in question.

Solutions and/or decisions achieved as a result of the informal meeting(s) shall be documented.

If a resolution and plan of action satisfactory to all parties involved cannot be reached within 20 days from the date of original notification of grievance to sub-recipient agency, the grievance must be forwarded with all related documentation to:  

                                                          Debra Crowder, Executive Director

                                                            Workforce Investment Board

                                                               270 David Bruce Avenue

P. O. Box 580

Charlotte Court House, VA  23923

The Workforce Investment Board Executive Committee will review the grievance file and notify in writing, all involved parties, of the time and place of a grievance hearing.  The grievance hearing will be held within 30 days of receipt of grievance file.  Should any member of the Executive Committee be directly or indirectly involved with the complainant they shall be removed from the proceedings and the WIB Chair shall appoint a member at large to serve on the Committee for the purpose of this hearing.

Within five days of the grievance hearing, the WIB Executive Committee will provide a written decision to the complainant and all applicable parties.  The recommendation/decision shall be based on preponderance of the evidence and shall include a determination of the issue to support the recommendation as well as an explanation of the reasons for the 
recommendation.  The recommendation shall be based only on information which the parties have had the opportunity to challenge through the hearing process.  The final decision must be signed by the WIB Executive Director, the WIB Chair and all members of the hearing committee.

A decision of the WIB Executive Committee may be appealed to the Chief Locally Elected Officials (CLEO) Board.  Notice to appeal must be received by the WIB Executive Director within 10 days of the notification of decision from the WIB Executive Committee.

The CLEO Board will then follow steps 5 and 6 as outlined above.

If the Grievant decides to appeal the WIB/CLEO decision. he/she must notify the WIB Executive Director in writing of their intent within 5 days.  The WIB Executive Director will send documentation to the Workforce Investment Act Department under the State Virginia Employment Commission.  The grievance will then be handled according to the rules and regulations of the State Virginia Employment Commission.  The Grievant will be sent notification of this action and given a contact name and address in the WIA Department under the Virginia Employment Commission.




In the event that an acceptable resolution to the grievance is negotiated, a memorandum of agreement shall be prepared by the WIB Executive Director and shall list the provisions of the negotiated resolution and deadlines by which the provisions must be accomplished.  A copy of such agreement, once signed by appropriate parties, shall be distributed as follows: the original to the grievant, a copy to the respondent, a copy maintained in the WIB Administrative Office.

WIA 2004

Amended 2004

Statement of Compliance and Plan Signatures

	Local Area #
	Area Name:

	Plan Point of Contact:
	

	Address:
	

	Phone/e-mail:
	


This is to certify that this plan was developed in accordance with the State guidelines and that local board activities will be conducted in accordance with this plan and the provisions of the Workforce Investment Act of 1998, its attendant regulations and the applicable state laws and policies.  The Plan was developed by the local workforce investment board in partnership with the local elected officials with the benefit of an open and inclusive plan development process and a public comment period.

	
	

	
	

	Signature, Typed Name of WIB Chair
	Date


	
	

	
	

	Signature, Typed Name of CLEO Consortium Chair
	Date


The Chief Local Elected Official(s) designate(s) the following entity as the fiscal agent:

Entity: _________________________________________________________________________

Contact: _______________________________________________________________________

Address: _______________________________________________________________________

Phone/Email: ___________________________________________________________________

Chief Local Elected Officials (CLEO)





Case Manager Partner Agency











Satellite Center





Information Center


Cent





Partner








Partner








Partner








Partner








Partner








Partner





Partner





Partner





Partner





Partner





South Central


Workforce Investment Board





WIB Staff





Service Delivery





Consortium (Operator)





Partner








Coordinating Agency





Comprehensive Center





Partner
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