EMPLOYED WORKER TRAINING PROGRAM PROCEDURE (EWTP)

The EWTP is funded by the Workforce Investment Act (WIA) to provide training for employed adults (18 years and older) who are deemed in need of training in order to obtain a new position within their current employer’s operation or for those employed adults who are at risk of losing their employment unless additional training or services are received.  In both instances the training provided, to eligible employed adults, must lead the participant to self–sufficiency as defined by the SFW.  

The request for training assistance under the EWTP is available to eligible employers in Miami Dade and Monroe counties.  Employers can apply for training assistance for their workforce by contacting any of the region’s One-Stop Career Centers or by contacting the Employer Services unit at SFW. Training services that may be provided in the EWTP includes On-the-Job and/or Customized Training.

 

Funding for the EWTP is subject to the availability of funds from the region’s training pool allocation.  Training pool funds are allocated by the SFW board on a yearly basis, therefore all training activities begun during a program year under the EWTP must be concluded prior to June 30th.  Commitments for training services beyond June 30th will not be made by the SFW until the board has allocated new program funding to the training pool.

 

Application Criteria
 

Application for the EWTP is open to all employers in Miami-Dade and Monroe counties that meet the following criteria:

1. The employer must have been operating in Miami-Dade or Monroe county for a minimum of one year prior to the date of application, 

2. Must be fully licensed to conduct business in Miami-Dade or Monroe county,

3. Must have at least one full-time employee,

4. Must demonstrate financial viability (a favorable report from Dun and Bradstreet or SEC 10K schedule or submission of any of the following: current financial audit (no more than two years old) or financial compilation prepared by a certified public accountant, Federal Income Tax Return (no more than two years old),

5. Must be current on all federal, state and/or local tax obligations,

6. Must be able to provide a written “Need for Training” statement for each employed worker as follows:

 With application:

 

· Employee(s) current job title(s) and projected post-training job title(s)

· Employee(s) current wage(s) and projected post-training wage(s)

After approval of application (during intake process):

 

· An assessment must be made of the employee(s) aptitude and interest in training.

· Employers must provide documentation of the reason that the employee(s) need the training in order for eligibility to be determined:

· Adults who do not meet the definition of Self-Sufficiency:

“The employee must be in need of training in order to obtain employment within the employer organization that will lead to self-sufficiency” Include employees’ name, social security number, current wage information and projected wage after training.

·   Adults who do meet the definition of Self-Sufficiency:

“Employee will not be retained by the employer unless additional training or services are received”

Note: Final approval of application is contingent on employee(s) being determined eligible.

 

Priority of Service

In order to allow both large and small employers to have access to EWTP funds, the recommended starting division of funds from the training pool will be 60% for training of 25 or more employees and 40% for 24 employees or less. Through monitoring of the utilization of funds in the pool changes in the funding priority may be taken back to the Board for re-prioritization, if needed. Within these funding parameters the SFW, during the application process, will give priority to those employers that:

 

· Request funding in occupations and industries that have been prioritized through the High Skills/High Wage Committee and approved by the full Board.

· Request to upgrade skills of employees in the region’s targeted occupations (refer to Targeted Occupation List), and/or in an occupation that is vital to the economic viability of the community.

· In their grant proposal demonstrate a significant upgrade in employee skills that will therefore lead to their employees retaining self-sufficient employment or obtaining self-sufficiency as applicable.

· Provide training at a cost that is reasonable as measured by SFW ITA expenditure guidelines with a cost differential applied to allow for the higher costs of a Customized Training program.

Funding Conditions

 

· Employers approved for funding by the SFW must enter into a contract with an SFW funded One Stop Career Center that commits the employer to complete the training project as proposed in their application and/or as negotiated with the SFETC and/or One Stop Career Center operator. 

· All employees selected by the employer for training must complete the SFW WIA enrollment process prior to the commencement of any training or the provision of any services. 

· For On-the-Job Training employer must pay 50% or more of the trainees’ wages.

· For Customized Training, employers must provide a matching contribution at least equal to 50% of the total project cost.  Allowable match includes, but is not limited to: 

1. Wages earned by trainees while in training,

2. Wages paid to employees who are trainers,

3. The documented fair market value of in-kind space costs when training is conducted at the employer’s place of business ,or 

4. The cost of facilities the employer has rented to conduct the training.  

· For Customized Training, employers must negotiate a line item budget prior to the commencement of training.

· Employers shall keep accurate records during the lifetime of the project and five years after completion of the contract. If any litigation, claim, or audit finding is started before the retention period expires, records shall be retained until all litigation, claims or audit findings involving the records have been resolved and a final disposition made.

· Employers are required to submit reimbursement requests along with the required supporting documentation as specified in the contract.

· Employers must certify that all information provided for the purpose of requesting reimbursements and reporting training activities is true and accurate.

· Training must result in the obtainment of a credential by the employee, as established during the contract negotiations, retention for a minimum of six (6) months (or negotiated period) in the self-sufficient employment of individual employees who have obtained a new skill set in new technologies or new production or service procedures, and/or must lead to a promotion and/or an increase in wages earned.

Employers that fail to achieve the required employee credentialing and retention, or those that fail to promote employees that complete the training and achieve the credentials, may not be considered for future EWTP funding.

 

Project Completion
 

· All EWTP projects shall be performance based with specific measurable performance outcomes: including the completion of the training project and the number of employees trained. 

· Final payment for employers receiving EWTP funds will be withheld until the final report is submitted and all performance criteria specified in the grant have been achieved.  All final reports and invoices are due to the SFETC no later than 20 days after the completion of the project.  All invoices received after the closeout date are subject to disallowance. 

· Employers shall provide to the SFETC contract manager sufficient documentation in order to calculate the performance measures required by WIA, and any other outcomes deemed pertinent. 

 

Application Review

Employers applying for EWTP funding must submit an original signed application plus one copy to the SFW.  Applications received from employers applying for EWTP funding will be reviewed and approved based on the requirements outlined under “application criteria” and the “priority of service” guidelines.  When the application is received by SFW the following process will be adhered to:

 

1. The original application and one copy will be date stamped and signed by the staff receiving the application. 

 

2. The original application will be kept in the SFW file and a copy forwarded to the SFW Executive Director. Five additional copies will be made.

3. Funding availability will be monitored by the comptroller who will provide weekly reports to pertinent SFETC/SFW staff.

4. One copy will be forwarded to the Director of the Independent Monitoring Office. IMO staff will review the documentation submitted by the employer and verify that the employer: has operated in Miami-Dade or Monroe county a minimum of one year prior to date of application, is fully licensed to conduct business in Miami-Dade or Monroe county, has at least one full-time employee, has demonstrated financial viability and is current on all federal, state and/or local tax obligations. 

5. IMO will certify the employer meets the minimum criteria as outlined above, and inform the appropriate SFW staff to forward three copies of the application to the review team. The review team shall consist of one WIA program staff, one SFW policy analyst, and an employer services staff that is assigned to the specific industry. This review process will be performed under the State of Florida Sunshine Statute and will be open to the public.  Notice of the meeting will be posted in the SFW website (www.southfloridaworkforce.org) five days in advance of the meeting.  

6. The review team will score each application using the EWTP rating worksheet. If application scores 60% the application will be signed off by all review staff and one copy sent to the Comptroller to review funding availability.

7. If funds are available the comptroller will sign the application and forward it to the SFW Executive Director. 

8. Staff will approve applications requesting funding of less than $50,000. Awards made of less than $50,000 will be reported to the SFW Board. 

9. For funding requests less than $50,000, once the comptroller certifies funding availability, the authorized One Stop representative will contact the employer and make arrangements for a contract negotiation meeting and provision of One Stop services. 

10. Applications requesting funding of $50,000 or more will be included in the next scheduled Employer Services Committee meeting agenda for review and, if approved by this committee, included in the Executive Committee agenda.

  

11. For request of funding of $50,000 or more, if the Executive Committee approves an application, the SFETC Contract Administrator or designee along with the designated One Stop representative will contact the employer and make arrangements for a negotiation meeting between contract staff and the appropriate employer representative. Executive Committee approval of an employer’s application provides the Contract Administrator and Employer Consultant the ability to initiate negotiations. Final approval of the application however, is contingent upon the eligibility determination of all the employees to be trained. The final allocation to the employer will be based on the employee(s)’ eligibility determination. A report will be provided to the full SFW board that will include the status of contracts, final allocations, and progress of the contracted programs.

12.
Applications that fail the IMO review or do not score 60% or better during the application review process will not be recommended for approval. If staff and/or the Employer Services or Executive Committees do not approve the application, the appropriate SFW staff will notify the employer of the denial with the reason(s) for the denial.  All applicants denied funding can appeal the decision to the SFW in accordance with the SFW appeal process. (The appeal process may be accessed through the SFW website)

  

Role of the One Stop Career Center 
 

Assignment of One Stop for provision of services:
 

1. When the One Stop Career Center is the first point of contact for an employer, either through performing the outreach themselves or if the employer has elected to contact them for the services, the One Stop Career Center staff will be responsible for all eligible participant services. 

2. When the contact is done through the SFW Employer Services Unit or job line, the employer will be assigned to the One Stop Career Center using the same criteria as the Employer Consultant account assignments if applicable or based on One Stop proximity to the worksite location. Once assigned, if the EWT funding is under $50,000 the One Stop Career Center operator will be responsible for contract negotiation and provision of services to the employer/employees.  If EWT funding is $50,000 or more, the One Stop Career Center operator will be responsible for coordinating contract negotiations with the SFETC contract staff and provision of services to the employer/employees. 

The One Stop Career Center to which the account is assigned will determine eligibility in accordance with the WIA Adult Employed Worker Training program, provide case management, support services, and ensure that services provided are coordinated through the Employer Consultant assigned to the account.

Eligibility and enrollment: 

 

The assigned One Stop Career Center shall provide the following services at the worksite or at a location that is convenient to the employer and/or employee:

 

1. Complete a WIA Application and obtain required eligibility documentation: 

· Valid Florida identification and social security card, or other acceptable

 I-9 documentation in order to establish that the applicant is eligible to work in the United States, and 

· Proof of selective service registration (for males only).

 

2. Assign the participant to an Employer Consultant/case manager who will coordinate services to the employer/employee from the One Stop Career Center. 

 

3. Complete an Individual Employment Plan.

4. Obtain from the contract manager a signed and completed Employee Application Documentation Form provided by the employer which contains the following information: 

 

· Applicant’s current and post training job title

· Applicant’s current and post training wage

· Reason why the applicant is in need of the training

· Aptitude and interest for training

These services may be provided either at the worksite or the One-Stop Career Center(s) dependent upon the employer’s preference and coordinated by the assigned Employer Consultant.

 

5. Complete all MIS functions to assign a participant to Customized Training and/or On-the-Job Training as appropriate. 

6. Provide ongoing case management with participant contact at a minimum of once per month.  Contact with the participant during working hours must be scheduled at the participant’s convenience so as not to interfere with the employer’s operations.  All participant contacts and the results of the contact must be documented in the participant file. The assigned Employer Consultant must approve all methods of contact that will be used by the case manager.

7. Provide follow-up case management for a period of twelve months upon program completion. 

Performance: 

The credentialing performance standard for employed workers, is set at 70% and is calculated as follows:

Number of adults employed at registration who exit employed with a credential ________________________________________________________________________

Number of adults employed at registration who exit

From March 1, 2003 through June 30, 2003 this measure will be implemented only for data gathering informational purposes. Starting July 1, 2003 this will be a state measure that will impact performance for the region.

Allowable Activities

 

Employers may request approval for a Customized or On-the-Job training design.

 

Customized Training for Employed Workers:

Customized Training is training that is designed to meet the special requirements of an employer (including a group of employers); that is conducted with a commitment by an employer to employ, or in the case of employed workers, continue to employ in another capacity an individual on successful completion of training; and for which the employer contributes not less than fifty-percent (50%) of the cost of the training.

 

Customized Training of an eligible employed individual may be provided for an employer or group of employers when the following criteria are met:

 

1. An application for funding award has been approved by the SFW Board,

2. the employee is not earning a self-sufficient wage as defined by SFW,

3. the training relates to the introduction of new technologies, introduction of new production or service procedures, upgrading to new jobs that require additional skills or workplace literacy.

 

Customized Training services may be provided by community colleges, school districts, area vocational-technical centers, state universities or licensed and certified private institutions at a location determined by the employer that meet placement rate, retention rate and minimum wage at placement performance standards and are approved by SFW.

  

Employers may provide the training themselves from a curriculum that has been purchased or developed in-house.  The SFETC, during contract negotiations, must approve the curriculum and instructors prior to services being rendered.

Reimbursable training expenses may include:

 

· Instructor’s /trainer’s salaries

· Curriculum development

· Textbooks/manuals

·  Materials and supplies

·  Tuition/fees to approved educational institutions

 

Non-reimbursable costs include: 

· Trainee wages

·  Purchase of capital equipment

·  Purchase of any item or service that may possibly be used outside of the training project 

· Travel expenses of trainers or trainees

· Assessment, testing or certification fees

 Note: these costs can be included as part of the employer’s match.

On-the-Job Training (OJT) for Employed Workers

OJT contracts for Employed Workers may be negotiated for eligible employed workers when: the employee is not earning a wage that provides self-sufficiency (as defined by the SFW), and the OJT relates to the introduction of new technologies, service procedures or upgrades the employee to a new job that will require additional skills or workplace literacy. At the completion of the OJT the employee must earn a wage that will provide him/her with self-sufficiency.  Other requirements and procedures for OJT are listed in the SFETC OJT Policies and Procedures Program Directive.

 

Reimbursable OJT expenses:  up to 50% of trainee wages
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