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I. Workforce Needs, Labor Market Analysis, and Assessment of Workforce Investment 
Activities and Assets 

A. Local Workforce Needs 
1. Describe the workforce investment needs of the local area as they relate to:

a. Employers/Businesses
Business intelligence is gathered both informally and formally. The Business
Services Team (BST), which includes representatives from all Job Center
partners, meets monthly to share and discuss business-related activities. All
business-related activities are also recorded in Salesforce so that all partners
have access to the most recent hiring information as well as current business
needs. Industry partnership/sector group meetings are another avenue for
identifying the specific workforce needs of that industry. Business Services and
WDB staff also use surveys, DWD publications and resources, analysis of job
orders, and local business-related news as sources to help identify business
needs. The following general business needs have been identified in the western
Wisconsin region:
• Employees/applicants with above average basic skills (math/reading)
• Access to resources for employees that address barriers to retaining

employment, such as substance abuse treatment, transportation, child care,
mental health care

• Occupational skills training
• Pre-vocational skills training (soft skills and life skills)
• Basic computer training
• Recruitment assistance
• Education and awareness of workforce development services, labor

market information, and job-seeker
assessments/characteristics/needs/motivators.

b. Job Seekers
Job-seeker needs are identified both through Job Center activities and external
sources. Resource Room staff who work with job-seekers on a daily basis,
provide anecdotal information on the types of needs Job Center customers are
experiencing. The Employment Services Team (EST), which is led by the WIOA
Adult and Dislocated Worker service provider and includes representatives from
all Job Center partners, meets monthly in conjunction with the Business Services
Team. The EST discusses current activities occurring with job-seekers, including
assessments, workshop content and attendance, and barrier profiles. The
following job-seeker needs have been identified in the western Wisconsin region:
• Employment with job security, minimal risk of lay-off
• Access to resources and support services to address barriers to finding

and retaining employment, such as substance abuse and mental health
treatment, transportation, child care, housing

• Opportunities for and easy access to career pathway training – occupational
skills, classroom, OJT, apprenticeship

• Opportunities/information on entrepreneurship
• Basic computer training that is easily accessible
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• Easily accessible resources for developing soft and life skills that improve
employability.

c. Incumbent Workers
The WDB has not focused on incumbent workers over the past few years. An
abundance of job-seekers, many highly qualified, made it unnecessary to focus
on incumbent workers. In the current economy and state of the labor force,
businesses will need to focus on training incumbent workers to advance in the
workplace, opening up entry level positions for the lesser qualified job-seekers
that are part of the labor force. The WDB will continue to work with businesses
and the technical college over the next few years to determine what incumbent
workers need to continue forward movement on their career pathways and how
to deliver training to meet their needs and the needs of businesses.

d. Youth
The needs of youth are identified primarily through agencies that provide services
to youth. There are several agencies, focus groups, and community groups
that work together to identify needs and develop services that meet these needs.
The age subset of 19-24 year olds has the highest unemployment rate which
is cause for concern in terms of developing the workforce of the future.
There is less certainty about career choices and a different approach to the
workplace among youth. Quality of life, opportunities for training and
development, and flexibility are the determining factors in career choice, unlike
past generations who favored wages and benefits and job security. Constant
exposure to technology has created a generation that looks for quick results,
instant access, and perpetual states of redefining problems and solutions. Much
attention must be given to bridging the gaps between the needs of businesses
and the needs of youth job-seekers.

Many youth are struggling with meeting basic needs and/or academic 
achievement. The WDB will focus on reducing or eliminating barriers through a 
strengths-based approach. Considerable attention will be given to development 
of soft skills, coping mechanisms, and networking/resource identification and 
utilization. With the new requirement for middle school students to have an 
Academic and Career Plan, the WDB hopes to provide consultative educational 
resources to school personnel as well as students in an effort to increase 
understanding of career pathways and demand industries. 

2. Describe any workforce investment need in your WDA not reported in 1.a-d.
There are none.

3. Describe how these needs were identified.
Before the Great Recession, the WDB had been holding conversations about how
low birth rate and the retirement of the baby boomers would affect the labor force and
workforce supply. While effects were being felt, the WDB had predicted that 2015
would be the year where the impact would intensify and was working with industry
partnerships to identify and train the then untapped labor pools (see State of the
Workforce Report – 2008 at www.westernwdb.org/reports). The Great Recession

http://www.westernwdb.org/reports)
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put these conversations on the back burner as workforce supply was abundant due 
to the large numbers of layoffs. 

As the economy began to recover, the WDB again began the conversation citing 
demographic trends that would necessitate employers looking to the previously 
untapped labor pools (low skilled, multi-barriered, persons experiencing disabilities 
and ex-offenders) to fill their labor needs. 

The WDB listened to service providers, noticed trends of people accessing the Job 
Center services, and utilized information from businesses regarding the job-seekers 
that are applying for positions. Please refer to Section I.A.1a-d. for specific details 
regarding how the needs of each group were identified. 

B. Labor Market Information 
1. Provide an analysis of the regional economic conditions including –

a. Existing and emerging in-demand industry sectors and occupations (data
will be compiled from the Quarterly Census of Employment and Wages,
Occupational Employment Survey, and long-term Industry and
Occupational Projections with formatted tables provided in Fall 2015) and

b. The employment needs of employers in those industry sectors and
occupations (data will be compiled from DWD labor exchange sources
such as the Job Center of Wisconsin and Help Wanted Online in formatted
tables and may be supplemented by the market intelligence of WDB
Business Services staff)
The current in-demand industry sectors and occupations have been analyzed
through customized queries from the Office of Economic Advisors local labor
analyst in conjunction with the WDA 9 LMI Databook provided by the local labor
analyst. Highlights of this data regarding the employment needs in the identified
sectors are as follows:
• Top Employers Ranked by # Job Postings: Oracle, Kwik Trip, Mayo, Sears,

Dept. of Veteran Affairs, Gundersen Lutheran (6/14-5/15)
• Industrial Sectors Ranked by # of Job Orders Posted: Health Care & Social

Assistance, Retail, Public Administration, Finance & Insurance, Information
(6/14-5/15)

• Snapshot of Job Openings by Industry on 12/4/15 (top five):
Admin/Support/Waste Mgmt/Remediation Services, Health Care & Social
Assistance, Finance & Insurance, Transportation & Warehousing,
Manufacturing

• Annual Average Employment by Subsector (top five): Educational Services,
Hospitals, Food Service & Drinking Places, Government, Nursing/Residential
Care Facilities

In addition, the following table (Table 1) gives the long term industry projections 
which show that by 2022, Education and Health Services will overtake Trade, 
Transportation, and Utilities as the industry with the highest employment 
numbers. Despite a 1.36% decline, the manufacturing industry will still employ 
over 22,000 people. 
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WESTERN WORKFORCE DEVELOPMENT AREA-LONG TERM INDUSTRY 
PROJECTIONS, 2012-2022 

WDA9: BUFFALO, CRAWFORD, JACKSON, JUNEAU, LA CROSSE, MONROE, 
TREMPEALEAU AND VERNON COUNTIES 

Industry 2012 2022 
Employment* Projected

Employment 

Change (2012-2022) 

Employment Percent 

Total All Industries 139,677 151,338 11,661 8.35 

Goods-Producing 28,541 29,161 620 2.17 

Natural Resources and Mining 1,064 1,026 -38 -3.57 

Construction 4,542 5,512 970 21.36 

Manufacturing 22,935 22,623 -312 -1.36 

Services-Providing 103,583 114,378 10,795 10.42 
Trade, Transportation, and 
Utilities 29,490 31,423 1,933 6.55 
Information 1,481 1,535 54 3.65 
Financial Activities 5,472 5,988 516 9.43 
Professional and Business 
Services 8,996 11,521 2,525 28.07 
Education and Health 
Services 27,922 31,986 4,064 14.55 

Leisure and Hospitality 13,083 14,349 1,266 9.68 
Other Services (except 
Government) 3,771 4,073 302 8.01 
Government, excluding Post 
Office, Education and 
Hospitals 13,368 13,503 135 1.01 

Self Employed and Unpaid 
Family Workers, All Jobs 7,553 7,799 246 3.26 
* Due to confidentiality, data is suppressedand so detail may not add to totals.
Information is derived using annual 2012 QCEW unpublished data from the US Bureau of 
Labor Statistics and Current Population Survey data from the US Census Bureau was 
also used. To the extent possible, the projections take into account anticipated changes 
in Wisconsin's economy from 2012 to 2022. It is important to note that unanticipated 
events may affect the accuracy of these projections. 
Source: Office of Economic Advisors, Wisconsin Department of Workforce Development, 
September 2015. 
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WESTERN WORKFORCE DEVELOPMENT AREA-LONG TERM OCCUPATIONAL PROJECTIONS, 2012-2022 

WDA9: BUFFALO, CRAWFORD, JACKSON, JUNEAU, LA CROSSE, MONROE, TREMPEALEAU AND VERNON COUNTIES 

Occupation Wage 

Rank SOC Code SOC Title 
Percent 
Change 

(2012-2022) 

Average 
Annual 
Total 

Openings 

Entry 
Hourly 

Experienced 
Hourly 

Median 
Annually 

00-0000 Total, All Occupations 8.35 4,556 $ 9.54 $ 23.02 $32,627.00 

1 29-1141 Registered Nurses 18.35 176 $ 22.73 $ 29.67 $ 55,522.00 

2 53-3032 Heavy and Tractor-Trailer Truck Drivers 9.83 110 $ 14.57 $ 23.75 $ 40,231.00 

3 49-9071 Maintenance and Repair Workers, General 9.18 53 $ 13.17 $ 20.58 $ 37,758.00 

4 41-4012 

Sales Representatives, Wholesale and 
Manufacturing, Except Technical and 
Scientific Products 13.51 47 $ 16.56 $ 37.56 $ 54,334.00 

5 11-1021 General and Operations Managers 12.56 45 $ 20.87 $ 55.13 $ 72,462.00 

6 47-2061 Construction Laborers 27.10 40 $ 12.18 $ 21.48 $ 35,795.00 

7 43-1011 
First-Line Supervisors of Office and 
Administrative Support Workers 9.91 38 $ 14.39 $ 25.70 $ 44,307.00 

8 47-2031 Carpenters 21.73 36 $ 14.24 $ 23.92 $ 37,465.00 
9 13-2011 Accountants and Auditors 9.40 32 $ 18.89 $ 34.67 $ 54,313.00 

10 43-6014 
Secretaries and Administrative Assistants, 
Except Legal, Medical, and Executive 9.78 25 $ 12.26 $ 17.90 $ 33,556.00 

5 
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2. Provide an analysis of the knowledge and skills needed to meet the
employment needs of the employers in the region, including employment
needs in in-demand sectors and occupations (data will be compiled from (a)
and (b) and will include common skills and educational requirements as
defined in O*Net)
Table 3 identifies the educational/training requirements for the top 30 demand
occupations. It is interested to note that of the top 10 occupations with the most
projected openings, only 2 of them require more than a high school education. In
fact, 6 of the 10 do not even require a high school diploma. This is good news in
terms of finding employment for individuals with multiple barriers. However, 7 of the
10 occupations are not likely to pay a self-sustaining wage, while job opportunities
may be available, self-sufficiency is still not attainable for many job-seekers.

In addition to Table 3 projections to identify employment needs of businesses 
(through the lens of education/training required for demand occupations), it is 
important to understand the availability of training and education options available to 
job seekers. 
• All but one of the occupations with the most openings 2012-2022 require high

school diploma or less
• Western Technical College has several career pathways that are established or

in some stage of development: Accounting, Administrative Professional,
Electromechanical Technology, IT Computer Specialist, IT Network Systems
Administrator, Landscape Horticulture, Medical Administrative Professional,
Nursing, Paramedic Technician, Sales Management, Financial Services,
Automotive Technician, Machine Tool Operation, Welding, Diesel Heavy
Equipment Technician, Manufacturing System Maintenance Technician

• The demand occupations and occupations with most openings (based on the
2012-2022 projections) have local training options available, with the exception of
truck driving. Closest available option for the short term training is Chippewa
Valley Technical College. Western is currently exploring options to partner with
CVTC to make the training more accessible locally.

Local Opportunities for Apprenticeship 
• Youth Apprenticeship – Available in the following K-12 districts: Bangor,

Black River Falls, Cashton, GET, Holmen, La Crosse, Onalaska, Royall,
Sparta, Tomah, West Salem, and Westby

• Youth Apprenticeship – Programs available: Agriculture, Food & Natural
Resources; Architecture & Construction; Arts, A/V Technology &
Communications; Finance; Health Science; Hospitality, Lodging & Tourism;
Information Technology, Manufacturing; STEM; and Transportation,
Distribution & Logistics

• Adult Registered Apprenticeships – Western offers classroom instruction for
the following apprenticeships: Electrician-Construction, Electrician, Industrial
Electrician, Metal Fabrication, Maintenance Mechanic/Millwright, Maintenance
Technician, Residential Wirer, Steamfitter, Tech Plumbing, Tool
& Die, Voice Data Video Installer

6 
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3. Provide an analysis of the workforce in the region, including current labor force employment (and
unemployment) data, and information on labor market trends and the educational and skill levels of the
workforce in the region, including individuals with barriers to employment. (Regional economists will provide a
series of formatted tables and graphs describing these trends at the WDA and state levels.

2014 %LFPR, Estimated Employment to Population Ratios, and Unemployment Rates 
Source: DWD, OEA, Local Labor Market Analyst Query 

WDA 
9 

Buffalo Crawford Jackson Junea 
u 

La 
Crosse 

Monroe Trempealea 
u 

Vernon 

All 
Population 
s 

66.1 59.5 62.4 66.0 65.3 70.5 65.5 73.3 66.1 

Disability 47.7 55.0 53.4 52.8 42.3 47.2 47.3 51.7 42.0 

Veteran 63.7 79.9 70.9 70.1 72.1 76.0 76.0 75.3 73.0 

Estimated Employment to Population Ratios 

62.4 56.1 58.0 62.0 60.9 67.4 61.9 69.9 62.8 

This data will be compiled from the Local Area Unemployment Statistics program and will be supplemented with 
data from the U.S. Census Bureau and other sources.) 

WDB leadership must review and incorporate the provided material in order to assess the climate in which the 
WDB operates prior to inclusion in the local plan. Regional economists will also be available to assist in the 
creation of any narrative analysis incorporated to support the data elements provide 

Unemployment 
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4. Describe any WDA specific labor market characteristics not reported in 1.a.
and b.
Higher poverty rates, especially when coupled with lower unemployment rates, point
to a population of job-seekers with lower skill attainment, possibly lower educational
attainment, and potentially significant barriers to employment. The table below shows
poverty rates across WDA 9, indicating that WDA 9 has a higher rate of poverty than
the State. As a result, the WDB expects to serve job-seekers with multiple barriers.
These job-seekers may not present with the skills or education necessary to obtain
an in-demand job.

% Poverty Rate and Median Household Income 

County Total Population 
(WI=13.2) 

Total 
Under 18 years 

of age 
(WI=18.4) 

Median 
Household Income 

(WI=$52,632) 

WDA #9 13.7 20.2 $48,460 
Buffalo 10.5 15.3 $50,998 
Crawford 14.7 22.4 $43,562 
Jackson 14.0 20.8 $47,985 
Juneau 13.1 20.8 $45,158 
La Crosse 12.6 12.2 $49,790 
Monroe 14.4 23.1 $52,978 
Trempealeau 12.2 16.7 $50,266 
Vernon 18.0 30.0 $46,493 

Source: U.S. Census Bureau, Small Area Income and Poverty Estimates (SAIPE) 
Program 

Three of the top five demand occupations require post-secondary education. As a 
result, businesses may need to look at training incumbent workers for higher level 
jobs so that entry level positions are open to be filled by job-seekers. Based on the 
top thirty jobs projected to have the most openings from 2012-2022, there are 
several entry level options that require a high school diploma or less, however, the 
majority of these jobs do not provide a self-sustaining wage. The WDB will need to 
focus on encouraging job-seekers who qualify for entry level, lower paying jobs, to 
seek short term credential training that is part of a career pathway. 

C. Assessment of Current Workforce Investment Activities in the Local Area 
1. Provide an analysis of the type and availability of workforce development

activities for adults and dislocated workers, including education and training,
in the local area. This analysis must include the strengths and weaknesses of
workforce development activities and capacity to provide workforce
development activities to address the education and skill needs of the
workforce, including individuals with barriers to employment, and the
employment needs of employers. Describe plans to address any weaknesses
identified. [§108(b)(1)(D)]
There are comprehensive, well established programs for adults and dislocated
workers in the western WDA. Partnerships are well-established. Staff members of
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the respective agencies have good working relationships, and are well trained. One 
of the greatest strengths is the coordination of services among internal and external 
partners 

One area that could be strengthened is a more deliberate, cohesive process for 
aligning business needs with training options. The rapid and ever-changing infusion 
of technology in the workplace makes it difficult to keep training options completely 
up to date. Large systems are not agile enough to respond quickly enough to 
changes. One way the WDB is considering addressing this is through a new liaison 
position that focuses on articulating business need with technical college partners 
based on projected needs. A 10-year plan may be developed based on the projected 
technological advances in industry that will address potential future training needs. 
The liaison will then facilitate connection of job-seekers to the training options and 
into demand industries. 

The adult and dislocated workers services in the local area include: 
• Employment and training services including WIOA, W-2 and DVR services;
• Pre-employment academies
• Technical schools and 4 year institutions
• Registered apprenticeships
• Career Pathways
• Credit for prior learning
• National Career Readiness Certification/Work Keys
• Career information - career exploration software - WisCareers, Discover, Career

Finder, Career Visions and other career software tools and customized
presentations available at the Job Centers

• Job Center of Wisconsin, Job openings: job postings, local newspaper, and
Current Employment Opportunities Bulletin, internet for
https://jobcenterofwisconsin.com/

• Job/career fairs, and local employer job lines;
• Job search assistance: resource library of books, tapes, videos, publications,

workshops offered on job readiness, resume writing, interviewing skills,
communication, stress management and others, apprenticeship information, help
desk support/assistance;

• Career testing or assessment: oral, paper/pencil, and computerized assessments
available to help clarify values, aptitudes, interests, and skills to identify a well-
matched career;

• Information on support services: program specific brochures and other written
materials on services including child care, transportation, job counseling,
TAA/NAFTA, credit counseling, housing, ADOA counseling parenting issues,
etc.;

• Non-traditional occupations for women: information and training
• Initial eligibility information: front desk screening, program specific eligible

criteria, and requirements materials;
• Local services availability: resource library including books, maps, videos,

computers, information on local universities and technical colleges, economic
indicators, child care lists, workshops, and others;

• UI claims filing: touch-tone telephone available for UI claims filing;
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• Training programs/financial aid information: financial resources to help eligible
individuals (laid-off workers, low-income applicants, disabled individuals,
veterans, and others) obtain GED or HSED and training from local technical
colleges, private institutions, or subsidized on-the-job training projects;

• Basic education: assess classes to prepare and receive GED or HSED diplomas
or refresh academic skills (Life skills training is also available);

• Follow- up services.
• Vocational Rehabilitation Services;
• Programs for displaced homemakers including assessments of skills, abilities

and interests; motivational and training programs; work experience; basic skills
education; and life skills training;

• Inventors and entrepreneur clubs;
• Entrepreneurial training

2. Provide a description and assessment of the type and availability of youth
workforce investment activities in the local area including activities for youth
who are individuals with disabilities. This description must include an
identification of successful models of such activities being used and/or
planned. [§108(b)(9)]
Youth services are well developed with strong relationships existing among the job
center partners and community programs for youth. The Operations committee
oversees the youth activities and has a good cross-representation of members. The
WIOA in-school youth program is offered by WisCorps, Inc.  The program follows the
14 required elements and is offered to youth throughout WDA 9 by meeting with in-
school youth at the school or at another community site convenient to the staff and
youth participant. Youth program staff work with the youth participant to ensure
success in school and successful placement in post-secondary education, the military
or a job upon completion of the program.

The WIOA out-of-school youth program is operated by WisCorps. The program 
focuses on the 14 required elements and works with youth in work experience in 
either conservation projects or community based projects. This cohort-based crew 
model has proven very successful with out of school youth. 

Services to youth in our area include: 
• Sector Academies - Sector Academies provide youth with the life and pre-

vocational skills needed for employment in a targeted sector. At times, pre-
vocational certificate training may be offered.

• Youth Apprenticeship – Offered through the school system.
• Upward Bound – Offered by The University of Wisconsin La Crosse helps

qualified area high school student find academic success and prepare for
success in college.

• Education Assistance - Training programs/financial aid information: financial
resources to help eligible individuals obtain GED or HSED and training from local
technical colleges, private institutions, or subsidized on-the-job training projects –
through the WIOA and school systems.

• Transcripted Credit – technical college offers dual high school and college
credit courses for juniors and seniors
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• Counseling: AODA; teen parenting, eating disorders, etc. – offered by a variety
community based organizations.

• Tutoring, study skills instruction and dropout prevention strategies –
offered by a variety of community based organizations.

• Alternative secondary school programs
• Leadership training - through Boy Scouts, Girl Scouts, 4-H, Boys and Girls

Clubs, etc.
• Leadership Incentives – Youth services providers work within a Bonus

Incentive Policy to help participants develop leadership traits and skills
• Junior Achievement – through the community based organization with business

volunteers.
• Inventor and Entrepreneur clubs – throughout the region.
• Work experiences, job shadows, mock interviews, and on-the-job training
• DVR-based programs for youth with disabilities – participants with disabilities

are referred to DVR for participation in one of their programs that might be more
helpful in resolving barriers. In some cases, youth are co-enrolled in WIOA and
DVR programs and services are coordinated by both service providers.

3. Describe the strategy to identify business requirements within the local area
and provide support in meeting their needs. [§682.320]
Business intelligence is gathered both informally and formally. The Business
Services Team (BST), which includes representatives from all Job Center partners,
meets monthly to share and discuss business-related activities. Western Technical
College is also represented on the BST which gives the team access to business
intelligence provided by the college’s industry-specific advisory councils. All
business-related activities are also recorded in Salesforce so that all partners have
access to the most recent hiring information as well as current business needs.
Industry partnership/sector group meetings are another avenue for identifying the
specific workforce needs of that industry. Business Services and WDB staff also use
surveys, DWD publications and labor market analysis resources, analysis of job
orders, and local business-related news as sources to help identify business needs.

During BST meetings, and other team-wide communications, partner services are 
coordinated to make sure the best possible combination of services are delivered to 
businesses. After service delivery, BST members follow up with businesses to make 
sure needs were met. A customized solution is developed and delivered, based on 
the services available as indicated in the next question. 

Another strategy to meet business needs is through industry or sector partnerships. 
Currently the WDB is supporting the formation of The Upper Mississippi 
Manufacturing Alliance (TUMMA) which includes regional manufacturers. The 
partnership will focus solely on workforce development including increasing the 
awareness for and pipeline to current and future manufacturing. 

4. Provide a description and assessment of the type and availability of services
available to employers in the local area.
Services available to businesses are coordinated through the WDB and the Business
Services Team (BST). This team includes representation from all required
workforce development system partners as well as some external agencies. Services
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are based on the expertise of members of the BST. Current services in the local area 
include the following: 

• Assistance with development of job descriptions
• Assistance with job order entry and utilization of Job Center of Wisconsin
• On-site recruitment events
• General and industry-specific mini-job fairs (on-site @ Job Center)
• Recruitment-related email blasts
• Collection and screening of job applications
• Work Keys/skills assessments
• Provision of labor market information
• Labor Law Clinics
• Rapid Response services for dislocations and lay-off aversion strategies
• Customized workshops/training
• Workforce analysis/retention studies
• Job task analysis
• Additional services as requested by businesses
• Economic Development initiatives and development incentives
• Chamber of Commerce membership/events
• On the Job Training subsidized employment
• Job Coaching
• Talent Acquisition Portal

II. Vision and Workforce Development Area Goals

A. Provide a description of the Board's strategic vision and goals for preparing an 
educated and skilled workforce including youth and individuals with barriers to 
employment. Include goals relating to the performance accountability measures 
based on primary indicators of performance in order to support regional 
economic growth and economic self-sufficiency. [§108(b)(1)(E)] 
The following were developed as a result of the Strategic Planning Session help on 
January 12, 2016. 
• WDB Mission: To develop demand driven and innovative workforce strategies that

cultivate a skilled and competitive workforce that meets the needs of employers in
our region.

• Vision:  A region where businesses workforce needs are met and all individuals
who want to work have self-sustaining employment.

• Value Statement: The WDB is committed to collaboration through strategic
partnerships that share our values of honesty, integrity, innovation, accountability,
and transparency.

• Key strategic objectives (in no particular order):
o Develop and leverage business and community partnerships to create a 

collaborative talent development system that encourages stability and growth 
of the regional economy.

o Increase access to the talent development system for businesses, youth, and 
under-represented populations.

Develop a diversified resource portfolio to promote growth, sustainability, and 
impact of the WDB.

o
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By linking the goals to the needs of both the employers and the workforce, linking 
with strategic alliances, including industry groups, and focusing on innovation, the 
WDB will support regional growth, job retention and economic self-sufficiency. 

B. Describe strategies to work with the entities that carry out the core programs that 
align resources available to the local area to achieve the strategic vision and 
goals described in II.A. [§108(b)(1)(F)] 
The service providers were invited to the strategic session to help develop the key 
strategies. Going forward, the WDB Executive Director will meet monthly with the 
service providers to ensure that they are on board with the strategies. 

• Objectives 1A and 1B focus on leveraging WDB members to advance work based 
learning and create a reverse referral system as well as forming new sector 
groups.

• Objectives 2A-D focus on increasing work based learning as a workforce 
strategy as well as increasing training opportunities for youth, offenders, and 
minorities.

C. Describe the measures the WDB will use to track progress toward these goals 

The strategic plan has an associated tracking sheet. Each activity is assigned to a 
committee to oversee and progress is noted monthly. The tracking sheet will be an 
agenda item on committee and full board agendas. 

D. Describe the process used to develop your area’s vision and goals, including 
participants in the process, especially focusing on how industry sector 
partnerships will be utilized. 
The WDB held a strategic session on January 12, 2016 and invited board members 
community members, and service providers. Before the session, a questionnaire was 
sent to attendees (and those that could not attend) to identify the challenges and 
opportunities facing the WDB and its work. The health care sector, manufacturing sector 
and construction sector were represented in either the questionnaire and/or the session. 
The plan focuses on industry partnerships and coordination of resources.  

Objectives 3A-C focus on increasing the WDB ability to impact workforce 
development in the region through collaboration, leverage, and additional 
capacity.

•
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E. In order to achieve the goals identified above, implementation strategies need to 
be developed. Describe the strategies the WDB will use to achieve the WDA's 
vision and goals for the local area. 
See Addendum 1 – which outlines the action steps and implementation strategies for the 
WDB. These were approved on February 15, 2016 and referred to committee for further 
refinement. 

III. Governance and Structure

A. Plan Input and Review Process 
1. Describe the process used, in accordance to the five criteria below, to provide

an opportunity for public comment and input into the development of the local
plan.
a. Make copies of the proposed local plan available to the public through

electronic and other means, such as public hearings and local news media;
The plan was made available through a posted announcement in the La Crosse
Tribune, on the WDB website, and at the two comprehensive job centers. The
Plan was also emailed to the local elected officials and others who had requested
the “interested party” status.

b. Include an opportunity for comment by members of the public, including
representatives of business, labor organizations, and education;
The legal notices in the La Crosse Tribune and Monroe County Democrat as well
as the website posting, gave instructions on how to comment on the plan. The
Operations Committee will routinely offer an “opportunity to comment on the plan”
as a standing agenda item.

c. Provide no more than a 30-day period for comment on the plan before its
submission to the Governor, beginning on the date on which the proposed
plan is made available, prior to its submission to the Governor;
The posted comment period began with the posting on February 25, 2016 and
ended on March 26, 2016. The posting is found in Attachment 1.

d. The Local Board must submit any comments that express disagreement
with the plan to the Governor, along with the plan, the WDB's response to
those comments, and a copy of the published notice; and
Please see Attachments 1 and 2.

e. Consistent with WIOA section 107(e), the Local Board must make
information about the plan available to the public on a regular basis
through electronic means and open meetings.
The plan is and will continue to be posted on the website, is available at the two
comprehensive job centers, and an opportunity to comment will be on the
Operations Committee agenda.
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2. Describe how local workforce partners were involved in the development of
the WDB's local plan. Also describe how local partners will be involved in the
ongoing implementation of the local plan.
The local partners were invited to a strategic planning meeting on January 12, to lay
out the goals for WIOA. The attendees included board members which includes the
local partners; adult, dislocated worker and youth service providers; and a
representative from WEDC.

Ongoing, the plan goals will be addressed at each committee meeting. Local 
partners are on one of the committees. Job Service, DVR, and a representative from 
Workforce Connections, Inc. which administers the W-2 and FSET programs are all 
represented on the OSO Taskforce. The Vets Program rep is a member of the OSO 
Taskforce. Local service providers attend meetings of Operations Committee. The 
local plan is addressed at each of these meetings, and at the LEO meeting. There is 
a standing agenda item on the Operations Committee agendas for public comment 
on the plan. 

B. Chief Elected Official(s) (CEO) 
1. Describe the role of the CEOs in the governance and implementation of WIOA

in the local area. In local areas consisting of more than one unit of
government, describe the decision making process between the local elected
officials. If this is addressed in a WDB/CEO Agreement, please state that it is
included in that Agreement and provide the section where it can be found.
The role of the CEOs in found in the CEO agreement, Sections 5, 6 and 15 found in
Attachment 3. Before adoption, the CEO agreement was reviewed by legal counsel
of each county as well as DWD legal counsel.

2. Section 683.710(b)(2) states that when a local workforce area is composed of
more than one unit of general local government, the liability of the individual
jurisdictions must be specified in a written agreement between the CEOs.
Please provide this document or specify its location, if it is within another
document.
Please see Attachment 4– LEO Consortium Agreement, Section 15.

3. Please submit a WDB/CEO Agreement and/or the CEO Consortium Agreement.
Please see Attachment 4 – Local Elected Official Consortium Agreement and
Attachment 3 - WDB CEO Agreement

C. WDB Functions 
1. Describe any roles and responsibilities, as agreed to with the CEO, which may

differ or be in addition to those specified in the Act and regulations. Please
identify where these responsibilities are listed in the WDB/CEO Agreement.
There are none.

2. Identify the fiscal agent or entity responsible for the disbursal of grant funds.
If a fiscal agent is used, attach the current contract and identify who has
signatory authority. Submit the WDB/Fiscal Agent Agreement.
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The WDB is the fiscal agent

D. WDB Composition 
The Governor shall, once every two years, certify one local board for each local 
area in the State. Such certification shall be based on criteria established under 
section 107(b), and for a second or subsequent certification, the extent to which 
the local board has ensured that the workforce investment activities carried out in 
the local area have enabled the local area to meet the corresponding performance 
accountability measures and achieve sustained fiscal integrity. For PY15, DWD 
issued Administrator's Memo 15-05 which details the requirements that must be 
met for certification of a local board. A WIOA compliant board must be in place by 
December 31, 2015. 

For the following questions, if the response is provided in the CEO Consortium 
Agreement, the WDB/CEO Agreement or in the WDB By-Laws, indicate which 
agreement the description can be found in and the section where it is stated. If 
not included in any of these documents, provide the response below: 

1. Describe the nomination and selection process used to appoint local business
representatives to the WDB.
Business members are selected from the industries’ most prevalent in the region.
They are nominated by Chambers of Commerce, economic development groups, or
industry groups. The WDB staff meets with interested candidates to describe the
structure, goals and business of the board. If the candidate is interested in serving,
he/she fills out an application and appears before the LEO Consortium. The process
includes a brief interview and the appointment. Each appointment is confirmed by a
vote of the LEO Consortium.

2. Describe how the Board will provide a leadership role in developing policy,
implementing policy, and oversight for the local workforce investment system.
Policies are developed at the Operations Committee meetings with input gathered
from the service providers at the monthly monitoring and oversight meetings. The
Operations Committee reviews the policy if the staff and or service providers
recommend that a change be made based on observations of the needs of job
seekers or employers requesting services. Changes are made only at the discretion of
the Committee members. After revisions are made or policies are developed at the
committee level, the policies are forwarded to the Executive Committee and/or the full
WDB for adoption.

3. Identify the circumstances that constitute a conflict of interest for, or any
matter that would provide a financial benefit to a Board member, a member's
immediate family, or a representative entity. Include actions to be taken by the
Board or Board member in the event of a conflict of interest. If this question is



18 

Western Wisconsin Workforce Development Board, Inc. 
WIOA Plan 

March 31, 2016 

addressed in your conflict of interest policy, state what section(s) contain the 
response. Submit the WDB's conflict of interest policy. [ §107(h)(1 & 2)] 
At the beginning of the initial term and on each July 1 (the beginning of each fiscal 
year), members are provided with the conflict of interest statement, the code of 
standards and acknowledgement and disclosure forms. The circumstances and 
actions to be taken are found in the Conflict of Interest Policy on the first page. The 
policy is in Attachment 7. 

4. Provide a complete and current WDB membership list.
Please see Attachment 8 for the current WDB Membership list.

5. Attach a diagram, description of roles and responsibilities, and regular
meeting schedule of the WDB and subcommittees.

Please see the committee roles and responsibilities and the membership schedule 
in Attachment 9. 

6. Describe how the WDB ensures that meetings and information regarding WDB
activities are accessible to the public (including persons with disabilities).
[§107(e)]
The WDB is required, under Wisconsin’s Open Meetings Law, to post meeting
notices for general public consumption. As a general rule, the organization(s) shall
post meeting notices in the following manner:

• Board of Directors;
• Interested parties;
• Staff to the board(s);
• County identified media (for the eight western Wisconsin counties of Buffalo,

Trempealeau, Jackson, Monroe, Juneau, La Crosse, Vernon and Crawford);
and

• On the website www.westernwdb.org

Postings may be either electronic in nature or paper copies. Meeting notices shall be 
posted at least one (1) week prior to the scheduled meeting date, or a reasonable 
number of days in advance for a special meeting called by the Chairperson of the 
respective Board. Special meetings (as provided in the bylaws) are called to address 
a specific item of business that cannot wait until the next scheduled meeting.  
Meetings are held in handicapped- accessible rooms, special accommodations      
can be arranged for those requesting. 

7. Describe the process the WDB will use to notify the CEO of any vacancies and
to fill those vacancies with appropriate representatives.
Board members are asked to submit letters of resignation when applicable. These
are sent to the LEOs and/or attached as an agenda item in an upcoming agenda.

8. Attach the Workforce Development Board By-Laws including date
adopted/amended. The by-laws must comply with the parameters listed in
Admin Memo 15-05.
The By-Laws (Attachment 10) were revised and approved on February 20, 2017
to reflect changes in officer structure.

http://www.westernwdb.org/
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E. Youth Standing Committee 
1. Describe the role and responsibilities of the Standing Youth Committee.

The standing youth committee members have been redistributed to either the
Strategy Committee or the Operations Committee in an effort to streamline youth
activities within the context of the workforce development system. For issues specific
to youth, an ad-hoc task force will be assembled to address the issues, however it is
expected that the infusion of previous youth council members (including those who
are not Board members) into other committees will be more efficient and inclusive.

2. Describe how the Standing Youth Committee is involved in developing policy.
Youth subject matter experts are integrated into the Strategy and Operations
Committees. Policies are developed and discussed in meetings, with approval of the
committee members as a requirement prior to implementation.

3. Identify circumstances that constitute a conflict of interest for Standing Youth
Committee members and describe how codes of conduct and conflict of
interest issues related to Standing Youth Committee members will be
addressed. If this question is addressed in your conflict of interest policy,
state what section(s) contain the response. Submit the conflict of interest
policy.
There is no standing youth committee. The individuals previously on this committee
are now reassigned to the Operations or Strategy Committee and are treated no
differently than other WDB members. At the beginning of the initial term and on each
July 1 (the beginning of each fiscal year), members are provided with the conflict
of interest statement, the code of standards and acknowledgement and disclosure
forms. The circumstances that constitute a conflict of interest and actions to
be taken are found in the Conflict of Interest Policy on the first page. The policy is in
Attachment7.

4. Describe how the Standing Youth Committee conducts oversight with respect
to eligible providers of youth services in the local area and their role in
provider selection.
Please see response to E.1. above.

5. Describe how the local board will conduct oversight of youth workforce
investment activities under WIOA section 129(c).
Oversight is through monitoring activities and reports to the WDB Operations
Committee, Executive Committee, Full Board and LEOs. Each month the youth
providers are asked to submit a report. The WDB staff report on fiscal matters,
contract standards and performance measures.

F. WDB Support and Administration 
1. If the WDB employs staff, identify the number of staff (time percentage),

general role, and as part of what structure/organizational entity. Indicate
whether or not this same entity has staff that provides direct WIOA services.
The WDB has 2 full time staff, a Manager and a Program Coordinator.  The staff do
not provide direct WIOA services.
• The WDB Director oversees the overall operations of the WDB and coordinates 

with the fiscal agent for reports and fiscal management. The manager
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represents the WDB at statewide meetings and on the WWDA. WDB Staff 
agreement is the signed job description for the Director. It was updated and 
approved on February 15, 2016. 

•
The Director or WIOA Operations and Compliance Specialist is responsible 
for program monitoring and technical assistance The Administrative 
Coordinator does Board agendas and minutes.

• In the future the WDB has plans to fill a full-time Business Outreach Coordinator
to interact with the Business Community on system-wide (not programmatic)
initiatives such as sector work, needs identification and interaction with the
workforce development system. WDB staff are independent of WIOA services.

• Fiscal tracking and reporting are provided by an independent CPA firm.
2. Include an organizational chart with an 'effective as of date' of WDB staff,

administration and support.
The chart follows next page.
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Local Elected Officials 

Western Wisconsin Workforce Development Board, Inc. 

WDB Executive Director 
Julie Mitchell 

Executive Committee 
Provides administrative strategic 

oversight of Board Functions 

Felber Consulting, LLC
Amy Felber, CPA WDB Administrative  Coordinator 

Jessie Foss 
Strategy Committee 

Provides programmatic, 
strategic oversight for 
adult and dislocated 

worker Board functions 

Operations Committee 
Aligns business, 

employment and training 
services throughout the 

Workforce development 
area. One‐stop Oversight 

Western Wisconsin Workforce Development Board, Inc. 
Organizational Chart 

July 1, 2017 
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One Stop Operator 

Workforce Connections, Inc. 
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3. Provide a copy of the Administrative Entity/Fiscal Agent's organizational chart
with an 'effective as of date'.
See previous page.

4. Attach a copy of the WDB’s current Cost Allocation Plan.
The Cost Allocation Plan is contained in the Fiscal Procedures Manual, Attachment
12, Section1300.

5. Describe and submit the WDBs cash management policy and procedures.
Cash management policy and procedures are described in the Fiscal Procedures
Manual, Attachment 12 – Section 300

6. Is an Indirect Cost Rate or de minimis rate of 10% used?
Neither, the WDB direct charges to budget line items based on an allocation of staff

time. 

7. Describe fee for services activities and how the funds are accounted for.
Submit the WDBs local policy regarding fee for services.
The only fee for services are local job fairs, rental of rooms at the job center to
outside parties and/or employers without active registration on JCW (Guidance
Memo #7) , and revenues for incidental cost in the resource rooms (copies above a
certain number, faxes, extra paper, etc.) (Guidance Memo #4).

The WDB acts as the fiscal agent for these funds, and deposits any revenue into a
separate Job Center Fund. This fund is used for expenses in the job center. While
the fund has been used for operating expenses, a policy is currently in development
to restrict the use of the funds for large job center purchases (tables, chairs,
computers, etc.) and have on-going expenses (paper, toner, etc.) be covered by the
partners in the MOU.

The Guidance Memos are found in Attachment 13.

8. Employee health and welfare costs incurred in accordance with local board
policies are allowed for the improvement of working conditions, employer-
employee relations, employee health and employee performance area
allowable. Submit the WDB’s policy for the provision of these costs for the
WDB staff.
The only cost the WDB has are health, dental and life insurance, personal days,
leave and holidays. The provision of these are found in the personnel policies,
Attachment 6.

9. Incentive compensation to employee based on cost reduction or efficient
performance, suggestion awards, safety awards, etc. is allowable. Provide the
WDB policy for incentive compensation to employees and/or service provider
staff.
The WDB does not use incentive compensation for staff. The WDB does not
currently have a policy for provider staff, although the contracts do state:
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Salary and Bonus Limitation - Under Public Law 109-234 and Public Law 111-8. 
Section 111, none of the funds appropriated on Public Law 111-5 or prior acts 
under the heading “Employment and Training” that are available for expenditure 
on or after June 15, 2006, shall be used by a contractor of such funds to pay the 
salary and bonuses of an individual either as direct or indirect costs, at a rate in 
excess of the Executive Level II. These limitations also apply to grants funder 
under this SGA. The salary and bonus limitation does not apply to vendors 
providing good and services as defined in OMB Circular A-133. See training and 
employment Guidance Letter No. 5-06 for further clarification. 

Training and Employment Guidance Letter 5-06, August 15, 2006; Pub.L. 109- 
234, section 7013; Pub.L. 109-149, section 101; OMB Circular A-133; Workforce 
Investment Act of 1998, section 173(e). 

The WDB will address a policy for service providers, and asks for technical 
assistance in doing so. 

10. Submit the WDB personnel policies and procedures.
Please see Attachment 6

 IV. One-Stop System and Service Delivery

A. One-Stop Service Delivery
1. Describe the One-Stop delivery system in your local area, including the roles

and resource contributions of one-stop partners. [§121(a)] Include a list of the
comprehensive One-Stop centers and the other service locations in your job
center network. Use Form D.
Western Wisconsin has two comprehensive centers. Please see Form D, page ??
for the list of comprehensive centers and service locations.
• In Tomah, the WIOA Adult and Dislocated Worker Program, the W2 and FSET

programs, Job Service and Western Technical College are all co-located and
share in the cost of space on the campus.

• At the Workforce Development Center in La Crosse, all partners are located in
the same building. The WDB, Job Service, DVR, Vets, OEA, Apprenticeship and
the WIOA Adult and Dislocated Worker Programs as well as the WDB offices are
located with the “Job Center” proper. The WIOA Youth program has space
available for appointments. All of these programs share the cost and usage of
the common areas and rooms.

The W-2 and FSET programs, operated by Workforce Connections, Inc., was
unable to commit to locating with the other partners at the time the job center
space was being secured and designed; however, the programs were
subsequently housed in a separate office in the building. These programs do not
share in the square foot cost of the center, but do provide shared costs with
WIOA for a full time person in both of the resource rooms.

In both centers, partners share in the cost of running the centers according to the 
Memorandum of Understanding.  Job Service and the WIOA Service Provider staff 
the Help Desk function in the resource room. The partners divide paying for phones 
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and share rent cost for common areas. Any additional income over costs generated 
by job fairs, rental of conference rooms to outside parties, labor law clinic is put into a 
“Job Center Account” handled by the WDB. These funds are used for supplies and 
other costs (Maintenance on copier. MFD, etc.) Associated with the job center. 

Partners share in providing workshops to the centers’ customers. The day to day 
policies are developed by the OSO Taskforce (WDB staff, Job Service, DVR, 
Veterans and the WIOA Services Provider) and approved by the Service 
Coordination committee. The OSO Taskforce also deals with any operational 
concerns, oversees both the Business Services Team and the Employer Services 
Team, and provides input into planning via the Services Coordination Committee 
which has representatives from Job Service, DVR and the WIOA providers. 

Work is in progress to involve the ABE provider (Western Technical College) into 
services at the Workforce Center in La Crosse.  There is on-going discussion about 
holding computer literacy and other classes at the center. The college has dedicated 
space to display information on the current offerings and programs at the center. The 
rep from Western chairs the Service Coordination Committee. 

2. Is each of the required WIOA partners included in your One-Stop delivery
system? Describe how they contribute to your planning and implementation
efforts.  If any required partner is not involved, explain the reason. [§121(b)]
Yes see above.

3. Identify non-required partners included in the local One-Stop delivery system.
Several community partners hold sessions at the job center.  These include The UW
County Extension Financial Services and Credit Counseling Center; however they do
not formally serve on the OSO Taskforce or other committees.

4. Describe how entities within the one-stop delivery system, including one-stop
operators and one-stop partners, will comply with Section 188 and the
Americans with Disabilities Act regarding physical and programmatic
accessibility of facilities, programs and services, technology, and materials for
individuals with disabilities, including providing staff training and support for
addressing needs of individuals with disabilities. Describe how the WDB
incorporates feedback received during consultations with local Independent
Living Centers regarding compliance with Section 188 of WIOA.
The WDB Program Coordinator is the Equal Opportunity Officer for the one-stop
delivery system. Physical and programmatic accessibility is assessed during all
monitoring activities, both internally and with subcontractors. Monitoring activities will
be guided by the DWD Civil Rights Compliance and Equal Opportunity
Nondiscrimination Monitoring Review Guide. All monitoring activities are recorded
and corrective action will be documented if needed. Local Independent Living
Centers provide feedback on physical accessibility of facilities. This feedback is
shared with the WDB Full Board and facility owners/managers. Any updates required
to be in compliance are initiated once WDB approval and owner/manager approval
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are documented. Suggested changes that are not required to be in compliance are 
assessed individually as to whether or not changes will be made. 
All partners, including DWD staff (Job Service, DVR, Veterans, etc.) the WDB and its 
services providers use the language line and have interpretive services available. 

5. Describe policies and procedures for resolving grievances or complaints files
by participants and other interested parties affected by the local workforce
system, including one-stop partners and services providers.
The policies are found in Addendum #2  Please note the WDB is aware that the
polices need revision and is awaiting the monitoring report from the DWD civil rights
compliance monitoring to do so.

6. Helping veterans obtain training and employment is the responsibility of all
Job Center staff.  The local Job Center must provide priority of service to all
veterans and eligible spouses to ensure that the full range of employment and
training services are provided in a comprehensive, customer-driven, and
seamless manner. Describe processes in place at the point of entry to the
system to identify veterans and eligible spouses who are entitled to priority of
service (including signage and/or designated areas and staff training). Submit
any implementing policies or procedures describing how priority of service is
implemented uniformly and appropriately across the local workforce system.
All customers entering the job center are asked to sign in at the Help Desk. The
sign-in form is used to collect and track a variety of data, which includes status as a
veteran or spouse of a veteran. When a customer self-identifies as a veteran or
spouse of a veteran, they are asked to complete an Office of Veterans' Services
(OVS) Employment Services Pre-Screening form and return it to Resource Room
staff at the Help Desk.

Resource Room staff follow the guidance contained within the pre-screening form to 
appropriately refer those individuals who are deemed to have substantial barriers to 
employment (SBE) to the Disabled Veterans Outreach Program (DVOP) staff for 
further assessment and intensive case management services. All veteran 
customers—both SBE and non-SBE—are encouraged to access the full array of 
services and programs offered through the workforce development system and 
partners, and receive priority of service. Appropriate referrals to community 
resources and partners are provided. 

7. Please list which career services are provided by which partners to job
seekers and employed workers.
The career services are outlined in the table next page.
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Career Service Process and Provider 
Determinations of Eligibility • Each agency does the determinations for its programs.

• For WIOA programs, the service providers perform the eligibility.
Outreach and Intake • The WIOA service provider does the orientations to the WIOA program through a

workshop and by attending the RES session that Job Service Providers.
• All partners assist in explaining the services provided through the center.
• The Business Services Team, comprised of partners, provide the outreach to

employers.
• Intake is provided by the specific partner program.

Initial Assessment • Job Seekers are asked to fill out a resource and referral form, that helps to assess
their needs and requests for assistance. The staff working at the front desk gather
these form which are then used to direct people to the program that best matches
their needs.

• Assessment for basic skills, aptitudes, abilities and a more in-depth assessment of
needs is done at the program level.

Labor Exchange Services 

Provision of Workforce and Other 
Employment Statistics 

• Job Service provides the equipment to access http://www.jobcenterofwisconsin.com
and other on-line employment search engines.

• The Local Labor Market Analyst is the main provider of labor market information for
the center. The WDB and program staff may also provide labor market information.

• Individual program may provide more in-depth labor exchange services
• Job vacancies are posted in the job center by the resource room staff (Job Service

and the Adult and DW Service Provider) although all partners may contribute to
postings.

Provision of Program Information 
Provision on how local area is 
performing 

• The WDB and the WIOA Service Providers are responsible for making performance
information available.

Availability of Supportive Services • Information on support services: program specific brochures and other written
materials on services including child care, transportation, job counseling, TAA/NAFTA,
credit counseling, housing, ADOA counseling parenting issues, etc.; are available
in the resource room. Specific supportive services targeted to an individual are
made available through the various programs.

Provision and information of filing claims 
for UI 

• Information for filing UI claims is provided available in the resource room. The
resource room staff can guide people on the process; however specific information is
done through the individual contacting UI.

http://www.jobcenterofwisconsin.com/
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Career Service Process and Provider 

Assistance in establishing eligibility for 
program of financial aid to training and 
education 

• Each program provider does this independently.

Services, if determined to be appropriate 
in order for an individual to obtain or 
retain employment 

• These are offered mostly by the individual services providers (WIOA Titles) as a part
of the specific program delivery. However in addition to the specific programs:

• Job Services provides a credentialed counselor for group and individual counseling
• Financial literacy services can be scheduled with an outside providers who take

appointments at the center
• Partners deliver workshops on job search techniques, resume development,

interviewing skills, appropriate dress, etc.
• A volunteer, who is a former case manager, schedules one-on one appointments in

La Crosse to review resumes.
Follow-up services • Each provider of WIOA services offers followed up services as required by the

specific WIOA title.
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8. Describe the strategy to identify business requirements within the local area
[682.320]. In addition, describe the business services available to area
employers through the One-Stop system, and who provides these services.
Provide details about any fee-for-service business services.
The Business Services Team (BST) is the primary conduit for determining business
needs. Members are: Amy Grotzke and Amy Studden from DVR; Kathleen Olson,
Job Service; Rick Larson, Vets; Julie Mitchell, WDB; Jennifer Kuderer, WEDC; to be
appointed from Western Technical College and Kelly Norsten, Carol Wagenson from
the WIOA Adult and DW services provider – Workforce Connections, Inc.; and Jacie
Meier, W-2- Workforce Connections, Inc.  The team operates on consensus, keeps
minutes of meetings and tracks all employer visits and needs in Salesforce.

The mission states: The BST provides collaborative, high-quality, demand-driven 
services to assist businesses with the acquisition and development of talent to build 
a workforce supporting economic development and growth. 

The BST meets monthly to coordinate services, provide updates and share 
resources; plans and staffs job fairs throughout the region and at the Workforce 
Development Center; reports on activity at the Services Coordination Team 
meetings. Employer needs are identified primarily through one-on-one 
conversations with employers or at industry partnership meetings. Other 
identification methods include surveys, job orders, and newspaper or radio media. 
The needs of employers WWDA #9 include: 
• Soft-skills or life skills development for employees – including motivation to work
• Qualified, skilled employees with math and reading ability
• Pre-vocational training for entry level applicants
• Specialized occupational skills training; skills upgrading
• Methods to manage a diversified workforce
• Methods for job-seeker assessments and feedback
• Access to Human Resource Services for companies without an HR Department
• Reduced turnover of employees; methods for attraction and retention in tight

labor market conditions and job seeker attributes.

As mentioned previously, the WDB will use established and future industry 
partnerships, including TUMMA to identify business requirements in the respective 
sectors. 

9. Describe how "center-based" business services are provided. This
description should include how all programs that conduct business services
are included in the system and the coordination practices; and how input and
feedback from all partners is received and implemented equitably.
See above for the coordination of the business services team. The team has
coordinated and organized monthly mini-job fairs and hiring events at the center.
These include alternation of industry- based and open job fairs – which are free to
participating employers. The events are advertised via flyers and posting in the job
center workshop calendars and on partner websites.  Other “center based” services
include:
• Holding hiring events at the center for specific employers. The employers can

use a private room to screen and interview employees.
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• Coordinating with employers to present at job seeker workshops and events
• Assisting in off-site regional, local or employer specific job fairs as requested
• Providing information on training programs that relate specifically to employers

demand occupations.

The BST may provide one or more of the following fee for service elements: 
• Labor Law Clinics
• Job Fairs, including specialized or targeted Job Fairs
• Initial screening of applications
• Typing tests
• Repeat Business Spotlights (one free per calendar year, if need a second, then

apply a fee)
• Labor Market Publications
• Other fees associated with the Job Center may include work permits, rental of

conference rooms for employers without a job listing on
jobcenterofwisconsin.com

Any fee for services revenues are deposited in a job center fund account to be 
used for infrastructure purposes. 

10. Describe actions taken by the WDB to promote maximum integration of service
delivery through the One-Stop delivery system for both business customers
and individual customers. Attach any local policies or procedures in support of
this.
The WDB established the Service Coordination Committee (SCC) (See Attachment
9) to oversee coordination among Job Center Partners and the communities. The
One-Stop Taskforce reports to the SCC and develops policies, procedures and 
service delivery strategies for the day-to-day operations.  Further, the Business 
Services and Employee Services Teams are comprised of partners and community 
agencies to ensure that the front line staff are promoting the maximum integration of 
services, by addressing services and developing/implementing operational plans. 
Guidance memos overseeing job center operations are developed by the OSO and 
adopted by the SCC. 

11. Describe how the WDB will ensure the quality of service delivery and
continuous improvement throughout the One-Stop centers.
Please see the Continuous Improvement Plan, Addendum #3

12. Describe how the WDB facilitates access to services provided through the
local delivery system, including remote areas, through the use of technology
and through other means. [§108(b)(6)(B)]
When selecting providers, access to those in rural areas without a comprehensive
center is one criterion that is considered. The current WIOA Adult and Dislocated
Worker Service provider has access points of service in each rural county where the
public can access services. Additionally, information about services, and inquiry
forms are on the website www.workforceconnections.org. The website also has
videos explaining the program and how to connect.  Offices in rural areas are staffed
for scheduled client visits. Having open office hours is an expectation for access
points of services.

http://www.workforceconnections.org/
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The WDB is currently reviewing its designation of comprehensive centers and 
access points of service and may make changes in the new future. 

13. Describe the connection between the local board WIOA Youth Program and the
Job Center service delivery system.
The In-School youth service provider, Couleecap, Inc. regularly recruits and meets
with enrolled youth within the school systems buildings.  The Out-of-School
Provider, WisCorps recruits and meets with youth at places convenient to the youth
(libraries, restaurants, etc.), the job centers or at their headquarters in La Crosse.
However, the WIOA youth program has dedicated space in the job center where the
service provider can meet with youth and be available for recruitment events.
Having dedicated space allows the youth providers to use the facilities of the job
center.  The following are youth events that have been held and/or are scheduled to
be held in the future:
• Using computer labs for resume development, job search and computer literacy;
• Scheduling youth mock interviews with area employers
• Holding financial literacy sessions in the center
• Assistance with using www.jobcenterofwisconsin.com
• Intake sessions for large groups of youth as they begin a work crew.

The WIOA Adult and Youth program coordinate enrollments to find the best program 
fit for those aged 18 to 24, as some benefit more from a specific program and 
delivery method. 

14. Describe the WDB's activities/actions with local partners to ensure the
development and implementation of common intake for all Resource Rooms
per State (to be issued). Also include a description of how activities will be
coordinated with other points of intake such as the Division of Vocational
Rehabilitation.
The OSO Taskforce and the Employee Services Team addresses procedures,
including intake, in the Resource Rooms at meetings. Job Service, DVR, Vets, and
the Title I WIOA Service Provider are represented on this team. It is understood that
under the combined plan, the State is developing a common intake system for all
partners. Any changes to the current system or to institute the common intake for all
the resource rooms per the State policy will be confirmed by the Service
Coordination Committee through the OSO Taskforce and its subcommittees.

The current practice, is that all customers to the Resource Room are asked to sign 
in. New visitors seeking career services (not just basic or self-service) are asked to 
fill out a resource and referral form that helps direct the individual a program that is 
most appropriate for him/her. The form is sent to the appropriate program, including 
DVR.  Once the referral to a program is made, the receiving partner can collaborate 
with the other job center programs and/or an outside agency. This targeted referral 
and collaboration process eases the point of entry for the participant, as he/she does 
not have to identify the benefits of each program and trying to make a self-referral. 

The sign-in forms identify the reasons for coming to the center (meeting with staff, 
workshop, or work in the resource room). The information can be used for outreach 

http://www.jobcenterofwisconsin.com/
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to those who frequent the resource room and for promoting ease of accessibility to 
programs. 

15. Describe how the end result of the activities described in the previous
question show reduced duplication of services for program participants; ease
of program accessibility; and identification of gaps the partnership has to
address.
The most important factor in reducing duplication of services and promoting ease of
program accessibility is the face-to-face collaboration that occurs at the OSO
Taskforce level and regularly through impromptu meetings of the on-site partners as
issues arise. This collaboration also helps with identifying any gaps in service
delivery or referral methods. For example, the OSO Taskforce (and the Service
Coordination Committee) see regular reports of those using job center services.
Trending of the data (which is constantly being refined) show usages and helps in
determining gaps.

16. Describe activities to promote Job Center of Wisconsin (JCW), and address
the following:
a. Any participant needs for computer literacy as part of a system

improvement; and
The Workforce Development Center does have an equipped computer lab for this
purpose and a Job Service Staff member provides a workshop in basic computer
skills. Computer literacy assistance is given as a part of a resume development
class or when using JCW; however more one-on –one and basic literacy
is needed. The partners are discussing with Western Technical College the
possibility of offering computer literacy at the Workforce Development Center in
La Crosse. The idea is to have regularly scheduled computer literacy workshop
offerings for any job seekers.

b. How the WDB is coordinating with workforce partners, including Veterans'
Services staff, to ensure that JCW is the vehicle for posting job orders for
optimal competition of job seekers and available candidates for employers
of the job openings.
Coordination on JCW is done at the Business Services Team and Employee
Services Team levels (both report to the Service Coordination Committee via the
OSO Taskforce). Center partners are all represented on this team. Promotion of
JCW is addressed both during business contacts and employee use in the
resource room. Any concerns are taken to the appropriate team for improvement
and documented in reports.

17. Describe how SalesForce will be used to support and enhance JCW rather
supplant JCW.
Salesforce is used primarily as a customer relations management tool. Members of
the BST use SalesForce to track employer contacts, share information and assign a
single point of contact (SPOC). For example, members can log into the database
and view any previous contacts with an employer and identify the SPOC. The
members of the BST also use SalesForce to announce any local recruitment events,
job fairs and events at the comprehensive centers. While an entry in SalesForce
might mention an opening, it is not the vehicle used for job postings or job seeker
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resumes and not used for matching purposes. The WDB is addressing the better 
methods to input and retrieve data from Salesforce to identify common basic or 
occupational skill needs, locally. 

18. Briefly describe Information Technology (IT) systems in the local area,
including:
a. Systems in place to assess and place job seekers (include all IT services

owned or subscribed to).
The following are the IT system in place to assess and place job seekers:
• State-owned JCW workstations;
• State-owned accessible computer-based workstation (La Crosse only);
• Access to JCW resources and services (customers and staff);
• ASSET for case management (state-owned internet based system);
• A database to track Job Center Visitor information (currently in development)

– Paid for with WIOA;
• A computer lab for workshops and eventually computer literacy.
• Partner sponsored workshops (i.e., job club, resume writing, interview

techniques)
• Skills Wisconsin – Salesforce.com to identify services to employers and job

openings by employer.
• Conference calling capability - WDB
• Skype – WDB
• Partner websites

b. Systems used for employer management (include all IT services owned or
subscribed to).
The IT systems for employer management and engagement include:
• Access to Job Center of Wisconsin resources and services
• Website - Worknet – for economic information
• Website - BLS.Gov.
• Salesforce.com
• EMSI – owned by several partners including Western Technical College, the

Mississippi River Regional Planning Commission, and Workforce
Connections, Inc. The WDB is contemplating purchasing.

• Skype
• Conference calling service
• GO-to-meeting type of technology is being considered by the WDB.
• Partner websites
• Talent Acquisition Portal

In addition, the WIOA Title 1 provider for adult and dislocated worker services 
has developed several systems and subscriptions paid under various funding 
sources and has made them available to the WIA system. 
• ITV system;
• “Employer database” for tracking employer contacts, services and

resources.
• EMSI subscription for forecasting employment levels, economic impacts,

etc.
• Survey Software
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c. Systems used to track participant services (include all IT services owned or
subscribed to).
Other than ASSET and IRIS(for DVR) the WDB does not own any separate
client tracking; however WIOA Title 1 provider for adult and dislocated worker
services has an internal database for tracking clients and employers. This
system is partially funded by WIOA.

d. Coordination of local IT systems with Job Center of Wisconsin, ASSET, and
other federally or state provided systems.
WDB and provider staff members are able to access JCW, ASSET and other
federal or state provided systems. These resources are internet-based and are
designed to allow appropriate access. Appropriate State processes are followed
when requesting access to, removing access from and for log-on credentials.

e. Other systems the WDB is utilizing and the purpose of these systems.
The WDB subscribes to GODADDY.com for its website and Office 365 for its
email.  The WDB no longer falls under a technology agreement with Western
Technical College. The fiscal agent uses bill.com to disburse payments and
QuickBooks accounting system to track fiscal activity.

f. The assessment process utilized to determine IT needs.
Requests for IT needs come from any services providers within the WDA.
Suggestions are shared with WDB, and discussed at any of the following: WDB
Staff, WDB or any of its committees/Taskforces/Teams. These teams review the
requests, determine if resources for the outcome planned exists and if warranted,
develop a plan of action. The WDB Manager will then determine if resources
exist to support the request, if so the request will be implemented if not, the
request will be denied or tabled for future funding

B. Memorandum(s) of Understanding (MOUs) 
The local board, with the agreement of the chief elected official, shall develop and 
enter into a memorandum of understanding between the local board and the one- 
stop partners which would be effective July 1, 2016. Due to the changes with 
enactment of WIOA, DET will be providing additional guidance to the WDB's to 
assist in the development of local MOUs. Thus, copies do not need to be 
submitted at this time. The local MOUs must be reviewed and approved by DET 
by June 30, 2016. The Local Plans for WDBs without an approved MOU will only 
be conditionally approved. 
The Memorandum of Understanding will be submitted by June 30, 2016 using the 
template provided by DWD. 

C. One-Stop Operators (OSO) 
1. Identify the current One-Stop Operator in the local area and attach the current

WDB/One-Stop Operator Agreement
The Western Wisconsin Workforce Development Board, Inc., through its manager,
will continue to serve as the One-Stop Operator (MOU Agreement, Attachment 14)
until the competitive procurement takes place.  The Service Coordination Committee
has assigned a taskforce to oversee the development of policies and procedures, the
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development of the Business Service Plan, cost contribution and staffing patterns, 
and the management and coordinator of the job centers. This taskforce is comprised 
of: 
• Kathleen Olson, WDA Director, Job Service
• Amy Grotzke, WDA Director, Division of Vocational Rehabilitation
• Beth Sullivan, WDB Manager*
• Title 1 Adult and Dislocated Worker service provider- Currently Teresa Pierce,

Workforce Connections, Inc.
• Rickie Larson, Local Veteran Employment Rep, Office of Veterans Services.
*Since the WDB serves as the One-Stop Operator through its manager, the
Executive Committee confirmed the Services Coordination Committee 
recommendation to name the manager as an ad hoc member of the OSO taskforce. 

The WDB will be responsible for coordinating the following through the OSO 
Taskforce and Service Coordination Committee: 
• The implementation of Job Center Standards;
• The development and implementation of the Business Service Plan for each

comprehensive Job Center;
• The completion of cost contribution and staffing plans;
• The MOU among the Comprehensive Job Center partners;
• The management of the coordination of the comprehensive job centers, including

the development, release and oversight of any policies or procedures for the
center;

• The implementation of other activities that may be assigned by the Workforce
Development Board in relation to the job center system.

• Oversight of the Business Services Team and the Employee (Job Seeker)
Services Team.

The work of the OSO is done through regular committee meetings with posted 
agendas and documented minutes. Decisions are made through a formal process of 
motions. 

2. Describe how the WDB is preparing for the competitive process for OSO
selection. Describe how market research, requests for information, and
conducting a cost and price analysis were conducted as part of that
preparation. [§121(d)]
The WDB is working with DWD to identify the costs for the infra-structure costs of the
centers.  It is also examining the need for and location of the 2 comprehensive job
centers in the area, and the status of the access points of service. This will be done
by analyzing the historical use and demographics of the visitors to the center; the
need for services in each area (LMI on layoffs, unemployed workers, underemployed,
etc.).

The WDB will also: 
• Determine the structure of the OSO (Consortium, private entity, single

coordinator, etc.)
• Determine the exact services the OSO will deliver to be in compliance with the

WIOA legislation and any local requirements;
• Determine any firewall requirements, should these be needed;
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• Seek input from the Local Elected Officials, businesses and job seekers on
needs for comprehensive and access points of services in each area.

Once this is completed, targeted for June 30, 2016, a competitive process, based on 
the WDB procurement policies and Uniform Guidance, to select an OSO will be 
developed and followed. An OSO Provider will be selected by June 30, 2017, with a 
new agreement in place. 

3. Roles and Responsibilities
a. Provide a description of the roles and responsibilities of the OSO(s) in the

Comprehensive Job Center(s) and for service locations in the One Stop
delivery system.
Please see the response to C.1 above.

b. If there are multiple operators and/or consortia, be specific as to what each
agency's role is and which Job Centers are involved with each.
Please see the responses to C.1 above. All work is done through committee and
documented through posted agendas and minutes.

D. Certification and Continuous Improvement [§121(g)] 
The state's certification policy has not yet been finalized by the state workforce 
board. Following its completion and issuance, please describe any additional 
criteria or higher levels of service coordination than required in order to respond 
to labor market, economic, and demographic conditions and trends in the local 
area. 
Any addition criteria or higher levels of services will be addressed during the 
development of the RFP for the OSO as discussed in C.2. above. 

 V.  Results-Driven Talent Development System 

1. Describe the local area's workforce development system, including identifying
the programs included in the system, and how the WDB will work with the
entities administering core programs and other workforce development
programs to support alignment and provision of services, including the
following:
• PK-16 Council - The WDB works with K-16 system in a number of ways. First, a

representative of the Cooperative Educational Service Agency (CESA) #4 is on
the docket to be appointed to the Youth Council as do the Western Technical
College Manager of K-12 Relations and Recruitment and the DVR Vocational
Rehabilitation Counselor assigned to the Wisconsin Promise grant. These
entities assist with aligning needs with services strategies.

• Local technical colleges – The local technical college is represented at the
board level and on the Youth Council. Western Technical College also has a
dedicated space in the Workforce Center in La Crosse to display their training
program and career pathway offerings.  When the partners hold a job fair within
the workforce development or job center, a rep from Western attends to discuss
the training options available. The chair of the Services Coordination Team is
the Director of Western Business and Industry Services Division who provides
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feedback to support the alignment of industry needs and job seeker services and 
training. 
Currently discussions are taking place to identify strategies to offer ABE classes 
including computer literacy at the Workforce Development Center. Most of the 
Access Points of Services and the Job Center in Tomah are on the Western 
Technical College campuses. 

• Local University of Wisconsin campuses - Since the WDB, rarely funds 4 year
degree programs, the interaction with the University of Wisconsin –La Crosse is
comprised of the following:
o Attendance at the Economic Forums sponsored by the University and State

Bank Financial. These forums give an overview of the regional economy 
and are delivered on a semester basis. 

o Coordination with Upward Bound, the Self-Sufficiency and career exploration
activities that assist youth and or/young adults in finding academic success 
and preparing for success in college. 

o Coordination with and referrals to the Small Business Development Center
for those seeking the option of entrepreneurism. 

• Regional economic development entities - The WD System was a founding
member of ECO-DEVO, a dynamic collaboration focusing on regional economic
development. The WD System supports and/or partners directly with the 7 Rivers
Alliance, Vernon Economic Development, La Crosse Area Economic
Development Corporation, Chambers of Commerce, Juneau County Economic
Development Corporation and others. These collaborations help identify
businesses that are expanding, downsizing and/or installing new technologies.

AIM2WIN Partnership – AIM2WIN supports and enhances efforts to transform 
the tri-state region into a knowledge-based economy supportive of innovative 
industry clusters with entrepreneurship and highly skilled workers as the driving 
force. AIM2WIN encompasses 27 counties in western Wisconsin, Southeast 
Minnesota and Northeast Iowa. The primary drivers of AIM2WIN are the regional 
workforce development agencies within the regions. 

2. Provide a description of how the WDB, working with entities to carry out core
programs, will expand access to employment, training, education and
supportive services for eligible individuals, particularly eligible individuals
with barriers to employment. Include how the WDB will facilitate the
development of career pathways and co-enrollment, as appropriate, in core
programs, and improve access to activities leading to a recognized
postsecondary credential including a credential that is an industry-recognized
certificate or certification, portable, and stackable. [Section 108(b)(3)]
The WDB has emphasized service delivery to eligible individuals with barriers to
employment in its RPFs for service delivery and ensuing contracts by the following
examples:
• Requiring the Adult and DW service provider to institute new methods for

outreach and intake to individuals with barriers to employment who frequent the
job center but may not be attached to a specific program;

• Requiring that service providers introduce and document conversations with
participants about career pathways, apprenticeships and OJTs;
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• Developing and tracking contract standards to require placing individuals in
training programs that align with career pathways. For example, on-line training
programs are prohibited unless they offer credentials that are accepted locally on
a career pathway at a technical college;

• Tracking and reporting on individuals receiving a credential by industry (both
credit and non-credit)

• Emphasizing collaboration with credit for prior learning programs;
• Expanding the use of on-the-job training contracts especially for those with

barriers to employment
• Requiring that Youth providers incorporate career pathways introduction and

placement in their interactions with participants.
Also, the WDB emphasizes using DVR staff as a resource to consult when working 
with people with disabilities. 

3. Describe how the WDB will ensure that individuals are informed of non-
traditional employment and training opportunities.
Each job center and WIA staff member has information on non-traditional careers
that they make available and/or share with clients. Job Centers have resource areas
specifically for non-traditional careers, including labor market information. Videos of
career pathways and apprenticeships are on a continuous loop in the Workforce
Center in La Crosse. Videos are chosen with an eye to those including people in
non-traditional careers. In the past, the WDB has held workshops for non-traditional
careers, mostly funded through special grants including special response funding.

4. Describe the WDB's use of initiatives such as incumbent worker training
programs, on-the-job training programs, customized training programs,
industry and sector strategies, career pathways initiatives, utilization of
effective business intermediaries, and other business services and strategies,
designed to meet the needs of employers in the local area to meet the needs of
businesses. [Section 108(b)(4)(B)]
Incumbent Worker Training – The WDB has not used incumbent worker training in
the past, as it was cumbersome under WIA. The Board will address a policy for
incumbent worker training during PY16.
• On-the-Job Training Programs – The WDB emphasizing OJTs as a pathway to

employment for participants will skill training needs. In the past the WDB
participated in the NEG OJT and NEG DW Training grants that focused on OJT
trainings. The participation in these grants was less than optimal, hence the
renewed and continual emphasis making OJTs a more viable option.

• Customized Training Programs - The WDB has used customized training in
the past and has a policy for doing so. With The Upper Mississippi
Manufacturing Alliance (TUMMA) new focus on workforce development, it is
anticipated that customized training with this industry group will be used more
widely.

• Industry and Sector Strategies – Through the GROW and Industry Sector
grants, the WDB was instrumental in working with partners and economic groups
to establish industry sectors. In the past, pre-vocational industry specific training
academies have been used to prepare individuals for entry level jobs and/or
continuing training at a technical college.

• Career Pathways Initiatives – See V.3 above.
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• Business Intermediaries – The WDB collaborates with business intermediaries
such as Chambers of Commerce and the 7 Rivers Alliances in their outreach and
programs concerning workforce development.

5. Describe mechanisms that are currently in place or will be in place to provide
microenterprise and entrepreneurial training, support programs and co-
enrollment, where appropriate, in core programs. [134(a)(3)(A)(i)]
Referral procedures are in place for those seeking microenterprise and/or
entrepreneurial training.  Referrals are made to the Small Business Development
Center at UW-L, SCORE, and business incubators in the area (Coulee Region
Business Center, the Food Enterprise Center – Viroqua, and any inventor or
entrepreneur clubs in the area.

Participants interested in entrepreneurism are also encouraged to seek assistance
and prepare for income during the preparation and start-up phase.  Support services
are offered to enrolled participants.

6. Describe how the WDB enhances the use of apprenticeships to support the
local economy and individuals' career advancement. Describe how job
seekers are made aware of apprenticeship opportunities in the area's job
centers.
Under WIA, apprenticeships were not widely used. However, with the new emphasis
under WIOA, the WDB has required through its contracts with service providers to
address apprenticeships with participants.  Currently in the Resource Room in La
Crosse, there is a display explaining apprenticeships; videos of apprenticeships are
on a continuous loop.

With the Wisconsin Apprenticeship grant, the WBD expects to develop policies,
procedures to incorporate more apprenticeships into services and to provide more
comprehensive and targeted outreach to employers and job seekers.

7. Describe how the WDB will identify and work with key industry partnerships
where they exist within the local area, and coordinate and invest in partnership
infrastructure where they are not yet developed.
The industry partners in the region include The Upper Mississippi Manufacturing
Alliance (TUMMA) and the Food Resource and Agri-Business Network (FRAN).
TUMMA has recently expanded its membership to all manufacturers, so there is a
possibility that FRAN may cease to exist as members may join TUMMA.

The WDB is investing in the TUMMA partner infrastructure by entering into a MOU
with TUMM to provide a temporary WDB staff member to expand membership and
address workforce needs. The expected outcome is that the staff member will be
fully supported by TUMMA in the near future. The WDB will then work with TUMMA
to help address workforce needs through customized training, outreach strategies to
introduce manufacturing to youth, and investing in strategies to develop the pipeline
of skilled workers.

The WDB is working with partners, including Western Technical College and the
Mississippi River Regional Planning Commission on the feasibility and establishment
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of transportation partnership. Other potential industry partnerships may be identified 
in the future, especially those that address the demand industries. 

Also, Pat Rodriguez, North Central State Regional Councils of Carpenters, is a new 
board member and can assist with the outreach to and collaboration with builder 
associations. 

8. Identify how the WDB plans to better align its resources to support and meet
the training and employment needs of key industry sectors in the local area.
Describe policies adopted or planned for aligning training initiatives and
Individual Training Accounts (ITA) to sector strategies and demand
occupations.
The current training policy requires (Attachment 15– Training and Support Services
Policy) that any training tuition paid out of WIOA funds is targeted to the identified
demand industries in the area or in the area in which a participant desires to re-
locate.

As the WDB addresses the ITA list and any policies for granting inclusion on the list, 
those training programs that do not align with the demand driven industries or 
support to demand driven industries will not be targeted for inclusion. The ITA policy 
under WIA has been revamped to include alignment of ITA approved training with 
sector strategies and demand occupations (Attachment - ITA Providers 16). 

 VI. Program Services
A. Priority of Service

1. DET will provide a process for establishing priority of service for the Adult
program for public assistance recipients other low income individuals, and
those who are basic skills deficient. Describe any additional priority groups
for the adult program other than those required by the act.
The WDB has not identified any other priority groups other than those required by
the act.

2. For participate who receive priority of service, WIOA Section 680.600 requires
local areas to establish criteria by which the one-stop operator will apply
priority of service. 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. Provide the WDB's local criteria and/or policy. [134(c)(3)(E)]
Please see Attachment 17 – Priority of Services Policy.  Once a new policy is
finalized by DWD, the WDB will adopt the ADM memo as its priority of service policy.

3. Provide a copy of the WDB’s local policy that addresses how priority of service
to veterans and eligible spouses will be applied. In addition, describe the local
procedures developed to implement the requirements under the Jobs for
Veterans Act (P.L.107-288)(38 USC 4215).
Please see Attachment 17 – Priority of Services Policy.

4. Describe any additional priority groups for the adult program other than those
required by the Act.
There are none.
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B. Funding 
1. Describe any plans for transferring up to 100% of the funds between the adult

and dislocated worker programs. If planned, include the circumstances 
applicable to a transfer request, the measures to assure no loss of service to 
the original program population, and the expected impact on program 
performance. 
There are no plans for transferring funds at the time of submission. 

2. If applicable, describe the WDB's plans to utilize up to 10% of local dislocated
worker, adult, and youth formula funds toward the pay-for-performance
contract strategy.
Current contracted providers may be extended through June 30, 2017. These
contracts do not include a pay-for-performance contract strategy.  From submission
until RFPs are released to begin services in July 1, 2017, the WDB will search out
best practices in WIOA pay for performance and develop a policy for use, if deemed
preferable.

3. Describe the WDB’s plan for the allocation of funds between service
categories for both adults and dislocated workers. Show the percentages for
career services and training allocations for the Adult and Dislocated Worker
programs.

At the March 28, 2016, combined Executive and Planning Committee meeting, the
WDB assigned the following goals for the programmatic service delivery.

Career Training 
Adult 65% 35% 
Dislocated Worker 65% 35% 

C. Service Strategies 
1. Describe service strategies the WDB has in place or will develop that will

improve meeting the needs of customers with disabilities as well as other 
population groups protected under Section 188 of WIOA and 29 CFR Part §38. 
The WDB has reconstituted its youth council and planning committees to include 
members who work with people with disabilities. Roxanne Powell, A DVR counselor 
and Wisconsin Promise Grant, sits on the Youth Council. Amy Grotzke sits on the 
Service Coordination Committee and provides input to the Planning Committee. 

The WBD has adaptive work stations in the resource room to accommodate those 
with disabilities. 

2. Describe the methods and procedures that have been developed (or are
planned) to ensure coordination and collaboration with the following
programs:
a. Offender Reentry – The WDB has a contract with the Department of Corrections

under the Window to Work program to ensure that offenders returning to the area
or to other contiguous counties have re-entry program services. The program is
located in the New Lisbon and Jackson Correctional Facilities and is coordinated
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with the Southwest WDB in Prairie du Chien. Upon release those returning to 
the WDA may be enrolled in the WIOA Program for continued or enhanced 
services. Referrals to other WBDs are made for those returning elsewhere. The 
WBD service providers also work with Project Proven, a re-entry initiative of 
Western Technical College to assist those who have been incarcerated in the La 
Crosse County Jail access services and prepare for skills training Western.. 
Outreach for enrollment is open to all, regardless of offender status. 

b. TANF and
c. Food Share Employment and Training

The TANF program and FSET Programs share space within the building in
LaCrosse and help share in the cost of the help desk as both program use the
Job Center for receptionist duties. The program provider is currently the WIOA
Adult contract provider, so the TANF and FSET programs have procedures in
place for referrals and co-enrollments.

d. Adult Basic Education and English Language Learning Programs
Authorized by Title II of WIOA
Western Technical College and is the ABE provider where the comprehensive
centers are located. The comprehensive center in Monroe County (Tomah) is
located on the Western Campus so access to ABE is seamless. On-going
discussions are occurring on offering computer literacy and other ABE classes
on-site in La Crosse. Western does have dedicated space in the resource room
to display information on the programs.. Many training programs used by WIOA
clients have embedded ABE instruction.

e. Registered Apprenticeship
Linkages with Registered Apprenticeship has traditionally not been as strong as it
could be. It is anticipated that this will change with the State Apprenticeship grant.
The area representative for apprenticeship, Kathy O’Sullivan has provided a
wealth of information to the partners on the processes for a job seeker to enter
into an apprenticeship. There apprenticeship displays and information at the at
both centers. The WDB expects that the WIOA case managers addressand
document dicussions on apprenticeships when meeting with clients.

f. Jobs for Veterans State Grants Program [38 U.S.C. §4102A(c)
Veteran’s staff is on site at the Workforce Center A veteran’s rep is on the OSO
Taskforce and is part of discussion on collaboration between the WIOA and other
programs. The Workforce Center has dedicated wall space for veteran programs.

g. National Farmworker Jobs Grant Program
A program does not exists in the area. The nearest program is in WDA#8,
referrals can be made to the program.

h. Senior Community Service Employment Program (SCSEP)
The SCSEP Program or WISE is offered on site at the Workforce Development 
Center, in La Crosse. The resource and referral form helps resource room staff 
identify and refer those that would benefit from the program. 
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3. Describe how the local workforce development board will work with local and
statewide offender reentry initiatives supported by the Department of
Corrections as required by 2015 Wisconsin Act 55, 106.36 (2)(b). The
description should include the following: How labor market information and
assessment tools will be utilized, how the board will collaborate with local
work release facilities, plans for coordination of case management services,
and coordination with programs authorized under WIOA Section 225(a).
The WDB received funding from the Department of Corrections for services to
inmate preparing for re-entry to WDA #9.  Re-entry services are coordinated at the
Jackson and New Lisbon Correctional Facilities using the curriculum prescribed by
the Department of Corrections.  Services to inmates at Prairie du Chien are
coordinated with Southwest WDB, with release services provided by the WIOA
program in WDA #9.

Service Provision is secured through an RFP process. The current provide also 
provides WIOA Adult services and links the re-entry services to the WIOA program. 
Before and upon release the case manager coordinates services with the local parole 
offices and the appropriate WIOA case manager.  The services available to any 
WIOA participant, including those in WIOA Section 2258(a) are available through the 
WIOA Program. 

The WDB also coordinated with Project Proven, an initiative of Western Wisconsin 
Technical College, for those being released from the La Crosse County Jail. 

4. Describe how the WDB will ensure collaboration with Adult Basic Education
and English Language Learning programs so that adult who need to improve
their reading, writing, math and/or language skills have access to integrated
instruction and accelerated entry into post-secondary education to earn an
industry-recognized credential.
Western Technical College (Western) is the local provider of Adult Basic Education
and English language learning. The WDB meets frequently with Western and has a
representative on the board. In addition the following collaboration exits:

• Adult, Dislocated Worker, and Youth service providers refer participants to
Western for TABE assessments

• Referrals are made to the HSED, GED, developmental and ELL classes
• Referrals and/or enrollment in the above is documented in case notes and

included in the Individual Employment Plan or Service Strategy.

The WDB has been meeting with Western to discuss more involvement with ABE and 
contextualized learning as part of the Workforce Development System. Western has 
instituted contextualized pathways and accelerated learning to minimize the time a 
student spends in separate ABE programs.  One such program is an Employability 
Skills program in which a student can develop a portfolio of past experiences to be 
used for credit for prior learning. This class leads directly to the career pathway for 
customer services/sales management but is expected to be expanded to other 
pathways in the near future. Discussions are on-going about bringing the class to the 
Workforce Center in La Crosse for the general public as well as those enrolled in job 
center programs. Other discussions include a liaison position between the Workforce 
Development System and Western. These discussions are on-going. 
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5. Provide a description of plans, strategies and assurances to maximize
coordination of services provided under the Wagner-Peyser Act and WIOA (for
example, WIOA Title 1 staff document workshop services provided by WIOA
Title 1 staff in ASSET). The description should include how improved service
delivery and avoidance of duplication of services will be achieved.[§108(b)(12)]
The OSO Taskforce and collaboration through co-location are the primary means to
maximize coordination of services between Wagner-Peyser, and WIOA. Any new
service under either funding stream are discussed at the taskforce meetings and
coordination strategies are addressed. While both offer workshops in the centers, a
joint monthly workshop calendar helps to maximize offerings and schedules, shows
where duplication and/or overlap exists, and allows participants enrolled in various job
center programs to take part in the open workshops.

The Business Services and Employer Services Teams meet once a month. The 
meetings are held back-to-back with an overlap period, where both teams can 
discuss any joint activities. This is done in order to maximize coordination and 
efficiency. 

6. Describe the process used for reviewing and updating Individual Employment 
Plans (IEP). Include if the process is used for every participant or if there are 
exceptions, how frequently it is done, and how it is documented in the 
participant file and ASSET.
The WDB has a policy for updating IEPs. This is included as a review in the case file 
monitoring done by the WDB. Please see Case Management Policy

7. Attach the WDB’s policy on Needs Related Payments or indicated that the
WDB does not use the WIOA provision.
The WDB does not use Needs Related Payments.

8. Attach the WDB’s supportive service policy. 
Please see Case Management Policy

9. Describe the process for contacting active participants (adults/dislocated 
workers and youth). Include if the process is required for every participant or 
if there are exceptions, how frequently contact attempt is required, how it is 
documented, and what the procedures are for successful contact attempts. 
The WDB has a policy for customer contact. This is included as a review in the case 
file monitoring done by the WDB.  Exceptions can be made, if a participant signs off 
on the frequency of contact. Please see Case Management Policy

10. Describe the criteria used by the WDB to determine the appropriateness of 
exiting a participant (adults/dislocated workers and youth). For example, no 
contact with case manager, employment plan goals have been met, participant 
becomes employed at the locally-defined self-sufficiency wage or certain 
percentage of federal poverty limit, has been employed for minimum number of 
days, etc.
Please see Case Management Policy
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11. Provide a copy of the WDB's follow-up services policy. This policy should 
include follow-up requirements (follow-up on all participants or exceptions), 
frequency of contact, and required documentation.
Please see Case Management Policy

D. Dislocated Workers 
1. Provide the WDB's definition of "unlikely to return to previous industry or

occupation" when required for eligibility for dislocated worker services.
Unlikely to return to previous industry or occupation may be defined as, but is
not limited to:
• Applicant lacks the necessary skills due to technological or other changes in the

industry or occupation; and/or
• Current labor market conditions , as determined by labor market analysis, do not

allow for the individual to return to their previous industry or occupation; and/or
• Applicant has physical or mental disability that prevents him or her from returning

to their previous industry or occupational area; and/or
• Applicant has exhausted his or her Unemployment Compensation benefits, and

has been unable to find a job in their previous industry or occupation; and/or
Documentation for this criterion may include: 
• Assessment of the individual’s skills and comparing them to current occupational

requirements; and/or
• Documentation from the previous employer stating that the individual’s skills are

insufficient for the job requirements; and/or
• Documentation from a professional in the particular field of disability or from the

employer.

2. Describe WDB policies and procedures to support Re-employment Services
(RES) activities. For example, participation in RES in-person sessions.
The WDB expects that the WIOA Service Providers work in conjunction with Job
Service to provide outreach for WIOA to those attending RES sessions. The WIOA
services provider attends the RES sessions whenever possible to explain the WIOA
program and offer appointments for intake for the WIOA dislocated worker program
and/or adult program (for eligible family members). Help Desk personnel are also
expected to assist any RES attendees in using JCW and other resources in the job
centers. These expectations are relayed during face-to-face meetings with the
service provider and at the OSO Taskforce coordination discussions.

3. Describe the process for providing rapid response services to worker groups
on whose behalf a Trade Adjustment Act (TAA) petition has been filed.
[§134(a)(2)(A)] This description must include how the local area disseminates
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benefit information to provide trade-affected workers in the groups identified 
in the TAA petitions with an accurate understanding of the provision of TAA 
benefits and services in such a way that they are transparent to the trade- 
affected dislocated worker applying for them. 
Please see the Rapid Response Plan – Addendum #5.  If a petition has been filed 
before the rapid response session, the basic information on the TAA program is 
offered at the session. If not then the WIOA Case Managers provide information on 
the TAA program when a dislocation is deemed TAA eligible. A flyer or email may 
be sent to the potential participants during outreach efforts. 

Referrals are made directly to the TAA case manager and services between the two 
programs are coordinated. Co-enrollment and coordinated case management 
follows. 

4. Describe the local area’s Rapid Response Framework and processes,
addressing the following items.
a. Identification of WDB and Job Service Leads (Rapid Response

Practitioners) - Until the WDB has a Business Services Coordinator on staff, it
has identified the WIOA Dislocated Worker Services provider as the lead for the
WDB.  In turn the service provider assigned the lead of its Business Services,
and a staff member who is well versed in Rapid Response as its lead. The
process to identify a lead from Job Services was done through discussion with
the current Director.

b. Clarification of the roles and responsibilities between the WDB and Job
Service - Please see the Rapid Response Plan – Addendum #5.

c. Mechanisms for routine communication between the WDB and Job
Services - The WDB Manager and Job Service Director have a good
relationship, so communication occurs regularly through informal (face to face
impromptu meetings, hallway discussions, etc.) and formal means (formal
meeting requests, OSO taskforce meetings, etc.).

d. Integration of the minimum level of required transition services (see list on
the Rapid Response Practitioner’s webpage) - The WDB follows the minimum
level of services outlined by DWD. Please see the Rapid Response Plan
Addendum #5.
The factors that are considered when deciding the level of services to be
provided include:
• The size of the layoff (The WDB expects rapid response to occur for layoffs of

25 or more);
• The union representation of the workforce (If unionized, a representative is

invited);
• The business schedule (Meetings are scheduled with consideration to shifts if

business operates on a shift schedule);
• Other factors that may be specific to the business (customer attentiveness;

non-English speaking workforce, etc.)
The Services provided as part of local rapid response meeting include: 
• An overview of the Job Center Services and the WIOA DW program;
• Information about Unemployment including filing
• Services available within the community



46 

Western Wisconsin Workforce Development Board, Inc. 
WIOA Plan 

March 31, 2016 

• Company information regarding benefits.
Services to the affected workers include the same services as available to the 
WIOA formula funded dislocated workers (basic, career and training). If the 
company or union offers to fund outplacement 

e. Identification of flexible and innovative services and solutions to address
both employers’ and workers’ transition needs
At the initial meeting with the employer, the Rapid Response team works to
identify services and solutions targeted to the specific group of employers. While
some dislocations may call for basic career services, others may call for a
complete retraining for re-employment in a demand industry. In such as case,
the team would work with the employer and job center partners to identify
solutions such as classroom or class-sized projects, OJT, and/or specific targeted
job fairs.

f. Mechanisms for leveraging staff and other resources
Whenever possible the WDB will leverage staff and other resources. At times,
the employer will provide for outplacement services for employees. The WDB
and its service provider will collaborate with the outplacement firm to ensure that
WIOA services, especially career and training services, as well as any TAA
services are available to the affected workers.  Financial and budgeting services
may be leveraged through community partners.

g. Effective utilization of materials - The WDB and the Rapid Response
practitioner as well as Job Service Staff have addressed the appropriate
materials to be included in the folder for affected workers. This is done on a
routine basis and tailored to the needs of the workforce in question.

h. Engagement of appropriate partners. - As the transition plan is developed, the
Rapid Response team identifies any appropriate partners to include on the
agenda. These partners have included: United Way, the local union,
outplacement firms, the Affordable Care Act Healthcare Navigator, area
Technical Colleges, financial and budgeting counselors, and other community
agencies.

5. Describe the mechanisms that are currently in place or will be in place to
identify employers at risk of layoffs. [§682.330(g)(1)]
There are several methods to identify employers at risk of layoff. These include:
• Face to face meetings and interactions among the BST members and employers
• Local news stories that identify problems employers may face
• Interactions with WEDC local staff
• Interactions and communication with other community partners and economic

development agencies
• WARN notices
• Information tracked in Salesforce.

6. Describe the methods and procedures the WDB developed or will develop to
expand coordination of service delivery with the Trade Adjustment Assistance
program. The Department of Labor expects the State (via the WIOA program) to
offer Rapid Response and wrap-around services to TAA-eligible dislocated
workers, prior to and post training services. The description should include all
phases of the dislocation response process, such as rapid response on receipt
of petition notice, participation in program orientation, assessment and
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Employment Plan development, preparation for re-employment and skill 
training, and provision of placement services. 
There is excellent coordination of services between TAA Program and the WIOA 
program.  See D. 3. Above. 

Depending on point of entry of the participant, the respective case manager explains 
the benefits of both program, and will set up a joint meeting so all involved 
understand the participant’s needs. The IEP may be either developed by the case 
manager at the point of entry or jointly developed between both programs.  The 
participant is usually co-enrolled in both programs in order to take advantage of the 
full array of services. Any training that is TAA eligible is provided by TAA; other 
training that may supplement a participant’s training needs (pre-occupational, or 
non-TAA Eligible) is covered by WIOA as are any needed support and wrap around 
services. Case managers cooperate and collaborate on the participant’s case 
management. The system has worked well in the past. 

E. Title I Basic Career Services 
1. Describe any basic career services that will be provided in addition to those

specified in Sec. 134(c)(2)(A)(i) of the Act and TEGL 3-15.
There are none at the present time.

2. Describe the WDB’s design for Title I basic career services.
Basic Career Services include services in the Resource Rooms. While self-service
is an option, Help Desk staff are available to assist the public with accessing services
and working through any technology issues with JCW, or submitting on-line
applications.
Other services include:
• Workshops – including but not limited to resume development, interviewing, jobs

search, job retention, and positive thinking
• Overview of WIOA program sessions
• Ability profiling and career cruising
• Job clubs
• Work Keys testing
• Beginning Computer literacy
• On-line and social networking for employment

A volunteer holds regular sessions for resume critiquing and financial literacy, 
/individual planning. Individuals can sign up for an appointments and work one-on- 
one with a volunteer who has an extensive background in workforce development or 
an individual with a financial counseling background. 

BST members set up recruitment, Job Fairs and hiring events at the workforce 
center. These are opportunities to learn about the job available and to network with 
employers and/or recruiters. Individuals can participate in interviews and submit job 
applications. These are held monthly. Mini-job fairs focusing on a specific industry 
may include a representative from Western Technical College who offers information 
on the career pathway for that industry. 
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3. Under WIOA, there is no requirement that a participant must receive career
services prior to training services. However, at a minimum, to be eligible for
training, an individual must receive an eligibility determination for training
services. Describe how the WDB will manage this for participants being fast-
tracked into training. [§680.220)].
Individuals seeking training must have an IEP jointly developed with a case manager
before training is approved.  In doing so, the case manager offers career exploration
and assessments, as well as explanations of demand-driven industries, skill
requirements for occupations and labor market information. The case manager and
individual must determine through an assessment or self-attestation that the
individual does not possess the skills needed for the desired occupation,
Assessments can determine at what level on a pathway an individual may be placed.
Occupational assessments may identify the need for training.

Any training paid out of WIOA funds in Western Wisconsin must be in a demand 
industry or occupation and must be on a career pathway. 

F. Individualized Career Services 
1. Describe any individualized career services that will be provided in addition to

those identified in Section 134(c)(A) (xii) of the Act and TEGL 3-15.
The WDB has included in service provision contracts working with educational
institutions to capture credits for prior learning for WIOA enrolled participants. The
WDB has identified portfolio development and submission costs to gain credit for
prior learning as an effective strategy. This is done in an effort to streamline the time
needed for training and to save on tuition and educational costs.

2. Describe how individualized career services will be coordinated across
programs/partners in the One-Stop Centers, including Vocational
Rehabilitation, TANF and Adult Education and Literacy activities. Specify how
the local area will coordinate with these programs to prevent duplication and
improve services to customers.
The Service Coordination Committee, and its associated OSO Taskforce and teams
(BST and Employer Services) are the primary means in which non-duplication of
services and improved service delivery are achieved. The WDB service provider
coordinates with programs and partners to ensure that the services are available and
non-duplicated. Collaboration is monitored during the annual monitoring process.

3. DET is currently developing a statewide definition for economic self-
sufficiency including the process for applying the definition. Until that is 
implemented, the WDBs are to use their current definition and process. 
WDBs are required to adopt the State’s definition and processes once it is 
issued. The WDB will continue applying its previously approved self-sufficiency 
definition until the State’s uniform ’economic self-sufficiency’ definition, policy and 
process or application have been issued. Once issued, the WDB will cease using 
its local definition and adopt the uniform definition, policy, and process for 
application.
The current definition of self-sufficiency for an adult or dislocated worker is defined: 
• Having earnings defined by the WIOA earning standard;
• Having a 13 week retention rate for full-time employment;
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• Possessing the skills necessary to successfully gain or retain employment
• Securing employment with affordable health insurance (excluding BadgerCare);

and
• Attaining the educational standard of a high school diploma or its equivalency but

not defined as “being deficient in basic skills using the definition below.

An individual who is “deficient in basic literacy skills” does not possess the decoding 
and comprehensive skills needed to decipher written materials. They are unable to 
write simple and complete sentences or form short paragraphs. Individuals “deficient 
in basic literacy skills” have not mastered basic mathematical skills and do not 
comprehend verbal directions well. Some face barriers with the English language 
being their second language, while others are below the ninth grade reading level. 

4. The State’s economic self-sufficiency policy allows local areas to place
individuals into training programs that may not immediately lead to 
economic self-sufficient employment. Describe the general; instances or 
circumstances where this would be allowable, and the procedure that will be 
used to allow these exceptions. Others confirm that this is not an allowable 
process within the local area. 
If an individual is lacking occupational skills, the WDB does allow that he/she be 
placed in training programs that may not lead to immediate self-sufficiency; 
however the training programs must be in a demand-industry in the area or in an 
area to which the individual wishes to located, and must be on a career pathway 
that will lead to eventual self-sufficiency. The WDB Training policy (Attachment 16) 
must be followed. 

G. Training Services 
1. Of the amount the WDB has allocated for training, identify the percentage of

training funds earmarked for ITA, On-the-Job Training (OJT), incumbent
worker training, transitional jobs and customized training.
The WDB has not designated a certain percentage of training for categories;
however in the last contracting period for Adult and Dislocated Worker services, an
expectation of at least 15 OJT or Work Experiences was to be fulfilled. The OJT
policy is in Attachment 19. The contract is provisionary and runs from October 2015
through June 2016.

During the next few months, the WDB Planning Committee will discuss and 
determine if categorized or other methods of funding for training should be used in 
new contracts and will issue an update to this plan. 

2. Describe any plans for using up to 20% of local area dislocated worker and
adult formula funds to provide the Federal share of the cost of providing
training through a training program for incumbent workers. Submit the local
policy and forms, including an itemization of the non-federal reimbursement
share [§680.800, 134(d)(4)(A)(i) and TEGL 3-15]
There are no plans to use any funding for incumbent worker training through June 30,
2016. The WDB will address developing criteria for and use of incumbent worker
training once the federal regulations are issued, and will submit policies and forms
should incumbent worker training be an approved activity.
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3. Describe any plans for using up to 10% of local area dislocated worker and
adult formula funds to provide transitional jobs, including the process to
identify individuals with barriers to employment, chronically unemployed or
have an inconsistent work history; identify appropriate employers, planned
reimbursement amounts, what supportive services will be included, and any
limits on duration. Submit the WDB's local policy and forms.  [134(d)(5),
§680.840a and TEGL 3-15]
Through June 30, 2016, there are no plans to use any funding for transitional jobs. 
The WDB will address developing criteria for and use of transitional once the federal 
regulations are issued and will submit policies and forms should incumbent worker 
training be approved for subsequent contracting periods. 

4. Describe how the WDB will, with representatives of secondary and
postsecondary education program, economic development agencies and
industry, lead efforts in the local area to develop and implement career
pathways within the local area by aligning the employment, training,
education, and supportive services that are needed by adults and youth,
particularly individuals with barriers to employment. Also describe how the
WDB and the area’s technical colleges will define their roles to support a
pathway system. Information about Wisconsin Career Pathways, formerly the
RISE Initiative, can be found at https://www.wicareerpathways.org [§101(d)(5)]
WDB staff and Western Technical College staff communicate often on the career
pathways that are developed on in development for training in the WDA. In meetings
with economic development and industry partnerships, the WDB and Technical
College discuss training needs, incorporating input from the technical college
industry partnership advisory committees to define or re-define pathways.

Western takes a lead role in developing or revising the pathway while the WDB may 
work to develop pre-occupational skills training (academies or boot camps) to 
support and enhance the skills needed to enter into a formal training programs. The 
WDB training policy states that all training (including pre-vocational) provided by 
WIOA funding be on a career pathway. Additionally, any on-line occupational 
training must have credits that can be transferred to a technical college in the area. 
This is done to minimize the expense and time involved should a participant wish to 
transfer learning to a technical college. 

5. Describe the WDB’s policy for its Individual Training Account (ITA) system 
including limits on duration and amount. This description (and policy) must 
include the (1) specific process and/or method used by which WIOA training 
funds are coordinated with other sources of funding for training and, (2) 
process by which WIOA funds are utilized if other sources of funding are 
pending approval, and how those WIOA funds are accounted for when other 
sources of funding are approved/disapproved. Submit the WDB’s ITA policy. 
Please see Case Management Policy

http://www.wicareerpathways.org/
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6. Describe and attach the WDB’s policy and procedures for adding, monitoring 
and removing training providers from the ITA list.
Please see Case Management Policy

7. Describe the WDB’s intent to use exceptions (contracts) instead of or in
conjunction with the ITA system. Address the following issues as applicable:
a. Describe the WDB’s policies for OJT and Customized Training

opportunities including the length and amount. Submit the WDB’s OJT
policy and customized training policy.
Please see Attachment 19 – OJT Policy.

b. If a determination was made that there is an insufficient number of eligible
providers, describe how this determination was made and the competitive
process to be used in selecting providers under a contract for services.
No such determination has been made. All services are selected through an
RFP process.

c. If the WDB intends to serve special participant populations that face
multiple barriers to employment, describe the criteria to be used to
determine the demonstrated effectiveness of community-based
organizations or other private organizations that serve these populations.
The demonstrated effectiveness is determined through the RFP process that
selects any service providers. The responders must answer questions on how
they serve multiple populations. The responses are evaluated on the criteria
below based on a total score of 100 (other points for collaboration, organizational
capacity and budgets).
• Experience in Managing Programs (5 points) 
• Staff Qualifications (5 points) 
• Outreach, Intake and Orientation (5 points) 
• Program Design including Responsiveness to

Labor Market and Supply (10 Points) 
• Use of Evidence Based Practice (5 points) 
• Evidence of incorporation into program design

Measurable objectives and projected numbers to be served for each of the
following:

• Demand Sectors (5 points) 
• National Career Readiness Certificate (5 points) 
• Career Pathways (5 points) 
• Credit for Prior Learning (5 points) 

8. Describe the documentation required to demonstrate a “need for training.”
The service provider must show that the participant requesting training
• Has an interest in and knowledge of the industry in which training is requested

(i.e. can deal with body fluids for health care, understands and is able to perform
physical demands of the occupation)

• Does not have the skills needed to enter the demand occupation or industry
using assessment or documented job search efforts

• Will remain in the area or re-locate to an area where the occupation/industry is in
demand.
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• Does not, but will after successfully completing training, meet the standards for
self-sufficiency.

H. Youth Program 
WIOA outlines a broader youth vision that supports an integrated service delivery 
system and gives framework through which states and local areas can leverage 
other Federal, State, Local and philanthropic resources to support in-school and 
out-of-school youth. 
1. Since WIOA requires 75% of youth funds to be spent on out-of-school

individuals, please provide the following information:
a. WDB's approach to meeting the required 75% minimum youth expenditure,

including the planned program design.
The WDB has set a target for the 75% out-of-school expenditure rate during 
the PY 15 year and has contracted with providers based on this formula. 

b. Current and planned recruitment strategies to expand and market services
to out of-school youth.
The current out-of-school youth service provider uses a variety of methods to
expand and market services to out of school youth. These include:
• Newspaper advertising, radio PSAs,
• Flyers in places where youth frequent
• Connections with places of worship, service agencies (Boys & Girls Club,

food pantries, etc.), Health & Human Services, Court Diversion, Western
Technical College’s GOAL& ELL programs, and other similar agencies that
may be able to reach youth either directly or through their families/guardian

• School systems– especially through guidance counselors and recruitment
events in schools for graduating seniors and/or those who have dropped out
of school

• Specialized recruitment events.

The WDB requires that coordination between the Youth and Adult and/or DW 
program occur for those aged 18-24, so that the individual can make an 
individualized choice for the program that best suits his or her needs. 

c. Current and planned strategies to target services to youth, and to ensure
seamless, year-round services to out-of-school youth.
The design of the Out-of-School program syncs well with year round services.
During the spring and early summers, youth are recruited to serve on a work
crew focused on environmental and community activities.  After a stint with the
work-crew in which the youth are exposed to leadership activities, teamwork, goal
setting and career exploration, more in depth case management services focus
on career goals and training –using industry sectors and career pathways as
a basis. Over the course of enrollment, youth and case manager work toward
meeting the goals outlines in the IEP – whether that be HSED or GED
attainment, occupational skills training or employment.  Recruitment events that
occur in the winter or fall reverse this order. However, most recruitment and
enrollments occur during the warmer months.
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d. Current and planned strategies to encourage 16-17 year old dropouts/non-
attenders to return to school.
Wisconsin is a compulsory attendance state, and numerous alternative schools
abound in the WDA. However, when a 16-17 year old drop-out or non-attender is
identified, the case manager work with the youth and the school system to re-
integrate the youth into school. Activities may include, exploration of learning
systems that better suit the needs of the youth, credit recovery, and intensive
case manager intervention. The WDB Youth Incentive Policy, see Attachment
21can assist youth in meeting goals, one of which is to return to school.

e. Current and planned retention strategies to retain out-of-school youth in
employment or post-secondary education.
The Out of School Youth Program is designed to capture youth in program
activities in a paid-work-crew delivery strategy. The WDB has found that this
strategy engages the youth and helps develop a rapport between the case
managers and youth. In this strategy the out-of-school youth are more involved
and accountable in developing and following through on their ISS.  Additionally
the Youth Incentive Policy can be used to help youth achieve small incentives for
reaching goals, including employment and post-secondary education.

f. Current and planned service strategies for assuring that out-of-school
youth deficient in basic reading/writing and math will increase one
Educational Functioning Level.
The Out of School Youth provider engages youth in basic skills while he/she is
working on a crew. The work crews are responsible for planning the work
including estimating supplies or if on a construction/trail rehabilitation project,
measuring and calculating building projects. This helps to reinforce the need for
basic skills. Case managers work with the youth to identify the need to increase
the functioning level and the means in which to accomplish this. In meeting with
the youth the goal of increasing the functioning level is addressed while any need
for supportive services to overcome barriers are put in place.

g. Strategies to ensure career pathways information will be included in the
participant's Individual Service Strategy.
The WDB has a contract requirement that the services providers will address
career pathways with the individual. This is checked during case file monitoring.
Also any training that is paid out of WIOA funding must be on a career pathway
and any post-secondary credits must be transferrable to a local technical college.

2. Provide the name of the assessment tool(s) the local board will administer to
in-school and out-of-school youth to assess their academic levels.
The WDB does not provide direct services or design framework. However, Service
Providers will use the assessment tools that are used to address basic skills
deficiencies as identified in the State Basic Skills definition and process for adults.
Currently the most widely used is TABE. Also if the student has an assessment
performed by a school, the assessment may be used, but must be documented.
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3. Describe how the local board will assess the youth for occupational skills,
prior work experience, employability, interests, aptitudes, supportive service
needs, and developmental needs.
The WDB does not provide direct services or design framework. Through the RFP
process for youth providers, the WDB mandates that an assessment be used and an
Individual Service Strategy be development for the youth based on the assessments.
Service providers may use differing assessment tools for this or use any prior
assessment performed by authorized school personnel or certified counselors.

4. Describe the activities the local board will provide that lead to the attainment
of a secondary school diploma or its equivalent, or a recognized post-
secondary credential.
The activities are outlined in the responses to the RFP for youth services, as the
WDB does not provide any direct activity or youth services. The in-school and out of
school youth both use an intensive case management service delivery, an
Individualized Service Strategy, regular meetings with youth, and can implement the
Incentive Policy to help youth with activities, and support services that lead to the
attainment of a secondary school diploma or a recognized post-secondary credential.

Through its work with TUMMA and other industry or post-secondary partners the 
WDB may fund such activities as career exploration events, publications outlining 
demand careers or labor market information, and hand-on activities. The WDB does 
allow for job shadowing and work-experience activities as a component of the youth 
program. 

5. Describe the activities the local board will provide to prepare the youth for
post-secondary educational and training opportunities.
The activities the local Youth providers offer include career exploration to understand
the requirements, labor market information, and case management, job shadowing,
tutoring assistance, help with applications and scholarships for post-secondary
training, college tours, etc.

6. List the agencies and/or organizations the local board will partner with to
provide services to youth that are:
a. Subject to the juvenile or adult justice system
b. Homeless;
c. Runaway;
d. Pregnant or parenting;
e. Individuals with a disability;
f. Foster children;
g. Aging out of foster care;
h. English language learners;
i. School dropouts; and
j. Within the age of compulsory school attendance, but have not attended

school for at least the most recent complete school year quarter.
The WDB and services providers collaborate with the juvenile justice systems, 
Second Chance Act programs in the region, the County Department of Human 
Services, Community Action Program agencies, Catholic Charities and churches 
providing assistance to families, AODA service agencies, the Family and Children’s 
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Center, The Parenting Place, Child Resource and Referral organizations, DVR, the 
local school systems, technical colleges, food pantries, clothes closets, WETAP 
programs, and other community agencies to provide services to the above 
populations Providers may use Great Rivers 2-1-1 to determine if other providers are 
available. 

7. List the resources or services the agencies and/or organizations could provide
the youth.
The resources or services could be any of the following

• Funding for childcare, housing, or food stamps
• Job placement assistance (TANF or FSET)
• ADOA Counseling
• Mentoring
• Foster care placement or transition
• Leadership Activities
• Assistance with setting up a household
• Food and clothing provision
• Transportation assistance
• Parenting skills and child care referrals and/or placement
• Adaptive technology and related assistance to those experiencing disabilities.
• English Language Learning Services
• HSED or GED
• High school credit recovery or placement in alternative schooling

8. Describe how the local board will ensure that parents, participants and other
members of the community with experience relating to the programs for youth
are involved in the design and implementation of these programs.
The Youth Council membership is comprised of members of the community with
experience in relating to youth. The member provide input into strategy, program
design, collaboration and attainment of performance measures.

9. Describe how the local board will ensure that each participant be provided
information on the full array of applicable or appropriate services that are
available through the local board or other eligible providers or one-stop
partners.
Youth Staff are expected to maintain consistent contact with all youth in order to
ensure they have all of the tools needed to succeed school and/or the workplace.
Youth receive support services (childcare, transportation, etc.) that would allow them
to remain in school or employment. It is also encouraged to co-enroll the youth in
other programs so they can receive maximum support both financially and
emotionally.
It is recommended that the providers have a resource and referral guide for the
participants and/or introduce them to such resources as Great Rivers 211.
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10. Describe how the local board will partner with the following programs to serve
youth and young adults through the Youth Program:
a. YouthBuild; There are currently no YouthBuild programs in the WDA. However

in the past, many youth were co-enrolled in the programs to take advantage of
any continuing occupational skills training.

b. AmeriCorps; the out-of-school youth provider, WisCorps, links with AmeriCorps
program for community service recognition and the educational awards.

c. Job Corps; No Job Corps program exists in the WDA.
d. Youth Apprenticeship; Any youth enrolled in the in-school program has access

to the youth apprenticeship programs through the school system. The case
managers can assess interest in and work to enroll youth in the apprenticeship.
CESA#4 administers the Apprenticeship program in cooperation with the local
school systems it serves. Cheryl Gulliksrud, the administrator of CESA#4 serves
on the Youth Council. The WDB Manager attends the CESA#4 Apprenticeship
Council meetings of schools, businesses, the workforce representatives and the
technical colleges to facilitate information sharing with the WDB and its
committees.

e. Registered Apprenticeship; The linkages with Registered Apprenticeships and
youth is not strong; however, the WDB is addressing linkages to registered
apprenticeships for all its programs and will develop a plan under the State
Apprenticeship grant to strengthen linkages. One strategy is to have a
presentation for youth providers by apprenticeship (the Adult and DW provider
participated in such as session). Currently information on registered
apprenticeships is available in the resource room.

11. Describe any regional efforts the local board is involved with or is planning
with regarding youth initiatives.
The WDB is collaborating with the Upper Mississippi Manufacturing Alliance
(TUMMA) and other partners in developing plans to involve youth in manufacturing
careers and career exploration. TUMMA is a membership organization open to any
manufacturing concern in the tri-state region.

12. Describe how the local board will provide the fourteen required program
elements for the WIOA youth program design.
1) Tutoring, Study skills, training, instruction leading to completion of a

secondary school diploma or its equivalent or for a recognized
postsecondary credential - WIOA Youth staff will offer a comprehensive set of
services to keep participating youth in school until graduation or help Out-of-
School youth complete a GED/HSED program. The Individual Services Strategy
(ISS) contains collaborative development of and agreement to actions toward
meeting this goal. Youth Staff collaborate with school staff, community
organizations such (Literacy Councils, Western Technical College, etc.) and
directly provide tutoring/support services to participants. WIOA Youth staff will
also partner with parents and school staff to develop and implement effective
drop-out prevention strategies for participating youth.
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The ISS also contains actions toward the goal of post-secondary credential 
attainment and identifies resources to assist in reaching the goal. 

2) Alternative secondary school services - The WDB has linkages with
alternative schools within the eight counties. The WIOA Youth Staff for each of
the counties will establish linkages with the alternative schools as an option for
WIOA youth or to link to WIOA program for the alternative school students. This
will be done especially as the alternative school youth attains high school
equivalency and begins to enter the world of work.

3) Paid and unpaid work experiences - WIOA Youth staff cultivate quality work
experience sites, both paid and unpaid, for participating youth so they can
practice skills and grow on the job. WIOA Youth staff will look for sites with
appropriate and supportive supervision, with staff members willing to work on
developing and documenting skill attainment and ready to provide instruction.
These will be used to help participants learn basic and technical skills and career
options.  Also see 10 d and e above.

4) Occupational Skill training - Over eighty percent of jobs require training
beyond high school; therefore, WIOA Youth staff help graduates connect to
postsecondary education and training opportunities, with special attention to
training programs for targeted sectors/industries and occupations in WDA 9.
WIOA Youth staff help participants enter pre-apprenticeship and apprenticeship
programs, as well as co-enroll youth in the WIOA adult program, if possible, to
access Individual Training Accounts for credentialed training programs. The
WIOA Service providers will also collaborate with area educational institutions for
campus tours and college fairs and utilize its expertise in financial aid to help
participants complete the FAFSA and other applications.

5) Education offered concurrently with and in the same context as workforce
preparation activities and training for a specific occupation or occupational
cluster – At times the WDB, through its service providers have offered boot
camps or academies tailored toward specific industries that help the participants
prepare for occupational training. The out of school design places participants on
work crews that have contextualized training for some industries; however both
the in and out of school youth program place individuals on work experiences
and summer jobs that mirror their occupational or industry interest. This
placement helps youth to understand the skills required and offers some on- the-
job training. The WDB will also work with industry sector partners for internships
and work experience for youth in specific occupational or industry clusters

6) Leadership development opportunities - Both youth providers for PY14 have
developed leadership curriculum. In the WisCorps program (out-of-school youth)
the participants have the opportunity to be a crew leader.  In the Couleecap
program, youth will have the opportunity to develop leadership skills through the
facilitation of special projects in school and in the community, by attending
leadership trainings and conferences, and by volunteering and giving back to
their communities. Youth providers can work with and link youth to other
Leadership development activities through agencies such as, YMCA, Boys and
Girls Scouts, 4-H and other community agencies in western Wisconsin. A state-
wide leadership opportunity available to youth is “Business World.”

7) Supportive services - Supportive services will be provided, as needed, in order
to help youth become successful. Such services include transportation
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assistance, work related needs (uniform, work shoes, etc.), childcare assistance, 
etc. The youth staff in both programs will coordinate the service. Attachment 15. 

8) Adult mentoring - WIOA Youth staff are a consistent presence in the lives of
participants, offering guidance and support in meeting the challenges of school,
work, and young adulthood. WIOA Youth staff will also connect youth with a wide
array of adult guidance through schools, employers, community involvement, and
with WisCorps non WIOA programs, Job Center partners, and other organizations
that can support young people.

9) Follow-up services – See Follow-Up Policy – Attachment 18.
10) Comprehensive guidance and counseling - In addition to career and

vocational counseling youth provided by the schools and the youth program case
managers, youth will have access to financial counseling through local agencies
such as Catholic Charities, CCS and others as needed. Youth will also have
access to AODA counseling, anger management counseling, mental health
counseling, and other counseling needed. Youth will receive referrals, as well as
financial assistance to access these programs. Needs are identified in the IEP
development phase.

11) Financial Literacy Training – The Youth providers have partnered with financial
counseling service providers including non-profits to offer financial literacy
training to youth in the program. The case managers reinforce this training and
work with the youth on establishing and maintaining a budget.

12) Entrepreneurial Skills Training – The WDB
13) Services that provide labor market and employment information about in-

demand industry
14) Activities that help youth prepare for and transition to postsecondary

education and training - The Youth Council decided that an additional program
element should be included with the original ten program elements under WIA
and adopted a requirement for life skills training. The council feels that “life” or
“success” skills should be available to youth and developed an outline of the life
skills training to be offered to youth. This training can be done one‐on‐one with
the youth or through workshops and is stressed through the work-experiences
that are offered to youth.

13. Describe the process for reviewing and updating the Individual Service
Strategy (ISS), including frequency and documentation requirements.
The Policy on Participant Updates applies to the youth providers. See Addendum 4.

14. Specify if the local area plans to offer incentives or stipends for youth. If yes,
attach the local policy (refer to WIOA Policy 13-02: Youth Incentive Awards and
Stipend Payment Policy for additional information).
The WDB does have a policy for incentives for youth. See Attachment 21.

15. Describe the WDB's approach to comply with the required minimum 20%
expenditure for work experience. [§129(c)(4)]
The WDB has added language to the contracts for both in- and out-of-school youth
and adjusted the percentages to ensure that the 20% of the allocation requirement is
met. The invoices for contract payment report on the expenditures for work
experience. The Out of School program operates on a “work crew” model which
helps ensure the expenditures.
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16. Provide the WDB's definition of the in-school youth eligibility criterion – "An
individual who requires additional assistance to complete an educational
program, or to secure or hold employment."  The locally developed eligibility
criterion must be specific, measurable, and different from the eligibility
categories listed for the in-school youth.
An in-school youth who requires additional assistance to complete and educational
program or to secure or hold employment demonstrates one of the following criteria:
• Has a parent or guardian who is not working or has not graduated from high

school or is unable to provide guidance in the areas of career, life and community
resources

• Faces barriers due to cultural or English language learning barriers
• Demonstrates “at risk” traits based on a qualified, professional assessment or

referral
• Lack skills to cope with bullying or other threatening behaviors which results in

poor school attendance
• Has a mental health diagnosis or has an immediate family member with a mental

health diagnosis
• Faces transportation barriers
• Has a parent who has immigrant or refugee status.

17. Provide the WDB's definition of the out-of-school youth eligibility criterion – "A
low-income individual who requires additional assistance to enter or complete
an educational program or to secure or hold employment." The locally
developed eligibility criterion must be specific, measurable, and different from
the eligibility categories listed for the out-of-school youth.
An out of school youth who requires additional assistance to complete and
educational program or to secure or hold employment demonstrates one of the
following criteria:
• Faces barriers due to cultural or English language learning barriers
• Demonstrates “at risk” traits based on a qualified, professional assessment,

referral or self-referral
• Lack interpersonal skills or coping mechanisms to deter bullying, threatening

behaviors or gang involvement which interfere attachment to the workforce or
post-secondary schooling.

• Has a mental health diagnosis
• Faces transportation barriers
• Has a parent who has immigrant or refugee status
• Is the primary caretaker of or provider for member of his/her immediately family

(i.e. sibling, parent, grandparent, etc.)
• Is or has experienced addiction or recovery or is a member of a family that

demonstrates a history of addictive behaviors.

18. Attach a list of the current youth service providers.
The current providers are: WisCorps In-School Youth 

Out-of-School Youth 
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I. New Service Strategies for WDAs Failing Performance Measures 
As required by WIOA, in response to any WDA failing to meet local performance 
accountability measures for Adult, Dislocated Worker, or Youth programs in any 
program year, the Governor (state) will provide technical assistance. Technical 
assistance may include assistance in the development of a performance 
improvement plan or the development of a modified local plan.  WDAs that fail to 
meet local performance accountability measures for any program year must 
describe all new or innovative service delivery strategies the WDA has employed 
or is planning to employ. The description must also describe how the initiative 
maximizes resources, improves service levels, improves service quality, achieves 
better integration or improves performance levels. In addition, the initiative's 
general design, anticipated outcomes, partners involved and funds leveraged 
must be described. 
The WDB failed one youth performance measure. This was due to the low number of 
youth in the denominator for that exit, problems with file transfers and lack of contract 
with youth by a previous provider. At the time the WDB Manager was on medical leave 
so did not see communication on the period to correct any erroneous ASSET entry and 
the Program Coordinator did not receive the communication. To ensure that measures 
are not failed the WDB: 
• Released a new RFP to select new youth providers
• Instituted a more rigorous case management review process whereby the Program

Coordinator routinely looks at a random selection of files on a monthly basis
• Developed and issued the policy on Participant Updates (Addendum #4)
• Schedules monthly meetings with services providers to go over participant contact,

exit procedures, and discuss any issue that might lead to a failed performance.
• Communicated with DWD to ensure that both WDB are on the communication chain

for performance and can address issues in a timely manner.
• Communicated with Service Providers so any issue that may affect performance is

relayed to the WDB in a timely man

J. Strategies for Faith-based and Community Organizations 
1. Describe current or planned activities to increase the opportunities for

participation of faith-based and community organizations as committed and
active partners in the One-Stop delivery system.
Any RFP that is released is open to any faith or community based organization to
apply.  The RFP is announced publicly and posted on the WDB website.

Faith based and community based organizations are supportive resources for 
improved service delivery. WIOA program staff and help desk employees often refer 
clients to these services, especially to address barriers to employment. Referrals 
may include but are not limited to organizations that address AODA issues, 
homelessness, behavior modification, health issues (free clinics), financial literacy, 
hunger (food pantries), and/or mentoring. When seeking federal state or local 
funding opportunities, faith and community organization are often partners. 

Some community based organizations come on-site to offer workshops that may 
benefit job seekers. In the past, the WDB has contracted with Catholic Charities to 
offer outreach to potential enrollees in times of natural disaster. These organizations 
are also used for work-based experiences for all WIOA programs. The Out of School 
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Youth program coordinates with community and faith based organizations for its 
community based work crews. Churches, food pantries, and community gardens 
often offer referrals for work-crew projects. 

2. Describe current or planned activities to expand the access of faith-based and
community organizations' clients and customers to the services offered by the
One-Stops in the WDA.
Faith and community based organizations are a target for outreach to attract those
that may benefit from the One-Stop system. The Out-of-School Youth program in
particular uses churches as a referral mechanism for participants, especially in rural
areas.

The OSO Taskforce is addressing strategies for outreach to and coordination with 
community and/or faith based organizations that serve the minority populations in the 
region.  The goal is to better involve these organizations in the workforce system. 

 VII. Service Providers and Oversight

A. Selection of Service Providers 
1. Describe the competitive process used to award subgrants and contracts in

the local area for activities carried out under WIOA Title 1 [§108(b)(16)].
All subgrants are awarded through an RFP process. An RFP is let by the WDB staff.
The WDB staff receives the proposals and screens to ensure that they are in
compliance with submission requirements. Technical Review Committees review
and rate the proposals according to criteria outlined in the RFP and recommends to
the full WDB or the Executive Committee for ratification and contracting.

Frequency of Issuance 
Usually, the original contract begins on July 1st of the given year and closes-out on 
June 30th of the following year. Contingent upon available funding and contractor 
performance, the Western Wisconsin Workforce Development Board, Inc. reserves 
the right to renew the contract for up to three one-year periods. These provisions 
are subject to conditions from the WIOA funding source. The contract is a cost- 
reimbursement contract. 

2. Describe how and where the services will be provided and who will provide
them for the following types of services:
a. Career services- Career Services will be provided by the current services

provider, Workforce Connections, Inc. at the 2 comprehensive workforce centers
and in points of access – Workforce Connections, Inc. offices throughout the
region. Services are provided face-to-face although some meetings for those in
rural areas can be handled through technology (Skype, Facetime, etc.). Case
managers provide individual and group services.

b. Youth services- In-School Youth services are provided by WisCorps, Inc. Case
managers meet the youth either at school or at a location that is convenient for
the youth (public library, restaurant, community center, etc.) Services are
provided individually.
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The Out of School Youth program is provided by WisCorps. The program has a 
“work-crew” focus, so youth and their crew supervisor are active at community 
sites throughout the region. Individual meetings are held at the WisCorps Office 
in La Crosse or at a location that is convenient to the youth. Computer training, 
mock interviews, financial literacy and other workshops are held at the Workforce 
Development Center in La Crosse. 

B. Oversight and Training of Service Providers 
1. Describe the WDB's oversight and monitoring procedures including processes

for program and fiscal monitoring, including frequency. Also include
processes for ensuring quality customer service. [§107(d)(8)]
The WDB approves a monitoring plan each year. Please see Addendum #3 –
Monitoring Plan. Please note that for PY13, the WDB brought in an experienced
fiscal staff from another WDB to perform the fiscal monitoring. In PY14, the WDB is
in the process of completing the fiscal monitoring and has gained board approval for
the delay due to limited staff time.

2. Provide a brief description of how the WDB will ensure the continuous
improvement of eligible providers of services and ensure that such providers
meet the employment needs of local employers, workers and jobseekers.
[§108(b)(6)(A)]
During the monitoring process the WDB collects customer satisfaction data from
provider to see if needs are being met. In the near future the WDB will perform a
customer satisfaction survey itself to ascertain where services need improvement
and to uncover any best practices.

3. Describe how WDB and service provider staff is trained in use of the ASSET
system and the WIOA program. Also describe how WDB and service provider
staff is informed of new policies (both local policies, DET issuances and DOL
guidance) and training opportunities.
All who provide WIOA client services, and if appropriate the WDB staff, attend
training in the use of ASSET. Whenever possible, staffs attend DWD sponsored
training. If state-wide training is not available, then a peer training method is
employed. At times specific trainings on ASSET have been requested. The WDB
Program Manager is on the WWDA ASSET user group and can bring back any best
practices or submit inquiries from service providers to that group to see if
commonalities exist.

The WDB staff receives DET issuances, DOL guidance, and training opportunities 
and send sends them to the services providers. These are topics of conversation at 
the monthly face-to-face meetings. 

4. Describe local processes for monitoring and ensuring timely and
comprehensive entry of participant information into the ASSET system.
Service providers are recommended to have internal monitoring systems in place for
the ASSET. The Program Coordinator routinely asks for reports from the service
providers on any incomplete or erroneous entries, in order to analyze trends that
might indicate training or TA is needed. The WDB Program Coordinator randomly
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monitors case files to ensure compliance. The service providers are asked to 
address any observations of lacking entries or data. 

5. Describe any local data systems in use to record and track participant
services.
The WDB has none. Service providers may have internal tracking systems to verify
that the data in ASSET is correct.

 VIII. Performance and Accountability

A. If the WDB has developed performance standards, in addition to those required by 
WIOA, describe the criteria used to develop these local area performance 
standards. Describe how these standards will be evaluated and corrective 
actions that will be taken if the performance falls short of expectations. 
There are none. There are contract standards in place for service providers that are 
developed by the respective committees and confirmed by the WDB during the 
contracting phases. These standards are when the WDB finds that contractors need to 
re-focus activity to achieve expectations or to modify/update current practices. These 
contact standards are addressed in reports on contracts. If performance falls short, 
contracts could be terminated. 

B. Describe how performance data will be used for local monitoring, evaluation, 

continuous improvement and oversight processes; and, describe the type of 
training for staff (and providers where appropriate), and the frequency, on ASSET 
and performance measures. 
Performance data are reported to the WDB through the Operations Committee 
at each meeting. This committee looks at State performance reports to ensure service 
delivery is generating expected outcomes.  At any time,  if performance data is not up 
to par, the WIOA service provider for an action plan to ensure continuous improvement. 
The action plan is to be submitted to the WDB Manager and monitored accordingly until 
the committee agrees that performance is back on track.  If performance data 
improvement is lacking after the continuous improvement plan is completed, the 
Planning Committee reserves the right to change providers through a competitive 
process. When State performance data is not timely, it is extremely difficult for the 
Operations Committee to perform its oversight, monitoring and evaluation function. 
See III.B.3 for training for staff and providers. 

C. Describe how your local area’s program design will maximize performance on the 
WIOA primary indicators of performance outlined in Section 116(b). After setting 
adjusted levels of performance with the State, update the Local Plan to provide 
the adjusted targets. 
When releasing RFPs, the WDB uses evidence based practices as one criteria for 
service delivery design. Proposals are rated on this factor. Using evidence based 
practices is one means to ensure that the methods used to meet performance factors 
have proven effective.  The WDB does allow for modifications to the design, in order to 
meet any needs specific to our regional locations. 
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For example, recently the WDB noticed that many new enrollees in the WIOA Adult 
program were direct referrals from partner agencies. Not many job seekers coming to 
the center without a referral were accessing services.  Many of these job seekers 
needed services to help them acknowledge the value of both work and life skills, but did 
not have support of a program that would provide such. At that time, the WDB modified 
the contract to include evidenced based outreach strategies to include that population. 
This effort is one example that may impact the performance standard on job placement 
and retention. 

After learning of sector based strategies and seeing the evidence provided by the Aspen 
Institute, the WDB implemented sector based strategies to prepare and drive participants 
toward demand-driven industries and occupations. These strategies assist with       
job placement, wage and earnings performance. 

The current performance measures are: 

Performance Measure PY15 
Performance 

Level 
Adult 
Entered Employ Rate 80% 
Retention Rate 84% 
6-Month Average. Earnings $11,900 

Dislocated Worker 
Entered Employ Rate 87% 
Retention Rate 95% 
6-Month Average. Earnings $14,999 
Youth 
Placement Employ/Educ. 66% 
Attain Degree/Certificate 71% 
Literacy/Numeracy 55% 
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WIOA Local Plan 
Assurances and Signatures 

1. The WDB, including the chief elected official of the area and providers receiving
funds under Title I of the Workforce Innovation and Opportunity Act, will comply with
the Fiscal Controls established in Section 184 of WIOA.

2. The WDB and chief elected official assure that they will comply with the
nondiscrimination and equal opportunity provisions of WIOA section 188 and
implementing regulations at 29 CFR Part §38, adhere to the DET Methods of
Administration for ensuring compliance, including an assurance that a Methods of
Administration has been developed and implemented by the WDB and its funded sub-
recipients.

3. The WDB assures that it will collect and maintain data necessary to show compliance
with the nondiscrimination provisions of WIOA section 188.

4. The WDB assures that veterans will be provided priority access to employment and
training activities authorized in section 134 of WIOA.

5. The WDB assures that all WIOA participants will be exposed to a full range of career
choices including orienting and exposing them to training and jobs with family-
supporting wages.

6. The WDB assures that financial literacy training/information is made available for all
participants.

7. The WDB assures that no funds received under WIOA will be used to assist, promote,
or deter union organizing.

8. The WDB assures that it will comply with sections 504 and 508 of the Rehabilitation
Act of 1973, including the American’s with Disabilities Act of 1990.

9. The WDB assures that it developed this plan in consultation with the business
community, labor organizations, and required partners.

10. The WDB assures that funds will be spent in accordance with WIOA legislation,
regulations, written DOL Guidance, Division of Employment and Training (DET)
guidance and all other applicable federal and state laws.

11. The WDB assures that all WDB meeting agendas and minutes will be shared with DET
staff (Local Program Liaison).

12. The WDB assures that no WIOA funds will be spent on the development or operation
of any data management systems that duplicate systems provided by the State of
Wisconsin, especially ASSET, WorkNet, or Job Center of Wisconsin.

13. The WDB Administrative Entity assures the development of a Continuity of
Operations Plan (COOP) which outlines the methods by which the Board will function
and services will be provided during a critical incident or pandemic, including:

o Provisions for continuation of employment and training services under the
WIOA and other programs or services funded by the DWD as possible during 
a critical incident or pandemic as well as the restoration of full services when 
services have had to be limited or interrupted for a period of time. 

o Oversight of the status and activity of the WDA’s Job Center sites during a
critical incident or pandemic, including regular status reports to DET 
Services COOP Branch Director or designee as required. 

o Full cooperation with the DWD, DET in the preparation or implementation of a
COOP as specified, including submittal of the Board’s updated COOP Plan in 
April of each year upon request, and participation in COOP drills such as call 
trees, tabletop exercises and other plan reviews as scheduled. 
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Instructions for Certification 

1. By signing and submitting this proposal, the prospective recipient of Federal assistance funds
is providing the certification as set out below.

2. The certification in this clause is a material representation of fact upon which reliance was
placed when this transaction was entered into. If it is later determined that the prospective
recipient of Federal assistance funds knowingly rendered an erroneous certification, in
addition to other remedies available to the Federal Government, the Department of Labor
(DOL) may pursue available remedies, including suspension and/or debarment.

3. The prospective recipient of Federal assistance funds shall provide immediate written notice
to the person to whom this proposal is submitted if at any time the prospective recipient of
Federal assistance funds learns that its certification was erroneous when submitted or has
become erroneous by reason of charged circumstances.

4. The terms “covered transaction,” “debarred,” “suspended,” “ineligible,” “lower tier covered
transaction,” “participant,” “person,” “primary covered transaction,” “principal,” “proposal,”
and “voluntarily excluded,” as used in this clause, have the meaning set out in the Definitions
and Coverage sections of rules implementing Executive Order 12549. You may contact the
person to whom this proposal is submitted for assistance in obtaining a copy of those
regulations.

5. The prospective recipient of Federal assistance funds agrees by submitting this proposal that,
should the proposed covered transaction be entered into, it shall not knowingly enter into any
lower tier covered transaction with a person who is debarred, suspended, declared ineligible,
or voluntarily excluded from participation in this covered transaction, unless authorized by
the DOL.

6. The prospective recipient of Federal assistance funds further agrees by submitting this
proposal that it will include the clause titled “Certification Regarding Debarment, Suspension,
Ineligibility and Voluntary Exclusion - Lower Tier Covered Transactions,” without modification,
in all lower tier covered transactions and in all solicitations for lower tier
covered transactions.

7. A participant in a covered transaction may rely upon a certification of a prospective
participant in a lower tier covered transaction that it is not debarred, suspended, ineligible, or
voluntarily excluded from the covered transaction, unless it knows that the certification is
erroneous. A participant may decide the method and frequency by which it determines the
eligibility of its principals. Each participant may but is not required to check the List of Parties
Excluded from Procurement or Nonprocurement Programs.

8. Nothing contained in the foregoing shall be construed to require establishment of a system of
records in order to render in good faith the certification required by this clause. The
knowledge and information of a participant is not required to exceed that which is normally
possessed by a prudent person in the ordinary course of business dealings.

9. Except for transactions authorized under paragraph 5 of these instructions, if a participant in
a covered transaction knowingly enters into a lower tier covered transaction with a person
who is suspended, debarred, ineligible or voluntarily excluded from participation in this
transaction, in addition to other remedies available to the Federal Government, the DOL may
pursue available remedies, including suspension and/or debarment.
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FORM D One Stop Service Delivery System: Locations 
The Comprehensive Centers will be assessed during PY16 as to their comprehensive 
status. 
Name and Address of 
Comprehensive Center 

Name of Center 
Manager/Contact 

Manager/Contact-Telephone 
number and email 

Workforce Development Center – Beth Sullivan 608.789.5499 
Western Wisconsin sullivanb@westernwdb.org 
2615 East Avenue South, Suite 101 
La Crosse, WI 54601 Service Contact Number 
All partners are co-located 608-789-5627 
Wisconsin Job Center – Monroe Beth Sullivan 608.789.5499 
County sullivanb@westernwdb.org 
120 East Milwaukee St. 
Tomah, WI 54660 Service Contact Number 
Partners are either co-located or 608.374.7741 
provide itinerate services. 

Other Locations are all Workforce Connections, Inc. offices and are only open on an 
appointment basis for WIOA. Since there are no open hours for the general public these offices 
are not considered ACCESS POINTS OF SERVICE: 
Other Locations: Not formally 
access points of services 

Name of Center Manager/Contact-Telephone number 
Manager/Contact and email 

Crawford County 
Workforce Connections, Inc. 
225 North Beaumont Road, Suite 
116 
Prairie du Chien, Wisconsin 53821 

Kelly Norsten (608) 789-6094 
norstenk@workforceconnections.org 
Service Contact 
PHONE (608) 326‐2246 FAX (608) 
326‐2266 

Jackson County  
Workforce Connections, Inc. 
24 Fillmore Street 
Black River Falls, Wisconsin 
54615 

Kelly Norsten (608) 789-6094 
norstenk@workforceconnections.org 
Service Contact 
715) 284‐7117 Phone FAX (715) 
284‐9681 

Juneau County 
Workforce Connections, Inc. 
1000 College Ave 
Mauston, Wisconsin 53948 

Kelly Norsten (608) 789-6094 
norstenk@workforceconnections.org 
Service Contact 
PHONE (608) 847‐4899 FAX 608) 
847‐5385 

Trempealeau County 
Workforce Connections, Inc. 
360884 Walnut Street 
Independence, Wisconsin 54747 

Kelly Norsten (608) 789-6094 
norstenk@workforceconnections.org 
Service Contact 
PHONE (715) 985‐2335 FAX( 715) 
985‐2173 

Vernon County 
Workforce Connections, Inc. 
220 S. Main Street 
Viroqua, Wisconsin 54665 

Kelly Norsten (608) 789-6094 
norstenk@workforceconnections.org 
Service Contact 
PHONE (608) 637-2996 FAX (608) 
637‐2950 
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Beth Sullivan 

From: Beth Sullivan 
Sent: Monday, March 21, 2016 2:12 PM 
To: 'Linda Zimmerman' 
Cc: Julie Mitchell 
Subject: RE: WIOA Plan 

Thanks Linda, I made the changes. 

Beth Sullivan, MBA 
Manager 

2615 East Avenue South, Suite 101 
La Crosse, WI 54601 Phone: 608‐
789‐5499 
Cell: 608‐317‐8611 
sullivanb@westernwdb.org 

From: Linda Zimmerman [mailto:Linda.Zimmerman@wiscorps.org] 
Sent: Monday, February 29, 2016 2:29 PM 
To: Beth Sullivan <SullivanB@westernwdb.org> 
Cc: Julie Mitchell <MitchellJ@westernwdb.org> 
Subject: RE: WIOA Plan 

Hi Beth, 
I just noticed a couple of typos – 

Page 54, H. 1. d. ‐‐ include the words “year old” after 16‐17 in the second sentence. 

Page 54, H. 1. f. ‐‐ replace the word “provided” with the word “provider” 
Page 54, H. 1. f. – replace the word “out” with the word “put” 

Page 62, B. – Most of the paragraph needs to move left one character to align with heading 

Thanks! 
Linda 

From: Beth Sullivan [mailto:SullivanB@westernwdb.org] 
Sent: Friday, February 26, 2016 1:02 PM 
To: Matt Brantner <Matt.Brantner@wiscorps.org>; Linda Zimmerman <Linda.Zimmerman@wiscorps.org>; Kim Cable 
<Kim.Cable@Couleecap.org>; Kelly Norsten <NorstenK@workforceconnections.org>; Teresa Pierce 
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<PierceT@workforceconnections.org>            Cc: 
Julie Mitchell <MitchellJ@westernwdb.org> 
Subject: WIOA Plan 

Hello Everyone 
In case you did not see the public notice on Sunday, the WIOA plan was posted on our website on Tuesday evening – so 
it was made available by February 24th. 
Comments are due to me by 4:00 p.m. on March 25th.   FYI Any comment that is received will be answered and included 
in the plan according to the regulations, in case you were not aware of that stipulation. 
The plan will be submitted to DWD by March 31st. 

Thanks 

Beth Sullivan, MBA 
Manager 

2615 East Avenue South,  Suite 101 
La Crosse, WI 54601 Phone: 608‐
789‐5499 Cell:     608‐317‐8611 
sullivanb@westernwdb.org 
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Notes on Western Wisconsin WIOA Local Plan 

Item Page Concern Referral Outcome 
Compliance with 
Section 188 

23 Perhaps mention that DVR uses 
interpretative services and the 
language line 

Amy Added Inserted ‐ All partners, including DWD staff (Job 
Service, DVR, Veterans, etc.) the WDB and its services 
providers use the language line and have interpretive 
services available. 

Labor Exchange 
Services for 
Business 

25 (grid) Should add TAP (Talent Acquisition 
Portal) for business/employer 
services 

Amy This grid is for services to job seekers. The Talent Acquisition 
Portal was added to page 13 under services for Employers 

Common Intake 29 May be premature—how will 
information be captured, what PII 
security will be included, etc. 

Amy Changed first paragraph to: The OSO Taskforce and the 
Employee Services Team addresses procedures, including 
intake, in the Resource Rooms at meetings. Job Service, DVR, 
Vets, and the Title I WIOA Service Provider are represented 
on this team. It is understood that under the combined plan, 
the State is developing a common intake system for all 
partners. Any changes to the current system or to institute 
the common intake for all the resource rooms per the State 
policy will be confirmed by the Service Coordination 
Committee through the OSO Taskforce and its 
subcommittees. 

Systems used to 
track employer 
management 

31 Should add TAP Amy The Talent Acquisition Portal was added to page 31 under 
systems used for employer management. 

Systems used to 
track participants 

31‐32 Should add IRIS for DVR participants Amy Changed to: Other than ASSET and IRIS (for DVR Clients) the 
WDB does not own any separate client tracking; however 
WIOA Title 1 provider for adult and dislocated worker 
services has an internal database for tracking clients and 
employers. This system is partially funded by WIOA. 
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Item Page Concern Referral Outcome 
How WDB will work 
to provide access  
to people with 
barriers 

35 DVR could be listed as a resource to 
consult, not just refer, PWD for 
services 

Amy Added: Also, the WDB emphasizes using DVR staff as a 
resource to consult when working with people with 
disabilities. 

Comprehensive 
Centers and 
Affiliate Locations 

Form D Should mention that the locations 
are not just were Workforce 
Connections is housed but all partner 
locations, including DVR. Also not 
sure how Monroe Co can be 
comprehensive if DVR and other 
partners not there. 

Amy Update entire page See 
changes – Next page 

OSO MOU and 
Operating 

Multiple 
references 

Still need direction from DWD DVR 
Leadershi 
p and 
DWD 
Legal 
Counsel 

Leaving this as is for time being. DWD understands that plans 
may have to be modified once regulations are received. 

C4. Services 
available to 
employers in the 
local area 

13 We should mention the new way we 
are doing rapid response, how we 
meet with employers before they 
decide to move outside the area or 
lay off people so we can strategize 
with them on getting the skilled 
workers they need. Mention how all 
partners (including DVR) rotate being 
on these groups as the need and 
demand for this service has been 
great in our area. 

Changed Paragraph to 
Services available to businesses are coordinated through the 
WDB and the Business Services Team (BST). This team 
includes representation from all required workforce 
development system partners as well as some external 
agencies. Services are based on the expertise of members of 
the BST. Current services in the local area include the 
following: 

Changed bullet to 
Rapid Response services for dislocations and lay off aversions. 

“All required workforce development system partners” would 
include services to DVR. 
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Welcome to the 
Western Wisconsin Workforce Development Board, Inc. 

Team 

I. OVERVIEW 

This handbook is intended to provide employees with a general understanding of the 
corporation’s personnel policies. Employees are encouraged to familiarize themselves 
with its contents, as it will answer many questions concerning employment. 
However, this handbook cannot anticipate every situation or answer every question 
about employment. It is not an employment contract and does not create contractual 
obligations. 

This employee handbook is not a contract guaranteeing employment for any specific 
duration. Although the Western Wisconsin Workforce Development Board, Inc. hopes 
that the employment relationship will be long term, either the employee or the 
Company may terminate this relationship at any time, for any reason. No oral 
statements by supervisors or management can alter this disclaimer, create a contract, 
or modify the at- will status of the employee. Only the Chairman of the Board has the 
authority to create an employment contract, and such contract must be in writing and 
signed by the appropriate parties to be valid. 

In order for the Western Wisconsin Workforce Development Board, Inc.to have the 
necessary flexibility to respond to our rapidly changing work environment, the 
corporation retains the option to change, revise, or stop any of the policies or benefits 
described in this handbook at any time.. 

Any concerns or suggestions related to this handbook, should be directed to the WDB 
Manager or the Board Chair. 

ABOUT THE EMPLOYMENT RELATIONSHIP 
Employment with the Western Wisconsin Workforce Development Board, Inc. is  not 
governed by any written or oral contract and is considered an "at-will" arrangement. 
This means that the employee is as free, as is the company, to terminate the 
employment relationship at any time, for any reason, so long as there is no violation of 
applicable federal, state or local law. 

II. HIRING AND SELECTION PRACTICES

1. EQUAL EMPLOYMENT OPPORTUNITY
Western Wisconsin Workforce Development Board, Inc. believes in equal 
employment opportunity for all employees and applicants for employment. Our
company's success depends on the effective utilization of qualified people
regardless of their age, race, creed, color, disability, marital status, sex, national
origin, ancestry, arrest or conviction record, sexual preference or any other
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characteristic protected by law.  We will not discriminate on the basis of these 
characteristics in any personnel action. We will also provide equal opportunity 
to disabled veterans and veterans of the Vietnam era. 

It is the responsibility of everyone employed at Western Wisconsin Workforce 
Development Board, Inc.to give this Non-Discrimination Policy full support 
through leadership and personal example.  In addition, it is the duty of every 
employee of Western Wisconsin Workforce Development Board, Inc.to help 
create a job environment that is conducive to effective equal employment 
opportunity. 

For additional information, please refer to Attachment A of this handbook. 

2. NEPOTISM
For purposes of this section:

a. No employee will hold a job with Western Wisconsin Workforce
Development Board, Inc. while he/she or any member of his/her
immediate family serves on the Board of Directors.  No Board member
may apply for any position with Western Wisconsin Workforce
Development Board, Inc. unless resigning from the Board prior to
application for the position.  Further, no employee shall supervise an
immediately family member or participate in the selection process to
hire an immediate family member.

b. Immediate family shall include any of the following persons:  husband,
wife, father, mother, brother, sister, son, daughter, mother-in-law,
father-in-law, daughter-in-law, son-in-law, grandparents, grandchildren,
aunt, uncle, niece, nephew, stepparent and stepchild.

3. IMMIGRATION
Western Wisconsin Workforce Development Board, Inc.is prohibited from
knowingly hiring or recruiting any person who does not have the legal right to
work in the United States.  (The Immigration Reform and Control Act of 1986
require employers to verify the legal status and right to work of all new hires.
Verification must be obtained after the decision to hire has been made.)
Western Wisconsin Workforce Development Board, Inc. will verify the
employment  eligibility of all newly hired individuals in accordance with State
and Federal requirements.  Western Wisconsin Workforce Development Board,
Inc. will not  discriminate against persons eligible for employment based on
citizenship, ancestry, or national origin providing they have the legal right to
work in the United States.
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III. EMPLOYMENT CLASSIFICATIONS

1. EMPLOYMENT CLASSIFICATIONS
The following definitions are intended to clarify employment classifications for
the purpose of benefits.

a. Regular Full-time
A position assigned to a regular work schedule of at least 30 hours per
week.

b. Regular Part-time
A position assigned to work a regular work schedule of less than 30
hours per week.

c. Temporary/Seasonal/Casual
A position that is temporary and limited in duration, not to exceed six (6)
months at less than 30 hours per week.

2. EXEMPT STATUS
Using the tests mandated in the Fair Labor Standards Act, each position will be
designated:

a. Exempt
An exempt employee is one who is exempt from the minimum wage and
overtime pay requirements of the Fair Labor Standards Act as defined
by the United States Department of Labor. An exempt employee is paid
on a salary basis, regardless of hours worked.

b. Non-Exempt
A non-exempt employee is one who is covered by the minimum wage
and overtime pay requirements of the Fair Labor Standards Act as
defined by the United States Department of Labor. A non-exempt
employee is paid hourly based upon number of hours actually worked.

3. OVERTIME PAY
Any non-exempt employee who works in excess of 40 hours in a calendar week
must have the advance written approval of the WDB Executive Director.
Overtime hours must be necessary to the vital operation of Western Wisconsin
Workforce Development Board, Inc. Overtime pay is subject to all applicable
provisions of State and Federal wage and hour laws and is paid at the rate of
150% of the regular rate. Overtime will be held to a minimum and used only
when unavoidable. Only non-exempt employees are eligible for overtime pay.
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4. FLEXTIME
The services offered by Western Wisconsin Workforce Development Board,
Inc. require that employees sometimes work flexible hours to meet the needs of
our customers. It is at the discretion of the supervisor to approve a flexible
schedule for an employee not to exceed their normal average weekly schedule.
Any deviation from any employee’s regular schedule requires management pre- 
approval.

IV. EMPLOYEE INFORMATION

1. PERSONNEL/PAYROLL RECORDS
Personnel files contain original employment documents, performance
appraisals, salary actions, commendations, corrective action warnings,
educational records, etc. in conformance with all legal requirements.

Employee benefit forms are maintained in a separate file in accordance with all
legal requirements.

A separate file containing medical information and injury reports is maintained
as per requirements of the Americans with Disabilities Act.

Employees have the right to inspect their employment files at any time. It is
requested that they view the file in the presence of a supervisor. Any questions
about the contents of the employment files should be directed to the Board
Chair.

2. PERSONNEL DATA CHANGES
Employees are responsible for keeping their information up to date in order to
properly maintain payroll, benefits and other employee records. Any changes
that affect payroll documents must be on file within seven (7) days preceding
the processing of payroll.

V. EMPLOYEE BENEFITS 

1. FEDERAL AND/OR STATE BENEFITS

a. Social Security/Unemployment Compensation
All employees are covered by the Federal Social Security Act and its
amendments, according to the provisions thereof. The Wisconsin
Unemployment Compensation law covers all employees, other than
program participants. 

b. Worker’s Compensation
All employees are covered by Worker Compensation Insurance which
provides for the payment of medical and hospital bills and for
temporary, permanent, partial, or total disability and health benefits
should an employee be injured or contract a disease growing out of and
incidental to
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their employment. The amount of benefits is determined by the State 
of Wisconsin. All injuries must be reported to the WDB Manager or 
in the case of an injury to the Manager to the Board Chair within 24 
hours whether or not lost time is claimed or a doctor is consulted so as 
to avoid benefit claim problems later. Employees reporting an injury 
or illness must file an Employee Injury/Illness Report within 24 hours 
of the onset of an injury or illness. Failure to complete a report in the 
required time frame may impede receipt of benefits. 

Whenever feasible, employees will be maintained in a productive work 
situation after a work related injury or illness. During healing, 
employees may be asked to return to work in their original position 
with temporary modifications if necessary, or alternative work within 
medical restrictions. Employees will not be placed into any work 
responsibility when it is not medically proper to do so. 

Certain procedures will be followed when employees are injured on 
the job. In general, these procedures are: 

 Employees who are injured on the job are expected to report the
injury or illness to their supervisor as soon as the injury or
illness happens, no matter how slight the injury.

 The WDB Manager or assigned fiscal agent will send
appropriate forms to file a worker’s compensation claim.
Working together, Western Wisconsin Workforce
Development Board, Inc. and the employee can then ensure
that the injured employee receives proper treatment and
returns to work as soon as possible.

 When a work-related injury or illness results in time away from
work, an employee is expected to contact the supervisor
immediately. The supervisor will follow-up with the injured
employee's doctor for a status report, and this will be
documented on the injury report.

 It is the employee's responsibility to contact the supervisor at
least once per week while away from work for all extended
illnesses or injuries. The company may require a second
opinion from a healthcare provider obtained and paid for by 
the company.

 A written return-to-work report will be required for all
employees when they return to work. Workers’
Compensation cases may be considered closed when the
employee returns to work, when all therapy and treatments
have been completed, or when the employee has reached a
healing plateau.

c. Medical Coverage Continuation/Conversion
In the event of the employee’s death, termination (other than gross
misconduct), retirement, certain reductions of hours, or entitlement of
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Medicare benefits, an employee’s eligible dependents will be offered 
the opportunity to continue medical coverage through the Western 
Wisconsin Workforce Development Board, Inc. 

If the employee become divorced or separated or has a child who no 
longer qualifies as a dependent under the Plan, the employee must 
notify the company within 60 days of the event in order for to receive 
applicable continuation rights. 

The employee or dependents will be entitled to continue medical 
coverage through the company by paying the full monthly premium, 
including an administrative charge, for the coverage. Coverage is 
usually 18 months with a maximum of 36 months. Failure to make 
timely premium payments will result in termination of coverage. 

At the end of the continuation period, coverage may be converted to an 
individual policy through the plan carrier at the rates then in effect, 
subject to the terms of the plan. 

This benefit is provided in accordance with the requirements of the 
federal law on continuation of health insurance (commonly known as 
“COBRA”). This benefit is subject to change as necessary to comply 
with the federal or state law. 

d. Leaves of Absence

1) Family Leave and Medical Leave (FMLA) 
It is the Western Wisconsin Workforce Development Board’s
(WDB) policy is to provide family and medical leave as
required by federal and Wisconsin law. You must be employed
at least 52 consecutive weeks and have worked for at least
1,000 hours during those 52 weeks in order to be eligible for
family and/or medical leave under Wisconsin law. If you have
worked at the WDB for over 1,250 hours in the previous 12
months, you are eligible for family and/or medical leave under
both Wisconsin and federal laws.

If eligible under federal and Wisconsin law, you may take up to
12 weeks unpaid leave within a 12 month calendar year
(January through December) for:

 The birth or placement of a child for adoption (up to 6
weeks under Wisconsin FMLA; up to 12 weeks under
federal FMLA), or under federal law for foster care
(up to 12 weeks);

 To care for the employee’s spouse, child, or parent (but
under federal law, not a parent-in-law) with a serious
health condition (up to 2 weeks under Wisconsin law; up
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to 12 weeks under federal law); and 
 For the employee’s own serious health condition that

renders the employee unable to perform his/her job (up 
to 2 weeks under Wisconsin law; up to 12 weeks under 
federal law). 

If you wish to take family and/or medical leave, we must 
receive reasonable advance notice of the leave when reasonably 
possible. We reserve the right to deny intermittent leaves that 
unduly disrupt our operations. 

For any duration of leave that runs concurrent with Wisconsin 
FMLA benefits, you will not be compelled to use accrued leave, 
but you will have the option to use those benefits. After the 
period of Wisconsin FMLA eligibility, accrued PTO benefits 
will be used to supplement income. 

The WDB requires certification from a health care provider if 
you request family leave to care for a child, spouse, or parent 
with a serious health condition, or if you request personal 
medical leave. We may also require a second opinion or, if the 
first two opinions differ, a third opinion, at our expense, from a 
health care provider. 

Your group health insurance will be maintained during your 
leave as required by law, provided that you continue to make 
any premium contributions as required by our health insurance 
plan. Failure to pay the required premium contribution within 
30 days of the premium’s due date may result in cancellation of 
your health insurance coverage. If you fail to return to work 
after your FMLA leave, we may recover premiums paid by 
BCC to maintain your health insurance coverage. Additional 
information regarding the requirements/ provisions relating to 
group health insurance during the period of a leave may be 
obtained from Human Resources. 

If you return to work when your leave is over, you will be 
returned to your employment position held immediately prior to 
the leave if that position is vacant or placed in an equivalent 
position. If your reason for FMLA leave was your own serious 
health condition, you will be required to present a fitness-for- 
duty certification before returning to work. 

Failure to return to work after the expiration of your leave period 
will be considered a voluntary termination of employment on 
your part, unless you are on an extended leave of absence that 
has been approved in writing. Our intent is to comply with 
applicable provisions of both the federal and Wisconsin Family 
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and Medical Leave Acts. Because these laws are complex and 
can be quite confusing, please check with the Human Resource 
Department if you would like more information. 

If you sustain a work-related injury, you may be eligible for a 
medical leave of absence and payment through our workers’ 
compensation plan. Please note that any leave of absence 
relating to a workers’ compensation injury will run 
concurrently with any WDB medical leave of absence. 

The WDB will consider requests for an unpaid extension of 
this leave of absence, but this will be in conjunction with the 
certified health care provider's opinions. The WDB may also 
require a second opinion from an independent health care 
provider chosen and paid for by the WDB. 

Medical and disability leave may qualify for pro-rated pay 
under the Short-Term Disability program. (Also see Short- 
Term Disability program in this section of the handbook.) 

The WDB reserves the right to coordinate this medical and 
disability leave policy with any applicable state and federal 
laws. 

2) Military Family Leave
Eligible employees who are family members as defined by law
of covered service members will be able to take up to 26 work
weeks of leave in a “single 12-month period” to care for a
covered service member with a serious illness or injury incurred
in the line of duty on active duty as defined by law. The WDB
will require medical certifications to substantiate these leaves.

Additionally, families of members of the National Guard and
Reserves may be eligible for 12 workweeks of FMLA job
protected leave to eligible employees with a covered military
member serving in the National Guard or Reserves to use for
“any qualifying exigency” arising out of the fact that a covered
military family member is on active duty or called to active
duty status in support of a contingency operation.

A “qualifying exigency” is defined as follows:

1. Short-notice deployment;
2. Military events and related activities;
3. Childcare and school activities;
4. Financial and legal arrangements;
5. Counseling;
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6.  Rest and recuperation;
7. Post-deployment activities; and
8. Additional activities not encompassed within the

other categories above, but agreed to by employee
and management.

2. CORPORATE BENEFITS

Employee (corporate) benefits by classification are summarized below:

Benefit Regular 
Full-time 

Regular   Temporary/ 
Part-time  Seasonal/Casual 

Health Insurance Yes* No No 
Life Insurance Yes* No No 
Dental Insurance Yes* No No 
Disability Insurance
Pension 
Accrued Annual Leave 
Personal Leave Days 
Holidays 
Professional Development 

Yes*
Yes 
Yes* 
Yes* 
Yes* 
Yes* 

No
Yes 
No 
No 

Yes* 
No 

No 
Yes 
No 
No 
No 
No 

*Prorated for regular full-time and regular part-time employees assigned to a
regular work schedule of less than 40 hours per week (i.e., employee 
scheduled 64 hours each pay period would earn 80% of the rates indicates 
above because 64 hours is 80% of the 80 hour pay period). 

a. Health, Life, Dental, Section 125 Flexible Spending, Pension, Short
and Long Term Disability.

Employee insurance benefits (health, life, and dental) and the Section
125 Cafeteria Plan are available only to regular employees  the first of
the month following the date of hire.  If a regular employee's assigned
work schedule is less than 40 hours per week, their life and dental
insurance benefits will be pro-rated. Employee pension benefits are
accrued by employees having completed six (6) months of continuous
employment.

Short and long-term disability benefits are available to employees
following one (1) year of continuous employment.

Please refer to Attachment B of this handbook for additional
information.
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Other legally required insurance benefits, such as workers 
compensation, FICA, and unemployment compensation will be 
provided in accordance with applicable State and Federal law(s) (see 
section V.11. for additional information). 

b. Employee Assistance Program (EAP)
Western Wisconsin Workforce Development Board, Inc. has established
an Employee Assistance Program (EAP) available to all employees and
their family members at no cost. The EAP is an avenue for employees
and family members to confidentially address personal concerns in an
informal, yet professional counseling environment. Participation is
strictly voluntary, and confidentiality is guaranteed.

For employees with less than one year of service, the EAP will be 
available through Mayo Clinic Health System, La Crosse, Franciscan 
Health Care. Individuals enrolled in the long-term disability program 
(following one year of service) will be provided EAP services through 
the long-term disability insurance carrier. 

c. Professional Development
Western Wisconsin Workforce Development Board, Inc.is committed
to the growth and development of its employees to enhance the highest
standards of performance at both a personal and professional level.
The corporation encourages employees to enhance knowledge and
skills and to network with other professionals to improve the potential
for future opportunities. We recognize that for development purposes,
employees may need to attend training seminars, workshops or
conferences conducted off-site; obtain/maintain credentialed
certifications; join professional associations that will enable them to
remain abreast of best practices in their respective fields; or wish to
participate in higher education credited degree programs that lead to a
degree or certification during their employment with the corporation.

This policy is established to outline company parameters for attending 
external training functions, obtaining/maintaining credentialed 
certifications, joining/renewing memberships in professional 
associations, or attending a higher education institution for an advanced 
degree. 

1) Training Seminars, Workshops or Conferences (off-site)
The corporation establishes, through its budgeting process, an
annual allocation of funds available to employees to attend off- 
site training seminars, workshops or conferences that are 
directly related to the job the employee performs. Requests to
attend these off-site events should be discussed with the
employee’s direct supervisor, and supported through the 
purchase order process.
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Fees, travel, and lodging are supported expenses. 

There is no waiting period to access budgeted resources for 
work- related training seminars, workshops or conferences. 

Prior to submission of any purchase order for any off-site 
training, seminars, workshops or conferences that will use 
Workforce Investment Act funding, the WDB Manager must 
gain approval from the Wisconsin Department of Workforce 
Development. 

2) Professional Associations
Employees are encouraged to join professional association(s)
that enhances their growth and development through
networking, sharing of best practices, etc. Corporate level
professional membership fees will be supported through the
purchase order process. Renewal of professional membership
fees will be reviewed on an annual basis during the
corporation’s budgeting process.

Individual professional association memberships are the
responsibility of the employee.

d. Leaves
Western Wisconsin Workforce Development Board, Inc. will consider
employee requests for absence from work on either a short or long- 
term basis under certain circumstances. In general, requests for leaves
will be based upon the circumstances of each individual leave request,
the needs of the company, and any applicable state or federal laws that
may apply to the leave.

Normally, employees should submit a request for the leave to their
supervisor as far in advance as possible. In the case of leaves of
absence of more than three (3) days, requests should be made 30 days
in advance of the first day of the leave. When emergencies arise, and
it is impossible to give prior notice, employees are required to notify
their supervisor as soon as they are aware of the need for a leave of
absence.

While Western Wisconsin Workforce Development Board, Inc. believes 
in and recognizes the need for various leaves of absence, employees
have the responsibility to be fair, open, and honest with the company.
The company may require substantiation for leaves of absence to verify
the nature and length of each leave request. If the verification
establishes that the employee is falsifying the reason for the absence, the
employee will be subject to disciplinary action, up to and including
termination; all pay will be stopped immediately. 
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Personal leave and accrued annual leave offers flexibility and personal 
discretion in the use of the time an employee has earned based on 
length of service. This policy is intended to cover time away from 
work for reasons such as vacations, short-term absences, and other 
personal or family needs. 

Notification/Scheduling –An employee must provide advance 
notification of all absences. It is required that you provide proper 
written notification with your direct supervisor and receive approval 
before this time is taken. An effort will be made to accommodate the 
request consistent with the efficient operation of each department. 
However, only a certain number of employees in each department can 
be scheduled for leave at one time. 

Responsibility – All employees are responsible for managing their own 
leave time account. Once an employee has used all personal and/or 
accrued leave time, future approved time off will be unpaid, and may 
be considered in violation of these Personnel Policies. 
Personal/accrued annual leave accrual is tracked on the pay stub which 
should be referenced. 

Pay – All personal and accrued annual leave is paid at regular base rate 
of pay. This does not include overtime, commissions, incentives, 
premiums, or any other special compensation. Therefore, regular full- 
time employees assigned to a work schedule of less than 40 hours per 
week will receive a pro-rated allocation based upon their average hours 
worked. 

1) Holidays
The following paid legal holidays will be granted to all
regular full-time and regular part-time employees:

New Year's Day (January 1) Thanksgiving 
Spring Holiday (Good Friday) Day after Thanksgiving
Memorial Day Christmas Eve (December 24) 
Independence Day (July 4) Christmas Day (December 25) 
Labor Day
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2) Personal Leave (with pay)

Personal leave days are earned each calendar year by all
regular full-time employees as follows:

3 months – 5 years 2 personal leave days per calendar year
5+ years 3 personal leave days per calendar year

Personal leave days may be taken at the discretion of the
employee, but with notification to the immediate supervisor.

Employees must complete three (3) months of continuous
employment before personal leave days are earned. Employees
completing three months of continuous employment after June
30 are entitled to one (1) personal leave day for the balance of
the calendar year. Employees completing five (5) years of
continuous service will receive a third (3rd) personal leave day
at the beginning of the calendar year following the five (5)
year anniversary.

Personal leave day hours shall be prorated for all regular
employees assigned to a regular work schedule of less than 40
hours per week. Personal leave days may not be carried over
from year to year. Employees will not be compensated for
unused personal leave days at the time of termination.

Leave of any kind may only be taken after it is earned in not
less than half-hour increments.

3) Accrued Annual Leave
Accrued annual leave is “deposited” as it is earned and
“subtracted” as it is used. All accrued annual leave used is
deducted from an employee’s earned total each pay period. All
accrued annual leave earned is deposited into earned total each
pay period. An employee may only use accrued annual leave
that is already accrued and thus Western Wisconsin Workforce
Development Board, Inc. will not allow for the creation of
negative annual leave balances.

Paid holidays that occur during a scheduled annual leave period
will be considered as holiday pay and will not be charged
against the accrued annual leave.

Accrued annual leave is cumulative and is accrued by all
regular employees at the following rates, based upon an 80-
hour pay period.
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 4.5 hours per pay period for up to one year of service.
 5.0 hours per pay period for 12 months or more of

continuous service. 
 5.5 hours per pay period for 48 months or more of

continuous service. 
 6.0 hours per pay period for 72 months or more of

continuous service. 

Cash-in, Maximum, and Carryover – Annual leave is accrued 
on a fiscal year basis (July 1st through June 30th).  Leave may be 
accrued with the approval of the WDB Manager, but shall not 
exceed 120 hours by June 30th of each year.  Accrued annual 
leave in excess of 120 hours may be carried over after June 30th

for extenuating circumstances and with the prior approval of the 
WDB Manager (e.g., planned leave).  At termination, an 
employee will be paid the balance of accrued but unused annual 
leave.  No annual leave may be accrued beyond a termination 
date. 

Borrowing accrued annual leave is not permitted. 

For internal control purposes, all regular employees are 
encouraged to take a minimum leave of five (5) consecutive 
working days per fiscal year. 

4)  Medical and Disability Leave
Employees who are unable to work because of an extended
illness or injury may apply for a long-term or disability leave of
absence. This type of leave also covers disabilities normally
caused by pregnancy, childbirth, or their own serious or related
medical conditions.

Except in the case of work-related injuries, unpaid medical and
disability leaves are limited to 12 weeks.  Western Wisconsin
Workforce Development Board, Inc. will require satisfactory
evidence for this leave both before the leave begins and on a
periodic basis during the leave.

The company will consider requests for an unpaid extension of
this leave of absence, but this will be in conjunction with the
certified healthcare provider's opinions. Western Wisconsin
Workforce  Development Board, Inc. may also require a second
opinion from an independent healthcare provider chosen and
paid for by the company.
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Medical and Disability Leave may qualify for pro-rated pay under 
the Long-Term Disability Insurance policy. (Also see Long-Term 
Disability Insurance policy in Attachment B.) 

The Western Wisconsin Workforce Development Board, Inc. 
reserves the right to coordinate this Medical and Disability Leave 
Policy with any applicable state and federal laws. 

If the request for an absence is due to a medical or disability leave 
(normally three (3) days or longer), employees are required to 
contact The WDB Manager or fiscal agent to request a Certification 
of Health Care Provider Form for Employee’s Serious Health 
Condition. The form will ask a reason for the leave and when the 
employee is expected back to work. If the request for the leave is 
due to an illness or injury, Western Wisconsin Workforce 
Development Board, Inc. may ask for certification from the 
healthcare provider. 

5) Funeral or Bereavement Leave
When an employee suffers a death in his or her immediate family
or requires time off for the estate settlement or funeral
preparations, he/she will be allowed to be absent and will be paid
their normal work hours for a period of up to three (3) days,
provided he/she is normally scheduled to work on those days.

However, as each circumstance varies by individual, Western
Wisconsin Workforce Development Board, Inc. will rely on an
employee's good judgment and sense of fairness to determine how
much funeral leave is required. In certain cases, documentation of
the death and funeral arrangements will be required.

For purposes of this policy, immediate family may include the
employee's spouse, brothers, sisters, parents, guardian, children,
step-brothers/sisters, daughters/sons-in-law, brothers/sisters-in- 
law, stepparents, stepchildren, father/mother-in-law, grandparents, 
and grandchildren. Exceptions may be made based upon
individual circumstances following discussions with the employee, 
supervisor and WDB Manager

An employee who suffers a death in their extended family (aunt,
uncle, niece or nephew) will be allowed to be absent and will be
paid their normal work hours for a period of up to one (1) day,
provided they are normally scheduled to work on that day.

For each day of absence, the employee will be paid at their normal 
base rate of pay up to a maximum of eight (8) hours per day. An 
extended leave may be granted under certain conditions or 
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extenuating circumstances with the approval of the supervisor. 
Appropriate documentation for extended funeral/bereavement 
leaves will be required. 

6) Jury Duty and Court Appearances
In the event an employee is called to jury duty, he/she will be
granted a paid leave of absence. Employees will be paid the
difference between their regular pay and the amount received as a
juror. In addition, an employee will be granted appropriate unpaid
time off to testify as a subpoenaed witness in a judicial proceeding.
Employees who wish to be paid for any time spent in court while
testifying as a subpoenaed witness may use available personal
leave time off. (Also refer to the Personal Leave section of the
handbook.)

In order to be eligible for paid jury leave, employees must have 
completed three months of continuous employment and must bring 
in their jury summons and pay verification from the Clerk of 
Court. When employees are dismissed from jury duty by 12:00 
Noon on a workday, they are expected to return to work. 
Employees who have not completed three months of continuous 
employment will receive appropriate unpaid time off under this 
policy. 

7) Unpaid Leave
Unpaid leave not covered under the Family Medical Leave Act
may be granted at the discretion of the supervisor and/or Chair of
the Board for a period of up to one (1) week. Unpaid leave may
only be taken after the employee’s accrued annual leave and
personal leave has been exhausted. Any time period extending
beyond one (1) week will fall under the parameters of a Leave of
Absence.

8) Leave of Absence Without Pay
Employees who have a minimum of six (6) months of service with
The Western Wisconsin Workforce Development Board, Inc. may 
be eligible for a leave of absence without pay. A leave of absence
without pay for reasons other than those described elsewhere in
this section may be granted at the discretion of the WDB
Executive Director (or Board Chair) for a period of up to 30 days
providing that satisfactory arrangements can be made for the
employee's responsibilities to be covered during the leave period.
The employee understands that no accrued annual leave time or
any other benefits will be accrued while on leave of absence. This
means the employee is responsible for paying any insurance
premiums (health and dental) incurred during that time as allowed
under COBRA. Leave in excess of 30 days also requires the
approval of the Board of Directors.
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e.  Pyramiding of Benefits
An employee will not be permitted to pyramid benefits.  For instance, if
during the period an employee is on personal time off, called to jury duty,
he/she would not be paid for both jury duty and personal time off pay.  If
this situation occurs the employee must notify the supervisor promptly, as
to which benefit would be elected to use.

VI. EMPLOYEE CONDUCT

1. FEDERAL AND STATE LAW

a.  Americans with Disabilities Act
It is the policy of The Western Wisconsin Workforce Development board,
Inc. to comply with applicable provisions of the Americans with
Disabilities Act (ADA) and the ADA Amendments Act of 2008
(ADAAA).  The corporation will not discriminate against any qualified
individual with a disability in any phase of the employment relationship
including application for employment, hiring, promotion and/or
advancement in employment, termination, compensation, training
opportunities or other terms, conditions or privileges of employment.

For purposes of this policy, disabled individuals may include persons
who:
 Have a physical or mental impairment that substantially limits one

or more major life activities. 
 Have a record of such impairment.
 Are regarded as having such an impairment.

b.  Equal Opportunity Employment/Freedom from Sexual Harassment and
All Other Forms of Protected Class Harassment
Freedom from Harassment Policy – All Western Wisconsin Workforce
Development Board, Inc. employees have a right to work in an
environment free from all forms of illegal discrimination and conduct
which can be harassing, coercive, or disruptive.  Consistent with
corporation’s respect for the rights and dignity of each employee,
harassment based on race, color, religion, sex, sexual orientation, national
origin, age, disability, perceived disability, or any other characteristic
protected by law, will not be tolerated.  All employees should therefore be
aware of the following:
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Definitions of Harassment 

In general, harassment means persistent and unwelcome conduct or actions 
on any of the bases referenced throughout this Handbook. Sexual 
harassment is one type of harassment and includes unwelcome sexual 
advances, unwelcome physical contact of a sexual nature or unwelcome 
verbal or physical conduct of a sexual nature. 

Unwelcome verbal or physical conduct of a sexual nature includes, but is 
not limited to: 

 The repeated making of unsolicited, inappropriate gestures or
comments; and 

 The display of offensive sexually graphic materials not necessary
for our work. 

Harassment exists whenever: 
1. Submission to harassing conduct is made, either explicitly or

implicitly, a term or condition of an individual’s employment; or 
2. Submission to or rejection of such conduct is used as the basis for

an employment decision affecting an individual; or 
3. The conduct interferes with an employee’s work or creates an

intimidating, hostile or offensive work environment. 

Recognizing Harassment 
Harassment may be subtle, manipulative and is not always evident. It 
does not refer to occasional compliments of a socially acceptable nature. 
It refers to behavior that is not welcome and is personally offensive. All 
forms of gender harassment are covered. Men can be sexually harassed; 
men can harass men; women can harass other women. Offenders can be 
managers, supervisors, co-workers, and non-employees such as guests, 
clients, or vendors. 

Some examples: 
1. Verbal – Jokes, insults, degrading sexual remarks, innuendos, refer

to someone as a stud, hunk or babe; whistling, cat calls, comments 
on a person’s body or sex life, or pressures for sexual favors. 

2. Non-Verbal – Gestures, staring, touching, patting, blocking a
person’s movement, standing too close, brushing against a 
person’s body, or display of suggestive or degrading pictures, 
cartoons or drawings. 

Grievance Procedure 
If you are subjected to or witness harassment of any nature, you must 
notify your direct supervisor, WDB Executive Direcor or the Chair of 
the Board immediately. Upon notification of a complaint, a 
confidential and impartial investigation will be promptly commenced 
including direct interviews with involved parties or any employees 
having knowledge of 
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matters relating to the complaint. The parties of the complaint will be 
notified of the findings and their options. 

Non-Retaliation 
This policy also expressly prohibits retaliation of any kind against any 
employee bringing a complaint or assisting in the investigation of a 
complaint. Such employees may not be adversely affected in any manner 
related to their employment. 

Disciplinary Action 
The Company views harassment and retaliation to be among the most 
serious breaches of work place behavior. Consequently, appropriate 
disciplinary or corrective action, ranging from a warning to termination, 
can be expected. 

c. Partisan Political Activity
Employees shall not engage in partisan political activity by:

1) Using their official position, authority, or influence with Western
Wisconsin Workforce Development Board, Inc. for the purpose of
interfering with or affecting the result of an election or a
nomination of a party or public office.

2) Directly or indirectly coercing, attempting to coerce, command or
advise an employee or participant to pay, lend, or contribute
anything of value or to contribute personal services to a party,
committee, organization, agency or person for political purposes.

3) Using program funds for any political purposes or to influence any
election for public or party office.

4) Permitting the use of equipment or premises purchased or leased
with Western Wisconsin Workforce Development Board, Inc.
funds for any political purpose or to influence the outcome of any
election for public or party office. This includes the display of
signage in or on Western Wisconsin Workforce Development
Board, Inc. premises and engaging in political activities during
paid work hours.

5) Discriminating or threatening or promising to discriminate against
or in favor of any employee or beneficiary of the program, or any
potential employee or beneficiary, because of his/her political
affiliations or beliefs, or requiring any applicant, employee or
beneficiary to disclose political affiliations.
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2. CO 

a.

E OF ETHICS 

Professional Excellence 
Western Wisconsin Workforce Development Board, Inc. wants its 
business conducted professionally and with the highest degree of integrity. 
Words, actions, behaviors and appearance reflect on the overall 
impression that people have of the organization. Western Wisconsin 
Workforce Development Board, Inc. strives toward an impeccable public 
image requiring careful scrutiny in work output as well as dignified and 
diplomatic treatment toward all external Western Wisconsin Workforce 
Development Board, Inc. contacts. Professional ethics and excellence are 
not only implied conditions of employment, but also explicit conditions as 
delineated in these Personnel Policies. If at any time an employee 
witnesses something that does not fall within this overall expectation, the 
employee should contact the immediate supervisor. If the concern is not 
resolved in a timely manner, the Board Chair should be contacted.. 

b. Employee Conduct
Reasonable standards of employee conduct are necessary in order to
provide the best possible atmosphere, service, and job performance. 
While an exhaustive list of standards of employee conduct is not possible,
an illustrated list of reasonable standards is provided. Accordingly,
employment terms or disciplinary actions may result from violation of
Western Wisconsin Workforce Development Board, Inc. standards of
conduct up to and including termination.

Examples (not inclusive):
1) Failure to comply with the guidelines of these Personnel Policies

and other operating policies, procedures, and work rules of the
Western Wisconsin Workforce Development Board, Inc.

2) Substantiated failure to perform according to the position
description and requirements of one's position.

3) Insubordination.

6) Soliciting or receiving subscriptions or contributions for any 
partisan purpose and using Western Wisconsin Workforce
Development Board, Inc. property, materials, supplies, or
equipment in connection with partisan activity or other such acts
during working hours.

7) Referring or selecting participants or vendors based upon political
patronage or affiliation.

D 

20



4) Falsification of employment application or Western Wisconsin
Workforce Development Board, Inc. records.

5) Willful conduct endangering the welfare of a client, the general
public or fellow employee.

6) Absence from duty without notice.

7) Willful damage to Western Wisconsin Workforce Development
Board, Inc. property.

8) Theft of property belonging to The Western Wisconsin Workforce
Development Board, Inc., a job center partner, a client, or a fellow
employee.

9) False claims of salary and/or reimbursement of job expenses.

10) Sexual harassment or any other participation in protected class
status discrimination, retaliation and/or harassment.

11) Behavior or clothing/attire, which is incompatible with one's
position and the professional image of the Western Wisconsin
Workforce Development Board, Inc. 

12) Failure to notify Western Wisconsin Workforce Development
Board, Inc. of lapse/loss of personal vehicle insurance if it is a
condition of employment.

13) Failure to notify Western Wisconsin Workforce Development
Board, Inc. of loss of driving privileges and/or suspension or
revocation of driving privileges if possessing license is a condition
of employment.

14) Any violation of the Code of Ethics, Conflict of Interest, and other
provisions set forth herein.

c. Conflict of In terest
Western Wisconsin Workforce Development Board, Inc. has established
this Conflict of Interest policy for personnel so as to avoid activities that
cause, or tend to cause, conflicts between their personal interests and their
official responsibilities authorized by Western Wisconsin Workforce
Development Board, Inc. The standards set forth in this policy are
intended to guide personnel in recognizing and avoiding situations in
which a conflict of interest would either exist or could likely occur,
whether actual or perceived.

Conflict of Interest forms will be completed by all WWWDB officers
and employees during the orientation process (new members/
employees) and annually.
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1) No employee of Western Wisconsin Workforce Development
Board, Inc. shall engage in any business or transaction or shall have
a financial or other personal interest, direct or indirect, which is
incompatible with the proper discharge of his/her responsibilities or
would tend to impair his/her independence of judgment or action in
the performance of his/her responsibilities. In the event a potential
conflict does arise, its nature and extent must be fully disclosed
immediately to the WDB Executive Director or WDB Board Chair..

2) Conflicts of interest include, but are not limited to the following:

a) Incompatible Employment – No employee shall accept
employment that is inherently incompatible or tends to 
impair his/her independence of judgment or action in the
performance of his/her responsibilities.

b) Disclosure or Use of Information – No employee shall
disclose confidential information concerning the property,
administration or affairs of Western Wisconsin Workforce
Development Board, Inc., nor shall he/she use such
information to advance the financial or other private
interests of himself/herself or others not eligible for such
benefits.

c)

d. Gifts and Gratuities
Employees of Western Wisconsin Workforce Development Board, Inc. are 
prohibited from accepting gifts, money, and/or gratuities from persons
receiving benefits or services from Western Wisconsin Workforce
Development Board, Inc. or its delegate agencies or from persons
performing services under contract to Western Wisconsin Workforce
Development Board, Inc. or otherwise in a position to benefit from an
employee’s action. 

e. Communications Systems
Western Wisconsin Workforce Development Board, Inc. maintains
telephones and other communication systems for business purposes. They
should be available at all times when needed to service our customers,
vendors, and other business entities as we conduct company business.
There may be times when a company communication system, such as
telephones, need to be used for personal reasons. Every employee is

Under Uniform Guidance 200.318 (c) (1), no employee, officer,
or agent may participate in the selection, award, and
administration of a contract supported by a Federal award if he
or she has a real or apparent conflict of interest.
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asked to make prudent use of company communication systems for 
personal reasons. 

All company communication systems such as computer systems, software, 
telephones, copy machines, fax machines, and mail systems are the sole 
property of Western Wisconsin Workforce Development Board, Inc. 
Employees are expected to use the company communication systems for 
business purposes only, except when extenuating circumstances warrant 
otherwise. 

Computer hardware and software may be provided to the employee for 
business use. The company owns and licenses all computer equipment. 
Copying company software is not allowed. The installation of non- 
company owned software is prohibited unless permission has been 
received from the WDB Manager. 

Company communication systems are not totally private and confidential. 
Even though some systems are password protected, it is still possible for 
others to access the systems .Western Wisconsin Workforce Development 
Board, Inc. also prohibits any communication that includes, but is not 
limited to, offensive language, disruptive messages, harassing, insulting, 
or non-business related or time-consuming messages. 

Employees are expected to use caution and discretion so that personal 
correspondence does not appear to be official communications from the 
company. Employees are asked not to use the company's address or 
postage for sending or receiving personal mail or packages, or use 
company stationery, business cards, or office supplies for personal use. 

All questions regarding this policy should be directed to the immediate 
supervisor. 

f. Email and Internet use

1) Policy
The Western Wisconsin Workforce Development Board, Inc.is
committed to providing an environment that encourages the use of 
computers and electronic information as essential tools to support
employer’s business. It is the responsibility of each employee to
ensure that this technology is used for proper business purposes
and in a manner that does not compromise the confidentiality of
proprietary or other sensitive information. This policy
supplements, and should be read in conjunction with, employer
policies regarding “Confidentiality”, “Use of Office Equipment
and Supplies”, and “Use of the Company’s Communications
Systems”.
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2)  Coverage
All users of employer’s computer systems.

3)  Internal Email Procedures
 All email correspondence is the property of employer.
 Employee email communications are not considered

private despite any such designation either by the sender 
or the recipient. 

 Employer reserves the right to monitor its email
system – including an employee’s mailbox – at its 
discretion in the ordinary course of business.  Please 
note that in certain situations, the employer may be 
compelled to access and disclose messages sent over 
its email system. 

 The existence of passwords and “message delete” functions
do not restrict or eliminate the employer’s ability or right to 
access electronic communications. 

 Employees shall not share an email password, provide
email access to an unauthorized user, or access another 
user’s email box without authorization. 

 Offensive, demeaning, or disruptive messages are
prohibited. This includes, but is not limited to, messages 
that are inconsistent with employer’s policies concerning 
“Equal Employment Opportunity” and “Sexual Harassment 
and Other Unlawful Harassment”. 

Any employee who violates this policy shall be subject to 
discipline, up to and including discharge. 

4)  Internet Procedures
 Employer’s network or the connection to a host

LAN/WAN, including its connection to the Internet, is to 
be used for business-related purposes only and not for 
personal use (or primarily for business-related purposes). 
Any unauthorized use of the Internet is strictly prohibited. 
Unauthorized use includes, but is not limited to: 
connecting, posting, or downloading pornographic 
material; engaging in computer “hacking” and other 
related activities; attempting to disable or compromise the 
security of information contained on the employer’s 
computers (or otherwise using the employer’s computers 
for personal use). 

 Internet messages should be treated as non-confidential.
Anything sent through the Internet passes through a number 
of different computer systems, all with different levels of 
security. 
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The confidentiality of messages may be compromised at any 
point along the way, unless the messages are encrypted. 

 Because postings placed on the Internet may display the
employer’s address, make certain before posting
information on the Internet that the information reflects
the standards and policies of the employer. Under no
circumstances shall information of a confidential, 
sensitive, or otherwise proprietary nature be placed on
the Internet.

g. Alcohol and Controlled Substances Abuse 
It has been established that the use of alcohol and controlled substances
(drugs) can constitute a real threat to those who abuse these substances
and those who work with such individuals.

Because of the possible effects to the individual, other employees, and the
company, it is the policy of Western Wisconsin Workforce Development
Board, Inc. to maintain a workplace that is free from the affects of illegal
drugs and the misuse of alcohol. The company will not tolerate or
condone alcohol misuse or substance abuse.

It is the policy of this company that employees who engage in the sale of,
possess, transfer or offer to buy or sell illegal drugs or controlled
substances; use alcohol or illegal drugs during working hours; or abuse
prescribed drugs will be subject to disciplinary action, up to and including
termination of employment.

Under no circumstances is an employee of Western Wisconsin Workforce
Development Board, Inc. to report to work, drive a company-owned
vehicle or operate company equipment when the employee is in an
impaired condition.

Supervisors and employees should report any action by an employee who
demonstrates an unusual behavior pattern to their immediate supervisor -
Upon consultation with a member of the management team, a
determination as to whether the employee should be examined by a
physician and/or tested for drugs and alcohol will be made.

The Western Wisconsin Workforce Development Board, Inc. formal
policy on Alcohol and Controlled Substance Abuse can be found in
Attachment D in this handbook. Employees are expected to read the
policy and are encouraged to direct any questions to their supervisor.

Our company also has an Employee Assistance Program (EAP) that is
available to employees on a confidential basis at any time. (Also refer to
the Employee Assistance Program in Section V.) 
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VII. CONCLUSION
While the company firmly believes in the policies, practices, and benefits as described,
they are subject to addition, modification, or termination at any time. Please see the
supervisor and/or the Chair of the Board with any questions have about The Western
Wisconsin Workforce Development Board, Inc. 

VIII. PERSONNEL POLICIES ACKNOWLEDGMENT

I understand that I have no contract of employment with Western Wisconsin Workforce
Development Board, Inc. and that I may be discharged at any time without notice, for any
reason provided that the discharge is not based on unlawful discrimination and is not
otherwise illegal. This means that I am considered an "at-will" employee.

I have received a copy of the organization's Personnel Policies and I have read them. I
understand that they do not create a contract of employment nor does my compliance
with the Personnel Policies or the Personnel Policies themselves guarantee me
employment with the organization for any definite length of time. I understand that
employment with Western Wisconsin Workforce Development Board, Inc.is considered
"at-will" employment.

I understand that as an employee of this organization, I may resign at any time without
notice, although prior notice to the organization is encouraged.

I understand that only the Chair of the Western Wisconsin Workforce Development
Board, Inc. with the approval of the Board of Directors, has any authority to promise me
employment for any definite length of time and that such promise is valid only if made in
writing and signed by both parties.

Signature of Employee 

Date 
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ATTACHMENT A 

Workforce Connections, Inc., Inc. 
EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION 

Section I – Policy Statement 
It is the policy of Western Wisconsin Workforce Development Board, Inc. not to discriminate 
against any employee or any applicant for employment because of age, race, religion, color, 
handicap, sex, physical condition, developmental disability, sexual orientation or national origin. 
This policy shall include, but not be limited to, the following:  recruitment and employment, 
promotion, demotion, transfer, compensation, selection for training including apprenticeship, 
layoff and termination.  Except with respect to sexual orientation, this company further agrees to 
take affirmative action to ensure equal employment opportunities. 

Beginning in July1, 2014 the WDB Executive Director has been appointed the Equal 
Employment Opportunity Officer and is responsible for planning and implementing our 
affirmative action program as well as for its day-to-day monitoring of affirmative action 
related decisions and activities.  All personnel who are responsible for hiring and promoting 
employees and for the development and implementation of programs or activities are charged 
to support this program. Employees shall provide leadership in implementing affirmative 
action goals and initiatives. 
During the life of the contract with the State of Wisconsin, The Western Wisconsin Workforce 
Development Board, Inc. shall comply with s.16.765 Wis. Stats., State regulations and federal 
laws relating to equal employment opportunities and affirmative action.  The company shall 
continue to work cooperatively with government and community organizations to take 
affirmative action to ensure equal employment and advancement opportunities. 

Western Wisconsin Workforce Development Board, Inc. program goals will include, but are not 
limited to: 

  Continue to review job descriptions to ensure that they reflect actual job duties with
reasonable work-related requirements for employment. 

  Restructuring jobs, where possible, to encourage appointing trainees.
  Continue to broaden recruitment notices to include community organizations likely to

refer women, minorities, and individuals with disabilities.
  Continue to advertise position vacancies in minority media.
  Continue to have interview teams for all positions using only job-related questions.
  Continue to develop work schedules where feasible, which include part-time employment

opportunities, to encourage the employment of persons for whom full-time employment
is difficult.

  Identifying other means to strengthen its recruitment and retention of women, minorities,
and individuals with disabilities.

  Conducting on-site training on affirmative action issues and initiatives.
  Committing to recruit and appoint women, minorities, and individuals with disabilities

for vacancies in the same percentages, as they are available in the labor market when the
corporation has turnover or a need to expand its workforce.

Western Wisconsin Workforce Development Board, Inc. will disseminate its plan in the 
following manner: 
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 Equal opportunity and affirmative action issues frequently appear on the agendas of
executive and staff meetings. The Plan must specify the frequency of these meetings and 
with whom they occur. At least quarterly, the EEO/AA Officer will discuss affirmative 
action and equal opportunity at both the management team level (Management Team 
which includes all Directors and Managers) as well as the field staff level including 
Professional and Technical staff. 

 All solicitations or advertisements for employment must include the statement
comparable to “an equal employment opportunity employer functioning under and 
Affirmative Action Plan”. The organization should provide at least one copy of an 
advertisement for employment, or if one is unavailable, state why. 

 All employees must have access to the Affirmative Action Plan for review. The Plan
must specify the procedure for employees who wish to review the Plan. All Western 
Wisconsin Workforce Development Board, Inc. staff has access to the Plan via corporate 
server resources. The electronic copy is available to all staff at all times. 

 Any complaints regarding the Affirmative Action Plan may be filed with the State Equal
Rights Office or with the Wisconsin Office of Contract Compliance. Western Wisconsin 
Workforce Development Board, Inc.is aware that any complaints regarding Affirmative 
Action may be filed with the Equal Rights Office. 

Internal monitoring will be completed by the WDB Executive Director or an appointee at least 
annually. Results will be shared with the Board Chair and appropriate director or managerial 
staff. Western Wisconsin Workforce Development Board, Inc.is diligent with its hiring process 
and practice to ensure compliance with all issues associated with the workforce. Any deviation 
from the compliance will be addressed with the appropriate individual(s) in the organization. 
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ATTACHMENT B 

Western Wisconsin Workforce Development Board, Inc. 
EXPLANATION OF BENEFITS* 

(*These benefits and procedures are subject to change at the sole discretion 
of the Western Wisconsin Workforce Development Board, Inc.) 

INDIVIDUAL AND/OR GROUP INSURANCE COVERAGES 
Individual and/or group coverages provided in whole or part by Western Wisconsin Workforce 
Development Board, Inc. for regular employees is health, life, and dental insurance.  An 
employee's participation in each of these coverages is optional. 

 Health – The Western Wisconsin Development Board, Inc. provides the option to all
employees to enroll in an individual health insurance program.  The WDB will pay 80% of
approved health insurance premiums.  The 20% employee share will be paid through a Section
125 pre-tax deduction. Employer contributions for health insurance will be taxable to the
employee per IRS rules and regulations.  The WDB Executive Director and/or the Chair of the
Board (or designee) will be available to discuss health insurance options with employees at the
time of eligibility.  Employee participation in the employer sponsored insurance plan is
voluntary.

For employees who reach the age of 65, enrollment in Medicare is suggested. The WDB will
reimburse the employee 80% per month up to $1,000 toward the supplemental Medicare
payments.

 Life – Western Wisconsin Workforce Development Board, Inc. will pay 100% of Group Life
Insurance premiums up to $50,000 and up to $2,000 for dependent and up to $5,000 for 
spousal coverage.  Group life insurance is provided at twice the employee's gross annual 
salary or wages updated annually, rounded up to the nearest thousand to a maximum of 
$75,000.  The maximum amount allowable to staff over the age of 65 is $7,500.  Premiums in 
excess of $50,000 for the employee and $2,000 for dependent/spousal coverage are taxable to 
the employee. 

 Dental – Western Wisconsin Workforce Development Board, Inc. will pay 80% of the
premium/month for Employee, Limited Family or Family coverage for group dental 
insurance.  Any amount in excess of Western Wisconsin Workforce Development Board, 
Inc. contribution is the responsibility of the employee and will be deducted through Section 
125 payroll withholding, unless Section 125 insurance premium withholdings are waived. 

Dental insurance benefits shall be prorated for regular full-time employees assigned to a 
regular work schedule of less than 40 hours per week. 

Employees who elect not to participate in one of the group coverages are not entitled to use 
the corporate contribution for the coverage not elected toward any other coverage. 

Should the insurance carrier not medically underwrite an employee, Western Wisconsin 
Workforce Development Board, Inc. will reimburse the employee the cost of coverage 
obtained elsewhere by the employee.  The employee must provide documentation of the cost 
of the alternate coverage.  The reimbursement will not exceed the monthly amount allowed 
by Western Wisconsin Workforce Development Board, Inc. for insurance coverage to other 
employees. 
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SECTION 125 (CAFETERIA) PLAN 
Western Wisconsin Workforce Development Board, Inc. has an IRS Section 125 (cafeteria) plan 
in place that allows participating employees to set aside pre-tax wages for certain IRS prescribed 
benefits such as health/dental insurance premiums, medical reimbursements, and dependent care 
reimbursements. Participation in the plan must continue through the calendar year as identified 
in the enrollment agreement. Unused portions of the pre-tax dollars at year-end return to 
Western Wisconsin Workforce Development Board, Inc. 

An employee is eligible to join the Plan once they have been designated as an employee who is 
expected to work 30 hours or more per week, more than 1,000 hours per year, and has completed 
two months of continuous employment. Employees are eligible at the same time they are 
eligible for group insurance benefits. 

PENSION 
Individual Retirement Account Western Wisconsin Workforce Development Board, Inc. will 
contribute 5% of each employee's gross salary or wages to an Individual Retirement Account 
(IRA) Employees must have completed six (6) months of continuous employment and be at 
least 21 years of age to participate. 

An employee may elect to contribute additional amounts to the IRA through payroll deductions. 
Employees are solely responsible for assuring additional contributions do not exceed limits 
established by the IRS. 

Please contact WDB Executive Director for further information. Changes in payroll 
deductions are allowed only once per calendar year. Additional information on provisions 
of the program is available through the plan administrator. 

DISABILITY 
Western Wisconsin Workforce Development Board, Inc. will provide a short and long-term 
disability program to employees who have met the eligibility criteria. Regular full-time 
employees with 12 months of consecutive service are eligible for short and long-term disability 
leave effective the first of the month following completion of 12 months of consecutive service. 
If FMLA applies, employees must also be eligible for FMLA at the time of the qualifying injury 
or illness. Disability leave will be provided with a signed physician’s statement attesting to the 
work disabling condition specifying nature of the disability and work prohibitions including 
duration of those work prohibitions. Employees may be requested, at Western Wisconsin 
Workforce Development Board, Inc. expense, to obtain a second opinion at the discretion of the 
WDB Manager 

Western Wisconsin Workforce Development Board, Inc. will provide two levels of disability 
coverage, based upon the extent and duration of the work prohibiting condition, after five (5) 
qualifying workdays. 
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For employees having taken approved disability leave, the benefit will be fully reinstated upon 
the employee’s return to serve for six (6) consecutive months; meaning the employee has been in 
continuous work status for six (6) months and has not been receiving disability leave or worker’s 
compensation benefits. 

Short-Term Program (maximum of 12 weeks) 
 Qualifying Period – 5 working days (1 week)
  Maximum Benefit Duration – 85 days (11 weeks)
  Monthly Benefit 

  Weeks 2 through 6 – 100% of earnings (5 weeks) 
  Weeks 7 through 9 – 80% of earnings (3 weeks) 
  Weeks 10 through 12 – 60% of earnings (3 weeks) 

All other forms of paid leave shall be suspended while an employee is on short-term disability 
leave. All other Western Wisconsin Workforce Development Board, Inc. benefits, including 
pension and insurance, remain in effect until such time as the employee is released from 
employment. 

Disability leave does not accrue to the employee’s benefit in that upon separation from Western 
Wisconsin Workforce Development Board, Inc.., employees are not entitled to short-term 
disability leave payment benefits after separation. 

Long-Term Program 
  Elimination Period – 90 days 
  Benefit Duration – to age 67 
 Monthly Benefit – 60% of monthly earnings to a maximum of $5,000 per month

Long-term disability is available to all regular employees who work 30 hours or more per week 
in accordance with insurance provider requirements. 

Long-term benefits can be continued after separation as long as the benefit began prior to 
separation and as long as the policy remains in force. 

EMPLOYEE ASSISTANCE PROGRAM 
EAP services are available through Mayo Clinic Health System, La Crosse, Franciscan Health 
Care for staff members with less than one year of service with the corporation. The 
corporation’s long-term disability insurance carrier provides EAP services at the time an 
individual is eligible for the disability program. 
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ATTACHMENT C 

Workforce Connections, Inc., Inc. 
DRUG AND ALCOHOL POLICY 

Philosophy 
Western Wisconsin Workforce Development Board, Inc. believes in and is committed to 
providing a safe working environment that is free from the harmful affects of alcohol and illegal 
drugs or other controlled substances. 

Guidelines 
This policy applies to anyone who works for our company in any capacity.  Compliance with this 
policy is required as a condition of employment or continued employment with the company. 
An employee violating this policy will be subject to disciplinary action, up to and including 
termination. 

Purpose 
The purpose of this policy is to outline company standards on the use, possession, or sale of 
prescription and non-prescription drugs, alcohol, or other controlled substances.  This policy is 
meant to ensure a safe working environment and protect both employees and the company's 
assets from damage or injury caused by an employee under the influence of drugs and/or alcohol. 

Prohibited Conduct 
Employee use, possession, sale, distribution, or reporting to work under the influence of drugs or 
alcohol will not be tolerated. 

The use, possession, sale, or distribution of illegal substances off the job is prohibited when the 
use adversely affects the employee’s on-the-job ability to do his/her job or affects the company's 
reputation, products, or services. 

The use of authorized prescription medications that may affect an employee’s behavior, 
performance, or ability to do his/her job must be reported to their supervisor prior to the 
employee starting the workday. 

Testing 
Western Wisconsin Workforce Development Board, Inc. reserves the right to test for violations 
of this policy as follows: 

1. When an employee is injured as a result of an on-the-job accident and requires medical
treatment or is involved in an accident, which results in injury to another individual or
damage to company property, the employee may be required to submit to a test to screen
for alcohol and/or drugs.

2. Where the company has reasonable cause to believe that an employee is under the
influence of drugs, prescribed medicine, or alcohol, the employee may be required to
submit to a screening for alcohol and drugs.
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3. Transportation to and from the testing facility will be provided by the company. Only
qualified medical/laboratory personnel will administer drug tests. All positive tests will
undergo a second confirmation test. All test results, as well as the reason for the testing,
will be treated as confidential information. Results will be shared on an absolute need- 
to-know basis only.

4. An employee who refuses to take a test for the presence of drugs, alcohol, or prescribed
medication or refuses to cooperate in a company investigation involving drugs and
alcohol will face discipline, up to and including termination.

Rehabilitation 
Western Wisconsin Workforce Development Board, Inc. has an Employee Assistance Program 
that is available to eligible employees on a confidential basis at any time. Employees are 
encouraged to review the Employee Assistance Program that can be found in Section V. 
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ATTACHMENT D 

Western Wisconsin Workforce Development Board, Inc. 
TRAVEL AND REIMBURSEMENT GUIDELINES 

TRAVEL 
All staff travel requiring overnight accommodations must have prior written approval through 
Western Wisconsin Workforce Development Board, Inc. purchase request processes. 

Per diem reimbursements are not used. 

An advance of up to 80% of projected overnight travel expenses may be requested.  At the 
completion of the travel, actual expenses must be reported and the employee will be reimbursed 
for the balance of allowable, necessary, and reasonable expenses.  In the event that the advance 
exceeds the actual expenses, the difference will either be deducted from the employee’s next 
expense check, or repaid by the employee. 

Each employee will complete the expense voucher on a daily basis in accordance with direct 
allocation to the appropriate cost category.  (Travel costs must correspond to time allocations.) 

Mileage will be paid for business use of privately owned vehicles only from and to the 
employee’s assigned office or from and to employee residence, whichever is shorter. 

For trips in excess of 200 miles roundtrip and within a two day period, a rental vehicle may be 
used, if available in the area.  Rental vehicles are not required for office to office travel.  Except 
in the case of an emergency, prior approval through the purchasing process is required to rent 
an auto under a Western Wisconsin Workforce Development Board, Inc. corporate account. 
Such rentals will be directly billed to Western Wisconsin Workforce Development Board, Inc. 
Associated costs (i.e., gas) will be reimbursed if properly documented on the expense voucher. 

Only the person driving may be reimbursed for mileage/gas expenses. 

The cost of meals will only be reimbursed when an employee is in travel status on official 
business out of the headquartered office, overnight, and the cost meets the definition of an IRS 
non-taxable meal. 

Expense and reimbursement policies also apply to the Board of Directors and Local Elected 
Officials when on official Western Wisconsin Workforce Development Board, Inc. business. 

Transportation expenses not reimbursable include: 
a. Repairs and maintenance;
b. Towing; and
c. Traffic citations or parking tickets.

Reimbursement will be based upon properly signed expense vouchers with necessary 
documentation.  Receipts must be attached to the expense voucher for lodging, common carrier 
transportation, and IRS non-taxable meals or such costs will not be reimbursed.  All costs must 

34



be reasonable. A rule of thumb for IRS non-taxable meal allowance is meals are either associated 
with overnight travel or inseparable from meeting costs. Receipts for business guest expenses are 
also required along with a signed statement on nature of business conducted and the names of 
persons present. 

Tips not exceeding 15% of the meal reimbursement and applicable taxes will be reimbursed in 
addition to the above. 

Costs incurred for alcoholic beverages or recreational activities are not reimbursable. 

The expense voucher will be totaled, signed by the employee, and submitted to the immediate 
supervisor with the supporting documentation attached. 

Incomplete expense vouchers will be returned to the employee and late expense vouchers will 
result in delay of reimbursement. 

The immediate supervisor will verify the expense voucher and calculate the amount of the total 
expense reimbursement. Western Wisconsin Workforce Development Board, Inc. mileage 
reimbursement rate is the IRS allowable reimbursement rate. 

The supervisor shall approve all expense vouchers. The Chairperson of the Board or his/her 
designee will approve the WDB Executive Director voucher as immediate supervisor. The 
fiscal agent to will attest to the reimbursement being allowable and funds available for the 
reimbursement. 

DRIVER'S RESPONSIBILITY DURING TRAVEL 
It is the responsibility of each driver to: 

 Obey all traffic rules and regulations;
 Not engage in texting or using email while driving,
 Using a cell phone only if hands free option(s) are available.
 No smoking or using tobacco products in vehicles.
 Keep the car locked when not in use; and
  Refuel the vehicle.

Traffic citations and parking tickets are the operator's responsibility and are not allowable, 
reimbursable expenses. 

Drivers and passengers are required to wear seat belts. 
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CREDIT CARDS – Corporate Credit Card 
Western Wisconsin Workforce Development Board, Inc. has a corporate credit card in the name 
of the corporation. Each card will have the name of the authorized employee along with the 
corporation name. If questions or liability issues arise, the liability order is authorized employee, 
corporation and then finally Chair of the Board. The corporate credit card is not to be used to 
circumvent the purchasing system, but to enhance the efficiencies of making purchases, 
particularly for travel costs or other procurements when credit card use can be more efficient. 

All charge slips with accompanying explanations of need for expense must be submitted to the 
fiscal agent for attachment to the invoice from the credit card company. All charges will be 
reviewed by the fiscal agent for verification that the expenses are budgeted, allowable, and 
necessary. The fiscal agent will reconcile the credit card invoice with expense reimbursements 
claimed to prevent duplicate payment. The credit card obligation is then reviewed and paid. 

In the event that the card is lost or stolen, it is the responsibility of the WDB Executive 
Director to immediately notify the fiscal agent. The WDB Executive Director will contact 
the credit card company and report the incident and claim no responsibility for unauthorized 
use of the card. 
In the event of employee termination, it is the responsibility of WDB Chair during the exit 
interview to obtain the corporate credit card and return to the corporation. 

CELL PHONES 
Cell phones are assigned to Western Wisconsin Workforce Development Board, Inc. staff based 
upon their position, responsibility, and/or project assigned within the organization. Use of the 
cell phones is strictly limited to corporate business. 

Western Wisconsin Workforce Development Board, Inc. staff is responsible for 
reporting problems associated with the cell phone for repair and/or service to the WDB 
Executive Director. 

In the event the cell phone is lost or stolen, it is the responsibility of the staff person 
authorized to use the cell phone to immediately notify the WDB Executive Director who will 
contact the carrier to report the incident and remove Western Wisconsin Workforce 
Development Board, Inc. responsibility from unauthorized use of the cell phone. Any 
unauthorized use or abuse of the cell phone is the personal responsibility of the staff person 
assigned. 

COMPENSATION AND EVALUATION
Compensation will be based on funding available and job descriptions/functions. All compensation will be 
verified on approved Wage Authorization forms that will be kept in employee personnel files. 

Bonuses: In lieu of annual increases due to continually declining funding levels, the WWWDB can award 
bonuses to WWWDB staff. Bonuses will be in an amount fully supported by the approved budget and will be 
approved by the Board. Any bonuses given will be directly tied to employee goals and performance evaluation. 
After formal performance evaluation, Board officers will make a recommendation for bonuses to be distributed, 
if applicable. 

Evaluation: All employees of the WWWDB will be formally evaluated after the first 6 months of employment 
and at least annually thereafter. The Director will be evaluated by the WWWDB Chair and members of the 
Executive Committee, using a formal instrument designed to ascertain performance against the priorities of the 
WWWDB and to set goals for continued forward progress. WWWDB employees will be evaluated by the 
Director, also using a formal instrument based on job duties. Unsatisfactory performance evaluations will 
require a corrective action plan with a timeframe specified to progress to satisfactory performance. Repeated 
failure to correct previously identified issues may lead to additional consequences up to and including 
termination. Employees will do a self-assessment and have the right to respond to the evaluations if they 
disagree with the contents.  All evaluations will be reviewed and approved by the Executive Committee and 
ratified by the full Board. Evaluations, self-evaluations, and responses will be kept confidentially in personnel 
files. WWWDB and its officers and staff are prohibited from retaliation against staff who express disagreement 
with evaluation results. All wage increases and bonuses will be tied directly to the evaluations. 
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ATTACHMENT A 

Workforce Connections, Inc., Inc. 
EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION 

Section I – Policy Statement 
It is the policy of Western Wisconsin Workforce Development Board, Inc. not to discriminate 
against any employee or any applicant for employment because of age, race, religion, color, 
handicap, sex, physical condition, developmental disability, sexual orientation or national origin. 
This policy shall include, but not be limited to, the following:  recruitment and employment, 
promotion, demotion, transfer, compensation, selection for training including apprenticeship, 
layoff and termination.  Except with respect to sexual orientation, this company further agrees to 
take affirmative action to ensure equal employment opportunities. 

Beginning in July1, 2014 the WDB Manager has been appointed the Equal Employment 
Opportunity Officer and is responsible for planning and implementing our affirmative action 
program as well as for its day-to-day monitoring of affirmative action related decisions and 
activities. All personnel who are responsible for hiring and promoting employees and for the 
development and implementation of programs or activities are charged to support this program. 
Employees shall provide leadership in implementing affirmative action goals and initiatives. 

During the life of the contract with the State of Wisconsin, The Western Wisconsin Workforce 
Development Board, Inc. shall comply with s.16.765 Wis. Stats., State regulations and federal 
laws relating to equal employment opportunities and affirmative action. The company shall 
continue to work cooperatively with government and community organizations to take 
affirmative action to ensure equal employment and advancement opportunities. 

Western Wisconsin Workforce Development Board, Inc. program goals will include, but are not 
limited to: 

• Continue to review job descriptions to ensure that they reflect actual job duties with
reasonable work-related requirements for employment. 

• Restructuring jobs, where possible, to encourage appointing trainees.
• Continue to broaden recruitment notices to include community organizations likely to

refer women, minorities, and individuals with disabilities.
• Continue to advertise position vacancies in minority media.
• Continue to have interview teams for all positions using only job-related questions.
• Continue to develop work schedules where feasible, which include part-time employment

opportunities, to encourage the employment of persons for whom full-time employment
is difficult.

• Identifying other means to strengthen its recruitment and retention of women, minorities,
and individuals with disabilities.

• Conducting on-site training on affirmative action issues and initiatives.
• Committing to recruit and appoint women, minorities, and individuals with disabilities

for vacancies in the same percentages, as they are available in the labor market when the
corporation has turnover or a need to expand its workforce.

Western Wisconsin Workforce Development Board, Inc. will disseminate its plan in the 
following manner: 



 

 
 
 
 

• Equal opportunity and affirmative action issues frequently appear on the agendas of 
executive and staff meetings. The Plan must specify the frequency of these meetings and 
with whom they occur. At least quarterly, the EEO/AA Officer will discuss affirmative 
action and equal opportunity at both the management team level (Management Team 
which includes all Directors and Managers) as well as the field staff level including 
Professional and Technical staff. 

• All solicitations or advertisements for employment must include the statement 
comparable to “an equal employment opportunity employer functioning under and 
Affirmative Action Plan”. The organization should provide at least one copy of an 
advertisement for employment, or if one is unavailable, state why. 

• All employees must have access to the Affirmative Action Plan for review. The Plan 
must specify the procedure for employees who wish to review the Plan. All Western 
Wisconsin Workforce Development Board, Inc. staff has access to the Plan via corporate 
server resources. The electronic copy is available to all staff at all times. 

• Any complaints regarding the Affirmative Action Plan may be filed with the State Equal 
Rights Office or with the Wisconsin Office of Contract Compliance. Western Wisconsin 
Workforce Development Board, Inc.is aware that any complaints regarding Affirmative 
Action may be filed with the Equal Rights Office. 

 
Internal monitoring will be completed by the WDB Manager or an appointee at least annually. 
Results will be shared with the Board Chair and appropriate director or managerial staff. 
Western Wisconsin Workforce Development Board, Inc.is diligent with its hiring process and 
practice to ensure compliance with all issues associated with the workforce. Any deviation from 
the compliance will be addressed with the appropriate individual(s) in the organization. 



 

 
 
 
 

ATTACHMENT B 

Western Wisconsin Workforce Development Board, Inc. 
EXPLANATION OF BENEFITS* 

(*These benefits and procedures are subject to change at the sole discretion 
of the Western Wisconsin Workforce Development Board, Inc.) 

 
INDIVIDUAL AND/OR GROUP INSURANCE COVERAGES 
Individual and/or group coverages provided in whole or part by Western Wisconsin Workforce 
Development Board, Inc. for regular employees is health, life, and dental insurance.  An 
employee's participation in each of these coverages is optional. 

 
• Health – The Western Wisconsin Development Board, Inc. provides the option to all 

employees to enroll in an individual health insurance program.  The WDB will pay $1,000  
per month towards health insurance premiums.  Employer contributions for health insurance 
will be taxable to the employee per IRS rules and regulations.  The WDB Manager and/or the 
Chair of the Board (or designee) will be available to discuss health insurance options with 
employees at the time of eligibility.  Employee must enroll in a health insurance option 
offered through the WDB to be eligible for the $1000 month contribution. The WDB will pay 
80% per month, up to $1000, toward health insurance premiums. 

 
• Life – Western Wisconsin Workforce Development Board, Inc. will pay 100% of Group Life 

Insurance premiums up to $50,000 and up to $2,000 for dependent and up to $5,000 for 
spousal coverage.  Group life insurance is provided at twice the employee's gross annual 
salary or wages updated annually, rounded up to the nearest thousand to a maximum of 
$75,000. The maximum amount allowable to staff over the age of 65 is $7,500. Premiums in 
excess of $50,000 for the employee and $2,000 for dependent/spousal coverage are taxable to 
the employee. 

 
• Dental – Western Wisconsin Workforce Development Board, Inc. will pay 80% of the 

premium/month for Employee, Limited Family or Family coverage for group dental 
insurance.  Any amount in excess of Western Wisconsin Workforce Development Board, 
Inc. contribution is the responsibility of the employee and will be deducted through Section 
125 payroll withholding, unless Section 125 insurance premium withholdings are waived. 

 
Dental insurance benefits shall be prorated for regular full-time employees assigned to a 
regular work schedule of less than 40 hours per week. 

 
Employees who elect not to participate in one of the group coverages are not entitled to use 
the corporate contribution for the coverage not elected toward any other coverage. 

 
Should the insurance carrier not medically underwrite an employee, Western Wisconsin 
Workforce Development Board, Inc. will reimburse the employee the cost of coverage 
obtained elsewhere by the employee.  The employee must provide documentation of the cost 
of the alternate coverage.  The reimbursement will not exceed the monthly amount allowed 
by Western Wisconsin Workforce Development Board, Inc. for insurance coverage to other 
employees. 



SECTION 125 (CAFETERIA) PLAN 
Western Wisconsin Workforce Development Board, Inc. has an IRS Section 125 (cafeteria) plan 
in place that allows participating employees to set aside pre-tax wages for certain IRS prescribed 
benefits such as health/dental insurance premiums, medical reimbursements, and dependent care 
reimbursements. Participation in the plan must continue through the calendar year as identified in 
the enrollment agreement. Unused portions of the pre-tax dollars at year-end return to     
Western Wisconsin Workforce Development Board, Inc. 

An employee is eligible to join the Plan once they have been designated as an employee who is 
expected to work 30 hours or more per week, more than 1,000 hours per year, and has completed 
two months of continuous employment. Employees are eligible at the same time they are   
eligible for group insurance benefits. 

PENSION 
Individual Retirement Account Western Wisconsin Workforce Development Board, Inc. will 
contribute 5% of each employee's gross salary or wages to an Individual Retirement Account 
(IRA) Employees must have completed six (6) months of continuous employment and be at 
least 21 years of age to participate. 

An employee may elect to contribute additional amounts to the IRA through payroll deductions. 
Employees are solely responsible for assuring additional contributions do not exceed limits 
established by the IRS. 

Please contact WDB Manager for further information. Changes in payroll deductions are 
allowed only once per calendar year. Additional information on provisions of the program is 
available through the plan administrator. 

DISABILITY 
Western Wisconsin Workforce Development Board, Inc. will provide a short and long-term 
disability program to employees who have met the eligibility criteria. Regular full-time 
employees with 12 months of consecutive service are eligible for short and long-term disability 
leave effective the first of the month following completion of 12 months of consecutive service. 
If FMLA applies, employees must also be eligible for FMLA at the time of the qualifying injury 
or illness. Disability leave will be provided with a signed physician’s statement attesting to the 
work disabling condition specifying nature of the disability and work prohibitions including 
duration of those work prohibitions. Employees may be requested, at Western Wisconsin 
Workforce Development Board, Inc. expense, to obtain a second opinion at the discretion of the 
WDB Manager 

Western Wisconsin Workforce Development Board, Inc. will provide two levels of disability 
coverage, based upon the extent and duration of the work prohibiting condition, after five (5) 
qualifying workdays. 



For employees having taken approved disability leave, the benefit will be fully reinstated upon 
the employee’s return to serve for six (6) consecutive months; meaning the employee has been in 
continuous work status for six (6) months and has not been receiving disability leave or worker’s 
compensation benefits. 

Short-Term Program (maximum of 12 weeks) 
• Qualifying Period – 5 working days (1 week)
• Maximum Benefit Duration – 85 days (11 weeks)
• Monthly Benefit

 Weeks 2 through 6 – 100% of earnings (5 weeks) 
 Weeks 7 through 9 – 80% of earnings (3 weeks) 
 Weeks 10 through 12 – 60% of earnings (3 weeks) 

All other forms of paid leave shall be suspended while an employee is on short-term disability 
leave. All other Western Wisconsin Workforce Development Board, Inc. benefits, including 
pension and insurance, remain in effect until such time as the employee is released from 
employment. 

Disability leave does not accrue to the employee’s benefit in that upon separation from Western 
Wisconsin Workforce Development Board, Inc.., employees are not entitled to short-term 
disability leave payment benefits after separation. 

Long-Term Program 
• Elimination Period – 90 days
• Benefit Duration – to age 67
• Monthly Benefit – 60% of monthly earnings to a maximum of $5,000 per month

Long-term disability is available to all regular employees who work 30 hours or more per week 
in accordance with insurance provider requirements. 

Long-term benefits can be continued after separation as long as the benefit began prior to 
separation and as long as the policy remains in force. 

EMPLOYEE ASSISTANCE PROGRAM 
EAP services are available through Mayo Clinic Health System, La Crosse, Franciscan Health 
Care for staff members with less than one year of service with the corporation. The 
corporation’s long-term disability insurance carrier provides EAP services at the time an 
individual is eligible for the disability program. 



ATTACHMENT C 

Workforce Connections, Inc., Inc. 
DRUG AND ALCOHOL POLICY 

Philosophy 
Western Wisconsin Workforce Development Board, Inc. believes in and is committed to 
providing a safe working environment that is free from the harmful affects of alcohol and illegal 
drugs or other controlled substances. 

Guidelines 
This policy applies to anyone who works for our company in any capacity. Compliance with this 
policy is required as a condition of employment or continued employment with the company. 
An employee violating this policy will be subject to disciplinary action, up to and including 
termination. 

Purpose 
The purpose of this policy is to outline company standards on the use, possession, or sale of 
prescription and non-prescription drugs, alcohol, or other controlled substances. This policy is 
meant to ensure a safe working environment and protect both employees and the company's assets 
from damage or injury caused by an employee under the influence of drugs and/or alcohol. 

Prohibited Conduct 
Employee use, possession, sale, distribution, or reporting to work under the influence of drugs or 
alcohol will not be tolerated. 

The use, possession, sale, or distribution of illegal substances off the job is prohibited when the 
use adversely affects the employee’s on-the-job ability to do his/her job or affects the company's 
reputation, products, or services. 

The use of authorized prescription medications that may affect an employee’s behavior, 
performance, or ability to do his/her job must be reported to their supervisor prior to the 
employee starting the workday. 

Testing 
Western Wisconsin Workforce Development Board, Inc. reserves the right to test for violations 
of this policy as follows: 

1. When an employee is injured as a result of an on-the-job accident and requires medical
treatment or is involved in an accident, which results in injury to another individual or
damage to company property, the employee may be required to submit to a test to screen
for alcohol and/or drugs.

2. Where the company has reasonable cause to believe that an employee is under the
influence of drugs, prescribed medicine, or alcohol, the employee may be required to
submit to a screening for alcohol and drugs.



3. Transportation to and from the testing facility will be provided by the company. Only
qualified medical/laboratory personnel will administer drug tests. All positive tests will
undergo a second confirmation test. All test results, as well as the reason for the testing,
will be treated as confidential information. Results will be shared on an absolute need-
to-know basis only.

4. An employee who refuses to take a test for the presence of drugs, alcohol, or prescribed
medication or refuses to cooperate in a company investigation involving drugs and
alcohol will face discipline, up to and including termination.

Rehabilitation 
Western Wisconsin Workforce Development Board, Inc. has an Employee Assistance Program 
that is available to eligible employees on a confidential basis at any time. Employees are 
encouraged to review the Employee Assistance Program that can be found in Section V. 



ATTACHMENT D 

Western Wisconsin Workforce Development Board, Inc. 
TRAVEL AND REIMBURSEMENT GUIDELINES 

TRAVEL 
All staff travel requiring overnight accommodations must have prior written approval through 
Western Wisconsin Workforce Development Board, Inc. purchase request processes. 

Per diem reimbursements are not used. 

An advance of up to 80% of projected overnight travel expenses may be requested.  At the 
completion of the travel, actual expenses must be reported and the employee will be reimbursed 
for the balance of allowable, necessary, and reasonable expenses.  In the event that the advance 
exceeds the actual expenses, the difference will either be deducted from the employee’s next 
expense check, or repaid by the employee. 

Each employee will complete the expense voucher on a daily basis in accordance with direct 
allocation to the appropriate cost category.  (Travel costs must correspond to time allocations.) 

Mileage will be paid for business use of privately owned vehicles only from and to the 
employee’s assigned office or from and to employee residence, whichever is shorter. 

For trips in excess of 200 miles roundtrip and within a two day period, a rental vehicle will be 
used, if available in the area.  Rental vehicles are not required for office to office travel.  Except 
in the case of an emergency, prior approval through the purchasing process is required to rent an 
auto under a Western Wisconsin Workforce Development Board, Inc. corporate account. Such 
rentals will be directly billed to Western Wisconsin Workforce Development Board, Inc. 
Associated costs (i.e., gas) will be reimbursed if properly documented on the expense voucher. 

Only the person driving may be reimbursed for mileage/gas expenses. 

The cost of meals will only be reimbursed when an employee is in travel status on official 
business out of the headquartered office, overnight, and the cost meets the definition of an IRS 
non-taxable meal. 

Expense and reimbursement policies also apply to the Board of Directors and Local Elected 
Officials when on official Western Wisconsin Workforce Development Board, Inc. business. 

Transportation expenses not reimbursable include: 
a. Repairs and maintenance;
b. Towing; and
c. Traffic citations or parking tickets.

Reimbursement will be based upon properly signed expense vouchers with necessary 
documentation.  Receipts must be attached to the expense voucher for lodging, common carrier 
transportation, and  meals or such costs will not be reimbursed.  All costs must 



be reasonable. 

Tips not exceeding 15% of the meal reimbursement and applicable taxes will be reimbursed in 
addition to the above. 

Costs incurred for alcoholic beverages or recreational activities are not reimbursable. 

The expense voucher will be totaled, signed by the employee, and submitted to the immediate 
supervisor with the supporting documentation attached. 

Incomplete expense vouchers will be returned to the employee and late expense vouchers will 
result in delay of reimbursement. 

The immediate supervisor will verify the expense voucher and calculate the amount of the total 
expense reimbursement. Western Wisconsin Workforce Development Board, Inc. mileage 
reimbursement rate is the IRS allowable reimbursement rate. 

The supervisor shall approve all expense vouchers. The Chairperson of the Board or his/her 
designee will approve the WDB Director voucher as immediate supervisor. The fiscal agent to 
will attest to the reimbursement being allowable and funds available for the reimbursement. 

DRIVER'S RESPONSIBILITY DURING TRAVEL 
It is the responsibility of each driver to: 

• Obey all traffic rules and regulations;
• Not engage in texting or using email while driving,
• Using a cell phone only if hands free option(s) are available.
• No smoking or using tobacco products in vehicles.
• Keep the car locked when not in use; and
• Refuel the vehicle.

Traffic citations and parking tickets are the operator's responsibility and are not allowable, 
reimbursable expenses. 

Drivers and passengers are required to wear seat belts. 



CREDIT CARDS – Corporate Credit Card 
Western Wisconsin Workforce Development Board, Inc. has a corporate credit card in the name 
of the corporation. Each card will have the name of the authorized employee along with the 
corporation name. If questions or liability issues arise, the liability order is authorized employee, 
corporation and then finally Chair of the Board. The corporate credit card is not to be used to 
circumvent the purchasing system, but to enhance the efficiencies of making purchases, 
particularly for travel costs or other procurements when credit card use can be more efficient. 

All charge slips with accompanying explanations of need for expense must be submitted to the 
fiscal agent for attachment to the invoice from the credit card company. All charges will be 
reviewed by the fiscal agent for verification that the expenses are budgeted, allowable, and 
necessary. The fiscal agent will reconcile the credit card invoice with expense reimbursements 
claimed to prevent duplicate payment. The credit card obligation is then reviewed and paid. 

In the event that the card is lost or stolen, it is the responsibility of the WDB Manager to 
immediately notify the fiscal agent. The WDB Manager will contact the credit card company 
and report the incident and claim no responsibility for unauthorized use of the card. 

In the event of employee termination, it is the responsibility of WDB Chair during the exit 
interview to obtain the corporate credit card and return to the corporation. 

CELL PHONES 
Cell phones are assigned to Western Wisconsin Workforce Development Board, Inc. staff based 
upon their position, responsibility, and/or project assigned within the organization. Use of the 
cell phones is strictly limited to corporate business. 

Western Wisconsin Workforce Development Board, Inc. staff is responsible for reporting 
problems associated with the cell phone for repair and/or service to the WDB Manager 

In the event the cell phone is lost or stolen, it is the responsibility of the staff person authorized 
to use the cell phone to immediately notify the WDB Manager who will contact the carrier to 
report the incident and remove Western Wisconsin Workforce Development Board, Inc. 
responsibility from unauthorized use of the cell phone. Any unauthorized use or abuse of the 
cell phone is the personal responsibility of the staff person assigned. 



ATTACHMENT B
Membership Chart for Workforce Development Board Certification 2018-2019

Page 1 of 1

# Last Name First Name Title Business/Organization Address Phone # Email Address
Category of 

Representation
Define Sub-

Category
Nominating 
Organization Term Start Term End

NAICS 
Code

Notes (i.e. Representing 
Multiple Categories)

1 Abbott Marina Area Manager Manpower
601 N Superior Ave. Suite 
1 Tomah WI 54660 608-374-2040 marinaa@mnpwr.com Business

chamber of 
Commerce 8/31/2000 9/30/2020 22

2 Balacek Patricia

Dean of 
Workforce and 
Economic 
Development Western Technical College

304 N 6th St. La Crosse WI 
54601 608-785-9201 balacekp@westerntc.edu Ed/Training Tech College

chamber of 
Commerce 10/1/2007 9/30/2019 NA

also represents Title 2 
AEFLA

3 Reichling Jeff Kwik Trip Business 9/1/2018 9/1/2021  

4 Brown Tammy
VP of Human 
Capital LHI

328 Front St South La 
Crosse WI 54601

866-284-
8788x2446

tabrown@logisticshealth.
com Business

chamber of 
Commerce 9/30/2016 9/30/2019 54

5 Eide Pete Administrator Bethel Home & Services
614 S. Rock Ave Viroqua 
WU 54665 608-637-2171 eide.pete1@gmail.com Business

chamber of 
Commerce 10/24/2001 9/30/2020 62

6 Erickson Gregory
Plumbers & Steamfitters 
Local 434

912 N View Dr. Mosinee 
WI 54455 715-692-4391

gerickson@ualocal434.or
g Workforce Labor

chamber of 
Commerce 6/20/2016 9/30/2019 NA

7 Flogstad Gregory Director MRRPC
1707 Main St. Suite 435 La 
Crosse WI 54601 608-785-9369 greg@mrrpc.com Gov't/Econ Dev Econ Dev

chamber of 
Commerce 10/1/1999 9/30/2019 NA

8 Glendenning Mark Owner/CEO Inland
2009 West Ave South La 
Crosse WI 54601 608-788-5800

mglendenning@inlandpac
kaging.com Business

chamber of 
Commerce 6/20/2016 9/30/2019 52

9 Grapes Rebecca HR Manager Badger Corrugating
1801 West Ave South La 
Crosse WI 54601 608-788-0100 rgrapes@badgerlax.com Business

chamber of 
Commerce 10/1/2014 9/30/2020 42

10 Grotzke Amy Director DVR
2615 East Ave South La 
Crosse WI  54601 608-785-9510

amy.grotzke@dwd.wiscon
sin.gov Gov't/Econ Dev VR/Title IV

chamber of 
Commerce 10/1/2001 7/1/2019 NA

11 Bowman James
Executive 
Director Driftless Development Gov't/Econ Dev Econ Dev

chamber of 
Commerce 9/1/2018 9/1/2021 NA

12 Johnson Ed President NECAL
1326 S. Water St Sparta 
WI  54656 608-269-3000 ejohnson@necal.com Business

chamber of 
Commerce 5/22/2017 5/22/2020 52

13 Vacant Workforce
14 Vacant Business

15 Olson Kathleen Director DWD
2615 East Ave South La 
Crosse WI  54601 608-789-5639

kathleen.olson@dwd.wisc
onsin.gov Gov't/Econ Dev

Wagner-
Peyser/Title III

chamber of 
Commerce 10/1/2002 7/1/2019 NA

16 Parker Ellen Labor Rep AFL-CIO
PO Box 1295 La Crosse WI 
54602 608-386-0753 parkerellen@charter.net Workforce Labor

chamber of 
Commerce 9/30/2016 9/30/2019 NA

17 Proudlock Vicki UI Supervisor DWD UI
715 S Barstow St. Suite 2  
Eau claire WI 54701 6715-836-2814

vicki.proudlock@dwd.wisc
onsin.gov Gov't/Econ Dev UI

chamber of 
Commerce 2/20/2012 7/1/2019 NA

18 Rodriguez Patrick

Assistant 
Director of 
Agents

North Central Regional 
Council of Carpenters

2421 Larson St.  La Crosse 
WI 54601 608-518-0587 prodriguez@ncsrcc.org Workforce Apprenticeship

chamber of 
Commerce 9/30/2015 9/30/2019 NA

19 Roesler Jodi HR Manager Dairyland Power
3200 East Avnue S La 
Crosse WI 54601 608-787-1466 jrr@dairynet.com Business

chamber of 
Commerce 9/30/2013 9/30/2019 22

20 Schams David Owner Waterlily Gifts 111 N Main St  Alma WI  608-685-4911 dave.schams@tds.net Business
chamber of 
Commerce 10/18/2010 9/30/2019 52

21 Subach Jessica HR Manager Courtesy Corporation
2700 National Dr. Suite 
100 Onalaska WI 54650 608-781-8080

jessica.subach@courtesyc
orporation.com Business

chamber of 
Commerce 6/20/2016 6/20/2019 42

22 Trimborn Heather HR Manager Gundersen Health 
1900 South Ave. La Crosse 
WI 54601 608-775-6864

hjtrimbo@gundersenhealt
h.org Business

chamber of 
Commerce 5/22/2017 5/22/2020 42

23 Gullicksrud Cheryl Administrator CESA 4
923 E Garland St.  West 
Salem WI 54669 608-786-4804

cheryl.gullicksrud@cesa4.
org Workforce Youth Service

chamber of 
Commerce 6/20/2016 6/20/2019 NA

24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45

Total Members 23
# Business 12 % Business 52%

# Workforce 5 % Workforce 22%
Labor 2 Economic Development 2

Apprenticeship 1 Wagner-Peyser 1
AEFLA/Title II 0 Vocational Rehabilition 1
Tech College 1 Unemployment Insurance 1

CURRENT MEMBERSHIP

Date Submitted:

Chief Local Elected Official Name & Title Ray Ransom, Jackson County Board Chair

Workforce Development Area Name: Western Wiscsonsin Workforce Development Board, WDA 9

Contact Person Name & Title: Julie Mitchell, Executive Director

http://www.census.gov/eos/www/naics/
http://www.census.gov/eos/www/naics/


PY17 Meeting Schedule And Committee Assignment 

WDB Full Board 

3:00 pm 

LEO 

10:00 am 

Executive Committee 
2:00 pm 

Strategy Committee 

2:00 pm 

Operations Committee 

11:00 am 

OSO Taskforce 

1:30 pm 
Monday 9‐18‐17 Monday 7‐31‐17 Monday 7‐24‐17 Monday 7‐17‐17 Thursday 8‐17‐17 Wednesday 8‐9‐17 
Monday 12‐18‐17 Monday 10‐30‐17 Monday 9‐25‐17 Monday 10‐16‐17 Thursday 11‐16‐17 Wednesday 10‐11‐17 
Monday 3‐19‐18 Monday 1‐29‐18 Monday 11‐27‐17 Monday 1‐15‐18 Thursday 2‐15‐18 Wednesday 12‐13‐17 
Monday 6‐18‐18 Monday 4‐30‐18 Monday 1‐22‐18 Monday 4‐16‐18 Thursday 5‐17‐18 Wednesday 2‐14‐18 

Monday 3‐26‐18 Wednesday 4‐11‐18 
Monday 5‐21‐18 Wednesday 6‐13‐18 

COMMITTEE ASSIGNMENTS 
Mark Glendenning, 

Chair 
Jim Hill, Chair Patti Balacek, Chair Kathleen Olson 

Jodi Roesler Tammy Brown Marina Abbott Beth Sullivan 
Jim Hill Amy Grotzke Jessica Subach Amy Grotzke 

Pete Eide Greg Erickson Judy Berg Teresa Pierce 
Judy Berg Greg Flogstad Roxanne Powell Rick Larson 

Patti Balacek Dave Schams Ellen Parker 
Pat Rodriguez Rebecca Grapes 

Cheryl Gullicksrud Mary Kessens 
Heather Trimborn Michelle Nowlan 
Amanda Jalensky Kathleen Olson 

Ed Johnson Vicki Proudlock 

136 
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BYLAWS 
OF THE 

WESTERN WISCONSIN WORKFORCE DEVELOPMENT BOARD, INC. 

ARTICLE I: NAME AND PURPOSE OF CORPORATION 

Section 1: Name.  This corporation shall be known as the Western Wisconsin Workforce 
Development Board, Inc. 

Section 2: Principal Office. The location of the principal office of the corporation shall be 
2615 East Avenue South, Suite 101, La Crosse, WI 54601 

Section 3: Purpose.  The purposes for which this corporation is formed are: 

A. The corporation shall serve as the local Workforce Development Board in 
accordance with the provision of the federal -Workforce Innovation and 
Opportunity Act 29 USC Chapter 32) (hereinafter WIOA) for the counties 
of:  Buffalo, Trempealeau, Jackson, Monroe, Juneau, La Crosse, Vernon 
and Crawford, which constitute the Western Wisconsin Workforce 
Development Area #9 as now constituted and as may hereinafter be 
amended. 

B. The corporation will fulfill its primary purpose according to its mission 
and vision which state: 
The WDB mission isto develop demand driven and innovative workforce 
strategies that cultivate a skilled and competitive workforce that meets the 
needs of employers in our region. 

The WDB envisions a region where businesses workforce needs are met and all 
individuals who want to work have self‐sustaining employment. 

and by: 

(1) Developing the five-year local workforce development plan (local 
Plan) and conducting oversight of the one-stop system, youth 
activities and employment and training activities under Title I of 
the WIOA Sec. 107(d)(1-13) in partnership with the Chief Elected 
Official; 

(2) Selecting one-stop operators with the agreement of the Chief Elected 
Official; 

(3) Selecting and awarding eligible youth, adult and dislocated worker 
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intensive services and training services, and maintaining a list of eligible 
providers with performance of cost information, 

(4) Developing and overseeing the budget for the purpose of carrying out the 
duties of the local Board, subject to the approval of the Chief Elected 
Official; 

(5) Negotiating and reaching agreement on local performance 
measures with the Chief Elected Official and the Governor; 

(6) Assisting the Governor in developing the statewide employment 
statistics system under the Wagner-Peyser Act; (7) Coordinating 
workforce investment activities with economic development 
strategies and developing employer linkages; and 

(8) Promoting private sector involvement in the statewide workforce 
investment system through effective convening, brokering, and leveraging 
activities through organizations, to assist employers in meeting hiring 
needs. 

C. The corporation shall be organized under Chapter 181 of the Wisconsin Statutes 
as a non-stock, non-profit, non-member corporation.  No personal monetary 
payment or expenditure of funds shall inure to the benefit of any officer or 
director of the corporation.  This limitation shall apply during the corporation’s 
existence and upon dissolution. 

D. The activities of the corporation shall be limited as prescribed in the Articles of 
Incorporation so as to qualify the corporation as exempt under Section 501(c)(3) 
of the United States Internal Revenue Code of 1954, as it may be amended from 
time to time, and so as to ensure the requirements thereof are satisfactory. 

E. The activities of the corporation shall be further limited to comply with the laws 
and regulations of any and all funding sources. 

F. Upon dissolution of the corporation for any cause, the properties then in 
possession of the corporation shall be turned over to any successor organization 
that the Board shall determine.  In no event shall any property of the corporation 
inure to the benefit of any organization, which does not qualify as a tax-exempt 
organization under the pertinent provisions of the Internal Revenue Code as 
provided by the Charter of the corporation. 

ARTICLE II: REGISTERED AGENT AND OFFICE 

The corporation shall have and continuously maintain in Wisconsin, a registered office at 
201 Main Street, P.O. Box 1147, La Crosse, Wisconsin and the registered agent at such address 
is Gerard O’Flaherty. 
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ARTICLE III: POWERS 

The corporation shall have all powers permitted by law, to the extent that said powers do 
not conflict with either funding source regulations and/or regulations as imposed by Section 
501(c)(3) of the United States Internal Revenue Code of 1954 as it may be amended from time to 
time. 

ARTICLE IV: BOARD OF DIRECTORS 

Section 1: Number.  The Board of Directors shall consist of directors, in accordance with the 
requirements of Section -107 of the Workforce Innovation and Opportunity Act, 29 USC 32. 

Section 2: Board Composition.  Such criteria shall require, at a minimum, that the 
membership of the local Board: 

A. Shall include: 

(i) Representatives of business in the local area, who: 

(a) are owners of businesses, chief executives, or operating officers of 
businesses, and other business executives or employers with 
optimum policy making or hiring authority; 

(b) represent businesses with employment opportunities that reflect the 
high quality work relevant training and development in in-demand 
industry or occupations of the local area; and 

(c) are appointed from among individuals nominated by local business 
organizations and business trade association; 

(ii) Representatives of labor organizations (for a local area in which 
employees are represented by labor organizations), nominated by local 
labor federations, or (for a local area in which no employees are 
represented by such organizations), other representatives of employees; 

(iii) Representative, who shall be a member of a labor organization or a 
training director from a joint labor-management apprenticeship 
program, or if no such program exists in the area, a representative of an 
apprenticeship program in the area, if such a program exists 

(iv) A representative of eligible providers administering adult education and 
literacy activities under Title II; 

(v) A representative of institutions of higher education providing workforce 
investment activating including community colleges; 
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(vi) A representative of economic and community development entities; 

(vii) An appropriate representative from the State Employment Service office 
under the Wagener Peyser Act (29 USC 49 et. Seq); 

(viii) Other entities as required by the Governor of the State of Wisconsin; 

B. May include such other individuals or representatives of entities as the Chief 
Elected Official in the local area may determine to be appropriate. 

Section 3: Authority of Board Members. Members of the Board that represent 
organizations, agencies, or other entities shall be individuals with optimum policymaking 
authority within the organizations, agencies, or entities. 

Section 4: Majority.  A majority of the members of the local Board shall be 
representatives described in Section (2)(A)(i) above. 

Section 5: Chairperson.  The local Board shall elect a Chairperson for the local Board from 
among the representatives described in Section (2)(A)(i). 

Section 6: Appointment of Board Members. The directors shall be appointed by the Local 
Elected Officials of each of the respective counties comprising the Western Wisconsin Workforce 
Development Area in accordance with the requirements of the Section of 107 of Workforce 
Innovation and Opportunity Act. 

Section 7: Term.  The terms of the Board of Directors shall be three (3) years and shall be 
staggered so a maximum of one-third of the membership will expire in any given year. Beginning 
on February 20, 2017), a Director may serve three (3) consecutive full three (3) year terms to a 
maximum of eleven (11) years. 

Section 8: Compensation.  No compensation shall be paid Board members for services 
rendered to the corporation provided, however, reimbursement may be made to Board members 
for necessary authorized expenses. 

Section 9: Resignation.  A member of the Board of Directors may resign at any time filing 
his/her resignation with the Chair of the Board of Directors, thirty (30) days prior to any meeting 
of the corporation. 

Section 10: Removal. A member of the Board of Directors may be removed for cause at any 
meeting of the Board by the affirmative vote or two-thirds of the directors.  Three unexcused 
absences from any regularly scheduled meeting shall constitute good cause for removal. 

Section 11: Vacancies. When a vacancy occurs on the Board, the vacancy shall be filled to carry 
out the balance of the term in accordance with the procedures in Article IV, Section 6 of these 
Bylaws. 
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ARTICLE V: BOARD RESPONSIBILITES 

Section 1: Functions of the Board. 

A. Strategic Direction 
The primary responsibilities of the Board are to provide strategic direction, 
goals, and activities for the corporation and the functions in Section 3B, 1-8 

B. Oversight 
The Board shall establish provisions for oversight of the corporation’s activities 
and for the five-year local workforce investment plan. 

C. Budget and Finance 

The Board shall: 
(i) Adopt an overall corporation budget for funds under the Workforce 

Investment Act, which are also subject to the approval of the Chief 
Elected Official. 

(ii) Designate a depository for corporate funds and establish proper monetary 
controls and accounting procedures. 

D. Staff 
The Board shall hire or contract for staff services as it deems appropriate. 

E. Committees and Taskforces 
The Chairperson shall appoint committees and taskforces, as it deems necessary, 
to effectively carry out the functions and responsibilities of the corporation. 

Section 2: Sunshine Provision.  This corporation shall make available to the public, on a 
regular basis through open meetings, information regarding the activities of the local Board, 
including information regarding the local Plan prior to submission of the Plan, and regarding 
membership, the designation and certification of one-stop operators, and the award of grants or 
contracts to eligible providers of youth activities, and on request, minutes of formal meetings of 
the local Board. 

ARTICLE VI: OFFICERS 

Section 1: Number.  The Board shall elect from its Board membership the principle officers, 
which shall include a Chairperson, Chair-Elect, and Secretary/Treasurer.  The Chairperson and 
Chair Elect shall be from the private sector in accordance with the Article IV, Section 2.A.(i). 
The Chair shall assume the officer position of Past-Chair upon completion of his/her term. 

Section 2: Election and Terms. The principal officers shall be elected by the Board at the 
Annual Meeting or any special meeting called for such purpose and serve two-year terms. Prior to 
the time of election, a taskforce named, by the Chair, shall poll the membership for interest in 
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serving in an elected position. Those interested shall be included on the slate of officers for 
election. 

Section 3: Vacancies.  If any office of the Board becomes vacant, the Board shall elect a 
successor at the next regular meeting, or a special meeting to fulfill the remainder of the term. 

Section 4: Removal. Any officer may be removed for cause at any time by a two-thirds 
majority vote of the directors. 

Section 5: Duties and Qualifications of Officers. 

A. Chairperson 
Shall be from among the directors who are representatives of the private sector; 
shall preside over all meetings of the Board of Directors and the corporation; shall 
be an ex-officio of all committees of the corporation; shall make all appointments 
to committees and taskforces, subject to the approval of the Board of Directors; 
and shall have the general powers and duties usually associated with the office of 
president of Chapter 181, Wisconsin Corporations, including but not limited to 
powers allowed by law to sign certificates, contracts, and other instruments of the 
corporation which are authorized by the Board. 

B. Chair/Elect 
Shall be from among the directors who are representatives of the private sector; 
serve in the Chairperson’s stead if the Chairperson is unable to perform other duties 
as the Chairperson and as the Board of Directors may direct. At such times the 
Vice-Chairperson shall have all the powers of the Chairperson.  The Chair Elect 
shall assume the Chair position upon completion of the Chair’s term or resignation, 
whichever comes first. 

C. Secretary/Treasurer 
Shall be responsible for assuring, through the assigned Clerk of the LEOs an 
accurate record of minutes of all meetings, maintenance and preservation of up-to- 
date records of all ongoing activities, the distribution of Board meeting minutes to 
all members of the Board and others required to receive Board meeting minutes; 
and shall perform other duties as the Chairperson and Board of Directors may 
direct. 

In addition, through the, Fiscal Agent shall review the record of all funds 
collected and spent including a current account of assets and liabilities of the 
corporation.  The books of accounts shall at all reasonable times be open to 
inspection by any director. 

D. Past-Chair 
The Past-Chair shall serve as an officer of the corporation as a member of the 
Executive Committee. 
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E. A director’s term on the Board shall not expire if the individual is currently 
holding an officer position (Chair, Chair Elect, Secretary/ Treasurer or Past-Chair). 
The director’s term shall be extended until he/she has fulfilled his/her obligation as 
an officer. 

F. Any document required or permitted by Wisconsin Statutes Chapter 181 to be 
signed by the President, Vice-President, Secretary or Assistant Secretary, shall be 
signed by the Chairperson or Chair Elect in the Chairperson’s absence. 

ARTICLE VII: MEETINGS 

Section 1: Annual Meeting. The Annual Meeting of the corporation shall be held in the 
month of October in each year. 

Section 2: Regular Meeting.  The regular meeting of the Board of Directors shall be held 
quarterly or as determined necessary at a time and place designated by the Board of Directors. 

Section 3.     Special Meetings. Special meetings of the Board of Directors may be called at 
the request of the Chairperson, Chair-Elect, or a director of the Board by petition signed by at 
least one-third of the corporation directors and properly filed with the Secretary. 

Section 4: Notice.  Notice of each Regular and Annual Meeting of the Board of Directors 
shall be given by notice delivered through the mail or electronic means no less than one week 
prior to the meeting. Notice of Special Meetings shall be given no less than 72 hours prior to the 
meeting.  All meetings shall comply with the requirements of the Wisconsin open meeting law. 

Section 5: Quorum. A simple majority of the filled seats of the Board of Directors shall 
constitute a quorum for purposes of any regular or special meeting. 

Section 6: Voting.  At all corporate meetings, each director shall have one vote.  No proxy votes 
shall be permitted. Simple majority of directors present shall prevail in all matters except to 
those matters, which by law and by these Bylaws require other than a majority vote. 

Section 7: Minutes.  The corporation shall keep a correct and complete record of all 
corporate proceedings, which shall be attested by the signature of the Secretary. 

Section 8: Procedure.  All meetings of the corporation shall be governed by the Bylaws, or 
standing rules of the corporation, or Robert’s Rules of Order in all matters not covered therein. 

ARTICLE VIII:       STATUS 

Section 1: Non-Profit.  This corporation is a non-stock corporation organized under Chapter 
181, Wisconsin Statutes, and is not conducted for pecuniary profit.  All aspects of the operation 
of the corporation shall be conducted in accordance with applicable laws, rules, and regulations 
of funding sources, State and Federal law and Section 501(c)(3) of the United States Internal 
Revenue Code of 1954, as it may be amended from time to time, for the tax-exempt 
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organization. 

Section 2: Workforce Innovation and Opportunity Act. This corporation shall function and 
operate in accordance with the Workforce Innovation and Opportunity Act 29 USC Chapter 32. 
This corporation is intended to carry out the purposes of WIOA and function as a local Board in 
accordance with criteria established under the WIOA, amendments thereof or any subsequent 
Act. 

ARTICLE IX: CONFLICT OF INTEREST 

No director, officer, or employee of the corporation shall have or acquire any interest, 
direct or indirect, in any project which the corporation is operating or promoting, or in any 
contract relating to any such project of the corporation without making written disclosure to the 
corporation of the nature and extent of his/her interest. No director who has had such interest 
shall vote on any matter relating to it.  Further, no director, officer, or employee of the 
corporation shall violate the conflict of interest regulations as established by funding sources or 
as established by or contrary to Wisconsin Statutes 181.225 or its successors thereto. 

ARTICLE X: DEPOSITS, PROPERTY DISSOLUTION 

Section 1: Loans.  No indebtedness for borrowed money shall be contracted on behalf of the 
corporation and no evidences of such indebtedness shall be issued in its name unless authorized 
by or under the authority of a resolution of the Board of Directors of the corporation. Such 
authorization may be general or confined to specific instances. Unless otherwise stated in such 
authorization, all such loans shall be signed by the Chairperson (or Chair Elect in the 
Chairperson’s absence). 

Section 2. Corporate Powers.  The corporate powers, property, funds, and affairs of the 
corporation, except as may be otherwise provided by law, the Articles of Incorporation, or these 
Bylaws, shall be vested in, exercised and controlled by the Board of Directors.  The corporation 
shall have all powers permitted by law. 

Section 3: Dissolution.  Upon dissolution of the corporation for any cause, the properties 
then in possession of the corporation shall be turned over to any such successor organization, as 
the Board shall determine.  In no event shall any property of the corporation inure to the benefit 
of any individual member or the benefit of any organization which does not qualify as a tax- 
exempt organization under the pertinent provisions of the Internal Revenue Code as provided by 
the Charter of the corporation. 

ARTICLE XI: COMMITTEES 

The Board shall establish such standing committees and other committees as it chooses from 
time to time.  Except as herein provided for the Executive Committee, the Board shall set the 
number of directors to sit on said committees.  Reasonable effort shall be made to notify 
committee members of the time and place of such meetings. 
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ARTICLE XII: EXECUTIVE COMMITTEE 

Section 1: Duties and Powers.  The Executive Committee shall function for the Board 
between meetings of the Board.  The Executive Committee shall have full authority to act on 
behalf of the Board and the corporation between meetings of the Board on an emergency 
basis; however, any decision thusly made shall be shared with the full WDB immediately 
upon incurrence in order to keep the WDB fully informed. All decisions made by the 
Executive Committee shall be ratified by the full Board at the next meeting. 

The Executive Committee shall function as the authorized representatives of the Board to meet 
with the County Local Elected Officials elected within the Workforce Development Area and 
shall constitute a committee for the negotiation of any disagreements over any Workforce 
Investment Act related matters. 

Section 2: Composition. The Executive Committee shall consist of the Chairperson, Chair 
Elect, and Secretary/Treasurer of the corporation, the Past-Chair; the appointed positions Vice 
Chair of Strategy and Vice Chair Operations; and other members of the Board of Directors 
appointed by the Chairperson. 

Section 3: Term.  The term of the non-officer Executive Committee members shall be for 
one (1) year. A non-officer may serve more than one term, but no more than three (3) 
consecutive terms. 

Section 4: Vacancies.  If a non-officer Executive Committee position becomes vacant during 
said term; the Chairperson shall select a successor to fill the position for the remainder of the 
term.  The officer vacancies shall be elected by the Board of Directors. 

Section 5: Meetings. Meetings of the Executive Committee shall be held at the time, place, 
and date selected by the members. Special meetings of the Executive Committee shall be called 
by the Chair as needed, or a telephone conference call may be counted as a legal meeting of the 
Executive Committee with the approval of the majority of Executive Committee members.  All 
meetings shall comply with the requirements of the Wisconsin open meeting law. The use of 
technology such as phone and web based meeting may be used for regular and Annual Meetings 
in order to ensure participation by members. 

Notice of any special Executive Committee meeting shall be given at least 48 hours prior to said 
meeting by written notice delivered personally or mailed to each Executive Committee members. 
Said notice may be waived with the consent of all Executive Committee members. 

Notice of all regular Executive Committee meetings shall be given five (5) days in 
advance indicating time, place, and agenda. 

A simple majority of the filled seats of the Executive Committee shall constitute a quorum at any 
regular or special meeting of the Executive Committee. 
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ARTICLE XIII: INDEMNIFICATION 

Section 1: Indemnification. 
This corporation shall indemnify to the fullest extent permitted under law any person who was, is 
or will be a director or officer of the corporation who is a party to any threatened, pending or 
completed action, suit, or proceeding, whether civil, criminal, administrative, or investigative 
against expenses (including attorneys' fees), judgments, fines, penalties, damages, and any 
amounts paid in settlement actually or reasonably incurred by this person in connection with the 
action, suit or proceeding provided there is no finding the person was derelict in performing duties 
in the designated capacity or that the pending action was settled or terminated without 
determining the final merits in which case the corporation shall determine the charged person 
was not substantially derelict in performing the duties of the position. In addition, the corporation, 
at its discretion, may pay for or reimburse the reasonable expenses of any former, present or future 
employee (including the expenses of legal representation) who is not a director or officer of the 
corporation and who is a party to a proceeding. 

A quorum of the Board of Directors comprises of those directors not a party to the specific claim, 
action, suit or proceeding shall make all findings required or permitted by this Bylaw. If no 
quorum exists or a quorum grants legal counsel (who may or may not be a director of the 
corporation) regularly retained by it authority to make such findings and legal counsel fails or 
refuses to make such findings, a group of three (3) disinterested persons selected by the Board of 
Directors may make such findings. 

Termination of any action, suit or proceeding by a plea of nolo contendere or similar plea shall not 
be considered a final determination on the merits nor shall a judgment resulting in a conviction 
in any criminal action, suit or proceeding result in a finding that the convicted person was 
derelict in performing the duties of a director, officer, or employee if it is determined that the 
person acted in good faith; reasonably believed the action to be in the best interest of the 
corporation, and reasonably believed the conduct was lawful. 

The corporation may make advances against costs, expenses, fees, and amounts paid in settlement 
or in satisfaction of judgments, fines or penalties provided a majority of a quorum of the Board of 
Directors comprised of those directors not a party to the action. If no quorum exists or a quorum 
grants legal counsel (who may or may not be a director of the corporation) regularly retained by it 
authority to make such findings and legal counsel fails or refuses to make such findings, a group of 
three (3) disinterested persons selected by the Board of Directors may take such action. 

Section 2: Directors, Officers, and Employees of Affiliates and Beneficiaries.  The Board of 
The Board of Directors at any regular or special meeting of the Board may pass a resolution 
granting similar indemnification, prospectively or retroactively, to any person who is or was 
serving as a director, officer or employee of the corporation at the request of the corporation, an 
agent of another corporation, partnership, joint venture, trust or other enterprise or to any legal 
representative of the person. 

Section 3: Indemnification not Exclusive. Indemnification granted by this corporation shall be 
in addition to any other rights any director, officer, or employee lawfully granted to this person 
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and shall not restrict or limit any other privilege or power the corporation may lawfully exercise 
with respect to the indemnification or reimbursement of directors, officers or employees. 

Section 4: Insurance. The corporation will purchase and maintain insurance on behalf of any 
person who is or was a director, officer, employee, or agent of the corporation as a director, 
officer, employee, or agent of another corporation, partnership, joint venture, trust or other 
enterprise against any liability asserted against or incurred by the person acting in one of these 
capacities whether or not the Bylaws grant the corporation the power to indemnify this person. 

Section 5: Contract. The provisions of this Bylaw shall be deemed to be a contract between 
the corporation and each director or officer who serves in such capacity at any time which such 
Bylaw is in effect. 

ARTICLE XIV: FISCAL YEAR 

The corporation’s fiscal year shall be July 1 to June 30. 

ARTICLE XV: AMENDMENTS 

These Bylaws may be amended by the affirmative vote of a two-thirds of the Board of Directors 
in office at a duly called meeting, provided the proposed amendments shall have been submitted 
in writing or by electronic means to all directors at least 10 days in advance of such meeting. 
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WDB Executive Director 
POSITION DESCRIPTION  
Revised March 28, 2018 

GENERAL DESCRIPTION  
The WDB Executive Director for the Western Wisconsin Workforce Development Board, Inc. reports to 
and is responsible to the Chairman of the Board providing WDB Coordination, workforce investment 
system oversight, administrative oversight and support, and relationship building.  The Executive 
Director is responsible for the development and implementation of mechanisms designed to maintain 
the operational, legal, and compliant integrity of the Board’s administrative functions while supporting a 
focus on strategic development.   

MINIMUM QUALIFICATIONS 
 Advanced degree preferred; Expect to have a bachelor’s degree and significant work experience.
 Strong written, verbal and interpersonal skills including conflict resolution and problem solving.
 Advanced understanding of program budgeting and business plan development.
 Experience in public-based funding and grant writing a plus.
 Knowledge of and ability to use appropriate computer systems including Windows operating system

and Microsoft Office Suite required.
 Understanding of online website builders, a plus.
 Must be capable of working independently.

DUTIES 
I. WDB COORDINATION 
 Coordinate and conduct annual strategic planning sessions.
 Develop the WDB Business Plan
 Maintain membership recruitment expectations and goals.
 Submit WDB Member nominations to the LEOS for appointments
 Manage WDB committee assignments in conjunction with the Board Chair.
 Ensure conflict of interest statements for WDB members are on file at all times.
 Maintain regular communication with current and prospective Board members.
 Develop and implement WDB committee yearly work plans.

II. WORKFORCE INVESTMENT SYSTEM OVERSIGHT
 Interface with the State Department of Workforce Development (DWD) to ensure compliance

with and provide input to state initiatives concerning the administration of the WIOA legislation.
 Administer WIOA contracts and modifications with the DWD.
 Manage agreements with DWD and subcontractors for the purposes of WIOA implementation

(data security agreements, civil rights compliance, job center standards, etc.).
 Review and negotiate WIOA program performance standards with the Wisconsin Department of

Workforce Development
 Coordinate the development and maintenance of the WOIA Plan, post for review and submit to

State.
 Develop One-Stop System Plans and Policies including the Memorandum of Understanding

(operating agreement) and the Business Services Plan.
 Oversee the development and implementation of an annual oversight plan for the workforce

investment system.
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 Coordinate monitoring visits from the Department of Workforce Development (DWD) and the
U.S. Department of Labor (DOL).

 Negotiate, prepare and sign service provider contracts.
 Oversee the One-stop Operator, coordinate job center partners on the OSO Taskforce.
 Provide direction to the development of Request for Proposals (RFP) for contracted program

services under the auspices of the WDB.
 Coordinate with the Chief Local Elected Officials to ensure fiscal oversight and responsibilities of

the LEOS are performed.
 Ensure the WIOA and other funded programs are operating in compliance with the Department

of Workforce Development and other appropriate agencies applicable laws and regulations.
 Provide program guidance, technical assistance and training to staff and subcontractors as

needed.
 Develop and implement control measures including a performance management system to

ensure effective programmatic and fiscal processes are in place, files are in compliance,
performance standards are being met, and coordination with other entities/funding streams is
accomplished. Analyze monthly reports and proactively respond to issues. Make
recommendations for improvement.

 Serve as the EO Officer which includes working with State and Federal EO entities; monitoring
activities and participation demographics, developing and training staff and partners on EO
policies, procedures for compliance with nondiscrimination and EO regulations; investigating
complaints, monitoring subcontractors for EO compliance, oversight of the local complaint
system, and continuing education and training on EO issues.

 Serve as the lead for federal and state monitoring visits for WIOA and other WDB programs.

III. ADMINISTRATIVE AND FISCAL OVERSIGHT
 Arrange for hiring of WDB Staff; provide oversight to Administrative Coordinator on all HR

functions.
 Supervise WDB staff to ensure assigned functions are completed in time and in accordance with

regulations and policies.
 Assume responsibility for the fiscal integrity of the WDB ensuring that Uniform Guidance is

being followed and distribution of funds are in compliance with federal; state; and program
regulations.

 Oversee the fiscal functions for the WDB by maintaining a working relationship with the fiscal
agency to provide cash management, accounts payable, invoicing and accounts receivable, grant
administration and financial reporting, cost allocation, financial statement preparation and
analysis, payroll and benefits administration.

 Perform fiscal functions as outlined in Financial Policies and Procedures manual.
 Develop annual budgets and budget modifications as needed.
 Provide and oversee the technology infrastructure and needs of the organization.
 Manage the lease for the WDB and WIOA Programs

IV. RELATIONSHIP BUILDING
 Foster growth and support WDB partnerships.
 Support WDB community advocates and initiatives.
 Engage in networking opportunities on behalf of the WDB.
 Represent western Wisconsin’s seat on the Wisconsin Workforce Development Association

(WWDA) and assign staff to subcommittees as necessary
 Represent western Wisconsin as the conduit for all communication from DWD, DOL and WDB

partnerships.
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 Interact with Community, WWDA and State partners to identify funding opportunities.

V.   STRATEGY AND DEVELOPMENT 
 Monitor websites and other sources to identify grant opportunities and write grant proposals.
 Maintain and update corporate registrations for grant applications.

Physical/Sensory/Cognitive Requirements 
The majority of the work time will be spent in an office setting and in the community in a variety of 
settings assisting in achieving the goals and objectives of WDB.  Mobility within the rural and urban 
community is required on a daily basis.  Must be able to drive and have access to a reliable vehicle.  Will 
be required to sit at a desk or in meetings for an extended period of time.  Ability to present information 
and respond to questions from board members, staff (if applicable), fiscal agent, and the general public 
when speaking on the phone or in face-to-face interactions. 

Uses hearing and vision with the ability to collaborate and orchestrate in a variety of environments.  
Regular use of fine motor skills for writing or typing. 

Lifting of objects up to 20 pounds may be required.  Bending and walking required regularly. 

Regularly will concentrate on multiple tasks simultaneously along with the capacity to respond calmly 
and quickly to deadlines required.  Ability to interpret an extensive variety of technical instructions and 
deal with several abstract and concrete variables. 

ENVIRONMENTAL CONDITIONS 
Majority of work is performed in an office setting, community and varied conditions.  Outdoor travel 
required. 

SIGNATURES 

___________________________________________________________ _3/28/18_________________ 
WDB Executive Director Signature       Date 

_ _________________________ ____3/28/18__________________ 
WDB Chairman Signature Date 



 FINANCIAL POLICIES AND PROCEDURES MANUAL 
Approved 12-19-2016 

Revised and Approved – February 20, 2017 Revised 
and Approved June 19, 2017 

Revised and Approved December 3, 2018

SECTION 100 – OVERVIEW OF FINANCIAL PROCEDURES MANUAL 

POLICY - The Financial Procedures Manual for Western Wisconsin Workforce Development 
Board Inc. (WDB) was developed and is maintained for these main purposes: 

 To clearly communicate to staff, Board members, funding sources and the general public,
the systems that will be used by Western Wisconsin Workforce Development Board to
protect the integrity of grants and funds as well as the agency’s assets and to show how
grant and program activities will be documented.

 To minimize opportunities for fraud by setting up task separation and internal controls.
 To show which staff positions have responsibility for individual business processes and

which staff or Board positions have responsibility for monitoring those activities.
 To show our continued compliance with Generally Accepted Accounting Principles

(GAAP), Office of Management and Budget Uniform Guidance the Catalog of Federal
Regulations (CFR), the Single Audit Act, individual funding source rules and regulations
and the rules and regulations of the Internal Revenue Service, the Department of Labor as
well as State of Wisconsin rules, regulations and laws.

PROCEDURES 
I. AUTHORITY

A. The Board of Directors approves the financial policies and procedures in the Financial
Policy and Procedures Manual then delegates the administration of such to the WDB
Executive Director.

B. The WDB Executive Director has responsibility for all operations, activities and
programs, including financial management.

C. In the WDB Executive Director absence, WDB Chair will assume the WDB Executive
Director’s duties for financial management in the office.

D. The Financial Services Contractor is responsible to the WDB Executive Director for the 
oversight of all financial operations, activities and programs.

E. The Western Wisconsin Workforce Development Board organizational chart lines of
authority will be followed by all employees.  This chart will be maintained by the WDB
Executive Director or a designee, and will be updated as needed.  See attachments.
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F. Current job descriptions will be maintained for all employees indicating duties and
responsibilities.  The Personnel Policy, which was developed to communicate the
Agency’s system of personnel administration and staff compensation, shall be maintained
by the WDB Executive Director. All staff will receive a copy of the Personnel Policy
when hired.

II. FISCAL OPERATIONS
A. Accounting will be on an accrual basis.  The fiscal year will run from July 1 through June

30 of each year.  Year end closing and financial reports will be prepared by the WDB staff
and reviewed by the WDB Executive Director. The WDB Board Chair will sign the
appropriate year-end financial report if required by the funding source.

B. In accordance with UG 200.62(c), the WDB takes steps as outlined throughout this      

C. All WDB staff with fiscal responsibilities are required to take annual vacations.

D. All manual fiscal forms and documents will be completed in ink to minimize the chances
of fraud.

E. Western Wisconsin Workforce Development Board will use a computer based automated
accounting system to accomplish all accounting responsibilities and will ensure that staff who use 
this system are well trained and familiar with its use. WDB Administrative Coordinator will enter 
transactions into the accounting system data base, and it will be backed up and saved regularly.

F. All fiscal forms, such as checks, deposit slips, cash receipts, purchase orders and invoices
will be numbered and used sequentially.  Checks will be stored in a secured place.  Any
voided forms or checks will be clearly marked as VOID.

G. Annual budgets will be prepared by WDB Executive Director.
The WDB Executive Director will prepare the final draft documents for the Western 
Wisconsin Workforce Development Board or its designated committees’ approval.

H. Reports of expenditures against budgets for all grants and funding sources will be
developed and forwarded to the WDB Executive Director. The WDB Administrative 
Coordinator will be responsible for fiscal reports to funding sources and will follow the 
requirements of each individual grant as set out in the grant agreement or other funding 
source requirements.

I. All financial and accounting practices, procedures and reports will be prepared in
accordance with Generally Accepted Accounting Principles (GAAP), Office of
Management and Budget Uniform Guidance the Catalog of Federal Regulations (CFR),

document to ensure that all funds, property, and other assets are safeguarded against loss     
from unauthorized use or disposition.Financial duties and responsibilities will be separated to the 
extent that staffing limitationswill allow.  No one employee shall have control over cash receipts, 
cash disbursements, payrolls, reconciliation of bank accounts or purchase orders.Please see Sections 
300 and 400 for additional actions taken to remain in compliance with UG 200.62 (c).
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the Single Audit Act, individual funding source rules and regulations and the rules and 
regulations of the Internal Revenue Service, the Department of Labor as well as State of 
Wisconsin rules, regulations and laws. 

J. The Board of Directors and WDB Executive Director are encouraged to monitor the agency    
      annual audit process, the check writing process or any other fiscal process or tasks they feel

 should be monitored.

III. AUDIT
A. A financial and compliance audit shall be performed annually on an organization wide 

basis with the audit period coinciding with the corporate fiscal year.

B. The audit will be conducted in accordance with the U.S. General Accounting Office 
OMB circulars and audit guidelines issued by significant funding sources.

C. The audit will be conducted by an independent CPA firm selected through a competitive 
procurement process.

D. The internal process of the audit is to be conducted as follows:
1. During the audit field work, and after an audit’s exit conference, all questions of the

audit staff will be answered by the WDB Executive Director, the WDB 
Administrative Coordinator, and the Financial Services contractor.

2. Upon receipt of the draft audit report, any finding responses as well as verification of
content will be prepared (as appropriate) by WDB Executive Director with assistance 
from Financial Services contractor for the WDB Board Chair’s signature and sent to 
the audit firm within written timeframe granted.

3. Questions still unsatisfactorily answered in the final audit report will be addressed by
Western Wisconsin Workforce Development Board staff and a final audit response 
will be sent to required grantor agencies within the written timeframes granted.

4. Unless otherwise provided by agreement, the cost of Western Wisconsin Workforce
Development audit will be the responsibility of Western Wisconsin Workforce 
Development Board, Inc. and its programs.

AUDIT RESOLUTION 
A. The Final Audit Report is a public document.  All field work, working papers, as well as

the draft copy of the audit are the property of the accounting firm conducting the audit.

B. Receipt of the Final Audit Report starts the audit resolution process and must be
responded to within thirty days unless a written request is applied for and granted.  Debts
due to audit disallowances are established at this point.  Western Wisconsin Workforce
Development Board staff may enter into formal complaint/grievance procedure for
disallowances according to the policy of specific grants.
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V. SARBANES-OXLEY ACT PROVISIONS

A. If anyone requests the WDB staff or Financial Services contractor to violate any of the financial    
      policies, processes or procedures contained in this manual, the staff member(s) will immediately    
      report the incident to the WDB Executive Director or WDB Treasurer.

B. Anyone reporting financial irregularities, discrepancies, or fraudulent transactions will be
protected from retaliation by the person or persons committing these acts.

C. Supporting documentation will not be destroyed pertaining to inside or outside
investigations into financial irregularities, discrepancies, or fraudulent transactions until
such claims have been resolved.

VI.

 APPROVAL:
The most recent update of the Western Wisconsin Workforce Development Board Financial 
Procedures Manual was approved by a motion  of the  Executive Committee on December 3, 2018

Mark Glendenning, Chair     12/3/18

Pete Eide, WDB Treasurer    12/3/18

VII.  

WDB RECORD RETENTION POLICY
In accordance with Uniform Guidance 200.333, financial records, supporting documents, statistical 
records, and all other non-Federal entity records pertinent to a Federal award must be retained for a 
period of three years. The WDB will keep these items that originated from the WDB for three years. 
Subcontractors will be required to keep these items that originated from their organization for three 
years. 

In accordance with WIA Policy Update 07-05, program participant files must be retained for seven 
consecutive years after the participant exists from US DOL funded programs. Subcontractors will turn 
over participant files to the WDB at the time of exit. The WDB will retain the participant files for the 
seven year period following exit. 
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SECTION 200 – PETTY CASH 

POLICY 
A Western Wisconsin Workforce Development Board will not have funds set aside in a 

petty cash account. 
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SECTION 300 – CASH MANAGEMENT - RECEIVABLES 
POLICY 
Cash management procedures will ensure that an appropriate level of funds to cover upcoming 
expenditures is maintained in the Western Wisconsin Workforce Development Board checking 
account. Cash Management Procedures will be used as a guide for entering invoices and funding 
draws into the Accounts Receivables System and will outline the internal controls followed 
during the Cash Management and Receivables process. Financial Services contractor will 
provide quarterly oversight of all fiscal functions and will report out to the full Board. 
PROCEDURES 
I. FUNDING SOURCE REQUESTS FOR PAYMENT OR REIMBURSEMENT

A. Cash in the Western Wisconsin Workforce Development Board financial system is kept at 
a minimum and managed in compliance with DWD/DWS Administrative Assurances and 
Requirements or other funding source rules and regulations, and OMB and Uniform 
Guidance as appropriate. The WDB Administrative Coordinator monitors cash levels in 
all Western Wisconsin Workforce Development Board accounts and checking account 
balances.  The WDB Administrative Coordinator will prepare and submit cash requests 
based on expenditures and balance requirements.  The WDB Executive Director shall 
review and approve all cash requests.  Both the WDB Executive Director and the WDB 
Administrative Coordinator shall initial and date the request documentation. The WDB 
Administrative Coordinator will verify that cash requests have been received and 
deposited. WDB Treasurer will review and approve spreadsheet of draws and receipts 
quarterly. 

B. Requests for funding source payments will be based on the immediate cash needs of 
Western Wisconsin Workforce Development Board.  The WDB Administrative 
Coordinator (with Director approval) directs all fund draws and invoices for funds 
reimbursements or advances, and ensures submission to the appropriate funding agency. 
The WDB Administrative Coordinator will enter those funding source requests into the 
Accounts Receivable module of the automated accounting system.

C. Items to be considered when anticipating immediate cash needs include, but are not 
limited to:
1. Unpaid invoices on hand
2. Estimated salaries/wages and fringe benefits
3. Rents that are due
4. Reimbursement requests from sub recipient

II. REFUNDS
A. Refunds received from vendors are initiated by the vendor or WDB Administrative
Coordinator  and authorized by the vendor. The expense is decreased and cash is increased.

1. The WDB Administrative Coordinator researches and prepares posting accounts, and the
Executive Director approves before entry into the accounting system.

5. Timing of cash requests to ensure minimal time between receiving and disbursing funds to
remain in compliance with UG 200.305(b). Please see Section 500 for specific procedures that
ensure compliance with UG 200.305(b).
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2. WDB Administrative coordinator enters refunds as a credit in Accounts Payable
module of the automated accounting system and applies refund to the matching
accounts payable.

B. All amounts including program income revenue due to Western Wisconsin Workforce
Development Board will be invoiced in 45 days.

III. OTHER ISSUES

A. The WDB Administrative Coordinator will monitor open accounts receivables on a monthly basis  
      and  will follow up on any old grant or funding sources open invoices.

B. If payment is not received within 30 days of the first request, a second request will be 
mailed.  If after another 30 days’ payment is not received, the amount receivable may be 
withheld from any future payment with the approval of the WDB Executive Director.

C. If payment is not made after the preceding steps, the WDB Administrative Coordinator 
will send a letter to the debtor requesting payment.  A collection agency may be 
employed at the WDB Executive Director's discretion.  After the above steps have been 
taken and the amount is determined to be uncollectible, the debt will be written off 
against the appropriate account(s) and appropriate sanctions applied to the debtor. 
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SECTION 400 – CASH RECEIPTS 
POLICY  
The WDB will have cash receipts procedures to ensure that accurate records of cash receipts are 
kept for all the agency cash accounts and to minimize the opportunities for fraud. The Western 
Wisconsin Workforce Development Board staff will be responsible for carrying out these 
procedures, and the Financial Services contractor monitors these activities.   

I. PROCEDURES
A. The WDB Administrative Coordinator records the receipt of electronic funds transfers from the 

Wisconsin DWD or other funding sources after the electronic deposit has been verified. 
The deposit date is the date the bank records the transaction.

B. Upon physical receipt of payment through the mail or other means, WDB Administrative 
Coordinator receipts on the manual Cash Receipts register.  The WDB Executive 
Director restrictively endorses each check received, prepares the deposit slip, and 
deposits the funds into an account of a financial institution which provides FDIC/FSLIC 
coverage. In cases of the Executive Director's absence, the WDB Treasurer will perform 
the duties assigned to the Executive Director.

C. Copies are made of the deposit slip and the check(s) and then forwarded to the WDB Administrative 
Coordinator for recording into the accounting system.  The WDB retains the originals.

D. The WDB Administrative Coordinator will enter the cash receipt into accounts receivable and the 
 deposit into the general checking account of the accounting system.  At no time will the person who 

E. The WDB Staff will compile the Cash Receipts Register and Deposits for the WDB 
Treasurer on a quarterly basis.  The Treasurer will verify and sign off that all cash 
received through physical means has been deposited.

F. The WDB Administrative Coordinator will receive the bank statement and verify that 
the electronic cash requests and other cash receipts have been received and accounted for 
by the bank. The WDB Executive Director will reconcile the bank statement on a monthly basis and 
maintain copies of the statement in WDB files. 
The WDB Treasurer will approve of the reconciliation by signing and dating the 
document on a quarterly basis. 

prepares the deposits also enter the data.
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SECTION 500 – CASH DISBURSEMENTS. PURCHASING, COST ALLOWABILITY, 

A. The WDB Executive Director will approve all invoices for payment, verify their accuracy, 
omit duplicates, designate the appropriate grant classification and expense classification. 
Then all invoices are forwarded to the WDB Administrative Coordinator to begin the 
invoice processing procedure.

B. The following invoices require the approval of the WDB Chair prior to payment:
1. Staff travel outside of the state
2. Legal Services
3. Invoices over $1,000, other than sub recipient invoices

C. Under Uniform Guidance 200.302 (b)(7), written procedures for determining the allowability 
of costs must be in place. Allowability of all costs is to be aligned with Subpart E-Cost          
Principles, which include but are not limited to: 

1. All costs must be necessary and reasonable (recognized as ordinary, at or below market
price for similar goods/services, and is in accordance with local, state, and federal
policies) and in accordance with GAAP.

2. All costs treated as either direct or indirect are done so consistently and documented.
3. No costs can be used to meet cost share or matching requirements of other federal awards.
4. All costs must be allocable, as per Statute 75.405, and in accordance with WIOA Public Law

113-128; 29USC Sec. 3101, 81 FR 56072, all DWD-DET policies/procedures, and 2 CFR
Parts 2900 & 38.The entities that incur the costs must ensure accordance with all the above.

 D.  The WDB Administrative Coordinator enters invoice data into an on-line bill service and posts.
The invoices are electronically submitted for payment approval to the WDB Executive 
Director and a member of the Board of Directors, preferably the WDB Treasurer. When the 
payments have been approved, the WDB Administrative Coordinator will complete the bill 
paying process through the on-line service. At month end the Executive Director will receive 
a report of all invoices paid for cross referencing the invoices. This document will be signed 
and dated. WDB Treasurer will review and approve on a quarterly basis. 

E.

 

If manually prepared checks are needed for payment, the WDB Administrative Coordinator will 
     print the checks after payment has been approved.   Signatures on checks will be that of the WDB 

PROCUREMENT, EQUIPMENT
CASH DISBURSEMENT POLICY 
The WDB will ensure that disbursements are handled in a manner that protects agency cash assets, 
conform to Generally Accepted Accounting Principles, and Uniform Guidance and ensure that 
grants are properly expensed. The policy will, minimize any chance of check writing fraud, and 
ensure that all funding source rules and regulations are followed by staff when  procuring goods 
and services for the agency. The WDB Administrative Coordinator will be responsible for cash 
disbursements and the Executive Director will monitor this process.  In accordance with UG 
200.305(b), electronic mechanisms will be used throughout the life cycle of the transaction 
process, including electronic approval of invoices upon receipt, electronic accounting functions, 
electronic cash requests, and electronic transfer of funds to vendors and subrecipients. This 
process will ensure that the time between funds transfer and disbursement is minimized. The 
process will occur weekly, with cash requests only being sent after all invoices have been 
approved and are ready to be paid. As soon as cash requests are received, the invoices will be paid. 

Executive Director and a member of the Board of Directors.  Bill payments are normally prepared 
on a weekly basis.
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H. Voided checks or other forms will have "VOID" boldly written in ink or stamped across
the face of the check and will be retained in the Void Check file.

I. In the event of a lost or stolen check, WDB Administrative Coordinator will ask the payee to wait 
 90 days for the automatic cancellation of the check and reissuance of the check. At the Executive
Director’s discretion, a check may be reissued sooner.  The WDB Administrative Coordinator will 
check on-line

 

or call the bank to see if a check has cleared the bank. If not, a stop payment will be 
issued by the WDB Administrative Coordinator. After the bank has confirmed the stop payment and 
the service charge has been approved by the Executive Director, the original check will be voided 
and a replacement check will be issued.

J. All writing of and voiding of checks must go through the WDB's automated
accounting system. The WDB Administrative Coordinator will monitor all check 
writing activities.

 

In no event will:
1. Checks be prepared and signed in advance
2. Checks be made out to "cash" or "bearer"
3. Checks be prepared on verbal authorization
4. Checks be used other than in numerical order
5. Checks be prepared unless these procedures are followed

II. PROCUREMENT
POLICY 
In accordance with 200.318(c)(1), the WDB, its officers, employees, and agents must all 
comply with these policies and the requirements found in UG 200.317-200.326. 
Inadvertent violations of these standards will be handled on a case by case basis, with 
corrective action as the consequence. Any officer, employee or agent who knowingly 
violates these standards will be subject to disciplinary action based on the severity of the 
violation, up to and including termination of board membership, employment, or contracts. 
Uniform Guidance, §200.317 through §200.326 includes requirements for having written 
policies, oversight, conflict of interest, avoidance of unnecessary or duplicative purchases, 
maintaining appropriate procurement practices, having full and open competition, and 
contractual provisions. The WDB, its officers, and agents are responsile for knowing and  
abiding by the requirements contained within these standards, including consideration of 
small business, minority-owned businesses, women's businesses, and labor surplus area 
firms in purchasing decisions. The WDB Executive Director, in conjunction with the 
Executive Committee will oversee procurement activities to ensure compliance.

When manual checks are prepared, the check stub will be attached to the appropriate 
invoice(s) and then filed in accounts payable vendor files.

F. Electronic copies of the invoices and approvals will be maintained in the WDB files.

G.   The WDB Administrative Coordinator will be responsible for all blank checks, kept under lock and     
        key, if applicable. The current accounting system allows for checks to be printed as needed rather    
        than kept on hand. 

In procurement transactions, the following determinations will be assessed. 

Determine if the expenditure is budgeted•
Determine if funds are available for the expenditure•

• Determine if the expenditure is allowed under the grant
• Determine if the expenditure is necessary to the program
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2. Small purchases - Less than $150,000 - Small purchase procedures are used for
purchases that do not cost more than the Simplified Acquisition Threshold. If small
purchase procedures are used, price or rate quotations must be obtained from at least
three (3 qualified sources).

3. Sealed bids – More than $150,000 - Bids are publicly solicited and a firm fixed price
contract (lump sum or unit price) is awarded to the responsible bidder whose bid,
conforming with all the material terms and conditions of the invitation for bids, is the
lowest in price. The WDB will restrict its use of sealed bids.

4. Competitive - More than $150,000 - The technique of competitive proposals is 
normally conducted with more than one source submitting an offer, and either a fixed 
price or cost-reimbursement type contract is awarded.  Conducting technical evaluations 
of the bids received and for a risk assessment prior to selecting sub awardees is required. 
Competitive Proposals are the preferred method for procuring program services.

5. Non- competitive purchasing – Applied to all levels. Procurement by non-competitive
proposals is the solicitation from only one source.  The WDB will limit the use of non-
competitive purchasing.

All five procurement types must comply with the Procurement Standards in section 
200.318 of the Uniform Guidance which can be summarized generally as follows: (1) the 
purchase complies with the WDB procedures in place, (2) purchases are necessary, (3) 
open competition (to the extent required by each method), (4) conflict of interest policy and 
(5) proper documentation for the purchases.

PROCUREMENT PROCEDURES 
For all purchases packing slips, receipts, etc. will be submitted to the WDB Administrative 
Coordinator and kept until the invoice is received.  The WDB Administrative Coordinator 
will compare the packing slips or receipt against the invoice.  If there are material 
discrepancies, the WDB staff will contact the requestor to follow up on items or invoices 
which have not been received. 

Purchases that are not part of an approved budget will be approved only by the WDB  
Executive Director and a member of the Board of Directors.  The Board of Directors will 
set a dollar limit for purchases which are not part of an approved budget. That limit is 
curr

.

ently $5,000

MICRO PURCHASES (Less than $3,000) 
Purchases under $200 do not require formal purchasing or a purchase order.  The WDB 
Executive Director has delegated approval of purchases by staff of greater than $200 but 
less than$1,000 for program or administrative related expenses.

UIPMECASH DISBURSEMENTS. PURCHASING, PROCUREMENT & EQ NT 

Procurement can be made in one of 5 methods: 
1. Micro-Purchases - Less than $3,500.  In accordance with Uniform Guidance and to the

extent possible, the WDB must distribute micro- purchases equitability among qualified
buyers.
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The WDB Executive Director will submit documentation to substantiate all purchases 
under $1,000 to the Board Treasurer for his/her review quarterly.  Any purchases 
over $1,000 require approval by a member of the Board of Directors, preferably the 
Chair.  A requisition may be completed in order to track expenditures and/or vendor.  

For purchases over $1,000, two or more informal bids or quotations are suggested. The 
discretion of the buyer is to be used with this type of purchasing to ensure prudent 
expenditure of grant funds and comparative shopping has been diligently completed.  

B. SMALL PURCHASES ($3,001 to $149,999)
For Small Purchases, purchase can be relatively simple and informal. Rate or price
quotations must consider the minimum requirements. Records sufficient to detail the
history of the procurement must be maintained. For any purchases over the $1,000
threshold, the same procedures for micro- purchase will apply with the following
`exceptions.

 For purchases up to $4,999 the WDB must secure rate or prices quotations
from at least three qualified sources.  Acceptable quotes are oral, verbal,
phone, email, written or website quotes.

 Purchases of $5,000 to $149,000 will require the transmission of written
invitations for quotes from at least three (3) vendors and the subsequent
receipt of at least three (3) written or faxed quotes.

Purchases with a unit acquisition cost of $5,000 and considered to be equipment 
cannot be expensed against the grant unless exception is made by the funding source.   
As of July 16, 2004, DWD has restricted the purchase of equipment and will no 
longer authorize equipment purchases with a unit cost greater than $5,000.  

Tangible goods having a useful life of more than a year and a unit acquisition cost of 
$1,000 or more will be recorded by the WDB Administrative Coordinator at the 
time the invoice is set up for payment.  The WDB will tag the item and keep an 
inventory list of such items. 

C. SEALED BIDS ($150,000 and over)
If the seal bid method is used, documentation will substantiate the reasoning why this
method was chosen.  Procurement through sealed bids will follow the Uniform
Guidance in 200.320(c). Conducting technical evaluations of the bids received and
completing a risk assessment prior to selecting sub awardees is required.

D. COMPETITIVE PROPOSALS ($150,000 and over)
The WDB staff will prepare a request for proposals (RFP) to procure services and
purchases of $150,000 and more.  At a minimum, the RFP will outline the services to
be procured, the level of funding available and the funding available.  Uniform
guidance will be followed in regard to the following:
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 Requests for proposals must be publicized and identify all evaluation factors and
their relative importance. Any response to publicized requests for proposals must
be considered to the maximum extent practical;

 Proposals must be solicited from an adequate number of qualified sources;
 Contracts must be awarded to the responsible firm whose proposal is most

advantageous to the program, with price and other factors considered in the
evaluation.

 Before an award is made a cost price analysis must be done.  At a minimum the
cost price analysis will take into consideration cost per participant (if applicable)
or current market rates.

E. NON-COMPETITIVE PROPSALS
Non Competitive Proposals may be used when one or more of the following 
circumstances apply.
• The item is available only from a single source;
• The public exigency or emergency for the requirement will not permit a delay

resulting from competitive solicitation;
• The Federal awarding agency or pass-through entity expressly authorizes

noncompetitive proposals in response to a written request from the non-Federal
entity;

• After solicitation of a number of sources, competition is determined inadequate.

III. CREDIT CARDS:

A. Credit cards may be obtained in the corporate name when necessary for the expedient 
purchase of goods or services.

B. The number of corporate credit and charge cards shall be limited to one major credit card 
and only those vendor charge cards that are regular and recurring vendors of the 
Corporation.

C. Credit/charge cards will be kept in a locked cabinet when not in use.

D. The WDB Executive Director shall make application for all credit/charge cards, shall 
assume responsibility for the use of all corporate credit/charge cards and shall verbally 
approve purchases under $200 and approve in writing all purchases $1,000 and over.  The 
WDB Executive Director's ruling on disputes over credit/charge cards will be the final.

E. The WDB Chair will approve the WDB Executive Director's use of credit/charge cards 
for purchases over $1,000.

F. Specific agency staff shall be designated as signatories on each credit/charge card. 

CASH DISBURSEMENTS. PURCHASING, PROCUREMENT & EQUIPMENT 500-13
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G. All credit and charge card transactions will be accompanied by a receipt that is submitted
to the WDB Administrative Coordinator on a monthly basis.

H. Where appropriate, purchase orders will accompany credit/charge card transactions.

I. Credit/charge card purchases may be made via the Internet, telephone or fax with proper
approval as long as reasonable care is taken to insure the security of communication
vehicles.

J. No personal purchases may be made using corporate credit/charge cards.  Misuse of an
agency credit card shall be cause for immediate termination of employment.

IV. EQUIPMENT IDENTIFICATION

A. Western Wisconsin Workforce Development Board inventories all tangible personal 
property with a unit acquisition cost of $1,000 or more and a useful life of more than one 
year. In addition, electronic equipment such as TVs, cameras, recorders, computers and 
calculators with a unit acquisition cost of $1,000 or more and a useful life of more than 
one year shall be inventoried.  Durable goods with an acquisition cost of less than $1,000 
can be tagged at the discretion of the WDB Executive Director.

B. The WDB Administrative Coordinator will assign and affix a unique inventory tag number to each 
piece of equipment to be inventoried and provide the following information to the Fiscal 
Agent:

1. Inventory tag number
2. Item description
3. Model Number
4. Serial Number
5. Date Received
6. Acquisition source
7. Purchase price
8. Grant and/or program purchased under
9. Name of holder
10. Location
11. Date last inventoried

C. The WDB Administrative Coordinator will keep all paperwork relational to the purchase 
of durable goods. This includes the inventory receipt form, copies of purchase orders and 
invoices and any funding source authorizations.

D. Equipment over $5,000 which has been purchased with direct grant funds will be marked 
as such in the Fixed Asset Schedule and will be placed on the State recitative inventory 
list or funding sources list as necessary.
CASH DISBURSEMENTS. PURCHASING, PROCUREMENT & EQUIPMENT 
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V. PHYSICAL INVENTORY:

A. The WDB Administrative Coordinator shall take a physical inventory of all durable goods 
and equipment annually.  The inventory shall indicate the location of the item and shall 
ensure that all are properly marked.

B. The physical inventory shall be reconciled with the property records in the Inventory 
Record, or in the case of equipment, in the Fixed Asset Schedule. All discrepancies must 
be properly explained and changes made to the inventory system as needed.

C. During the physical inventory, any property that is obsolete, in unusable condition or 
otherwise able to be disposed of will be noted.  Disposition of property will be conducted 
under the rules of the original funding source if the funding source has retained an interest 
in the items.  Property that has been disposed of will be removed from the property 
register and the equipment insurance.  Records of all disposed property will be kept for 
three years.

D. After the physical inventory has been completed and the inventory records matched, the 
WDB Administrative Coordinator will prepare a new listing of the durable goods and 
equipment. The values as listed on the equipment inventory will be insured at 
replacement value with no less than a $500 deductible on loss. 

VI. LOSS, DAMAGE, DESTRUCTION OR DISPOSAL OF EQUIPMENT:

A. In the event of loss, damage or destruction of agency equipment or property the WDB
Administrative Coordinator will report to the insurance agencies and then will then 
follow up as necessary to ensure that insurance claims are paid in a timely manner and 
that equipment is replaced as needed.

B. For the routine disposal of equipment: equipment with a unit acquisition cost of $5,000 or 
more which was purchased with funding from a specific funding source requires prior 
approval for disposal from that funding source.  For equipment under $5,000, or 
equipment that was not purchased with grant funds, approval for disposal is required from 
the WDB Executive Director.

C. Obsolete or unused equipment may be transferred to other DWD/DWS- funded programs 
within the WDA or the state.  If no such program is found, the equipment may be sold or 
otherwise disposed of. The disposition or transfer must be fully documented and retained 
for a three-year period.  Proceeds from the sale of grant funded equipment will be 
deducted from equipment costs or entered as program income to a specific grant(s). 
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SECTION 600 – SUB-AWARDEE 

POLICY 
The WDB will set guidelines for the financial management of sub-awards (the WDB may use 
the term “contracts” for sub awards.  It is the responsibility of the WDB Executive Director to 
ensure that all contracts are in place, signed and accurate before program activities commence.  
Bids and written contracts clearly defining work to be performed will be maintained for all sub-
award contracts and comply with funding source regulations.  At the sole discretion of the WDB 
Executive Director a letter of authorization may be issued to the sub-awardee for a defined 
amount within a specific period while the Contract is completed.   

The WDB Executive Director will approve and sign all contracts.  The WDB Executive Director 
will approve and monitor the contract budget(s), invoices and payments. The Executive Director 
will monitor the program activities of the sub- awardee.  Fiscal staff will process invoices as 
detailed in Section 500 Cash Disbursements.  Western Wisconsin Workforce Development 
Board contracts to sub-awardees will be monitored as required by our grant sources in order to 
determine compliance with the terms and requirements of any and all agreements between 
Western Wisconsin Workforce Development Board and the sub-awardee.  

PROCEDURES 

I. FINANCIAL RESPONSIBILITY

A. As per the terms of the award contract, the sub-awardee must maintain systems with the 
capabilities to:
1. Ensure the protection of funds made available;
2. Ensure compliance with terms of the grant agreement and local policy and precedence
3. Adequately account for the use of the funds.

B. The sub awardee will establish financial procedures and: 

1. Will submit invoice(s) for reimbursements as outlined in the sub-awardee contract.

2. Will monitor budget and actual expenditures and ensure the submission of budget
modifications as needed.

C. Sub-awardee invoicing to Western Wisconsin Workforce Development Board will be as 
follows:
1. Monthly invoices will be prepared according to the format approved by the Western

Wisconsin Workforce Development Board, Inc.  Invoices must be received at the
Western Wisconsin Workforce Development Board on or before the due date
specified in the Contract.   More frequent reimbursements will be accepted with
previous approval by the WDB Executive Director. Late invoices will be marked as
such.
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2. The Invoice should report expenditures to date including actual expenses and
properly calculated and documented accrued expenses and obligations

3. A final invoice must be received by the Western Wisconsin Workforce Development
Board within 30 days after the contract end date or the date specified in the contract.
Invoices received after the date in the contracts and before contract closeout, will be
paid at the discretion of the Western Wisconsin Workforce Development Board.
Payments will not be made after a contract has closed.

D. Budget Modifications will follow the procedure(s) defined in the sub-awardee contract.

II. PROGRAM INCOME
A. Revenue earned using grant funds will be tracked according to grant regulations.  Any

B. A separate file will be maintained for each sub-awardee.   Separate files will also be
maintained for payments on each sub-award

III. FINANCIAL MONITORING AND AUDITS
A. The sub-awardee will permit, with prior notice and during regular business hours, the

Western Wisconsin Workforce Development Board and its Financial Services contractor 
or auditor, the Department of Workforce Development and the U.S. Department of Labor 
the examination and duplication of records relating to all matters covered by the sub-
awardee contract.   Western Wisconsin Workforce Development Board may request such 
examination and information as often as it deems necessary.

B. Western Wisconsin Workforce Development Board will monitor the sub-awardee’s fiscal
operation.  The monitoring may consist of on-site records review and/or desk review at 
the discretion of the WDB Staff or the Financial Services contractor. The sub-awardee 
agrees to provide assistance with the monitoring process.   All monitor findings, 
comments and documentation will be available to the Western Wisconsin Workforce 
Development Board for review.

C. Reports of the fiscal monitoring will be issued within thirty days from the date of the
monitoring.   These reports will include findings, recommendations and/or observations.

D. The sub-awardee will have thirty days from receipt of the report to respond to any
findings and must included the corrective action taken.

E. A closure letter will be issued upon satisfactory corrective action taken against all
findings.

revenue will be submitted to the WDB. In accordance with 200.305(b)(5), all 
program income must be expended before additional cash may be requested. 
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F. The sub-awardee may not enter into an agreement or assign, transfer rights and/or interests 
given in the sub-awardee contract to a third party without written prior approval from the 
Western Wisconsin Workforce Development Board Executive Director. If approval is 
granted, the sub-awardee must financially monitor such person or contract and make the 
records available to the Western Wisconsin Workforce Development Board for review.

G. The sub-awardee will have a single, organization-wide financial and compliance audit 
performed by a qualified independent auditor on a yearly basis for the period of the 
subcontract.  The audit will be performed in accordance with Federal Office of 
Management and Budget Uniform Guidance and state single audit guideline issued by the 
Wisconsin Department of Administration (DOA).   A final copy of the completed audit 
will be submitted to Western Wisconsin Workforce Development Board for review and 
findings resolution.

H. The sub-awardee audit report and financial statement(s) are independent of the Western 
Wisconsin Workforce Development Board’s audit.  Findings included in the sub-
awardee’s reports that are applicable to Western Wisconsin Workforce Development 
Board funds will be resolved by the Western Wisconsin Workforce Development Board. 
Instances of noncompliance with applicable laws and regulations will be resolved with six 
months of the receipt of the Sub-awardee audit report.   Any findings relative to the 
Western Wisconsin Workforce Development contract determined as a result of the audit 
shall result in the following resolution process:

1. Development of a corrective action plan.
2. Monitoring by the Western Wisconsin Workforce Development Board staff to

assure corrective action is being implemented within specific time limits.
3. Communication by Western Wisconsin Workforce Development Board with the

agency or other federal funding source if the issue has cognizance.
4. Recovery of any disallowed costs
5. Correction of any necessary records

I. RECORDS MAINTENANCE AND INSURANCE 

B. The sub-awardee will not destroy any records involved in an open dispute until resolution
of such issues.

C. The sub-awardee will procure and maintain for the term of the contract worker’s
compensation, comprehensive general liability and automobile liability insurance or other 
insurance as required by law. Coverage minimums will be set by the Western Wisconsin

A.  In accordance with Uniform Guidance 200.333, financial records, supporting documents,     
     statistical records, and all other non-Federal entity records pertinent to a Federal award     
     must be retained for a period of three years. The WDB will keep these items that    
     originated from the WDB for three years. Subcontractors will be required to keep these 
     items that originated  from their organization for three years. Program participant files 
     must be retained for seven consecutive years after the participant exists from US DOL 
     funded programs. Subcontractors will turn over participant files to the WDB at the time of 
     exit. The WDB will retain the participant files for the seven year period following exit. 
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Workforce Development Board.  The sub-awardee will submit evidence of insurance to 
Western Wisconsin Workforce Development Board. 

V. OTHER ISSUES

A. Western Wisconsin Workforce Development Board reserves the right to de-obligate 
funds based on 15% variance of current or previous expenditure patterns and/or Federal 
or State grant de-obligations.  Such de-obligation will be made at the sole discretion of 
the Western Wisconsin Workforce Development Board Executive Director with 
concurrence from the Chair.

B. When revenues are generated on funds provided by the Western Wisconsin Workforce 
Development Board, these funds are considered program income and must be 
relinquished to the Western Wisconsin Workforce Development Board, Inc. within the 
same month that the funds are generated. In accordance with 200.305(b)(5), all 
program income must be expended before additional cash may be requested.

C. The sub-awardee agrees to repay any disallowed costs associated with their contract. 
The payment will include a sub-awardee’s written affirmation that such payment will 
exclude use of funds received through the Western Wisconsin Workforce Development 
Board contract(s) and any Federally funded contract.

D. Additional, contract specific fiscal requirements can be added to the sub-awardee’s 
contract(s).

E. The sub-awardee will comply with all fiscal requirements and obligations contained 
within the contract document.   In the event of a conflict with Financial Procedures, the 
sub-awardee will adhere to the strictest interpretation.

F. Each sub-awardee contract will have a formal closeout document that includes the total 
amount of expenditures.  It will be signed and dated by the sub-awardee and retained by 
the Western Wisconsin Workforce Development Board offices.

G. Western Wisconsin Workforce Development Board may utilize non-federal funding as 
matching if such funds are a grant requirement or the funds become available for its use. 
Western Wisconsin Workforce Development Board may collaborate with other 
organizations having access to non-federal matching funds in ways that are consistent 
with the requirements of federal and state funding sources. 
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SECTION 700 - PAYROLL 

POLICY 
The WDB Executive Director will ensure that proper steps are followed regarding paperwork 
for employees, that payroll is processed correctly, that all taxes and other payroll liabilities are 
properly accounted for and paid and internal controls are followed to minimize any chance of 
fraud.  The WDB Administrative Coordinator is responsible for carrying out these procedures. 

PROCEDURES 
I. PROCEDURES FOR NEW HIRES:

A. The WDB Administrative Coordinator will make sure that all new employees complete 
the following within the allowed timeframe:

a. Form W-4, Employee Withholding Certificate
b. I-9 form

B. The Supervisor or a designee will obtain the I-9 and W-4 forms from new hires and make 
sure they are filled out correctly.   An employee cannot be paid until these forms have 
been completed and forwarded to the WDB Administrative Coordinator.

C. The W-4 must be submitted to the WDB Administrative Coordinator as soon as it is completed, to 
 set up the individual in the payroll accounting system.  The new staff person will also submit bank 
 and account information to the WDB Administrative Coordinator for direct deposit of wages.

D. The new staff person must submit information for any optional payroll deductions to the 
WDB Administrative Coordinator.

E. When the completed forms and bank information for a new employee are received by the 
WDB Administrative Coordinator, the new employee’s data will be entered into the 
automated payroll system. The WDB Administrative Coordinator will set up direct 
deposit information with Western Wisconsin Workforce Development Board’s bank 
prior to the first payday.

II. RATE AUTHORIZATION

A. The WDB Executive Director will complete a wage authorization form that details

B. Change in status will be completed by the immediate supervisor and sent to the WDB 
Executive Director for approval. 

c. Conflict of Interest statements

the rate to be paid and effective date. In the case of the WDB Executive Director, the WDB 
Chair will handle the confirmation.  Wage authorization forms will be kept in each 
employee’s personnel file. 
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C. After rates and changes are approved by the WDB Executive Director, a copy of the wage    
      authorization form will be gien to the WDB Aministrative Coordinator who will be 
      responsible for changing the personnel record and updating the payroll records.

III. TIMESHEETS AND TRAVEL
All hourly employees will complete the agency bi-weekly time sheet and forward it to their
immediate supervisor.  Salaried employees will complete the agency bi-weekly time sheet and
allocate their time.  All completed time sheets must be signed by the employee then verified
for accuracy and approved by the employee’s immediate supervisor.  Verified and signed time
sheets are submitted to the WDB Administrative Coordinator after the end of each bi-weekly
pay period on the Monday following the pay period ending date. The WDB Chair has
designated the WDB Administrative Coordinator to approve the WDB Executive Director's
time sheet.  Any incomplete time sheets will be returned to the staff person’s immediate
supervisor. Late time sheets could be held until the following pay period.  Electronic
signatures are accepted.
A. Bi-weekly time sheets will be used to charge direct time into grants, to allocate expenses,

track sick leave, vacation and holiday hours.  The WDB Administrative Coordinator will 
prepare the cost allocation spreadsheet to be used for the month and submit to the WDB 
Executive Director for approval.

B. Staff members will be reimbursed based on actual costs for their approved auto mileage 
and travel expenses by filling out a Travel Voucher and submitting with bi-weekly 
timesheet.  Receipts must be attached to the travel voucher. Travel costs incurred as a 
result of a meeting or conference must have the documentation of the meeting as well.

C. Rate of travel reimbursement will be based on policy and limits specified in the Personnel 
Policy.  Expenses exceeding those limits must be approved in advance by the WDB 
Executive Director or in the case of the WDB Executive Director, the WDB Chair.  Any 
reimbursement that exceeds the IRS rates will be reported as taxable income to the 
employee.

D. Travel advances may be requested for the estimated cost of the trip by submitting a 
requisition to the WDB Executive Director that details the actual cost of the trip. Payment 
of the voucher will be reduced by any advanced amount.  If the travel advance exceeds the 
actual costs, the difference is to be returned to the WDB Administrative Coordinator who 
will forward to the Executive Director for deposit.

IV. OVERTIME FOR HOURLY STAFF
A. Overtime for hourly employees must be pre- approved in advance by the immediate

Supervisor and the WDB Executive Director.

B. All overtime, over 40 hours per week, will be paid at a rate of one and one half times the 
regular wages and paid for in the period it occurs. 



Western	Wisconsin	Workforce	Development	Board,Inc.	
Financial	Policy	and	Procedures	Manual

	Approved	December 3, 2018	

PAYROLL 700-22

V. PAYROLL PROCESSING:

A. The WDB Administrative Coordinator will review time sheets for accuracy and enter hourly staff 
time sheet data into the automated payroll system.

B. A payroll summary will then be verified for accuracy by the Executive Director, then a copy
will be attached to the timesheets and filed.

C. The paychecks will be prepared and released for electronic deposit by the WDB Administrative    
    Coordinator. Direct Deposit funds are deposited in the employee accounts the Friday after the      

      pay period ends.   The Board Chair will receive a copy of the payroll summary after the payroll  
      has been completed on a monthly basis for review and signature.      

D. An electronic copy of the paystub will be available to WDB employees.

VI. PAYROLL TAXES AND BENEFITS PAYMENTS:

A. Federal and state payroll taxes will be paid after each payroll or as required by law, based
upon the information shown on the payroll reports.  The federal tax deposit is made using 
EFTPS (Electronic Federal Tax Payment System). The state tax deposit is an ACH Debit 
payment by EFT (Electronic Funds Transfer).  The WDB Administrative Coordinator will 
transfer funds for payroll taxes and prepare reports and enter payments in the accounting 
system.  The WDB Administrative Coordinator will maintain and justify all liability 
accounts for payroll, and monitor payroll taxes, reports and related payroll accounts and 
will submit quarterly and year-end reports in a timely manner.

B. Payments and reporting of all benefits providers shall be made and tracked by the WDB
Administrative Coordinator. This includes but is not limited to Pensions, Health Care, 
Workers’ Compensation Insurance, disability, COBRA payments and SUI. The WDB 
Administrative Coordinator will monitor all benefits payments and reporting.

C. IRA payments will be made after the payroll period in which they were withheld from
employee(s) checks.  After the last payroll of the month, pension payments will be
electronically transferred to the employee’s pension account.  State taxes will also be paid
at this time.

D. All records pertaining to employee payroll related records, payroll checks, payroll taxes,
payroll deductions and payroll benefits will be administered and kept in accordance with 
the rules and regulations of the Internal Revenue Service, the individual funding and 
granting sources, the U.S. Department of labor and the laws of the State.  The payroll 
records will be maintained by the WDB.
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SECTION 800 – BANK RECONCILIATIONS 
POLICY 
The WDB will create procedures to ensure separation of duties regarding checks and for 
reconciling agency checking accounts.  Bank statements are reviewed by the WDB 
Administrative Coordinator before sending to the Executive Director. The Executive Director 
reconciles checks from various checking accounts.  The Executive Director will monitor 
checks and check reconciliations on a regular basis. 

I. PROCEDURES

A. Each month checks are reconciled to the bank statements and the bank statements are 
reconciled to payments made through the accounting system. The Administrative 
Coordinator opens the bank statement and forwards to the WDB Executive Director to 
review, sign, date. The Executive Director reconciles the checking account.

B. Checks are entered into the Accounting System by selecting the cash account to be 
reconciled. The reconciliation date is the bank statement date.  The ending bank balance 
from the bank statement is used as a reference for reconciliation to the accounting records.

C. Checks and electronic transfer that have cleared the bank are selected as paid in the 
accounting system. The reconciled bank balance and the balance per the accounting system 
must match.  If the balances do not match, there is an error.  Errors must be found and 
corrected before continuing.  Any discrepancies or irregularities must immediately be 
brought to the attention of the WDB Treasurer.

D. When the deposits, checks and electronic transfers in the accounting system balance with 
the bank statement, a report showing the outstanding checks is processed from the 
accounting system and attached to the bank statement.  If checks are outstanding for over 
90 days from the date of issue they will be brought to the attention of the WDB Executive 
Director. The Administrative Coordinator will periodically check further into why checks 
were not cashed or cleared through the bank.  Checks may be re-issued or voided at that 
time.

E. After Reconciliation, the statement will be filed with the reports and retained according to 
grant regulations.  Upon disposal, checks and statements are shredded. A copy of the bank 
reconciliation will be emailed to the WDB Board Treasurer for his/her review and 
signature. 
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SECTION 900 – BOARD EXPENSES 
POLICY 
WDB Administrative Coordinator will ensure Boards of Directors are properly reimbursed 
for travel related to the business of the agency.  

I. PROCEDURES

A. Members of the Western Wisconsin Workforce Development Board of Directors will be 
reimbursed for expenses incurred while attending meetings as functions of supporting the 
agency.

B. Mileage reimbursement shall be at the current agency rate.

C. The WDB Executive Director shall approve each voucher for payment. Approved 
vouchers will then be forwarded to the Administrative Coordinator for payment.

D. In the event that a member of these governing bodies is required to travel to meetings 
and/or training sessions (other than officially sanctioned meetings of the governing 
bodies and/or associated committees), the member shall comply with established agency 
travel policies contained in the Western Wisconsin Workforce Development Board 
Personnel Policies. 
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SECTION 1000 - CONSULTANTS 
POLICY 
The WDB will have a guideline for selecting and contracting with consultants and other 
professionals for training, expertise and other services. The WDB Executive Director and/or the 
Administrative Coordinator will be responsible for contracting with consultants and other 
professionals for services. 

I. PROCEDURES

A. An assessment of the services needed will be developed and clearly stated.

B. Consideration will be made of in-house capabilities to accomplish services before 
contracting for them.

C. Written contracts clearly defining work to be performed and timelines of the work will be 
maintained for all consultant and contract services. The contract shall be signed by the 
consultant and the WDB Executive Director.

D. Each contract will include language showing that the consultant is not an employee of the 
agency.

E. Each contract will include language to release the agency from liability or continuation of 
the contract in the event of a loss or reduction in funding for the project or services.

F. The qualifications of the consultant and reasonableness of fees will be considered in 
hiring consultants. A formal Request for Proposal can be developed and advertised if 
desired. The purchase of services from a consultant must to follow the requirements for 
purchasing as set down in section 600, Purchasing and Procurement, of this manual.

G. Consultant services will be paid for as work is performed and as invoices are received. A 
small initial payment can be made if required by the consultant at the discretion of the 
WDB Executive Director.  Invoices from consultants will be forwarded to the Fiscal 
Agent for payment and will follow the procedures as set down in Section 500 Cash 
Disbursements of this manual.

H. The Board of Directors is encouraged to review all audit and other significant contracts. 
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SECTION 1100 - LEASES 
POLICY 
The WDB will ensure that leases are in compliance within the rules, regulations and 
guidelines of agency funding sources. Office leases for the agency are maintained by the WDB 
Executive Director, equipment leases are maintained by the Administrative Coordinator.       

I. PROCEDURES

A. Arrangement and negotiations for leases are made by the WDB Executive Director, WDB 
Administrative Coordinator, or another designee of the WDB Executive Director. Leases 
of office space will be ongoing until agency management decides to move or otherwise 
no longer occupy the space leased. Yearly negotiations or review for office lease costs 
will be conducted by the WDB Executive Director or designee of the WDB Executive 
Director.

B. Whenever possible, leases will correspond to the program year (July-June)

C. Long term leases of equipment over $5,000 will include a cost benefit analysis to be 
completed by the person arranging for the lease.  Agency procurement procedures will be 
followed in the letting of long term equipment leases as it is followed for the purchase of 
equipment.

D. The WDB Executive Director will maintain originals of all equipment leases in the 
corporate files. The WDB Executive Director will review each lease and insure payment 
compliance before making payments on leases. The WDB Executive Director will 
periodically monitor leases for compliance and accuracy of payments.

E. The WDB Executive Director will maintain the originals of all office leases and will 
ensure that the Administrative Coordinator has a copy of each lease to insure proper 
payment of office space rental. Subleases will also be maintained in the same file. 

pclab
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SECTION 1200 – INSURANCE 

POLICY 
The WDB will be properly insured against possible liabilities and losses and ensure that 
funding source rules are followed. 

I. PROCEDURES:

A. The WDB Executive Director or a designee will do a risk management plan and will 
evaluate the possibility of losses that could be incurred by the agency. Based on this 
evaluation of potential risk, the WDB Executive Director shall plan all general insurance 
coverage.  The Administrative Coordinator and Financial Services contractor will 
review allowable costs in the OMB Circulars as part of the agency risk management 
plan. Reasonably adequate liability and loss coverage shall be maintained for:
1. Motor vehicles
2. Property to include EDP equipment
3. General liability
4. Worker's Compensation
5. Bonding and/or employee dishonesty
6. Directors and Officers legal liability
7. Other insurances required by funding sources, the agency or its employees and its

Boards in connection with the general conducting of the agencies operations.
8. Employee Health insurance plans shall follow procedures in the personnel policies.

B. Insurance policies will correspond to the program year (July-June) whenever possible and 
will be maintained in a file by the WDB Executive Director.

C. Insurance policies will be reviewed by the WDB Executive Director on a periodic basis.  
A Request for Proposal may be sent to insurance providers as policies are up for renewal 
if feasible. All insurance policies will be reviewed at least every 3 years.

D. Claims for losses against general insurances will be filed and managed by the WDB 
Executive Director or a designee as assigned. Insurance claims for Workers Compensation 
issues will be filed and managed by the WDB Executive Director.

E. Employment insurances such as Long Term Disability, Short Term Disability, Term Life 
insurances shall be made available to staff as defined in the Personnel manual.  The WDB 
shall maintain all filing for payroll related insurances.  Arranging for employee benefit 
insurance shall be the responsibility of the WDB Executive Director. 
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SECTION 1300 – COST ALLOCATION 

POLICY 
The WDB will have procedures to communicate the agency philosophy on allocating costs and 
to show steps taken to ensure that costs are properly allocated to grants and funding sources. 

Western Wisconsin Workforce Development Board has a philosophy of providing administrative 
and customer support services in direct proportion to the level of benefit needed for each 
program. The efforts of both the Administrative Staff and the subcontractors are based on the 
needs of the customers or services to be provided. The organization's major functions are 
fundamentally the same for all grants it receives. Most services are provided through the One 
Stop Job Center model. Major sources of Revenues include the Department of Labor and other 
Federal, State and private funding sources. 

I. PROCEDURES
Costs associated with staff or other expenditures are directly applied to grants or cost
objectives whenever those costs can be directly related to the benefiting grants or cost
objectives. Costs associated with staff members, as well as other costs that cannot be
directly attributed to a particular grant or activity, are assigned to an indirect cost pool
prior to allocation to the various program funding sources and cost objectives. The
agency organizational chart, see attachment A, and a listing of current grants, see
attachment B, are used to determine expenses assigned to the cost pool.   Funding source
regulations determine which grants can be charged for services of a given cost objective.
Cost assignments are intended to measure relative benefit received by a specific grant and
cost objective.  The primary costs are allocated on an equitable distribution base such as
payroll or sub-awardee amount.   Western Wisconsin Workforce Development Board
retains the right to allocate costs based on expenditures during a specific time period;
participants served; time allocated to a specific grant or cost objective; dollars spent in a
specific grant or activity, or time study or sampling for a specific period.

II. ACCOUNT STRUCTURES
A. Grants are assigned a unique name in the accounting system to insure separation by grant

of both direct and indirect costs. Grants, with more than one track such as the WIOA 
youth grants and other grants, are entered with sub name. Cost objectives are defined and 
separated by general ledger account numbers.

III. ALLOCATING OF COSTS:
A. At the close of each month, indirect pooled costs are distributed relative to benefits

received by grants or cost objectives based on identifiable costs such as payroll amount
dedicated to a specific grant on a time allocation sheet or by use of other acceptable
indirect or direct cost base drivers as stated above. Allowable and unallowable costs as
well as direct and indirect costs are determined in accordance with OMB Circular A-122,



Western	Wisconsin	Workforce	Development	Board,	Inc.	
Financial	Policy	and	Procedures	Manual	‐	Draft	

Approved	February	20,	2017	

COST ALLOCATION 1300-29 

“Cost Principles for Non-Profit Organizations”.  Unallowable costs are separated from 
allowable costs and are not allocated or direct charged to grants. These costs are directly 
charged to the General Fund with the approval of the Fiscal Agent. This cost allocation 
plan will apply to any WIOA or other Federal or State grants from other funding 
sources that the agency receives. 

B. There are two primary indirect cost pools.   Other cost pools may be added in isolated
projects or subcontracts.

C. The primary indirect cost pools use payroll amounts by grant as recorded by Western
Wisconsin Workforce Development Board staff on the bi-weekly sheets to apply costs
relative to the cost pool.   These payroll amounts are updated monthly prior to allocation
of indirect costs.

D. The primary cost pools are consistently distributed monthly using the accounting system.

1. The Administrative Coordinator will create and maintain the Allocation 
maintenance file in relation to the benefits received by grant and grant 
regulations.

2. The Administrative Coordinator will create Allocation Accumulation by defining 
the wages paid date range to be used.   Based on the Allocation maintenance file 
and the Allocation Accumulation period designated, the accounting system will 
calculate the allocations to the appropriate General Ledger account.

3. The Administrative Coordinator will review each General Ledger account 
allocation amount, and then direct the accounting system to create a journal entry. 
The journal entries will then be posted to the general ledger.

4. In the primary indirect cost pools, identified as ‘Program Allocated Costs’ or 
'Administrative Allocated Costs' within the accounting system, this fund of costs 
will be allocated out at the end of each month to ensure that the fund balance of 
the indirect cost pool, at the end of each month, is always zero and therefore 
completely allocated out.
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MATCH AND LEVERAGED RESOURCES POLICY
 December 3, 2018 

The Western Wisconsin Workforce Development Board (WWWDB)  adheres to the specifications identified in 
grant agreements and contracts relating to leveraged resources. Leveraged resources can fall into two 
categories: match or non-match. In all instances, WWWDB, maintains the importance of identifying all 
resources that contribute to positive organization outcomes. WWWDB Match and Leveraged Resources Policy 
assists WWWDB staff and sub-grantees in identifying and distinguishing between matching funds and 
leveraged resources.  

Specifications for “Match” 
I. Any required match (also known as “cost-sharing”) will be identified by statute, in a Funding 

Opportunity Announcement (FOA), and/or grant agreement. 
II. Cost sharing or matching means the portion of project costs not paid by Federal funds (unless

otherwise authorized by Federal statute) §2 CFR 200.29. 
III. For all Federal awards, any shared costs or matching funds and all contributions, including cash and

third party in-kind contributions, must be accepted as part of the non-Federal entity's cost sharing or 
matching when such contributions meet all of the following criteria §2 CFR 200.306(b): 

A. Are verifiable from the non-Federal entity's records;  
B. Are not included as contributions for any other Federal award;  
C. Are necessary and reasonable for accomplishment of project or program objectives;  
D. Are allowable under Cost Principles;  
E. Are not paid by the Federal Government under another Federal award, unless the Federal statute 

authorizing a program specifically provides that Federal funds made available for such program 
can be applied to matching or cost sharing requirements of other Federal programs;  

F. Are provided for in the approved budget when required by the Federal awarding agency; and 
G. Conform to other provisions of Uniform Guidance. 

IV. If match is not expended and not in the financial records, it does not qualify as match.
V. The same type of financial records are needed for match as for grant expenditures. 
VI. Part §2900  Additional DOL Guidance to Uniform Guidance

A. § 2900.8 Cost sharing or matching: In addition to the guidance set forth in 2 CFR 200.306(b), for 
Federal awards from the Department of Labor, the non-Federal entity accounts for funds used 
for cost sharing or match within their accounting systems as the funds are expended.  

B. §2900.2   Non-Federal entity: In the DOL, Non-Federal entity means a state, local government, 
Indian tribe, institution of higher education (IHE), for-profit entity, foreign public entity, foreign 
organization or nonprofit organization that carries out a Federal award as a recipient or 
subrecipient.  

VII. There are two types of match, Cash and In-Kind Contributions.

SECTION 1400:  MATCH AND LEVERAGE RESOURCES 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=722249f02bac163adda2a6e477c848e9&mc=true&n=pt2.1.200&r=PART&ty=HTML#se2.1.200_129
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=722249f02bac163adda2a6e477c848e9&mc=true&n=pt2.1.200&r=PART&ty=HTML#se2.1.200_129
https://www.ecfr.gov/cgi-bin/text-idx?SID=c16296aecfef71d582e0634cf6658cf1&node=2:1.1.2.2.1.4.29.7&rgn=div8
https://www.ecfr.gov/cgi-bin/text-idx?SID=c16296aecfef71d582e0634cf6658cf1&node=2:1.1.2.2.1.4.29.7&rgn=div8
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A. Cash Match: Cash match reflects additional funds or services (allowable costs) provided and paid 
for by XXXXXX, contracted provider or other partners providers from non-Federal funds that are 
in support of grant objectives and outcomes. Cash match includes unreimbursed allowable 
indirect costs.  
1. Cash Match Examples:

a. Personnel services not paid for with grant funds or other Federal funds
b. Third-party services not paid for with grant funds
c. Equipment and supplies expended by the grant but not paid for with grant funds
d. Unrecovered or unclaimed indirect costs:

- Requires prior Grant Officer approval 
- Subject to cost limitations 

e. Donated Space
f. Other recipient/subrecipient resources used to support the grant but not charged to the

grant
2. Cash Match Exclusions:

a. Paid for with Federal funds
b. Used as match for another Federal program
c. Construction/purchase of facilities
d. Expenditure of program income

3. Determining Value of Match:
a. The value of the cash match is the actual costs incurred as reflected in the XXXXXX’s or

provider/partner’s accounting system.
B. In-Kind Contribution: In-kind contributions are products, space, or services provided by a third-

party organization and not paid for by recipient or subrecipient, but which would represent 
allowable costs if paid for with grant funds. These contributions must support allowable grant 
activity and outcomes. The rules that apply to determining the value of such services are found in 
the regulations at §2 CFR 200.306. 
1. In-Kind Contribution Examples:

a. Personnel services
- Volunteers or paid non-recipient staff 

b. Equipment & supplies donated for grant use
c. Services provided by a third party
d. Space donated for grant use (see § 2 CFR 200.434)

2. Determining Value of In-Kind Contributions:
a. Personnel Services: Individual performing regular job activity

- Regular rate of pay + allocable fringe benefits 
b. Personnel Services: Individual performing other volunteer services

- Rates consistent with recipient pay for like work 
- Rates of pay for similar work in the local area 

https://www.ecfr.gov/cgi-bin/text-idx?SID=c16296aecfef71d582e0634cf6658cf1&node=2:1.1.2.2.1.4.29.7&rgn=div8
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=722249f02bac163adda2a6e477c848e9&mc=true&n=pt2.1.200&r=PART&ty=HTML#se2.1.200_1434
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- Include reasonable amount for fringe benefits 
c. Loaned Equipment

- Fair market value 
d. Donated Supplies

- Fair market value at time of donation 
e. Donated Equipment or Supplies

- Fair market value at time of donation or; 
- Depreciation (when item has long term value) 

f. Donated Space
- Fair rental value of comparable space 
- Depreciation 

g. Donated Buildings
- Depreciation 

Specifications for “Non-Match Leveraged Resources” 
I. Non-match leveraged resources are resources that are used to further a grant’s outcomes but do not 

meet criteria for allowable match or are applicable to a grant that does not require match. 
II. The value/cost of non-match leveraged resources can be accounted for with either federal or non-

federal funds. Non-match leveraged resources may fund a participant’s supportive services or pay for 
facilities or equipment used to further the goal of grant activities. 

III. In general, non-match leveraged resources are not federally defined and can vary per contract on how
or what should be captured and counted as leveraged resources. 

IV. Non-match leveraged resources must be cost-allowable under Uniform Guidance.
V. Examples of non-match leveraged resources: 

A. Services provided to grant participants funded by another Federal grant (DVR, Job Service, Job 
Corps, TAA, NEG Grants, etc.) 

B. Purchase or construction of a structure using non-Federal funds that houses grant activity 
C. Training curriculum donated for use 
D. Federal Pell-Grants 
E. Wisconsin Higher Education Programs 
F. Services provided through the FoodShare Employment and Training Program, W-2, Windows-to-

Work, Independent Living, etc. 
VI. Valuation of leveraged resources follows the same requirements as match.
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Quality / Compliance 

When applying Federal Guidance to the identification and accounting of matching funds and/in-kind donations, 
several common errors can be avoided:  

Common Errors 
Error Solution / Internal Control 

1. Expenditures cannot be counted as BOTH
match/leveraged resource and allowable
grant cost

- Maintain records relating to source of 
match/leveraged resource 

- Need to monitor 
2. Not verifying third-party records to support

claimed match
- Need to monitor 

3. Third parties do not retain match records - Need to monitor  
- Need to collect records or ensure their 

proper storage 
4. Relying on letters of intent and

undocumented assurances
- Use grant agreements and/or executed 

contracts as proper reference 
5. Staff costs as match not supported -  Need documentation to support time 

charges 
6. Value of cash match, in-kind contributions,

and/or non-match not documented or
supported

- Apply same standard as with direct grant 
expenditures 

- Use correct valuation methods 
7. Not looking for alternative sources of match

if original proposed match falls through
- If original source of match is not available, 

recipients must find an alternative source or 
risk sanctions 

The Board directs all subrecipients to develop and maintain accounting policies, procedures and systems that 
will identify match and non-match leveraged resources. Accounting procedures shall recognize matching and 
leveraged resources by specific grant/contract and in a manner that complies with federal and state laws, 
policies, regulations, and rules as they may change from time to time. All staff and sub-grantees of WWWDB 
are operationally responsible for tracking and recognition of match and non-match leveraged resources for 
WIOA services under the direction of the WWWDB. 
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Current Examples of Match/Non-Match Leveraged Resources by Program 

GRANT MATCHING/NON-MATCH LEVERAGED RESOURCES GRANT 

WIOA Youth DVR Youthworks; WAGE$ 

WIOA Adult WIOA Dislocated Worker; DOC Windows to Work; Title V 

WIOA Dislocated Worker WIOA Adult; WIOA Rapid Response Annual Allotment; Fast 
Forward Grants 

WAGE$ Apprenticeship WIOA Youth; WIOA Adult 

WIOA Rapid Response Annual Allotment WIOA Dislocated Worker; Fast Forward Grants 

Title V WIOA Adult 

METHOD FOR CALCULATING LEVERAGE AS DEFINED BY THE WWWDB: 
It is too cumbersome to track leverage by the individual participant. In many cases, other funding sources 
support personnel and functions that are used to the benefit of all programs. Because it is impossible to 
ascertain a specific amount of leverage in these cases, the WWWDB will include the following as leverage: 
1. 50% of Adult expenditures can be used as leverage for the Dislocated Worker grant
2. 50% of DW expenditures can be used as leverage for the Adult grant
3. 50% of Rapid Response Annual expenditures can be used as leverage for the DW grant
4. 10% of DW expenditures can be used as leverage for RR annual grant
5. 10% of other expenditures used to support personnel and functions benefitting WIOA can be used as
leverage (FSET, W2, Title V) 
Leverage should be calculated and reported accordingly on monthly invoices. 

References:   
2 CFR Part 2900 - Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 
Uniform Guidance - 2 CFR 200 (200.29 Cost Sharing or Matching; 200.306 Cost Sharing or Matching; and 
200.434 Contributions and Donations) 
XXXXXX Policy C-111 Matching and Leveraged Resources 
DOL SMART Training on Uniform Guidance, 2 CFR 200 

Policy Adopted: December 3, 2018 

Policy Revised: NA 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&SID=05741e0f45948b8da39e7113ac37af73&ty=HTML&h=L&mc=true&r=PART&n=pt2.1.2900#se2.1.2900_18
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=722249f02bac163adda2a6e477c848e9&mc=true&n=pt2.1.200&r=PART&ty=HTML#se2.1.200_1306
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=722249f02bac163adda2a6e477c848e9&mc=true&n=pt2.1.200&r=PART&ty=HTML#se2.1.200_1306
https://www.illinoisworknet.com/WIOA/Documents/SMART_Module7.pdf


     WDB Case Management Policy and Procedures 
Approved March 7, 2018 by Operations Committee 

INTRODUCTION:   
Career Planners carry out four critical activities: assessment; career planning; coordination of supportive 
services, and  job matching, placement, and follow-up. Suggestions for making these activities as effective as 
possible are discussed in detail below. 
 
SECTION 1 – EFFECTIVE CASE MANAGEMENT 
Policy: The WDB expects Career Planners to possess the knowledge, skills, and abilities to work effectively with 
participants in a manner conducive to successful outcomes. If a Career Planner is to serve as a mentor, coach, 
and counselor, he or she needs to develop a successful relationship with the customer. Strong interpersonal 
communication skills are essential in this process. The WDB expects full time Career Planners to handle case 
loads of 40+ active cases with the highest level of professionalism and effectiveness.  
 
Procedure: Effective Interviews 
Effective Interviews help the Career Planner understand the customer’s current situation, immediate needs, 
goals, strengths, and challenges. Use of the following methods can increase the effectiveness of interviewing: 

• Asking open-ended questions. Engage the customer in a conversation, and invite him or her to share 
more information by asking questions that can’t be answered with just a simple “yes” or “no.” 

• Probing. Ask questions designed to gather additional information about a topic or to follow up on  
customer statements. 

• Avoiding judgments. Refrain from expressing judgment (verbally or nonverbally) during interviews 
and adopt a nonjudgmental attitude. 

• Being sensitive to body language. Be sensitive to the customer’s nonverbal responses, as a 
complement to carefully listening to what the customer actually says. 
 

Developing Rapport   
Strong rapport enables the Career Planner to connect with the customer and to understand his or her goals and 
challenges. Relating to the customer and encouraging him or her to share goals sets a positive, collaborative 
tone for all interaction. The following methods assist in establishing rapport: 

• Relating as partners. Make collaboration and shared responsibility the basis of the relationship. 
• Mirroring. Match speech and body language—such as tone, tempo, and inflection—during 

conversations. 
• Showing enthusiasm. Show genuine interest and enthusiasm in the conversation by being present 

and attentive to what is being said. 
 
 

 
 



Ensuring Confidentiality   
Assuring the customer that his or her statements will be kept confidential is an important part of building trust 
and open communication. To the extent possible, the Career Planner should do the following to ensure 
confidentiality: 

• Converse in a private environment. Provide a physical space that invites the customer to share 
personal information without the possibility of others overhearing. 

• Protect documents. Keep documentation confidential, ensuring that only authorized persons have 
access to customer information. 

• Maintain privacy. Share customer information or discuss the customer’s situation only with those 
involved in the customer’s service strategy. 

• Any medical or legal documents must be maintained separately,  in a secure location. 
 

Active Listening   
By validating a customer’s experiences and point of view, active listening during formal and informal 
conversations helps build the customer’s self-esteem. And to the extent that it helps build trust and establish 
openness, active listening can also provide the Career Planner with useful information about the customer’s 
goals, roadblocks, and social system (such as relatives, friends, neighbors). Active listening involves using the 
following techniques: 

• Restating and paraphrasing. In your own words, feed the customer’s statements back to him or her 
to assure both of you that the customer has been understood. 

• Clarifying. Ask questions that help clarify what the customer has said. 
• Reflecting. Use information provided by the customer to clarify links between stated goals and the 

intended course of action or career path. 
 

Motivating, Supporting, and Empowering  
 The Career Planner needs to be able to motivate, support, and empower the customer throughout his or her 
time in the program. The following strategies may help to accomplish this: 

• Leveraging motivators. Identify the strengths, core values, and dreams that motivate the customer, 
and use these to generate optimism and keep the conversation positive. 

• Focusing on successes. Praise successes, especially small ones, and re-define failures as partial 
successes and learning opportunities. 

• Providing incentives. Use tangible rewards to motivate customers to act and reach goals. 
• Empowering the customer. Help customers learn to see themselves as their own best resources. 

 
SECTION 2 - ELIGIBILITY DETERMINATION 
Policy:  The WDB expects all Career Planners to have a complete understanding of eligibility criteria and required 
supporting  documentation. Supporting eligibility documentation must be  received PRIOR to enrollment. Please 
note that opening a service (other than eligibility determination, assessment, or IEP/ISS development) initiates 
enrollment. All eligibility documentation, comprehensive assessment, and signed IEP/ISS must be complete and 
present in file PRIOR to opening a new service. Furthermore, support services should not be opened as a stand-
alone service, but must be added as a complement to an actual participant activity-related service. All 
participant files will be monitored for accurate and allowable eligibility determination,  including necessary 
supporting  documentation and the  timeline the documentation was received. Any costs associated with 



participants who are  found to be ineligible  after enrollment will be disallowed and require reimbursement from 
the  service provider to the WDB using non-federal funds.  
 
Procedure: Prior to enrollment, eligibility should be determined using the Eligibility Determination and 
Documentation Form specific  to the program. This form should be  completed in its entirety, including 
instructions for self-attestation. Please read the form carefully to ensure the form is completed correctly and 
documentation is allowable. Supporting documentation should be obtained and added to file along with the 
form. Accurate ASSET entry of all eligibility-related information should be entered within 24 hours of 
determination. Additional  assistance with  eligibility determination can be found  in the  WIOA Guide to 
Eligibility Determination and Documentation as well as the DWD WIOA Policy and Procedure Manual. If 
assistance beyond these documents is needed, you must ask for  technical assistance from WDB staff. Case 
notes are expected to adequately summarize eligibility information.  
 
SECTION 3 – ASSESSMENT 
Policy: The WDB requires a variety of assessments for each participant. Assessment is a systematic approach to 
gathering information about the customer’s strengths and assets, needs and challenges, interests and goals. This 
information, in turn, guides the development of the customer’s employment plan and all other case 
management activities. As such, assessment is considered the foundation of effective case management. 
Career Planners must understand and use the various assessments available, be able to interpret the results of 
multiple assessments, and translate the information obtained through the assessment process into a plan of 
action. While the WDB expects to see consistent use of some assessments, it is also expected that choice of 
assessment will be tailored to  each participant. For example, a TABE test would not be selected for a participant  
with a master’s degree. Someone who has never had a job would be a candidate for a complete battery of 
assessments. All participant files will be monitored for hard copies of appropriate, individualized assessments. 
ASSET screens and case notes will be monitored for completion and agreement with hard file. The link between 
(and use of) assessments to the development of the IEP/ISS will also be monitored. Case notes are expected to 
adequately summarize assessments.  
 
Procedure:  Career Planners will select the appropriate assessment tool(s) for each participant using the  
following guidelines:  

• Use a comprehensive and exploratory approach that involves both informal and formal 
assessments. 

• Make assessment an ongoing process, allowing multiple opportunities to reassess progress and 
barriers. 

• Use assessment tools that are known to produce valid and reliable results. 
• Conduct a variety of tests to understand what is being assessed and for what purpose. 
• Administer assessment instruments properly and under conditions that do not adversely affect 

performance. 
 
A wide range of assessment tools are available to Career Planners, from informal interviews to standardized, 
nationally recognized tests: 

• Preliminary assessments (e.g., intake questionnaires) 
• Interviews (e.g., unstructured and structured) 
• Mental and physical ability tests (e.g., Candidate Physical Ability Test) 



• Aptitude/abilities assessments (e.g., O*NET Ability Profiler, Skillscan, WorkKeys) 
• Interest measures (e.g., Campbell Interest and Skill Survey, Holland Self-Assessment Interest Survey, 

O*NET Interest Profiler, My Next Move) 
• Work and personal values measures (e.g., COPSystem, CareerScope) 
• Personality inventories (e.g., Human Metrics, Keirsey Temperament Sorter, Myers-Briggs Type 

Indicator) 
• Occupation-specific assessments (e.g., ProveIt!, JobFit) 

 
One highly recommended tool is My Next Move, a no cost, user-friendly interactive online tool released by the 
Department of Labor. Using Occupational Information Network (O*NET) information, My Next Move enables job 
seekers to complete an Interest Profiler assessment, review job zones, and explore occupation profiles. The 
Interest Profiler assessment requires the job seeker to rate 60 work activities based on interest in performing 
the task. The tool then itemizes the interests into the six Holland career types: realistic, investigative, artistic, 
social, enterprising, and conventional. From these career types, the Interest Profiler moves the job seeker into 
the job zones activity. The job zones describe the five levels of experience and education needed for different 
occupations—from little to no preparation to extensive preparation. The job seeker clicks through the different 
levels to identify the experience and education level and identifies the level he or she wishes to pursue. Based 
on the interest categorizations and job zone, the Profiler compiles a list of potential occupations to explore. 
The job seeker can then select any occupation from a customized list to access information on that occupation’s 
job outlook, its education and training requirements, and the typical personality traits, skills, and abilities of 
people in the occupation. My Next Move also notes if occupations are high-demand, high-growth, green, or part 
of a registered apprenticeship program. To access the My Next Move assessment tool visit: 
http://www.mynextmove.org/ 
 
Once tools have been selected and administered, copies of results should be added to participant  file and 
entered into ASSET Manage Assessments screen, along  with a case note documenting results and how those 
results will be used in developing  the IEP/ISS. Any progress that is made or changes that occur with participants 
may require a reassessment. For example, if a participant gets a drivers license and  has a  car, the 
comprehensive assessment will need to be updated if transportation assistance needs to be adjusted.  
 
SECTION 4 – CAREER PLANNING AND IEP/ISS DEVELOPMENT 
Policy: The WDB expects Career Planners to help customer’s understand career choice, training options, and 
strategies for resolving barriers to self-sufficiency. Career planning includes analyzing the customer’s skills, 
interests, and other assessment results, examining current labor market information, and working with the 
customer to develop an employment plan that includes immediate steps to obtain employment and long-term 
strategies to advance in the labor market. Specifically, after multiple assessments are administered and 
interpreted, the Career Planner is expected to work in close collaboration with the customer to develop a 
comprehensive service strategy or action plan. Involving the customer is essential, since assessments can help 
customers come to new understanding of their interests and resources, which may affect how they would like to 
proceed with their employment plans. Once the Career Planner informs the customer of available activities, 
training programs, and other services, the two should work as partners to develop a mutually agreed-upon 
service strategy or employment plan. 
 

http://www.mynextmove.org/


The ISS/ IEP is an agreement between the customer and Career Planner about how the customer will progress 
through benchmarks on the way to meeting his or her goals. IEPs are expected to be tailored to the specific 
needs of the customer, referenced often, and updated regularly to track and reflect any changes. The Career 
Planner is expected to work with customers to develop IEPs that  set specific, measurable, obtainable goals and 
provide reasonable timeframes. Participant files will be monitored for SIGNED hard copies of initial IEP/ISS, 
updates according to local policy, accurate ASSET screen and case note entry, agreement between ASSET and 
hard file, and a clearly articulated link between the assessments and IEP/ISS.  
 
Procedure:  
The Career Planner will use information gathered during the assessment process to understand the customer’s 
current situation and how this affects his or her short- and long-term plans. Other elements to consider when 
developing  an IEP/ISS: 

• Labor market information (LMI) should be used to guide the customer to make more forward-
thinking decisions about his or her career path, taking into account not only his or her interests and 
goals, but also the current labor context. Career Planners can access LMI on WisConomy or through 
the WDB or local DWD Economist.  

• Co-enrollment – other programs should be considered to best meet the needs of each participant 
 
After consideration of all assessments, LMI, and other possible services, Career Planners should plan a meeting 
to develop the IEP/ISS with the participant. The Career Planner will open the IEP/ISS Development  service in 
ASSET the day of the meeting. The Career Planner will complete the service screen, print the ISS/IEP, sign and 
date it,  have the participant  sign and date,  and add copy of the plan to the hard file as well as giving one to the 
participant. Once this is complete, the service should be closed. IEP/ISS development is not intended to be a 
service left open for more than a couple days unless additional time is needed to establish a working 
relationship with the participant, in which case additional time to complete the IEP/ISS should be documented in 
case notes. Do not open the service until  you meet with the participant to develop the plan. This will minimize 
service being open for too long. This also facilitates a collaborative approach to IEP/ISS development  and 
ensures the plan is signed immediately.  
 
Once the IEP/ISS is complete, the Career Planner  should use the IEP/ISS as a roadmap to help the customer 
obtain training and/or employment. When planning a course of action for an IEP/ISS or IEP/ISS review and case-
noting  activity, the Career Planner should consider the following: 

• Next steps. These are the actions the customer needs to take at any point in the program or service 
strategy. This part of the IEP is dynamic and requires updating as customers complete steps. 

• Milestones. Milestones denote when a step in the plan is complete or an objective has been 
achieved. They should be specific, measurable, and attainable within a designated timeframe. 

 
All IEP/ISS reviews should occur at least every six months and be in person if at all possible to eliminate the 
appearance of a staff-led plan rather than a participant -led plan and to ensure the plan review is signed 
immediately. It is the  responsibility of the Career Planner to plan ahead for the required updates. This joint 
review must be documented in the case file notes and ideally signed by both the case manager and customer.  In 
lieu of participant signature the WDB will accept the following (in priority order): 

1. Participant agreement to the review and/or update via written correspondence (e-mail or letter) 



2. Case notes in ASSET and in the file, indicating the date and outcome of the review and acknowledging the 
participant’s agreement to the review as well as a statement why the signature was not or could not be 
obtained. 

 
SECTION 5 – PARTICIPANT CONTACT POLICY 
 
There is an expectation for the Career Planner and customer to have on-going reciprocal contact throughout the 
tenure in the program. Monthly reciprocal contact is the minimum expectation. While in-person contacts are 
optimal, other methods may be used as a last resort.  Appropriate communication methods may include: 
• Personal phone calls (not messages) 
• Emails, if used on a one-to-one basis. Email blasts are not an acceptable form for direct customer contact.  

Email blasts may be used to inform a group of customers on events and new items; however these 
communications are not counted as the monthly contact. 

• Contact through electronic media such as FaceTime, Skype or other face-to-face program 
• Formal written communication such as a letter as long as there is a response back from participant. 

 
Communication and attempts at communication must be documented in ASSET and the case file. 
Communication attempts that do not receive a response are not qualified as monthly contacts. 
 
The Career Planner and customer should discuss the preferred method for contact.  A customer may request to 
have less frequent contact; however, the case file must contain a signed attestation to the agreed-upon terms.  
Case notes in ASSET should reflect the request for less frequent contact. Files will be monitored for monthly 
reciprocal contact and also for overuse of non-face to face contacts. If a participant is not responding to 
attempts to contact, the Career Planner must ensure and have documented due diligence to have attempted to 
engage the participant.  This includes multiple and varied contact attempts to engage the participant.  Before 
terminating all contact with a participant, intensive strategies must be employed as part of the engagement 
process. Intensive strategies include:  

• registered or return receipt mail  
• contacting the last known employer  
• contacting the school 
• contacting the alternative contact  

Once this has been done and documented, email the WDB Director or designee a description of the situation 
and what strategies have been attempted to get approval to discontinue contact attempts. Include a printout of 
the WDB approval in the participant file.  
 
 
SECTION 6 – TRAINING & ELIGIBLE TRAINING  PROVIDER LIST POLICY 
PLEASE NOTE THAT THE ETPL PROCESS IS IN THE  PROCESS OF BEING RE-DEFINED BY DWD. THIS POLICY WILL BE 
AMENDED ONCE FINAL POLICY GUIDANCE IS ISSUED. 
 

 
The highest priority for training and/or services is those clients who are most in need (i.e., those with limited or 
no transferable skills or who do not need the definition of self-sufficiency).  Priority of services established by 
the Western Wisconsin Workforce Development Board, Inc. which are included in the WIOA plan will be 

SELECTION OF CLIENTS FOR TRAINING 



followed.   The Individual Employment Plan  (IEP) for Adult and DW or Individual Service Strategy (ISS) for Youth 
must indicate training-related needs, supported by assessment information.  The IEP/EP must also identify 
barriers to training and employment, and specify plans to overcome barriers.  Clients with multiple barriers to 
employment are considered a high priority. 
 
Consideration shall be given to targeted groups as defined in the WIOA plan and to equity in geographic 
distribution for all WIOA programs. 
 
Clients with a four-year degree or more would generally not receive additional skill training subsidies through 
WIOA and would be low on the priority list.  Exceptions would include an individual whose degree is either 
outdated or in a non-demand occupation, or whose skills must be upgraded to be competitive in the job market.  
Care should be taken to document the exception and its reason in the IEP/ISS. 
 
WIOA-eligible clients who have defaulted on a general student loan and are, ineligible for Pell 
Grants are still appropriate to serve.  Although the lending institution may have instituted collection 
proceedings, these clients are not on a government-wide debarment list. However, the individual may not be 
allowed to enroll in courses until their account is current. It is the responsibility of the service provider to ensure 
the training candidate is enrollment eligible PRIOR to paying assessment fees or tuition.  The WDA should assure 
that clients are fully assessed and provided the full range of services necessary to complete their programs and 
to achieve goals on IEP. 
 

 
Training provided by funds shall only be for occupations in industries for which there is a local demand in the 
service area or another area to which the client is willing to relocate.   For clients residing within WDA #9, 
training will only be provided for occupations in the targeted industry sectors as outlined in the WIOA plan. Any 
exception to this requires WDB approval prior to using WIOA funds to support a non-demand training.  
 
All training should be designed to prepare students for gainful employment in a recognized occupation or 
profession, and offered by providers on the State list of training providers.  Emphasis will be placed on training 
individuals for non-traditional demand occupations.   Categories of training may include: 
• Class- based and Class Sized Training (Occupational training) includes programs leading to a degree, 

certificate, or other recognized training credential.  Funding for a four-year degree program shall only be 
approved if the student has already started a program and is able to finish in less than 104 training weeks.  
On-line programs are acceptable if the program is on a pathway to a degree, certificate or other credential 
AND any postsecondary credits are transferrable to another local institution. 

• Customized Training – Trainings which are conducted with a commitment by an employer or group of 
employers to employ an individual upon successful completion of the training.  This training must follow 
the customized training policy. 

• On-the-Job Training – OJTs are an allowable training expense and must follow the WDB OJT Policies. 
• Registered Pre-Apprenticeship Programs – still in the development phase. 
• Adult Education and Literacy activities provided in combination with any of the above. 

Stand-alone Adult Education and Literacy programs would be a career service. 
 

 

SELECTION OF TRAINING PROGRAMS 



 
For degreed or credentialed training, the program must be listed on appropriate training provider from any 
State Approved List corresponding to the targeted training sectors. For those participants electing to attend 
training out of area when a local program exists, case files must contain adequate reasoning including a cost 
analysis. 
 

 
The WDB requires that all participants enrolled in any Pell-eligible training program must apply for financial aid.  
The Pell-eligible institutions are required to provide the WIOA service provider with a copy of the Student Award 
Letter and other documents pertinent to determination of financial aid available from non- WIOA funding 
sources. Clients will also be referred to link with other appropriate service delivery organizations. 
 
Pell considers total expenses as allowable. WIOA funding may contribute towards tuition, fees, books, and other 
materials necessary for the educational program, as well as other support costs necessary to complete training 
in accordance with WIOA Support Services Policy. 
 
Actual funding level will be determined in the following manner: 

1. The client is required to apply for financial aid and initial eligibility is determined. 
2. The Award Letter will indicate unmet need in dollar amount. However, it does not document income 

for W-2 clients. WIOA staff must include that income in their calculation of need for co-enrolled 
participants. 

3. Funding will not will not exceed the current per credit cost for a 1 or 2 year program at a local technical 
school serving WDA #9 or for those enrolled in 4-year institutions, the per credit cost at a state 
university. Tuition for out-of-state institutions shall not exceed the amount that would be paid to an in-
state institution. Eligibility for loans may be considered; however, clients cannot be required to apply 
for loans. 

4. Clients will be responsible for some portion of their training costs, which includes training costs and 
living expenses. 

5. Participants will be encouraged to complete training in the shortest time possible. 
 
Intangible and Tangible Costs –The WIOA service provider must have a policy on recovering intangible and 
tangible costs 
• Intangible Costs Recovery - Individuals enrolled in training who never start or who drop out are not 

responsible for intangible expenses such as those for a training required medical exam or for tuition 
assessed by the training institution.  Tuition costs include registration and book fees.  Other intangible 
costs are fees for certificates and licensing. These costs must come out of the service provider’s budget. 

• Tangible Costs – Training related costs that are considered tangible (Ex. uniform and work tools) should be 
recovered from the participants. The Service Providers must make reasonable efforts on recovery, which 
are documented in writing. 

 
The maximum limit for training services for each individual is limited to the equivalent cost of tuition and books 
for a 2 year program at a technical school. It is the service provider’s responsibility to research this cost annually 
and be able to submit documentation to verify the cost has not been exceeded. 
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Definitions 

Class Based Training – A program at a technical college or on-line program that is accredited and leads 
to a credential or degree.  This is a typical “class” at a training institution for which tuition is typically 
paid. 

Class-Sized or Contracted Training – Includes training which is contracted for a specific group of 
individuals.  The Training must be provided by an accredited institution and lead to a degree or certificate. 

Dependent Care - To assist participants  who are not able to participate in WIOA services without such 
assistance and who are unable to obtain other childcare assistance.   This includes participants who are 
in danger of dropping  out or making less than satisfactory  progress due  to unsatisfactory or unreliable  
childcare  arrangements. 

Documentation of Need - The need for supportive services can be documented via the assessment 
process, development of the Employment Plan, a request form completed by the participant, or ASSET 
case notes.  If a support service is provided there must be some documentation to support the 
necessity of providing the service. 

Documentation  of Referrals -The type of documentation required  to support the lack of other 
available resources should be relative to the type of supportive service provided.   Career Planners 
should be familiar with local resources and typically will not need to devote an inordinate amount of 
time to locate and document other sources  of funding for supportive services.  For example,  if the 
assessment process identifies that a participant needs transportation assistance to attend school, a 
case note or the Employment Plan could indicate that the participant cannot ride with a classmate or 
the class schedule does not fit with the bus schedule.  However,  if the participant  needs car repairs or 
rent assistance, there should be more evidence of referral to other resources (WETAP, local housing 
agencies,  community agencies, etc.).  If a participant  is requesting assistance with the payment of 
utilities or a phone bill, at a minimum there should be evidence of attempts to establish a payment 
plan with the company. 

Education-related  Application  Fees –Fee paid to determine  a participant's  eligibility and acceptance 
at the educational institution and which will allow the client to obtain information on financial aid 
awards. 

Emergency Assistance – A one time or rare expense  paid to allow a customer to continue participating 
in WIOA activities such as school, work experience,  On-the-Job Training, etc.  If the customer is having 
extreme financial difficulty, staff should be assisting him/her with needed financial information  
(development  of a budget, credit counseling, debt management, etc.).  Emergency assistance payments 
must be well documented in the case file.  If there is confidential information,  ASSET case note should 
be marked  as "confidential".   Examples of emergency  assistance  include: 

• Payment of utility bills (electric, water, heating, etc.) 
• A rent payment 

As with all other WIOA funding, all other options should be sought first.  For example, heating and cooling 
assistance could be pursued through resources such as: Low Income Home Energy Assistance Program 
(LIHEAP), Salvation Army's "Heat Share", local programs, and faith-based organizations.  Rent assistance 
could possibly be obtained through the U.S. Department of Housing and Urban Development (HUD).  In 
addition, the possibility of setting up a payment plan with the utility company/landlord should be 



explored and documented. 
 
Follow-up Services –  Youth participants in follow up are eligible for support services as long as the IEP/ISS 
indicates a need to maintain employment or education placement; adult and dislocated workers are not 
eligible for support services during follow up.  
 
Individual Costs – Any costs for training and support services incurred on behalf of the individual. Individual 
costs are always requested using a voucher. 
 

Individual Employment Plan (IEP) – developed by client and WIOA staff members to outline goals and 
steps needed to reach an employment goal. 

Individual Training Accounts (ITA’s) – A voucher that allows an eligible adult or dislocated worker to access 
and pay for training from a provider listed on any State approved list of eligible training providers. 
 
Non-Traditional Employment – Occupations or fields of work where a gender comprises less than 25% of 
individuals employed in such occupation or field of work. 
 
Occupational Classroom Training – Classroom training which follows a set curriculum and is focused on skills 
for a specific occupational area. The intent of such training is to provide the individual with technical skills 
and knowledge required to perform a specific job or group of jobs. 
 

Participant Costs – The two cost categories of training and support. 

Self Sufficiency – this is the current draft policy taken from the WIOA Policy and Procedures Guide 
The Adult Program considers eligible individuals to be economically self-sufficient if they: 

• have individual income that meets or exceeds 125 percent of the ESS level for a single adult household 
in their county of residence;7 

• have household income that meets or exceeds 125 percent of the ESS level for their household 
composition in their county of residence;8 

• AND 
• have household income that meets or exceeds the LLSIL for their household size. 

The Dislocated Worker Program considers eligible individuals to be economically self-sufficient if they meet all 
the above criteria and: 

• have an individual income that meets or exceeds 80 percent of their dislocation wage; 
• OR 
• have an individual income that meets or exceeds the 75th percentile of wages for all occupations in 

their county of residence.9 
The ESS Calculator 
DWD-DET developed a calculator that career planners must use to establish whether individuals they serve 
are economically self-sufficient. The ESS calculator is accessible in the CEPT application, through the "Self-
sufficiency" widget. 
To perform a calculation, the career planner enters each individual's current information into the calculator 
based on the field prompts. The calculator then generates an output based on the criteria outlined above and 
the individual's information as inputted into the calculator's required fields. The output shows: 
(1) A matrix identifying: 

• the standard and the increased threshold (i.e., target amount) for each criterion in DWD-DET's ESS 
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definition; 
• the individual's current individual and household income as entered into the ESS calculator; and 
• if the individual's income meets the target income for each criterion in DWD-DET's ESS definition. 

(2) A determination of whether the individual meets DWD-DET's ESS definition. 
(3) A breakdown of the target monthly ESS level by expense categories and any possible tax credits. 
To create a new ESS calculation in CEPT, click "Add" and complete the required fields. Career planners have 24 
hours to make changes to content in the fields before the calculation is no longer editable. 
Self-reporting by the individual is an acceptable source of the information used for the ESS calculation. The 
career planner must document self-reported information in writing with a signed attestation by the individual 
that the information is accurate. This may be accomplished by including the income and household 
composition information in the local program's intake form or having the individual sign a printout of the ESS 
calculator's results. 
 
REQUIREMENTS FOR APPLYING THE ESS STANDARD 
There are two times when an ESS calculation is required — after eligibility determination and to support 
placing a participant into training. 
1. After Eligibility Determination: Career planners must perform an ESS calculation after an individual has 
been found eligible for the Adult Program or the Dislocated Worker Program. DWD-DET requires career 
planners to perform the calculation within 30 days after eligibility determination. When creating a new ESS 
calculation in CEPT, to select "Status at Enrollment" as the "Calculation Reason." 

• Note: Self-sufficiency is not part of the Adult Program or the Dislocated Worker Programeligibility. 
Individuals who meet program eligibility criteria are eligible regardless of whether they are 
economically self-sufficient. 

2. Training Approval: Before a career planner may approve a training program, the participant must have a 
valid ESS calculation saved in CEPT. An ESS calculation is considered valid for 30 calendar days. A calculation 
generated for any purpose (e.g., done after eligibility determination) can be used to support training for the 
period it is valid. If there is not a valid ESS calculation in CEPT, the career planner must contact the participant 
for updated information and perform a new ESS calculation (and select "Training" as the "Calculation 
Reason"). The career planner must generate the new ESS calculation before training funds can be obligated or 
expended. 
A participant can receive WIOA Title I funded training only if: 

• the participant is not considered economically self-sufficient and needs training to obtain economic 
self-sufficiency; OR 

• the participant is considered economically self-sufficient but is unlikely to remain so without training.10 
• Note: There are two situations in which training services may be appropriate for participants who are 

economically self-sufficient at the time training services are approved, but who are expected to lose 
self-sufficiency: 

1. dislocated workers who are still working. 
2. others who are expected to lose economic self-sufficiency within six months.11 Some examples 

may include participants who: 
o are expecting a child; 
o have a spouse who will need to stop working (e.g., because of a serious illness or the 

need to care for an aging parent or a child with an illness/disability). 
• The career planner must document in an ASSET case note the upcoming circumstances that are 

expected to cause the loss of economic self-sufficiency. Self-reporting by the participant is an 
acceptable source of the information. 
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Other Ways to Use the ESS Standard 
While career planners are required to perform ESS calculations after an individual is found eligible for the 
program and as part of approving training, they may wish to use them in a variety of other ways to increase 
the quality of services provided under the Adult and Dislocated Worker Programs. Examples include: 

1. identifying occupations that would likely result in economic self-sufficiency using county-level 
occupational wage data; 

2. measuring progress for participants embarking on a career pathway; 
3. determining whether a participant has met the program goal of securing employment resulting in 

economic self-sufficiency; and 
4. using the breakdown of monthly ESS levels from the CEPT calculator to assist the participant with 

budgeting. 
 
Student Award Letter – A letter prepared by the training institution which tells the student what their 
calculated need is, and what aid the school will be able to provide. 
 
Targeted Sectors- Targeted sectors refer to those industries deemed to have significant impact on the 
economy of Western Wisconsin or the AIM2WIN Region. The identified targeted sectors are Advanced 
Manufacturing, Healthcare, Transportation/Logistics, Finance/Insurance, and Agribusiness/Food Processing. 

 

Trade Act Funding (TAA)- If  customer is enrolled in Trade Act, this funding source must be utilized prior 
to WIOA funding.  If the customer needs resources not covered by Trade Act, local policy should be 
followed to provide these wrap-around services 

 

Training – Training to provide an employed participant with qualifications for positions of greater skill, 
responsibility, remuneration or career advancement with the current employer. 

 

Training Costs – This includes items associated with training such as tuition, books and materials, assessments, 
Work Experience, On-the-Job Training (OJT), internships, and registered pre-apprenticeship programs. Although 
training costs include books and materials, these items are to be recorded as support  services expenditures. 
 
Work Experience – Work Experiences are planned, structured learning that take place in a workplace for a 
limited period of time. A formal work experience agreement must be developed with the worksite. Work 
experience may be paid or unpaid. WIOA funding can be used to pay   wages and related benefits for work 
experience in the public, private, for-profit or non-profit sector. 
 

Workforce Development Area – WDA – areas designated by the Wisconsin Department of Workforce 
Development. Western Wisconsin is WDA 9. 

Wisconsin Educational Approval Board (WEAB) – All in-state nonprofit schools (which began operating after 
January 1, 1992) and all out-of-state nonprofit schools that offer or advertise services in Wisconsin 
regardless of how long in operation, must be licensed by the WEAB in order to do business in the State. 

 
 
 
 



Western Wisconsin Workforce Development Board, Inc. 
Individual Training Account Provider List Accepted for WIOA February 15, 2016 
 
PURPOSE 
These guidelines have been established for Workforce Innovation and Opportunity Act (WIOA) implementation 
to ensure consistency in the local approval process of training providers for inclusion on Wisconsin Department 
of Workforce Development’s (DWD) State List of Eligible Training Providers. 
 
Local criteria for selection have been established until additional policy becomes available on minimum 
performance levels required by DWD for training providers other than those identified as automatically eligible 
during the initial year of WIOA. The “other” group of training providers includes community-based 
organizations, private organizations, and post-secondary Title IV agencies offering programs that do not lead to 
an associate degree, baccalaureate degree, certificate or technical diploma. 
 
REVIEW PROCESS—INDIVIDUAL TRAINING ACCOUNT PROVIDER APPLICATIONS 
• When a client and/or the Career Planner identifies or request a training that is not on the State List of 

Eligible Training Providers, the client and Career Planner will arrange with the training provider to submit an 
cover request and application (see Attachment A and B). The staff person overseeing the WIOA program for 
the Service Provider will submit the application to the WDB. 

 
• Training provider applications will be accepted continuously beginning July 1, 2015. The Western Wisconsin 

Workforce Development Board (WDB) will accept electronic or hard copy applications through the 
designated local Individual Training Account (ITA) contact:  

Executive Director 
Western Wisconsin Workforce Development Board, Inc. 

2615 East Avenue South, Suite 101 La Crosse, WI 54601 mitchellj@westernwdb.org 
 
Electronic applications are preferred. 
 
• Upon receipt of completed training provider applications for training services offered within the Workforce 

Development Area (WDA) #9, the WDB staff will distribute applications electronically (email or fax) to WDB 
Operations Committee members within 24 hours for review and recommendation. A cover memo noting 
date of application receipt will be attached to applications submitted to Operations Committee members. 

 
• Operations Committee application reviews will be completed and recommendations for approval/denial 

will be submitted to the local ITA contact within three working days for “automatically” eligible applications 
(per State policy) and five working days for all other applications. Application approval is assumed for 
applications to which Planning Committee members give no response within timeframes previously noted. 

 
• Upon Operations Committee approval, applications will be submitted to DWD for inclusion on the State List 

of Eligible Training Providers. 
 

mailto:mitchellj@westernwdb.org


• If an Operations Committee member raises an objection to a training provider application, the WDB 
Director will forward the objection to Planning Committee Chair who will either resolve the objection 
or otherwise arrange for full Committee action (e.g., call a Committee meeting which could be 
electronic to vote on the application). 

 
• Consistent with DWD policy, notice in writing will be provided by the WDB Director or by a DWD 

representative to training providers denied eligibility for inclusion on the State List of Eligible Training 
Providers. 

 
• In most cases, training providers submitting applications to WDB for training services offered outside 

of WDA #9 will be advised by the local ITA contact to submit the application(s) to the local Board(s) for 
the area(s) in which the training services are provided. 

 
• Training provider applications submitted to WWWDB for training services offered outside of WDA #9 

not currently listed on the State List of Eligible Training Providers may be reviewed by WWWDB 
Operations Committee members when a locally approved ITA customer’s Individual Employment Plan 
is impacted. 

 
• Upon recommendation by a WIOA staff member in WDA #9, applications will be requested for review 

through the local ITA contact from training providers for programs not currently listed on the State 
List of Eligible Training Providers. 

 
SELECTION CRITERIA FOR “OTHER” TRAINING PROVIDERS 
Criteria for inclusion on the State List of Eligible Training Providers: 
• Application and description of training services is complete. 
• Application contains the required information on cost of program/coursework. 
• Training provider has not violated any conditions of WIOA. 
• The training provider/program has a minimum of 12 months of performance data to report. DWD will 

no longer accept programs with less than 12 months of performance data.  
• Performance information relating to program completion, entry into employment, and employment 

wages provided by training provider is acceptable to the WWWDB Operations Committee members. 
 
 
This process will be used until DWD completes centralization of the ETPL process.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
ITA Applications 

Revised September 2014 

 
When a WIOA client requests training at an institution that is not on the local or State ITA list, this form 
should be filled out and emailed to the WDB staff along with the completed ITA Application.. 
 
When the application is returned from the institution, the WDB ITA policy will be followed.  Please see 
page 134 of the local WIOA Plan  at http://www.westernwdb.org/WIOA_Plan.html. 
 
 
Name of Training Institution:    
 
Address: 
(Street, City, State and Zip) 
 

 
 
Name of Training Program: 

 
 
WIOA Service Provider Contact Email: 

 
 
Is a training similar to this request on the ITA Approved list?                  Yes                   No 
 If yes, why is the client seeking to add this training?  Please be specific. 
 
 
Is the training program on line?            Yes                   No 
 
If yes, is the on-line Program on a pathway to a 
degree, certificate or other credential? 

 
 
     Yes                       No 

 
Are the post- secondary credits transferable to another local 
institution? Yes No 
 
 
This form should be submitted to: 
WDB Program Coordinator –Julie Mitchell mitchellj@westernwdb.org 
 
If you have any questions, please contact the WDB staff at 608-789-4584 Thank you. 

For WDB Staff use: 
Date received by WDB: 
Date sent for approval to WDB Members: 
Date sent to the State for inclusion on list: 
Date State Verified had been added to list: 

http://www.westernwdb.org/WIOA_Plan.html
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Attachment B- ITA Application 
 

 



 

 



 
SECTION 7 – SUPPORT SERVICES 

 
 

The WIOA defines supportive services as those services necessary to enable an individual to 
participate in activities authorized under WIOA Title 1.  Supportive services may include 
transportation, child care, dependent care, emergency assistance, referrals to medical services and 
assistance with work attire and work-related tool costs. 
 
Assistive technology/equipment may be included in this definition if staff document that the 
participant needs this technology/equipment in order to participate in the WIOA activity and is 
unable to obtain it from other resources.   The extent of supportive services provided will vary 
based on the participant's needs and the area's availability of funds and resources. In addition to 
this local policy, the WDB expects service providers to be knowledgeable of and compliant with 
relevant sections of the DWD WIOA Policy and Procedure Manual, specifically Section 8.6.3 and 
8.6.4. 
 

 
These guidelines have been established to ensure that Western Wisconsin Workforce Development 
Board, Inc. services are delivered consistently with Workforce Investment and Opportunity Act 
(WIOA) laws and regulations and the Wisconsin Department of Workforce Development Policies and 
Procedures. 
 
These guidelines will take effect upon  approval by the Operations Committee on March 7, 2019 and  
apply to Adult and Dislocated Worker Programs (and other related programs) and the Youth 
program. 
 
Training and support services assistance are provided only to participants who: 

• Are participating in career or training services; or in the youth program (other than pre-
enrollment services); 

• Are unable to obtain supportive services themselves or via their support network; 
• Are unable to obtain supportive services through other programs including community 

agencies that provide these services; and 
• Demonstrate a need for assistance to enable him/her to participate in Title 1 activities. 
• Have an ISS/IEP that outlines the needs for supportive services that are tied to career 

goals and activities 
 
WIOA dollars will be used only after all other possible avenues of funding have been explored. 
 
Support Services include services such as transportation, child care, and services that are necessary 
to enable an individual to participate in activities authorized under WIOA Title I.  The Western 
Wisconsin Workforce Development Board, in consultation with the One-Stop partners and other 
community service providers, have agreed that support services costs may also include such things 
as health care, drug and alcohol abuse counseling and referral, individual and family counseling, 
special services and materials for individuals with disabilities, child care and dependent care, meals, 
temporary shelter, financial counseling, clothing and tools when directly needed for training, and 
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any other service that may help overcome a specific barrier to employment or that is required for a 
WIOA program.  Services may be provided in-kind or through cash assistance. 
 
The use of WIOA funds for the following supportive services is prohibited: 
• Business Capitalization- WIOA funds cannot be used to capitalize a business. For example, the 

purchasing of tools as a post-employment or follow-up service for a participant who is or will 
become self-employed. 

• Deposits- WIOA funds cannot be used to pay or reimburse for any type of deposits, e.g. rental, 
lease, etc. 

• Medical services and procedures, including transportation to medical appointments. 
• Reimbursement to the participant for expenses incurred without prior approval. 

 

 
The need for each supportive service must be clearly documented in participant case files and based 
on an assessment of the Individual’s needs.  The Individual Employment Plan or Service Strategy 
must clearly document the need for the supportive services, the length of time the service is 
anticipated. 
 
Case files will contain documentation that the supportive services requested are not available 
thought other means, such other community programs, co-enrollment in other federal or state 
grants or programs (W-2, FSET, Childcare Assistance, etc) and that WIOA is being used as the last 
resort.   If the individual is eligible for TAA services, the case files will need to have documentation 
that the supportive service is not available and the individual is enrolled in a TAA certified training 
program. Documentation of non-availability must contain: 

• Name of organization contacted 
• Date of contact and contact name 
• Notes on availability of funding or non-eligibility 
• In cases where an agency typically has funding available but has reached funding 

limitations a copy of a  letter or email from the agency stating such is acceptable 
documentation 

 
In cases where an individual has accessed supportive services from another workforce development 
area, the case file must contain documentation that the individual is no longer eligible to          
receive services before any supportive services funding in WDA 9 is accessed. 
 
Every support service administered under WIOA must be adequately documented to ensure the 
service is allowable, reasonable, justified and not otherwise available to the individual. All support 
services must be clearly documented in the case files and ASSET case notes/service screen/IEP or 
ISS/   The file must include all documentation that substantiates the need for the support service(s). 
Financial documentation must include itemized receipts, copies of vouchers/PO, etc.  Each file must 
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also include evidence of participation in the activity related to the support service(s). For example, if 
an individual receives mileage reimbursement, a gas voucher, or bus pass he/she must provide a log 
of mileage and evidence of the employment related activity in which he/she participated. 
 
In addition to aligning with external support services, WIOA service providers must require 
individuals receiving support services who do not meet the definition of low-income to complete a 
household budget to determine if the participant has financial resources to obtain the service(s) 
requested. 
 
Individuals need to understand that support services are intended to be provided when funding is 
available and not as an ongoing service. In some cases, an individual may need alternate funds to 
cover any remaining costs.  WIOA funds are only available to support the individual enrolled in the 
program; therefore, bills/invoices must be in their name. If payment is to be made to persons other 
than the enrolled individual (spouse,relative, roommate, significant other, etc.) information about 
the person named on the bill/invoice must be provided. 
 
Failure to have the proper documentation in case files may lead to disallowance of expenditures. The 
provision of WIOA supportive services is recorded in ASSET under Manage Services. 
Supportive services funded by other sources may be reported in ASSET. Services should be opened 
and closed as they occur, with a new service screen opened for each service rendered.  
 

 
WIOA Providers should develop and maintain a local Resource Directory, if none is available through 
other means (Directory 211, W-2 Program) in order to make referrals prior to paying for supportive 
services. Examples of possible community resources include: 

• Faith-based  organizations 
• Non-profit  organizations 
• Women's shelters 
• Clothes closet 
• Food Pantry 
• FoodShare  Program 
• Pro bono medical, dental, and legal services (may or may not need to be accessed through 

an organization) 
• Government assistance such as: local health departments; the Women, Infants and Children 

(WIC) program; assistive technology reimbursement programs; Badgercare, etc. 
• Local transportation programs 
• State and national organizations such as: United Way, Goodwill, Salvation Army, etc. 

 
Good judgment will apply in the selection of a provider.  The provider should have a competitive 
price compared to other providers and shall be from the local area whenever possible. This will allow 
for direct contact, ease in obtaining the service, and the expenditure of funds within service 
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area boundaries.  Reputation, quality, cost, and individual choice will be considered in the selection of 
providers. 
 

 
Since WIOA programs are not an entitlement, supportive service payments are made on a case-by- case 
basis only when determined necessary and reasonable.  WIOA funding should be used as a source of last 
resort.  The supportive services must be necessary for the customer to achieve the goals outlined in the 
employment plan/individual service strategy. Therefore, it is imperative that the goals listed on the 
employment plan/individual service strategy are consistent with what the customer intends to achieve.  
Costs of supportive services must demonstrate a direct connection to participation in employment 
activities or education and training programs which will eventually lead to unsubsidized employment, 
and assist in building skills needed to succeed and advance in the workplace.  Payments should not be 
made for non-WIOA activities or for items that are not necessary for participation in the WIOA activity.   
 
Maximum Lifetime Limit – The maximum lifetime limit for Supportive Services for an individual enrolled 
in WIOA Title 1 Services (including other related programs) is $5,000.  This is not an entitlement.  
Providers should have policies in place to ensure that funds are available to all enrolled participants. 
 
Clothing/Uniforms – Up to $500 per individual lifetime limit.  Any clothing or uniform support should be 
limited to what is required for the individual for training, work-experience, interviewing or employment. 
 
Dependent Care – Up to current market rates per hour for every hour in job search or training activities 
for the first dependent and up to 80% of the current market rate for each additional dependent.  The 
Childcare Resource and Referral agency in La Crosse will be the source for the current market rates.  The 
case files need contain documentation that the individual was participating actively in job search or 
attending training (including on-line training). 
 
Family members living in the home are not eligible to receive dependent care reimbursement. Payments 
will be made directly to the individual and not the provider upon receipt of documentation. 
 
Educational Expenses - Allowable expenses are college application fees, background checks, GED/HSED 
testing, ACT testing, books, supplies, certification exams, etc.  Fees for graduation will only cover cap 
and gown expenses. 
 
Emergency Payment - Should an individual be at risk of losing housing or utility disconnection, 
emergency payments may be made.  There must be a documented financial crisis such as: illness or 
injury; involuntary loss of employment; divorce/separation; or large medical expenses not covered by 
insurance.  Must coordinate with Emergency Assistance, Red Cross, Catholic Charities, Community 
Assistance Programs (i.e. Couleecap) or any other agencies that offer housing assistance or 
homelessness prevention.  Only for unmet need.  The case file must contain documentation of the 
eviction or disconnection notice.   One time payments may be made to the landlord or utility company 
and should not exceed what is required to bring the individual current. The individual is limited to two 
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Emergency payments during participation in the program. The Individual Employment Plan or ISS must 
contain a plan on how the participant will avoid ending up in a similar situation. Lifetime payment are 
limited to $2,000, $1000 per incident, 1 incident per year. 
 
Lodging – Up to 50% of lodging required during an out-of-area job search is reimbursable up to the 
current per diem rate for the area of lodging as defined by the federal government.  Individuals must 
request lodging support assistance before the expense is incurred. Out-of-area is defined to  be over 3 
hours of travel time. 
 
Phones – Up to $600. $30 per month in minutes with no limit until $600 total in phone expenses is 
reached. If a phone needs to be purchased, the least expensive phone plan available must be used. The 
participant must log all calls and account for minutes used for job search, education or employment. 
Minutes used for other purposes must be reimbursed by the individual. 
 
Physical Examinations – Up to $300 per individual lifetime limit. Support must be directly related to 
employment or education and not covered by other insurance (including BadgerCare and ACA) or 
employers. Examples include physicals, TB tests, and eye glasses/exams. . Physical examinations will be 
provided and will be limited to what is required to assess the individual for program activities.  Dental 
expenses can be covered if seen as a barrier to education or employment. 
 
Relocation - Relocation assistance may be provided to individuals to assist in moving outside the regular 
commuting area to accept a bona fide offer of employment.  Assistance may include costs to cover 
expenses incurred during the move and immediate costs upon arrival in the new area (i.e., utility hook-
up, rent down-payment, temporary lodging, and meals). Moving costs may include mileage to the new 
area, rental costs of truck/trailer for moving personal belongings, meals and lodging while in transit, and 
temporary storage costs. 
 
All requests for relocation assistance must be approved by the service provider before the relocation 
begins. Only one relocation allowance may be paid per individual. The relocation must begin within 6 
months of the date of application or after completing approved training. Individuals receiving relocation 
assistance must be able to provide documentation of the following criteria: 
• Offer of suitable employment with start date and wage. (Defined as employment which allows for 

self-sufficiency (or requires waiver) full-time employment or obtained a bona fide job offer from an 
employer outside the regular commuting area; 

• Documentation that the relocation is not paid for by the employer or a source other than the 
claimant; and 

• Two written estimates of moving and travel costs involving commercial carriers or rental agencies. 
Individual has the choice of carriers taking into consideration quality, convenience, and costs at a 
comparable level. 

 
Moving – Up to 50% of expenses associated with the physical moving of household goods- subject to the 
total limit of $500 per individual.  If individuals prefer to move themselves, the reimbursement will be 
for one vehicle to load and deliver the goods. A reasonable number of trips to accomplish the move with 
the one vehicle will be reimbursed. There will be no reimbursement for a person’s time. For re-locations 



outside of a 100-mile radius commercial movers will be encouraged. Weight limit for all carrier 
household goods may not exceed 18,000 pounds 
 
Lodging – Expenses for overnight lodging which may be required during the move will be reimbursed 
based on receipts up to a maximum allowed by the federal per diem rate for the area of lodging. 
 
Other costs incurred during the move or upon immediate arrival in the new area may be reimbursed 
upon individual circumstances and as approved by the WIOA staff member prior to the individual 
incurring any expenses 
 
The maximum amount allowed per individual for relocation assistance shall be $1,500 including all 
relocation expenses (commercial carriers and/or moving van, transportation, meals, motel, storage of 
household goods up to 60 days, etc.). The amount paid for relocation assistance will be approved on an 
individual basis and will be based on need and available funds. 
 
Transportation – Up to the current federal reimbursement rate, (to cover the cost of gasoline and oil, 
not wear and tear on vehicles), gas vouchers, or bus tokens.  If the individual is in training and has access 
to a city bus pass through the training institution, documentation on why other transportation is 
necessary must be in the case file before transportation support can be paid. Transportation 
reimbursement must be consistently applied to all participants and must be documented with logs. 
 
Vehicle Repairs - The maximum lifetime limit for repairs is $1500.. Automotive repairs will be provided 
and will be limited to what is required to offset cases of extreme hardship to a program participant. The 
need for the care for training or work-related activity should be documented. 
Other requirements include: 

• The vehicle must be owned by the enrolled individual or in the case of a youth participant, 
his/her parents. 

• The vehicle needs to be current on State registration, 
• The individual needs to have a valid driver’s license. 
• Two written estimates of repairs must be submitted. 

 
Work-Related Tools – Up to $- $1,500 per individual lifetime limit. A bona fide offer of employment with 
start date and a statement from an employer specifying the exact tools or equipment        needed for 
employment must be provided. Protective Eyewear and safety eyeglasses are   acceptable.  The type, 
quality and amount will be within usual, customary and reasonable standards.  The individual must 
remain employed for 180 days to retain possession of the tools or equipment.    If employment is 
terminated before that date, the tools or equipment will returned to the Western Wisconsin Workforce 
Development Board, Inc.   The Service Providers have the responsibility for recovery of the tools to be 
returned to the WDB. The individual does have the option to repurchase the tools at a discounted price 
and must work with the Service Provider to do so. Tools for entrepreneurial efforts are prohibited. 
 
Other Support Services – Support services not specifically mentioned above will be considered on an 
individual basis with the amounts determined based on the needs of the individual.  These will include 
drug and alcohol counseling, equipment for those experiencing disabilities, counseling, etc. only if 



outlined as a need in the IEP/ISS and needed for success in the program. Service Providers must gain 
written approval of the WDB Director or designee before the expense is incurred. 
 
SECTION 8 – ASSET  
All WIOA related participant activity must be entered in ASSET, using the appropriate screens. Please 
note that participants MUST be open in an activity-based post-enrollment service to receive support 
services. Support services cannot be the only post-enrollment service open. The ASSET Users Guide 
should be used as the first source for technical assistance regarding use of ASSET. Any questions not 
answered in the Guide should be a request for technical assistance from the WDB. The Guide can be 
accessed at https://workweb.dwd.state.wi.us/det/asset/manual/. Please note that ASSET access must 
be granted to access this site. The WDB will monitor for accurate ASSET data entry and corresponding 
documentation in participant files.  
 
SECTION 9– EXIT & FOLLOW UP 
EXITS: The exit date will be the date of the last service, determined when 90 days have elapsed since the 
participant last received services and when there are no plans to provide future services, not including 
self-service, information only, or follow up services. Contacts and contact attempts do NOT qualify as 
services. Participant must be actively participating in an activity to reach goals indicated in the ISS/IEP, 
not just have a service open in ASSET. The WDB will monitor all active cases for evidence of continued 
activity toward ISS/IEP goals.  
 
YOUTH  FOLLOW UP  
Services under this program element are provided after program exit to help ensure the youth is 
successful in employment and/or postsecondary education and training. Some follow-up services may 
include other program elements; to count as follow-up services, they must occur after the participant's 
exit date. Follow-up services include: 

• supportive services; 
• adult mentoring; 
• financial literacy education; 
• career awareness, exploration, and counseling services; 
• postsecondary education preparation and transition activities; and 
• contact with the participant's employer, including assistance in addressing work-related 

problems that arise. 
Follow-up services may begin immediately following the last expected date of service in the Youth 
Program (and any other program in which the participant is co-enrolled) when no future services are 
scheduled. Follow-up services do not cause a participant's exit date to change or trigger re-enrollment in 
the WIOA Youth Program. Follow-up services must be reported in the "Manage Follow-ups" screen in 
ASSET. 
 
All youth participants must be offered the opportunity to receive follow-up services that align with their 
ISS for a minimum of 12 months, unless participants decline to receive follow-up services or cannot be 
located or contacted.  Follow-up services may be provided beyond 12 months at the discretion of the 
local WDB. The types of services provided, and the duration of services must be determined based on 
the needs of the individual and therefore, the type and intensity of follow-up services may differ for 

https://workweb.dwd.state.wi.us/det/asset/manual/
https://dwd.wisconsin.gov/wioa/policy/10/10.5.3.htm
https://dwd.wisconsin.gov/wioa/policy/10/10.5.3.htm
https://dwd.wisconsin.gov/wioa/policy/10/10.5.3.htm


each participant. Unsuccessful attempts to contact a participant or contacts made simply to secure 
documentation for program performance indicators do not count as follow-up services. Before ceasing 
contact attempts, intensive strategies as outlined in Section 5 must be used and documented.  
 
ADULT & DISLOCATED WORKER FOLLOW UP 
Follow-up services must be made available to all participants enrolled in the Adult and Dislocated 
Worker programs for a minimum of 12 months after the first day of unsubsidized employment. 
Examples of WIOA Adult and Dislocated follow-up services include:  

• Career planning and counseling  
• Assistance with work-related problems 
• Required contact with the participant’s employer 
 • Peer support groups  
• Supportive service referrals  
• Information regarding educational opportunities  

It is important to reiterate that follow-up services are provided to ensure the participant is able to retain 
employment, realize wage increases, and facilitate career progression. While a region must have follow-
up services available to employed participants, federal regulations state that every adult and dislocated 
worker will not need or want these services. Staff should offer services unless the participant refuses the 
services. If a participant refuses follow-up services, this must be documented. Likewise, if the participant 
does not respond to contact attempts, intensive strategies as outlined in Section 5 must be used and 
documented prior to ceasing contact.  
 
SECTION 10 – CASE NOTES 
Timely, accurate, comprehensive case notes are required to document a participant’s experience and 
progress in the WIOA program. An external monitor must be able to follow case notes to get a sense of 
the participants’ needs, goals, and progress. Every case note should justify why services are being 
provided. Career Planners face several challenges in creating good case notes: sufficient information, 
but not too much; personal details, but protection of privacy; usable by a diverse audience, but not 
repetitious; and spending sufficient time on case notes, but ensuring enough time for meaningful 
participant contact. Poor case notes will usually result in findings that will require additional time and 
explanation. To help with these challenges and avoid findings, Career Planners should use the following 
guidelines and procedures when case noting: 
 
1. The BRO CRIP method provides a template for case noting and should be used for consistency.  When 
you use this structure, you know (before the customer ever walks into the room) the kind of information 
you will need to get from him or her.  Having this structure helps you ask the questions you will need to 
ask in order to get at the information that should be in the case note. 

a. Background Statement – this is the participant’s situation. It also includes the context,  
    setting, conditions, circumstances, and framework around which the interview/meeting was     
    scheduled. This is not intended to repeat situations that have been outlined in previous case   
    notes, but rather to introduce new situations or follow up on old situations that impact the  
    participant’s potential success. If nothing has changed for the participant, there is no  
    requirement to put a background statement in the case note. However, Career Planners must  
    always consider background at every meeting/contact.  



 
b. Reason Statement - this is the purpose, function, rationale, or intended usefulness of the  
    interview. If you know “why” you met with your customer, be sure to tell the audience the  
    reason for the meeting at the beginning of the case note. If you are unsure about the reason,  
    clarify it before the meeting. A meeting with no reason or purpose will accomplish nothing.  
     
    Do not confuse “frequency” with “purpose.” You might be meeting with the participant  
    monthly, but “monthly meeting” is not the reason or purpose for getting together. Purpose  
    should revolve around the planned goals and activities – are things getting done according to  
    plan.  
 
c. Observations Statement - Career Planners should be observing, using all senses, the moment  
    the participant arrives. Try to see the participant as a potential employer would; identify what  
    could impact success in a training program, interview, or employment. Observations should  
    on patterns, habits, and approaches that could impact goal attainment. Observations can be  
    or bad, but NEVER opinions. Opinions should never appear in a case note. In other words,  
    observations should be objective, not subjective. Example: “Customer had a bad attitude”  
    (subjective opinion) vs. “Customer was ten minutes late” (objective observation).  
d. Content Statement – this is the substance of the meeting – a summary of key events in the  
    meeting.  
 
e. Results Statement – this is the outcome of the meeting. Specifically, whether or not the  
    meeting accomplished its intended purpose (reason statement) and if not, why.  
 
f. Impressions Statement – this is an overall assessment of the progress a participant is making  
   towards the goals and objectives of the IEP/ISS. When the IEP/ISS is done appropriately, the  
   Career Planner and participant will always know what should be happening to move toward  
   goal attainment. The Impressions Statement is NOT an opinion. It is based on actual progress  
   as outlined in the plan and basically should indicate based on the IEP/ISS, whether the  
   participant is on track/ahead of schedule/behind schedule/ needs an entirely different plan to  
   accomplish goals.  
 
g. Plan Statement – this explains the next steps, including “assignments” given to the  
    participant, when the next meeting will occur, any documentation the participant will need to  
    bring to the next meeting, and any other information regarding what will happen next as per  
    the IEP/ISS. The Plan Statement is an excellent resource to use in formulating the Reason  
    Statement for the next meeting. Doing so provides the necessary flow from one activity to  
    another that effectively illustrates participant activity and services.  
 

2.  Sensitive Topics  
 a. Details of the situation are not necessary  
 b. Protect the customer’s privacy  

c. Examples include:  
•Health (Physical or Mental): “The client reported that he is currently under a doctor’s     



care for a serious medical condition/illness.”  
  •Legal:  “The client reported that she is currently involved in the legal system.”  
  •Substance Abuse: “The client disclosed use of chemical substances that is currently  

interfering with the ability to be successful in this program.”  
 
3. Write in third person: Refer to yourself as, This Writer or This Worker 
 
4. Avoid using acronyms.  
 
A BRO CRIP cheat sheet is part of this document. Training will be provided to existing Career Planners 
and all new Career Planners in the future. The WDB will monitor case notes to ensure they contain the 
necessary elements.  
  
References: 
1. Documenting Progress through Case Notes, Lengel Vocational Services 
2. WIOA Policy and Procedure Manual – https://dwd.wisconsin.gov/wioa/policy/  
3. Guide to Eligibility Determination and Documentation - 
https://dwd.wisconsin.gov/wioa/pdf/eligibility_documentation_201507.pdf  
4. WIOA Regulations - https://dwd.wisconsin.gov/wioa/pdf/2016_15975_final_regs.pdf  
 

 

 

 

 

 

 

 

 

https://dwd.wisconsin.gov/wioa/policy/
https://dwd.wisconsin.gov/wioa/pdf/eligibility_documentation_201507.pdf
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0 

The Local Elected Officials (LEOs) in concurrence with the Western Wisconsin Workforce 
Development Board, Inc. (WDB) and through approval by the Governor designated the WDB as 
the One-Stop Operator in western Wisconsin. The WDB Service Coordination Committee, 
which is seated at a minimum by the required One-Stop delivery system partners, is responsible 
for the coordination of services within the One-Stop delivery system. The Service Coordination 
Committee meets regularly to provide oversight to the system and approve these memos. 

PURPOSE 

To outline the parameters upon which a staff person at the Workforce Development Center – 
Western Wisconsin (La Crosse) or Wisconsin Job Center – Monroe County (Tomah) may accept 
funds for basic (not core) services at Job Centers. 

BACKGROUND 

The One Stop Operators have identified a need to ensure that basic resources (paper, faxes etc.) 
are available to job seekers. 

GUIDANCE PARAMETERS 

This guidance memo is geared towards providing specific parameters to assist staff and partners 
with a consistent approach for collecting fees for basic Job Center Services (not including 
conference room rental fees) outside of core services. In order to ensure that resources are 
available to all who use the Job Center, all Job Centers in western Wisconsin will use the 
following price list for providing specific services. 

Paper for Computer Printer and Copy Machines $0.20/sheet 
Outgoing Faxes $1.00/page 

The following parameters apply: 
• Ten pieces of paper will be provided for the computer printers before a fee is charged,

and five pieces of paper will be provided for the copy machine before a fee is charged. 
• The maximum amount charged per fax will not exceed $5.00.
• Resource Room staff has the ability to waive the above stated fees based on “exceptional

circumstances” of a Job Seeker.

Guidance Memo #4—Guidance Regarding Collecting Fees on Behalf of the Job Center 
Page 1 of 2 

GUIDANCE MEMO: #4 

SUBJECT: GUIDANCE REGARDING 
ACCEPTING FUNDS ON BEHALF OF THE 

JOB CENTER 

ORIGINALLY ISSUED ON2/28/08 
UPDATED AND APPROVED 11/2/2012 

REISSUED ON 1/17/13 
REISSUED  1/28/2015 
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PROCESS  MANAGEMENT 

The following applies 
• The Workforce Development Board, Inc. will establish a fund of $15.00 at the Job Center

– Monroe County (Tomah) and the Workforce Development Center – Western Wisconsin
(La Crosse).  These monies are to be used for change purposes only and are not to be used
for any purchases.

• Each Job Center will have a “receipt box” wherein money is secured. Within that, a
receipt for all monies received will be used by all staff working at the resource room help
desks.  Monies need to be sent to the Workforce Development Board, Inc. for deposit.

• As fees are collected by staff at the help desk, the amount of receipt will be written in a
cash receipts manual.  The receipts will be signed by the person collecting the money.

• At regular intervals, the Program Coordinator for the WDB, or a designee thereof, will
reconcile the cash receipts against the manual.

• Upon reconciliation, the Program Coordinator will prepare the funds for deposit into the
WDB account according to the WDB fiscal procedures manual.

• At all times a balance of at least $15.00 will remain in the account.

CONTACT 

One Stop Operator 
Workforce Development Manager:  Beth Sullivan 
Email:  sullivanb@westernwdb.org 
Phone: 608-789-5499 

DISTRIBUTION 

Workforce Development and Job Center Tenants 
Western Wisconsin Workforce Development Board, Inc. 

Guidance Memo #4—Guidance Regarding Collecting Fees on Behalf of the Job Center 
Page 2 of 2 

mailto:sullivanb@westernwdb.org
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0 

The Local Elected Officials (LEOs) in concurrence with the Western Wisconsin Workforce 
Development Board, Inc. (WDB) and through approval by the Governor designated the WDB as 
the One-Stop Operator in western Wisconsin. The WDB Service Coordination Committee, 
which is seated at a minimum by the required One-Stop delivery system partners, is responsible 
for the coordination of services within the One-Stop delivery system. The Service Coordination 
Committee meets regularly to provide oversight to the system and approve these memos. 

PURPOSE 

To outline the process for  staff person at the Workforce Development Center – Western 
Wisconsin (La Crosse) to accept packages for delivery to center partners. 

BACKGROUND 
The Workforce Development Center of Western Wisconsin makes its conference rooms 
available as a resource to the community to help connect our regions’ job seekers to 
employment. The conference rooms are available for use to partners of the Workforce 
Development Center, area businesses, and for presentations and meetings set up by the partners. 
The following is meant to outline the guidelines for the use of the conference rooms in the 
Workforce Development Center. 

GUIDANCE PARAMETERS 
1. There are no fees assessed for the following uses:

a. Reservations made by Partners of the Workforce Development Center. A partner
is defined as an agency that is contributing in the cost of the shared space in the
Workforce Development Center.

i. The current partners of the Workforce Development Center are: Job
Service, Division of Vocational Rehabilitation, the Workforce
Development Board, and the providers of the Workforce Development
Board for the use of WIA program related activities.

b. Businesses who are actively recruiting and have an opening on Job Center of
Wisconsin may schedule the use of conference rooms at no charge. Excessive use
by recruiting Businesses will be assessed on an individual basis.

c. Businesses that have been invited to present at the Workforce Development
Center will not be charged a fee.

d. Other community or state agencies that provide benefits to the customers of the
Workforce Development Center will not be charged a fee. All fees may be waived
at the discretion of a Partner agency department head.

Guidance Memo #7— Room Rental at the Workforce Development Center 
Page 1 of 3 

GUIDANCE MEMO: #7 

SUBJECT:  ROOM RENTAL and Use 
Workforce Development Center 

OSO APPROVED 7/8/2015 
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2. Fees will be assessed as outlined on the Conference Room Application and Agreement to
entities wishing to rent a conference room for a fee.

3. Any party wishing to rent and reserve space in the Workforce Development Center must
complete an application and adhere to the terms of use as outlined in the application.

a. Original copy of application is given to the Workforce Development Board
Program Coordinator.

b. A copy of the application is given to the applicant.
c. A second copy of the application will be kept in a folder behind the resource room

desk.
4. Collection of fees for rental of the room:

a. All fees are due to the Workforce Development Board within one week of the
reservation date or at the time of application as outlined in the agreement.

b. Fees must be paid via check or money order- cash and credit will not be accepted.
c. Fees received in the Resource Room must be logged on the cash box log in the

resource room. The payment must then be attached to the original application
destined to the WDB.

i. The WDB will track the receipt of payment and indicate the status on the
calendar reservation as outlined below.

5. Scheduling of the Conference Room:
a. All partners have access to the TeamUp calendar and are responsible for making

their own reservations as well as for those entities which have been invited into
the Workforce Development center by a partner for no fee.

b. For parties applying to rent a conference room in the Workforce Development
Center the Workforce Development Board will schedule the necessary room and
equipment on the TeamUp calendar.

i. The WDB will indicate on the calendar reservation if payment has been
received.

c. Scheduling for use of rooms outside of normal business hours (8am – 4:30 pm,
Monday through Friday) must be preapproved by a Partner agency department
head.

6. The Workforce Development Center reserves the right to cancel or rescheduled meetings
if scheduling conflicts arise. All scheduling occurs on a first come basis. Should conflict
arise the issue will be addressed with the entities involved in the reservation. For the
purpose of cancelling or rescheduling conflicting meetings priority shall be given in the
following order:

a. Workforce Development Center Partner
b. Business recruitment event
c. All other interested parties

The application is found in Attachment #1 
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CONTACT 

One Stop Operator 
Workforce Development Manager: Beth Sullivan 
Email: sullivanb@westernwdb.org 
Phone: 608-789-5499 

DISTRIBUTION 

Workforce Development and Job Center Tenants 
Western Wisconsin Workforce Development Board, Inc. 

mailto:sullivanb@westernwdb.org
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EXCERPT FROM STANDING MOU, Designating One‐Stop Operator. 
Overview: 
Consistent with Section 118 of the Workforce Investment Act, each local board shall designate or certify 
One‐Stop Operators. The function of the one‐stop operator is to oversee the one‐stop system in western 
Wisconsin (Workforce Delivery Area #9). 

Leadership Structure: 
The Local Elected Officials in concurrence with the Western Wisconsin Workforce Development Board, 
Inc. (WDB) and with approval by the Governor designated the WDB as the One‐Stop Operator in western 
Wisconsin. The WDB’s Service Coordination Committee is responsible for the oversight of the One‐Stop 
delivery system. The Leadership Structure is outlined in the following chart: 

One Stop Operator (OSO) 
Western Wisconsin Workforce Development Board 

OSO Oversight 
Service Coordination Committee 

WDB Manager 

OSO 
Job Center Daily Operations 

OSO Taskforce 
Job Service, DVR, Veterans, WIA Title 1 

WDB Manager – Ad Hoc 

Business Services 
Business Services Team 
Job Center Partner Staff 

Job Seeker Services 
Workshop and Resources Committee 

Job Center Partner Staff 
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Responsibilities: 
The WDB, in conjunction with the WDB Director, will be responsible for coordinating communications 
with the Operations Committee. 

The WDB has designated following responsibilities to the Operations Committee. 
• Communications with OSO Taskforce;
• Developing the Business Service Plan for each comprehensive Job Center;
• Developing the MOU among the Comprehensive Job Center partners;
• The oversight and coordination OSO Taskforce;
• Accepting the state standards and establishing local standards, if any, for the Job Centers
• Monitoring and oversight of Job Center (One‐Stop) Standards and Business Services Plan;
• Implementing other activities that may be assigned by the Workforce Development Board in

relation to the job center system.
• Reporting to the WDB on the oversight and implementation of the system.

The Operations Committee has designated an OSO Taskforce consisting of a consortium of three job 
center partners (Job Service, DVR and WIA Title I). This Taskforce is responsible for the coordination 
of services within the One‐ Stop delivery system.  The Taskforce is responsible for 

• Managing and oversight of the day to day operations of the Job Centers.
• Implementing State and local Job Center Standards;
• Implementing Business Services Plan and functions outlined in the MOU including ensuring

that the Business Services Team and the Job Seeker Services Team meet regularly and carry out
the functions as outlined in the plan;

• Developing and managing cost contribution and staffing plans for the Job Centers.

Duration, dispute, resolution, withdrawal, amendment and severability: 
a. Duration: This MOU shall remain in effect until terminated by the repeal of the Workforce

Investment,Act of 1998 (WIA), otherwise by action of law, or in accordance with this section.

b. Dispute Resolution: The process for dispute resolution is as follows:
The partners involved in a dispute relating to the execution of this MOU should first attempt to
resolve all disputes informally. Any partner may call a meeting of all involved parties to discuss
and resolve disputes

Should informal resolution efforts fail, the dispute shall be referred to the Chair of the WDB Service
Coordination Committee who shall place the dispute on the agenda of a regular or special meeting
of the Service Coordination Committee. The Service Coordination Committee shall attempt to
mediate and resolve the dispute.

Should resolution at the Service Coordination Committee level fail, the dispute shall be referred to
the Executive Committee of the WDB for resolution in keeping with the process and procedures
outlined in the most current Wisconsin Workforce Investment Act State Plan.

c. Withdrawal: Any party may withdraw from this MOU by giving written notice of intent to
withdraw at least 120 calendar days in advance of the effective withdrawal date.
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i. Notice of withdrawal shall be given to all parties at the addresses shown in Section 1 of this
MOU, and to the contact persons so listed, considering any information updates received by
the parties pursuant to Section 1.

ii. Should any partner withdraw, the MOU shall remain in effect with respect to other remaining
partners until the MOU is renegotiated.

iii. Any failure to execute an MOU between a local WDB and a required partner must be reported
to the Governor or State Board. In addition, any local area in which a local WDB has failed to
execute an MOU with all of the required partners is not eligible for State incentive grants.

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

e. Severability: If any part of this MOU is found to be null and void, or is otherwise stricken, the rest
of this MOU shall remain in force.
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Workforce Connections, Inc. 
ON-THE-JOB TRAINING CONTRACT 

 
CONTRACTUAL AGREEMENT BETWEEN 
CONTRACT #  
EMPLOYER   _ 
ADDRESS ZIP CODE _  ____  
FEDERAL EMPLOYER I.D. # (Required)   
EMPLOYER’S REPRESENTATIVE NAME & TITLE:   
 

AND 
 
WORKFORCE CONNECTIONS, INC. REPRESETNTATIVE     TELEPHONE #     
ADDRESS      ZIP CODE   
 
CONTRACT LIMITATIONS 
The employer will provide   hours of training as outlined on page 4 of this contract to begin no sooner than     and end no later than    .   Workforce 
Connections, Inc. will provide funds not to exceed $  to reimburse the employer for extraordinary training costs associated with the employee 
designated below. 
 
EMPLOYEE TO BE TRAINED 
NAME:      TELEPHONE   
ADDRESS         ZIP CODE     
ASSET PIN NUMBER:   
OCCUPATION TO BE TRAINED FOR     O*NET CODE        NAICS CODE      
 

REIMBURSEMENT FORMULA:  Use additional lines if adjustments are planned during the contract period. 
 A B C D E F 

Effective Date 
Employee Hourly 

Wage 
# Non-Overtime Hours 
to be Worked Per Day 

# Days of 
Training 

Total Wages 
During Training 

A x B x C 

Fixed 
Reimbursement 

Rate 
Total Training Cost 

D x E 
       
       
UNION CONCURRENCE 
 
Is this position affected by a union collective bargaining agreement?  Yes   No  
If yes,       is in agreement with this contract as indicated by authorized signature. 
            (Union Affiliate) 
 
      
______________________________________________________________________________________________________________________________  

___________________________________________________________________________________________________________________________       
_________________________________________________________________________________________________________________________________________       

_________________________________________________________ 
Name (please type or print) Signature Title Date 

 
 
Is this a public sector employer?  Yes   No  Is the employer registered as a corporation?  Yes  No  
 
I AGREE TO THE PROVISIONS OF THIS CONTRACT INCLUDING THE ASSURANCES AND OTHER ATTACHMENTS 
REFERENCED HEREIN. 
_____________________________________________________________________________ 
Authorized Employer Representative Signature     Title   Date 

_____________________________________________________________________________ 
Employee Signature          Date 

_____________________________________________________________________________ 
Authorized Workforce Connections, Inc. Representative Signature   Title   Date 
 
TERMINATION STATEMENT 
This contract will terminate without further cost to Workforce Connections, Inc. upon written notification to the employer that funds for this OJT contract are no 
longer available.  This contract may also be terminated for non-performance by any of the parties to this contract by providing written notice to the other party (ies).  
AMENDMENTS 
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The entire contract is contained herein and this contract supersedes all prior negotiations and oral understandings, if any, and may not be amended or modified 
except in writing signed by all parties.  If any party desires to modify this contract, the proposed changes shall be submitted to the other parties, where after this 
contract may be amended by a written document approved by all parties.  All parties understand and agree that Workforce Connections, Inc. may unilaterally amend 
this contract to conform to Federal, State or local statutes, regulations or policies effective upon receipt of a letter signed by Workforce Connections, Inc. Executive 
Director. 
 

EMPLOYER ASSURANCES 
1. The employer assures that the signatory to this contract is authorized to enter into such contracts on behalf of the employer. 
2. No person will be discriminated against, denied benefits, denied employment or excluded from participation in connection with this OJT contract on the 

basis of race, color, religion, sex, national origin, age, handicap, marital status, offender status, sexual orientation, political affiliation or belief, arrest or 
conviction record or refusal to submit to sexual contact or sexual intercourse. 

3. The employer will not recommend or decide to hire a member of the employer’s immediate family or a previous employee. 
4. The employee covered by this contract will not engage in partisan or nonpartisan political activities during hours of work. 
5. Funds received under this contract will not be used in any way to support religious or anti-religious activities, to directly or indirectly support or deter 

union organization or political activities, nor shall funds be used to relocate establishments, unless it has been determined that such relocation will not 
result in being determined a condition of employment unless the training involves individuals covered by a collective bargaining agreement containing 
union security provisions. 

6. The employee covered by this contract shall not be employed in:  the construction, operation, or maintenance of any facility used for sectarian instruction 
or as a place of worship. 

7. The employee will not be placed in, or remain working in, any position affected by a labor dispute involving work stoppage or strike.  Nor will the 
employee be hired into, or remain working in, any position when the same or a substantially equivalent position is vacant due to a hiring freeze; or when 
any person who is not funded through a Workforce Connections, Inc. program is on layoff from that position. 

8. This contract will not result in the displacement of currently employed workers, or reduction in hours, wages or employment benefits of currently 
employed workers. 

9. Funds received under this contract will be used to supplement, and not supplant funds that would otherwise be available from non-federal sources. 
10. The employer assures that the employee has been hired with reasonable expectation of continued employment.  Employee wages will be paid by the 

employer at the same rates as similarly situated employees, but not less than the State or Federal minimum wage, whichever is greater.  The employee 
will be employed in full time status, minimum of 32 hours per week.  The employer shall make the appropriate deductions for FICA and income tax and 
shall provide information on these deductions to the employee upon payment of wages.  The wages referred to in this contract do not include tips, 
bonuses or commissions.  Employees will be provided benefits and working a similar length of time and doing the same type of work.  This includes 
unemployment compensation coverage where the employer is normally required to provide such coverage to employees; and worker’s compensation or 
similar coverage for work related injury or illness. 

11. The employer will maintain adequate time, attendance and payroll records to assure that training time for job duties in the job description can be 
documented.  Accuracy of time and attendance records should be verified by a source other than the employer (i.e., punch clocks, employee signature, 
etc.).  The employer will maintain such records for 5 years beyond completion of this contract and provide access to records as necessary for Workforce 
Connections, Inc. to assure that funds are being expended in accordance with the purposes and provisions of this contract.  The employer agrees to allow 
Workforce Connections, Inc. staff or their designee reasonable access to the employee during normal working hours for purposes of monitoring training 
progress. 

12. The employer will maintain a grievance procedure relating to the terms and conditions of employment.  Furthermore, the employer shall ensure that 
policies and procedures are in place for regular and OJT employees to file grievance related to displacement by OJT employees. 

13. The employer is not in violation of any local, State or Federal laws and will comply with all Workforce Connections, Inc. program regulations. 
14. All laborers and mechanics employed by contractors or subcontractors in any construction, alteration or repair including painting and decorating projects, 

buildings and works which are federally assisted under this contract shall be paid wages at rates not less than those prevailing on similar contraction in the 
locality in accordance with the Davis-Bacon Act. 

15. The employer has not been disbarred or suspended by any Federal agency.  The employer will notify the Workforce Connections, Inc. representative of any 
proposed or actual disbarment or suspension actions. 

16. The employer must be prepared to submit copies of payroll records regarding the employment of the individual covered under this contract.  The 
employer must provide any authorized Workforce Connections, Inc. representative access to and the right to examine all records, books, papers or 
documents related to this contract. 

17. The employer would not have hired this employee without the OJT contract, due to the lack of some qualifications for the job. 
18. The employer did not hire the employee covered under this contract before the start date indicated on the contract. 
19. The training provided to this employee is above and beyond that which is normally provided by the employer to employees hired without the assistance of 

this on-the-job training contract. 
20. The employer has the capacity to provide training in a manner that teaches the skills needed for the job. 
21. No officer, employee or other agent of the employer shall engage in any of the following actions with respect to a participant who is a member of the 

officer’s employee’s, or agent’s immediate family:  recommend hiring, establish salary/wage rate, or provide preferential supervisory treatment. 
22. No participant’s employment shall infringe in any way upon the promotional opportunities of currently employed individuals. 
23. The employer has not relocated (even under another name) within the past 120 days (unless such relocation did not result in a loss of employment at the 

original location). 
24. Adequate supervision will be provided at all times while the employee is on the job site. 
25. The employer will comply with civil rights law and regulations, including nondiscrimination. 
26. As a condition of receiving Federal financial assistance from [WDB/WCI] through the Department of Labor under Title I of WIOA, Department of Workforce 

Development, Division of Employment and Training, the [Name of the Employer or Worksite Entity] assures that it will comply with the nondiscrimination 
and equal opportunity provisions of the following laws and will remain in compliance for the duration of the agreement/contract of federal financial 
assistance. The Workforce Innovation and Opportunity Act (WIOA), prohibits discrimination against all individuals in the United States on the basis of race, 
color, religion, sex (including pregnancy, childbirth, and related medical conditions, transgender status, and gender identity), national origin (including 
limited English proficiency), age, disability, or political affiliation or belief, or against beneficiaries on the basis of either citizenship status or participation in 
an WIOA Title I-financially assisted program or activity; 

• Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the basis of race, color and national origin; 
• Section 504 of the Rehabilitation Act of 1973, as amended which prohibits discrimination against qualified individuals with disabilities; 
• The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis of age; and  
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• Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination on the basis of sex in education programs. 
27. The [Name of Employer or Worksite Entity] also assures that, as a recipient of WIOA Title I-financial assistance, it will comply with 29 CFR part §38 and all 

other regulations implementing the laws listed above. This assurance applies to the [Name of Employer or Worksite Entity's] operation of the WIOA Title I-
financially assisted program or activity, and to all agreements [Name of Employer or Worksite Entity] makes to carry out the WIOA Title I-financial assisted 
program or activity. The grant applicant understands that the United States has the right to seek judicial enforcement of this assurance." 
 

 

PAYMENT SCHEDULE 
1. Monthly invoices for reimbursement must be submitted to Workforce Connections, Inc. by the 5th working day of the following month. 
2. Payments will be made to the employer monthly by Workforce Connections, Inc. 
3. Workforce Connections, Inc. will not be responsible for any costs incurred beyond the termination date specified on page 1 of this contract nor for costs 

incurred but not invoiced within 60 days of the termination date. 
 

QUESTIONS 
Questions regarding Workforce Connections, Inc. on-the-job training program may be addressed to:  Workforce Connections, Inc., 2615 East Ave. 
S., Suite 103 La Crosse, WI  54601 or by calling 608-789-5620 or toll free 1-800-742-JOBS. 
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□ A description of the process for dealing with grievances and complaints from participants participating in the OJT, work experience, or training program 

has been given to both the employer and the OJT participant. 
□ An opportunity for an informal resolution and a hearing to be complete within 60 days of the filing of the grievance or complaint at the employer/training 

provider level has been provided/explained; 
□ A description of the process which allows an individual alleging a labor  standards violation to submit the grievance to a binding arbitration procedure, if a 

collective bargaining agreement covering the parties to the grievance has been explained/provided; and 
□ An opportunity for a local level appeal to DWD-DET has been explained/provided when: (i) No decision is reached within 60 days; or (ii) Either party is 

dissatisfied with the local hearing decision. 
□ The local employer/training provider's procedures should also describe the DWD-DET process for resolving grievances at the DET Administrator's level, 

timelines for filing and timeline for filing an appeal at DOL ETA level. If the employer/training provider does not have procedures for resolving grievances, 
the local form should also be signed by the employer.  
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TRAINING OUTLINE FOR (Job Title):        (Employee):       
 

 
 

FOR INVOICE PURPOSES, HOW DOES THE WORK WEEK RUN (i.e., Sunday through Saturday?) 
      
OTHER TRAINING COSTS AWAY FROM WORKSITE 

 
DESCRIPTION (what costs are, relationship to the OJT and the responsible party(ies) for payment of 
the costs) 

 Tuition $0.00       
  
 Books 

 
$0.00 

  
 Supplies 

 
$0.00 

 
TOTAL OTHER TRAINING COSTS  

 
$0.00 

 
 Is the employer registered as a corporation?  Yes     No  
 
I AGREE TO THE PROVISIONS OF THIS CONTRACT INCLUDING THE ASSURANCES AND OTHER ATTACHMENTS REFERENCED HEREIN. 
_____________________________________________________________________________ 
Authorized Employer Representative Signature     Title   Date 

_____________________________________________________________________________ 
Employee Signature          Date 

_____________________________________________________________________________ 
Authorized Workforce Connections, Inc. Representative Signature   Title   Date 
 
TERMINATION STATEMENT 
This contract will terminate without further cost to Workforce Connections, Inc. upon written notification to the employer that funds for this OJT contract are no longer available.  This contract may also be terminated for 
non-performance by any of the parties to this contract by providing written notice to the other party (ies).  
 
Other Information:  
 

  A description of the process for dealing with grievances and complaints from participants participating in the OJT, work experience, or training 
program has been given to both the employer and the OJT participant. 

 An opportunity for an informal resolution and a hearing to be complete within 60 days of the filing of the grievance or complaint at the 
employer/training provider level has been provided/explained; 

 A description of the process which allows an individual alleging a labor standards violation to submit the grievance to a binding arbitration procedure, 
if a collective bargaining agreement covering the parties to the grievance has been explained/provided; and 

JOB DESCRIPTION 
Specific Measurable Skills to be Taught Training Method Training Provided By Performance Measurement Approx. Hours 
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 An opportunity for a local level appeal to DWD-DET has been explained/provided when: (i) No decision is reached within 60 days; or (ii) Either party is 
dissatisfied with the local hearing decision. 

 The local employer/training provider's procedures should also describe the DWD-DET process for resolving grievances at the DET Administrator's level, 
timelines for filing and timeline for filing an appeal at DOL ETA level. If the employer/training provider does not have procedures for resolving 
grievances, the local form should also be signed by the employer.  

 
 
 
 
 
 

 
Workforce Innovation and Opportunity Act programs are made available with Workforce Innovation and Opportunity Act funding from the Western Wisconsin Workforce Development Board, Inc., Wisconsin Department of 

Workforce Development and United States Department of Labor. 
The Western Workforce Development Board and Workforce Connections are equal opportunity employers and service providers.  If you have a disability and need assistance with this information, please call us through 

Wisconsin Relay Service 7-1-1. Please contact us at (608-789-5499) to request information in an alternate format, including translated to another language. 
 



WDA 9 WIOA YOUTH INCENTIVE POLICY AND PROCEDURE 
Approved by Operations Committee on 3/7/19 

 
Policy: 
WIOA funds may be used for incentive payments to in-school youth (ISY) and out-of-school youth (OSY) 
participants to recognize achievement of program milestones directly tied to work experience, 
education, or training.  Program milestones may include but are not limited to: attaining a credential, 
graduating from secondary school or an equivalent program, completing a work experience, entering 
unsubsidized employment, and being accepted into a post-secondary school.  Incentives can be 
provided to youth during their participation in the WIOA Youth Program and the 12-month follow-up 
period after program exit. 
 
All incentives must be administered in a manner so that all participants receive equal rewards for equal 
achievements and  that incentives are fully accessible/attainable by individuals with disabilities  and LEP 
individuals. In other words, if provider determines that participants will receive  an incentive for 
completing a work experience, all participants who complete a work experience must receive the 
incentive. All incentives must be outlined in the ISS BEFORE the start of the program element for which 
the incentive is available. Incentives must be processed using a voucher  or  PO.  
 
Service providers issuing  incentives must have systems in place (internal controls) to safeguard cash and 
gift cards according  to 2 CFR part 200. It  is the responsibility of the service provider to read and 
understand 2 CFR part 200 and to ensure compliance. Documentation prescribed in the table below 
MUST be present in the participant file or the incentive will be disallowed. The WDB will monitor for 
compliance.  
 
Only the incentives authorized in this policy are allowed, exactly as  prescribed.  Incentive  payments 
cannot exceed a lifetime amount of $300 per participant. Any deviation from this policy may result in 
incentive expenditures being disallowed.  
  
Procedure:  

• When incentives are appropriate, select the  incentive from the list/table contained in this 
document. 

• Identify the work experience, education or training that s/he plans to undertake and the 
corresponding incentive award(s) to be provided in the ISS. 

• Enter the incentive in Manage Services in ASSET. Incentives are their own service,  not a support  
service.  

• Case note the opening of the services and plan for incentive. 
• Follow the progress toward the identified incentive. Case note progress and/or lack thereof.  
• Upon completion of the incentivized activity,  the participant's file must include documentation 

of the achievement of each milestone for which s/he received an incentive, as indicated on the 
list/table in this document. Case note completion and documentation received. 

• Include a copy of the voucher or PO in the file. 
   



Type of Milestone Notes on 
Conditions 
when 
Allowable 

Associated Service(s) Example 
Documentation  

Amount 

1. Attain High School 
Diploma 

Allowable • Non WIOA Funded 
Secondary Education 

• Tutoring, Study Skills 
Training, Dropout 
Prevention 

Copy of diploma or 
transcript showing 
graduation 

$50 

2. Attain GED/HSED Allowable • Alternative Secondary 
School or Dropout 
Recovery Services 

• Non WIOA Funded 
Secondary Education 

• Tutoring, Study Skills 
Training, Dropout 
Prevention 

• Adult Basic Education 

Copy of GED/HSED 
or transcript 
showing 
graduation 

$50 

3. Pass a Component 
of the GED Test 

Allowable • Alternative Secondary 
School or Dropout 
Recovery Services 

• Non WIOA Funded 
Secondary Education 

• Adult Basic Education 

• Tutoring, Study Skills 
Training, Dropout 
Prevention 

Copy of official 
document showing 
passing score 

$25 

4. Achieve Post-
Secondary Certificate 
or Degree 

Allowable • Occupational Skill 
Training 

• Education Offered 
Concurrently with 
Workforce 
Preparation Activities 

Copy of 
diploma/certificate 
or transcript 

$100 



• Non WIOA Funded 
Post-Secondary 
Education 

• Apprenticeship 

5. Application 
to Post-Secondary 
School 

ISS must include 
post-secondary 
attendance as 
necessary to reach  
career goal 

Allowable. 
Post-secondary 
training or 
education does 
not have to be 
started or 
completed, but 
must be 
planned. 

• Activities Helping 
Youth Transition to 
Post-Secondary 
Education and 
Training 

Copy of letter 
confirming 
application or 
confirming 
acceptance/denial 
of admission 

$15 

6. Completion of 
FAFSA  

ISS must include 
post-secondary 
attendance as 
necessary to reach  
career goal 

 

Allowable if 
post-secondary 
education or 
training is 
planned; 
education or 
training does 
not have to be 
started or 
completed. 

• Activities Helping 
Youth Transition to 
Post-Secondary 
Education and 
Training 

Copy of 
notification of 
receipt or 
submission 

$15 

7. Enrollment 
in Post-Secondary 
School 

ISS must include 
post-secondary 
attendance as 
necessary to reach  
career goal 

 

Allowable. 
Post-secondary 
training or 
education does 
not have to be 
started or 
completed, but 
must be 
planned. 

• Activities Helping 
Youth Transition to 
Post-Secondary 
Education and 
Training 

Copy of course 
schedule 

$25 

8. Post-Secondary 
Semester Completion 
of at least 10 credits 
with a minimum 2.0 
GPA 

Allowable.  • Occupational Skill 
Training 

• Education Offered 
Concurrently with 

Copy of transcript $50 

https://dwd.wisconsin.gov/wioa/policy/10/10.6.101.htm
https://dwd.wisconsin.gov/wioa/policy/10/10.6.101.htm
https://dwd.wisconsin.gov/wioa/policy/10/10.6.101.htm
https://dwd.wisconsin.gov/wioa/policy/10/10.6.101.htm


Workforce 
Preparation Activities 

9. Completing a 
Résumé 

Allowable • Work Experience: 
Internship 

• Work Experience: 
School Year 
Employment 

• Work Experience: 
Summer Employment 
Opportunities 

Copy of completed 
résumé or ASSET 
WIOA Title III 
proof of 
completion 

$15 

10. Completing 
an Informational 
Interview 

Allowable • Career Awareness, 
Exploration, and 
Counseling 

Copy of 
documentation 
from employer or 
company 
confirming 
interview 
completion  

$15 

11. Completing Job 
Shadow 

Allowable • Work Experience: Job 
Shadowing 

Copy of letter on 
company 
letterhead 
regarding the 
participant's 
completion of a 
job shadow 
activity. 

$15 

12. Completing an 
aptitude and/or 
career interest 
assessment 

Allowable • Career Awareness, 
Exploration, and 
Counseling 

Copy of completed 
assessment 

$15 

13. Obtaining 
Unsubsidized 
Employment – 
successful 
completion of a work 
experience as 
outlined in the 
worksite agreement, 

Allowable • Work Experience: 
Internship 

• Work Experience: 
School Year 
Employment 

Pay stub(s) or 
letter of hire 

$100 

https://dwd.wisconsin.gov/wioa/policy/10/10.6.101.htm
https://dwd.wisconsin.gov/wioa/policy/10/10.6.101.htm


with no unexcused 
absences 

• Work Experience: 
Summer Employment 
Opportunities 

14. Entrepreneurial 
Training or Planning 

Only allowable  if 
business ownership 
is career goal 
identified in ISS 
(WDB approval 
required prior to 
issuing incentive) 

Allowable if 
business 
ownership is a 
goal identified 
on the 
participant's 
ISS 

• Entrepreneurial Skills 
Training 

Completed 
business plan or 
similar 
achievement 
produced during 
entrepreneurial 
training. 

$15 

15. Apprenticeship 
Achievements  

Completion of a 
registered pre-
apprenticeship 
program (WDB 
approval required 
prior to issuing 
incentive) 

OR  

Completion of the 
first year of a 
registered 
apprenticeship (WDB 
approval required 
prior to issuing 
incentive) 

Allowable for 
attaining an 
apprenticeship, 
or milestones 
such as 
completing a 
year or the 
entire 
apprenticeship 

• Work Experience: 
Pre-apprenticeship 
Programs 

• Apprenticeship 

Copy of 
journeyman card 
or other official 
documentation 
showing 
achievement of 
registered 
apprenticeship 
milestones; for 
Youth 
Apprenticeship 
participants, proof 
of registration as a 
Youth Apprentice 
or the Youth 
Apprenticeship 
completion 
certificate 
(Certificate of 
Occupational 
Proficiency) 

$100 

 

The Western Wisconsin Workforce Development Board is an equal opportunity employer and service provider.  If you 
have a disability and need to access this information in an alternative format, or need it translated to another 
language, please contact Julie Mitchell, 608-789-5499, mitchellj@westernwdb.org or Wisconsin Relay 711. 
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WDB Mission: 
To develop demand driven and innovative workforce strategies that cultivate a skilled and 
competitive workforce that meets the needs of employers in our region. 

 
 

Vision: 
A region where businesses workforce needs are met and all individuals who want to work 
have self-sustaining employment. 

 
 

Value Statement 
The WDB is committed to collaboration through strategic partnerships that share our 
values of honesty, integrity, innovation, accountability, and transparency. 

 
 

” 



 
 

 

 
KEY STRATEGIC INITIATIVE #1: 

 
                                      DEVELOP AND LEVERAGE BUSINESS AND COMMUNITY PARTNERSHIPS TO CREATE A COLLABORATIVE       
                                TALENT DEVELOPMENT SYSTEM THAT ENCORUAGES STABILITY AND GROWTH OF THE REGIONAL ECONOMY 

                  GOAL:   Increase direct collection of business intelligence through industry partnerships 
OBJECTIVE 1.A. 
1.A WDB members will learn more about and/or use work-based learning strategies to offer feedback for service providers, be 

better advocates for the workforce development system, and engage in a reverse referral system to increase employability of 
job seekers.  

 ACTION OVERSIGHT MILESTONE QUARTERLY 
 

OUTCOME 
1.A.1 WDB Admin Coord will survey business WDB members to 

identify current knowledge and usage of work-based 
learning strategies and rationale behind use or non-use.  

Strategy Survey results 
complete by February 
15, 2019 

*Strategy Committee 
meeting 2/25/19 

 

1.A.2 WDB Executive Director will provide work-based learning 
informational materials and training at WDB Full Board 
meeting. 

Strategy *  Materials 
provided by end of 
PY 18 
*  WDB members 
give presentation 
or complete “quiz” 
to verify 
knowledge 

  

1.A.3 WDB Admin Coordinator will interview WDB members who 
have used work-based learning for testimonials for 
publication  

Strategy *  Interviews 
completed by April 
15, 2019 
*  Publication 
complete by July 1, 
2019 

  

1.A.4 WDB Executive Director will facilitate meeting between 
service providers (adult, dislocated worker, and youth) and 
at least 2 interested WDB businesses to initiate work-based 
learning activities. 

Strategy   * Meeting occurs 
prior to May 15, 
2019 

*  2 WBL 
completed 
successfully by 
September 2019 

  



 
 

1.A.5 WDB Admin Coordinator will develop a work-based 
learning report based on usage and feedback from WDB 
businesses that can be used to improve approach and 
outcomes. 

Strategy *Report shared 
with WDB and 
providers by 
November 1, 2019 
and developed into 
standard work 
process/procedure 

  

1.A.6 WDB Executive Director will work with WDB businesses to 
create a system for them to refer unsuccessful candidates to 
the workforce development system for job readiness and 
other services. 

Strategy *System in place 
with documented 
usage tracked by 
September 1, 
2019. 
*At least 20 
reverse referrals 
by June 30, 2020 

  

1.B Information Technology sector group will be created.  

 ACTION OVERSIGHT MILESTONE QUARTERLY PROGRESS OUTCOME 
  1.B.1 Business Services Coordinator will meet with IT businesses 

and other industry businesses employing IT professionals to 
establish need and gather support for starting a sector group 
to focus on workforce issues. 

Strategy *  20  IT-related 
contacts 
documented in JCW 
Business by August 
1, 2019 (based on 
state BSC average 60 
unique annual 
contacts) 
*  Establishment of 
formal group by 
December 1, 2019 
(unless business 
intelligence suggests 
IT group not viable) 

  

 
 

OBJECTIVE 1.B. 



 
 

 

 
KEY STRATEGIC INITIATIVE #2 

 
INCREASE ACCESS TO THE TALENT DEVELOPMENT SYSTEM FOR BUSINESSES, YOUTH, AND UNDER-REPRESENTED POPULATIONS 

 
 

 GOAL:  Expand use of training opportunities to increase number of job-seekers trained in demand industries. 

OBJECTIVE 2.A 
2.A  Increased use of work-based learning 

 ACTION OVERSIGHT MILESTONE QUARTERLY 
 

OUTCOME 
2.A.1 Business Services Coordinator will gain knowledge of and 

educate businesses about OJT, internships, work 
experiences, and other WBL 

Operations  *15 WBL related 
business contacts 
documented in JCW 
Business by June 1, 2019 

  

2.A.2 Business Services Coordinator and service providers 
(DOC, adult, dislocated worker, and youth) will meet 
regularly to coordinate WBL activities  

Operations  *Increase in WBL 
activity documented on 
service provider monthly 
reports by December 
2019 (baseline from 
December 2018 reports) 

  

2.B. Increased use of registered apprenticeship  
 ACTION OVERSIGHT MILESTONE QUARTERLY 

 
OUTCOME 

2.B.1 Business Services Coordinator will gain knowledge 
of and educate businesses about registered 
apprenticeship during the course of his daily 
business interaction. 

  Operations  20 apprenticeship-
related business contacts 
documented in JCW 
Business by August 2019  

  

2.B.2 Business Services Coordinator will meet regularly with 
DWD staff and service provider staff to coordinate job-
seeker entry into registered apprenticeship. 

  Operations  * Report out of meetings 
with action plan by 
September 2019 
 

  

2.B.3 Service provider staff will work with Business Services 
Coordinator and DWD staff to facilitate registered 
apprentice enrollment in WIOA. 

Operations   *At least 4 apprentices 
co-enrolled in WIOA by 
January 2020 

  



 
 

 

2.B.4 WDB WAGE$ Liaison will leverage resources to coordinate 
pre-apprenticeship training opportunities that lead to new 
registered apprentices 

Operations   *At least 1 related 
training completed by 
January 2020 
* At least 5 new 
apprentices 

  

2.C Increased use of customized training 
 ACTION OVERSIGHT MILESTONE QUARTERLY PROGRESS OUTCOME 

2.C.1 Business Services Coordinator will gain knowledge of 
and educate businesses about customized training 

Operations *15 WBL related 
business 
contacts 
documented in 
JCW Business by 
June 1, 2019 

  

2.C.2 Business Services Coordinator and service providers 
will meet regularly to coordinate customized training 

Operations  *1 customized 
training by June 
30, 2020 

  

2. D. Increased use of training services for youth, offenders, and minorities 

 ACTION OVERSIGHT MILESTONE QUARTERLY PROGRESS OUTCOME 
2.D.1 DOC W2W staff will meet monthly with service 

providers to coordinate leverage of WIOA co-
enrollments of offenders 

Operations   *2 co-enrollments by 
September 1, 2019 

  

  2.D.2   Service providers will provide outreach to and increase     
  enrollment of older youth, offenders, and minorities by end   
  of PY 18 

  Operations   *PY 18 final data  
  shows increase as  
  per contracts 

  

  2.D.3   WDB Executive Director will work with technical college       
   ABE and offender program staff to develop a system for  
   coordination of job-seeker pre-college remediation and  
   referrals by January 2020. 

  Operations  *  System in place 
with    
  documented usage  
  tracked by August 
2019  
  * At least 10 referrals 
and/or remediated 
job seekers by June 
30, 2020 

  



 
 

 

KEY STRATEGIC INITIATIVE #3 
 

               DEVELOP A DIVERSIFIED RESOURCE PORTFOLIO TO PROMOTE GROWTH, SUSTAINABILITY, AND IMPACT OF WDB 

GOAL:  Decrease WDB dependency on WIOA grant funding 

OBJECTIVE 3. A. 
3. A Create a Resource Development Plan  

 ACTION OVERSIGHT MILESTONE QUARTERLY PROGRESS OUTCOME 
3.A.1 WDB Executive Director will research and present 

resource development options  
Strategy  Presentation of 

options to WDB by 
June 1, 2019 

  

3.A.2 Convene ad hoc Resource Development Committee 
to assist in development of the plan  

Strategy * Committee formed 
by July 1, 2019 
* Plan complete and 
implemented by 
October 1, 2019. 

  

 
 
 
 
 
 
 
 
 

OBJECTIVE 3. B   

3.B       Increase ability to compete for non-WIOA grants 
 ACTION OVERSIGHT MILESTONE QUARTERLY PROGRESS OUTCOME 

3.B.1 Adjust WDB staffing structure to increase 
operational capacity  

Executive  *Operations &     
Compliance Specialist   
hired  by July 1, 2019 

  

3.B.2  After WDB staffing additions, WDB Executive 
Director will identify one grant opportunity that 
the WDB could write (with or without partners) 
and be competitive by January 2020. 

Executive *Grant 
submission by 
August 2020 

  

OBJECTIVE 3. C   
3.C       Increase collaboration with other service agencies to leverage potential funding sources/partnerships 

    ACTION OVERSIGHT MILESTONE QUARTERLY PROGRESS OUTCOME 
  3.C.1 WDB Executive Director will join at least 3 community 

groups to network for collaborative opportunities by 
June 30, 2019. 

Executive *At least 1 
opportunity 
identified by 
December 2019 

  



 
 

 
 
 
 
 

 
 

  3.C.2 WDB Executive Director will meet individually with 
service agencies to identify areas of opportunity at 
least once per month.  

Executive *At least 1 
opportunity 
identified by 
January 2020 
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Western Wisconsin Workforce Development Board 

WIOA PROGRAM SERVICES GRIEVANCE PROCEDURE  
 
Applicants and participants of the WIOA Adult, Dislocated Worker, and Youth programs, including applicants 
for employment, and employees, have the right to enter into the grievance process to resolve disputes.  This 
process does not apply to complaints of discrimination. Discrimination complaints are initiated using the 
Discrimination Complaint Form which is available on the Western Wisconsin Workforce Development Board 
(WDB) website or can be requested from the WDB Equal Opportunity (EO) Officer. Complaints and grievances 
from participants and other interested parties affected by the local Workforce Innovation System, including 
One-Stop partners and service providers may file a complaint/grievance using this process.  
Complaint/grievances must be filed in writing within one year after the alleged WIOA violation took place.  
Individuals in grievance investigations are protected from retaliation and are permitted to have translators, 
interpreters, readers and/or a representative of their choice during the grievance process.   
 
The grievance procedure is as follows: 

 Complainant/grievant may file their grievance at the local service provider level, local Workforce 
Development Board level, State DET Equal Opportunity Officer's level or at the Federal 
Department of Labor (DOL) level.   

 Complainant/grievant must be provided the opportunity for an informal resolution including 
hearing appeals filed at the next level must be completed within 60 days from the date 
grievance or complaint is filed.   

 Individuals alleging a labor standards violation may submit the grievance to a binding arbitration 
procedure, if a collective bargaining agreement covers the parties to the grievance.   

 Grievances and appeals may be filed at the State DWD – DET Administrator level when a 
complainant/grievant does not receiving a decision within 60 days; or when the local WDB level 
decision received is unsatisfactory. 

 
To file a complaint/grievance with the WIOA local service provider.  Complaints/grievances must be filed 
in writing within one year after the alleged violation took place.  A decision must be made within 60 days from 
the date the complaint/grievance is filed with the local program.  To file at the local service provider level, 
contact:  

Adult & Dislocated Worker Services   Youth Services 
Workforce Connection, Inc.      WisCorps, Inc.  
Kelly Norsten, EO Officer     Matt Brantner, EO Officer 
2615 East Avenue, South, Suite 103    789 Myrick Park Drive 
La Crosse, WI  54601      La Crosse, WI 54601 
norstenk@workforceconnections.org    matt.brantner@wiscorps.org 
608-789-6094 or Wisconsin Relay 711   608-782-2494 or Wisconsin Relay 711 
 

If the matter is not resolved to the satisfaction of the complainant/grievant, the complainant/grievant may file an 
appeal with the local Workforce Development Board EO Officer. The appeal must be filed in writing within 5 
business days after the adverse decision was received or if no decision is received. 
 
 
 
 

Updated 4/25/17 

mailto:norstenk@workforceconnections.org
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Participants in the WIOA Adult and Dislocated Worker or WIOA Youth Programs can file a complaint 
directly with the Western Wisconsin Workforce Development Board Equal Opportunity (EO) Officer. To 
directly file a complaint, or to file an appeal within 5 business days after the adverse decision occurred, file the 
complaint with the local WDB EO Officer by completing the attached grievance form and submitting to: 
 

Julie Mitchell, EO Officer 
Western Wisconsin Workforce Development Board 
2615 East Avenue South 
La Crosse, WI 54601 
(608)-789-5499 (Voice) 
(608)-789-6046 (Fax) 
Wisconsin Relay (711) 

 MitchellJ@Westernwdb.org 
 
The WDB EO Officer will acknowledge the grievance within 5 business days of receipt of the grievance form or 
within 5 business days from the date the appeal is received. The WDB EO Officer will schedule an informal 
hearing within 15 business days to attempt to resolve the grievance. The WDB EO Officer will issue a written 
decision within 20 days from the date the appeal is received. Complainants who are not satisfied with the 
results of the WDB decision may appeal at the State level.  
 
Complainants/grievant who receive an adverse decision within 60 days or no decision at all, and who are 
appealing or filing their complaint/grievance at the State, Division of Employment and Training, Administrator 
must filed their complaint/grievance or appeal within 10 days from the date the decision is received or date the 
decision was due. The complainant must file the appeal within 10 calendar days after the complainant received 
the decision. If the complainant did not receive a decision, the complainant must file the appeal within 15 
calendar days after the decision was due to: 
 

Administrator, 
Division of Employment and Training 
201 E. Washington Ave.  
Madison, WI 53703 
PO Box 7972, Madison, WI 53707 
608-266-0327 (Voice)  
608-261-8506 (Fax) 

 
Upon receiving a local complaint/grievance that has been filed or appeal to the state level, the DET 
Administrator on behalf of the Governor will review the case and issue a final decision within 30 calendar days 
after the appeals was filed.   

 
Complaints/grievances alleging that the DET Administrator, on behalf of the Governor has not issued a 
decision within 60 days after a complaint is filed or the party to such decision received an adverse decision 
may file an appeal to the Secretary of Labor.  The Secretary shall make a final determination no later than 120 
days after receiving such an appeal.    Appeals submitted to the Secretary of Labor must be submitted by 
certified mail, return receipt requested, to the: 
 
Secretary, U.S. Department of Labor, 
Attention: ASET 
Washington, DC 20210, 
 
Grievances and complaints alleging discrimination brought under WIOA Section 188 and 29 CFR Part §38 
must be handled according to the procedures described in the discrimination complaint policies and 
procedures section.  Discrimination complaints can be filed at the local service provider level with the 
respective EO Officer, the Western Wisconsin Workforce Development Board EO Officer, the State level with 
the State EO Officer, or the federal level with the Department of Labor Civil Rights Center.  Contact information 
for these individuals at each level is found at the end of this document. Discrimination complaints must be filed 

mailto:MitchellJ@Westernwdb.org
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within 180 days from the date the violation occurred.  The complaint must be investigated and a final decision 
issued within 90 days from the date the complaint was filed.    
 
Complaints or grievances may be filed when the grievant/complainant believes it to be discrimination related 
to: age; race; color; religion; sex (sexual identity, sexual expression, sex stereotyping, pregnancy ); national 
origin; political belief or affiliation; or disability and against any beneficiary of programs financially assisted 
under Title VI of the WIOA on the basis of the beneficiary's citizenship/status; as a lawfully admitted immigrant 
authorized to work in the United States; or his or her participation in any WIOA Title-I financially assisted 
program/activity.  Discrimination complaints must be filed within 180 days from the date the violation took 
place.  Investigations and decision must be issued within 90 days from the date the complaint was filed.  
Complainants have the option to file a discrimination complaint at the local service provider level, local WDB 
level, State DET-EO Officer level or with the DOL Civil Rights Center, Director.  Contact information for these 
individuals at each level is found at the end of this document 
 
Complaints involving criminal fraud, waste, abuse or other criminal activity may be reported immediately 
through the Department's Incident Reporting System to the DOL Office of Inspector General, Office of 
Investigations, Room S5514, 200 Constitution Avenue N.W., Washington, D.C. 20210, or to the corresponding 
Regional Inspector General for Investigations, with a copy simultaneously provided to the Employment and 
Training Administration. The Hotline number is 1-800-347-3756. 
 

PROGRAM AGENCY 
Workforce Innovation and Opportunity Act 
(WIOA)Adult and Dislocated Worker  
Local Service Provider, Equal Opportunity Officer 
 
 
 
 
 
 
WIOA Youth Local Service Provider, Equal 
Opportunity Officer 
 
 
 
 
 
 
Local Workforce Development Board, Equal 
Opportunity Officer 
 
 
 
 
 
 
 
State DWD-DET Equal Opportunity Officer 

Kelly Norsten, EO Officer 
Workforce Connections, Inc.  
2615 East Avenue, South, Suite 103  
La Crosse, WI  54601 
(608) 789-6094 (Voice) 
(608) 785-9939 (Fax) 
1-800-947-3529 (TTY) 
norstenk@workforceconnections.org 
 
Matt Brantner, EO Officer 
WisCorps, Inc. 
789 Myrick Park Drive 
La Crosse, WI  54601 
608-782-2494 or Wisconsin Relay 711 
Matt.brantner@wiscorps.org 
 
 
Julie Mitchell, EO Officer 
Western Wiscosin Workforce Development Board 
2615 East Avenue South 
La Crosse, WI 54601 
(608)-789-5499 (Voice) 
Wisconsin Relay (711) 
MitchellJ@Westernwdb.org 
 
David Durán,  Equal Opportunity Officer 
WI Department of Workforce Development 
201 E. Washington Ave, Room G100 
P.O. Box 7972 
Madison,  WI  53707-7972 
608-266-6889 (VOICE) 
866-275-1165 (TTY) 
David2.Duran@dwd.wisconsin.gov 
 

mailto:norstenk@workforceconnections.org
mailto:Matt.brantner@wiscorps.org
mailto:MitchellJ@Westernwdb.org
mailto:David2.Duran@dwd.wisconsin.gov
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You also have the right to file a formal complaint with a federal agency. 

  
Department of Labor, Civil Rights Center Director 
 
 
 
 
 
 
 
 
Formal Discrimination Complaint about any 
program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
State DWD Division of Equal Right 
 
 
 
 
 
 
 
 
 
 
 
Federal Equal Employment Opportunity 
Commission 

Director, Civil Rights Center 
ATTENTION: Office of External Enforcement 
U.S. Department of Labor 
200 Constitution Avenue, N.W., Room N-4123 
Washington, DC 20210 
Faxed to (202) 693-6505  
Emailed to: CRCExternalComplaints@dol.gov 
  

 
Coordination and Review Section - NWB 
Civil Rights Division 
U.S. Department of Justice 
950 Pennsylvania Avenue, NW 
Washington, D.C.  20530 
888-848-5306 - English and Spanish (ingles y español)  
202-307-2222 (voice) 
202-307-2678 (TDD) 
Title VI Hotline: 
1-888-TITLE-06 (1-888-848-5306) (Voice / TDD) 
 
Disability Complaints: 

U.S. Department of Justice 
Civil Rights Division 
950 Pennsylvania Avenue, NW 
Disability Rights Section - NYAV 
Washington, DC  20530 
800-514-0301 (voice) 
800-514-0383 (TTY) (also in Spanish) 
 
Division of Equal Rights 
201 E Washington, Ave. 
Room A-100 
PO Box 8928 
Madison, WI 53708 
608-266-6860 (Voice) 
608-264-8752 (TTY) 
608-267-4592 (Fax) 
E-Mail: erinfo@dwd6.wisconsin.gov 
 
Equal Employment Opportunity Commission 
Reuss Federal Plaza 
310 West Wisconsin Avenue, Suite 500 
Milwaukee, WI 53203-2292   
Phone: 1-800-669-4000   
Fax: 414-297-4133   
TTY: 1-800-669-6820 
 

  

mailto:CRCExternalComplaints@dol.gov
mailto:erinfo@dwd6.wisconsin.gov
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 WIOA PROGRAM 
GRIEVANCE FORM 

 
If you need help completing this form please contact the Equal Opportunity Officer with whom you are 
filing a complaint. 
 
 

Name of Individual filing the Grievance  Phone Number 
(          ) 
 Address (number, street, city, state, zip code) 

 
 
Basis for Service Complaint/Grievance:  Please describe the action or treatment which you think was 
inappropriate.  Please include information about who, what, when, where, how, why, and the names, 
addresses and phone numbers of any witnesses, if you know them.  Please be specific about the dates of 
the last incident.  You may write this on another sheet of paper if you need more room.  In the space 
below, please indicate the number of pages attached if you need to add more pages. 
 
 
 
 
 
 
 
 
 
 

 
Name of the Program, Employee or Employer Against Whom the Grievance is Filed  

Outline what you think should be done to address/correct this issue.    

Signature of Grievant or Grievant Representative Date 

Signature of Individual Receiving the Grievance  Date 

Action taken by Department/Unit Lead  
   Grievance Resolved:  If so, how and date. 
   Grievance Unresolved:   Please outline status 

 
  
Action taken by EO Officer  

   Grievance Resolved:  If so, how and date. 
   Grievance Unresolved:   Please outline status 
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WIOA PROGRAM 

GRIEVANCE FORM ACKNOWLEDGEMENT  
 
 

 
I, _____________________________________, acknowledge and attest that I have received a  
                                (Print Name) 
 
copy of the WIOA Program Grievance Procedures and Form.      
 
 
 
Individual’s Signature ___________________________________    Date _________________ 
 
 
Staff Signature ________________________________________    Date _________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Western Wisconsin Workforce Development Board is an equal opportunity employer and service provider.  
If you have a disability and need to access this information in an alternative format, or need it translated to 
another language, please contact Julie Mitchell, 608-789-5499, mitchellj@westernwdb.org or Wisconsin Relay 
711.  
 
 
 
 
 
 
 
 

            
  

mailto:mitchellj@westernwdb.org
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Accepted by WDB Full Board on February 15, 2016 
 

WDB PY16-20 Monitoring Plan 
 

 PURPOSE   
 

The ultimate goal of the Monitoring Plan is to ensure that systems and processes are in place to deliver customer 
value, assure quality and achieve organizational success and sustainability.   The objectives of the Monitoring Plan 
are to: 
• Ensure that federal, state and local grants are being used for authorized purposes in compliance with laws, 

regulations and grant agreements; 
• Ensure that civil rights and equal opportunity compliance are integrated into all internal and subcontractor 

activities, publications, and materials 
• Identify technical assistance and staff training needs to achieve better performance; 
• Keep key processes current with organizational needs and directions; and 
• Identify best practices and lessons learned to drive organizational learning and innovation. 

 
The Monitoring Plan will provide the Western Wisconsin Workforce Development Board, Inc., the Local Elected 
Officials and others charged with oversight duties with objective information about how the workforce delivery 
systems are operating in relation to approved plans and expectations. The function is intended to be a supportive and 
teamwork process where contractors are involved in reducing variability, improving services, ensuring coordination 
and driving innovation. The WDB Manager is ultimately responsible for the implementation of the Monitoring   
Plan. 

 

 SCOPE   
 

The scope of this plan includes programmatic monitoring. 
• Programmatic Monitoring - This review will focus on programs contracted by the Western Wisconsin 

Workforce Development Board, Inc. during the applicable program years, these programs may include but are 
not limited to: 

o Formula Funded WIOA Adult, Dislocated Worker and Youth Programs 
o Special Response Programs for Dislocated Worker 
o National Emergency Grants for Dislocated Workers 
o Other Grants from the Wisconsin Department of Workforce Development 
o Grants from other funding sources received by the WDB or has the WDB as a partner (Skills 

Wisconsin, Windows to Work) 

 
 METHODOLOGY   

 
Programmatic Monitoring 
The process will begin with a review of recommendations from previous year’s report to review the outcome of 
recommendations and provide a baseline for review. 

 
The WDB Program Coordinator will be responsible for oversight of the reviews, analyzing data, identifying best 
practices and innovation, asking for corrective action plans when performance falls below intended or planned levels 
and summarizing the results and/or recommendations in an annual comprehensive report. The reviews include: 

 
• Management Review– As a function of program management, oversight of all programs and subcontracts will 

occur to ensure that actual program operations are meeting key requirements and planned outcomes.  Specific 
activities may include performing desk and performance reviews and client file reviews. Internal management 
review will occur quarterly; subcontractor management reviews will occur annually at a minimum. 

• Fiscal Reviews – With assistance from the fiscal agent, the WDB Manager or Staff will conduct quarterly 
fiscal reviews to ensure that program funds are being spent appropriately and in accordance with planned 
expenditures. An annual comprehensive review will also be conducted. 
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• Customer Satisfaction Reviews – Data from the customer satisfaction and concerns processes will be 

reviewed annually and trended to outline any technical assistance needs, and/or to improve services. Data will 
be segmented by program. Subcontractors will be asked to submit customer satisfaction data. 

• Compliance Reviews – Plans and regulations for all program operations, including subcontractors, will occur 
at least annually to ensure compliance with applicable programmatic, budget, and civil rights compliance 
regulations and to identify any potential, existing or emerging concerns. Corrective action, if necessary, will 
be outlined. 

• External Reviews – From time to time, funding source personnel come on-site to perform programmatic 
and/or fiscal reviews. The results of any external review process are utilized whenever possible to avoid 
duplication of programmatic, fiscal and/or compliance reviews. 

 

 REPORTING   
 
• Quarterly reports including management reviews, fiscal reviews and performance reviews will be prepared for 

the WDB Committees as appropriate. 
• An annual monitoring report including all programmatic, budget, and civil rights compliance reviews will be 

prepared and presented to the appropriate committee as follows: Planning Committee for WIOA Adult, 
Dislocated Worker and Special Response and Discretionary Grants; Youth Council for Youth Grants. 
Additional programs will be assigned to committees based on the nature of the program and the population 
served by the program. Other reports will be prepared to determine subcontractor status/continuation or for 
other reasons deemed necessary for program continuation. The respective committee will report their 
oversight conclusions to the full WDB for acceptance and approval. 

• A final comprehensive report of all monitoring performed by WDB staff or external monitors will be prepared 
and reviewed by the WDB Oversight or Executive Committee. 

 

 TIMETABLE   
 

The timetable for PY 16-20 is as follows: 
• Reporting timelines vary per program and/or funding source. A Program Operating Plan or Project Timeline is 

developed for each program or subcontract and approved by the appropriate committee. Quarterly updates are 
presented to WDB Committees and LEOs by the WDB Manager. 

• By at least the fourth quarter of each program year, WDB staff will conduct an annual monitoring for each 
program and subcontract. 

• The Final Report is presented to the WDB committees prior to the WDB Annual Meeting. The Oversight 
Committee or Executive Committee will present its report to the Full Board for approval at the Annual Meeting 
held in mid-October. 

 

 OVERSIGHT   
 

At regularly scheduled meetings, the Western Wisconsin Workforce Development Board, Inc. Executive Committee 
reviews fiscal reports and the Planning Committee and/or Youth Council reviews program performance reports. 
These committees present the reviews to the full Workforce Development Board for acceptance. The Oversight 
Committee or the Executive Committee reviews and presents the annual Monitoring Report. One of the committees 
or full WDB may ask for program improvements to occur or may cite best practices as a result of the reviews. 

 
All reports that are presented to the Board of Directors will be included as agenda items and/or reported to the Local 
Elected Officials. The Final Monitoring Report, or a summary thereof, is made available to stakeholders, funding 
sources and other interested parties upon request. 
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WESTERN WISCONSIN WORKFORCE DEVELOPMENT AREA 

Rapid Response Plan 
Issued December 2015 

 

Purpose:  The purpose of this plan is to communicate policy regarding staff response to area dislocations. 
• Coordinate and deploy resources in an effort to deliver timely services to workers who are facing lay off 

and/or job elimination. 
• Insure that all Dislocation activities are coordinated with employer services activities, e.g., job development, 

job fairs, fee‐for service connections and resource sharing activities. 
• Contact and offer Dislocated Worker, Rapid Response, Job Service services to any company that files a WARN 

notice. Contact and offer services as soon as possible to a company that is not obligated to file a WARN notice 
but is going to be laying off workers. 

• Assist the Western Wisconsin Workforce Development Board and WDA #9 in tracking regional lay‐off trends. 
 

Background:   The following terms apply: 
Dislocated Worker:  In order to be considered a dislocated worker, there must be a job of dislocation. The only 
exception to this rule applies to a displaced homemaker who will be defined under specific eligibility criteria. The job 
of dislocation is the job that qualifies the individual to be designated as a dislocated worker. This determination is 
necessary for providing intensive and/or training services under our local WIOA Dislocated Worker program. 
Please see WIOA law Section 3 (15) and 3 (16). 

 
Rapid Response is initiated when the State Dislocated Worker Unit or Rapid Response team learns of impending 
layoffs that will affect 25 or more workers. In some cases, employers are required to provide 60 days notice before   
a layoff. Certain mass layoffs and plant closings will meet the criteria of the Worker Adjustment and Retraining 
(WARN) Act; the criteria are complex, but some basic levels are layoffs of 50 or more workers at a single site, where 
50 is at least one‐third of the total full‐time workforce at that site, or any layoffs of 500 or more workers at a single 
site. Other times employers may publicly announce layoffs through the media.  See also WIOA law Section 3 (51). 

 
Required Activities for All Dislocations Affecting 5 or more workers: 
1. Please refer to Attachment I Rapid Response Processes and Attachment II Protocols for Using Rapid Response 

Equipment. 
 

2. The WDB Business Services Coordinator (WDB BSC) and/or other assigned staff person must keep the WDB 
Manager, Job Service Director and WIOA Dislocated Worker (DW) Service Provider Manager informed of all 
pending and current layoffs in WDA#9 as the information becomes available. 

 
3. WIOA DW Service Provider will enter the lay‐off employer name into the WDB database for tracking purposes 

(within 48 hours of the event) and inform the WDB Program Coordinator that this has been done. 
 

4. WDB BSC and/or other assigned staff will work with the WIOA Program Manager and assigned Job Service 
Representatives to schedule a planning meeting with employer and if applicable, the union representatives. 
Staff will inform Job Service Director of the meeting date for all dislocations affecting 5 or more workers.   The 
meeting date will not be confirmed with the employer until all parties have agreed to the date. 

 

5. WDB BSC (or other assigned staff),  Job Service staff and, if applicable, Union Representatives  will meet with 
the employer (preferably in person) to discuss the dislocation event and to: 

• Complete the State of Wisconsin Rapid Response Form (found on the DWD website).  A copy of this 
form will be placed in the WDB Drop box, the form will be emailed to DWD as required. 
• Extend the minimum level of service as outlined in Attachment I 
• Develop a targeted transition plan The                                                                                               

BSC or other assigned staff must notify the employer that information will be shared with the required 
partners and that individuals will ensure confidentiality 



233  

 
 
 
 
 
 
 

Western Wisconsin Workforce Development Area 
WIOA Rapid Response Plan 

December 2015 
 

 

6. After the initial meeting, the WDB Dislocated Worker Service Provider must enter all dislocation 
information the Rapid Response Report located on the WDB Drop Box and into the DWD Layoff Event 
Tracking System. 

• Rapid Response Report will be filled out for all dislocations that affect 5 or more workers. 
• If all information is not available the staff person must complete as much information as 

possible. As more information becomes available, the appropriate staff person will update the 
Report. 

• Only one Rapid Response Report entry will be completed and updated for each affected 
company event. 

• The information about the dislocation and services, including dates must be entered into 
Salesforce. 

• All updated information must be added to the DWD Layoff Event Tracking System. 
 

7. A short summary of the transition plan will be shared with the WDB Program Coordinator, the WIOA 
Dislocated Worker Manager, the Job Service Director, union representatives and any others as 
appropriate.  This summary will be stored in the drop box. 

 
8. The WDB Staff will continue to keep a folder in the drobox drive for each dislocation where any other 

pertinent information about specific lay‐offs will be stored. 
 

9. WIOA Dislocated Worker Service Provider staff will conduct Dislocation/Rapid Response meeting with 
affected employees.  These meetings must be coordinated with Job Service, and when appropriate 
include TAA and UI.  Information will be provided on health care options including the AHA and WRI 
Business Services. 

• The State of Wisconsin Dislocated Worker Survey form will be used to gather and track the 
worker survey information any time a Rapid Response meeting is conducted. 

• The State of Wisconsin Dislocated Worker Survey form may be requested from the WIOA 
Program Manager.  Please note: The survey is a scan‐able document therefor may not be copied 
or reproduced. 

• Hard copies will be kept by the WIOA Dislocated Worker Service Provider. 
 

10. Dislocated Worker Information Packet 
• A Dislocated Worker Information Packet will be distributed to each affected employee at each 

Rapid Response meeting. 
• The Dislocated Worker Information Packet Checklist identifies the contents of the packet and   

how to obtain the materials within the packet.  The checklist as well as a copy or sample of all the 
materials in the packet can be accessed on the WDB Drop Box 

 
11. WIOA Dislocated Worker Service Provider staff will coordinate with the Job Service staff assigned to 

provide TAA orientation. 
 

12. If dislocation affects 50 or more employees, contact UI supervisor. If less, discuss with WDB Program 
Coordinator regarding the need to contact the UI Supervisor. 

 
Required Activities for All Dislocations Affecting 25 or More Workers: 
Follow instructions for Dislocations affecting 5 or more workers.                                                                              
The State of Wisconsin Dislocated Worker Survey is a scan‐able document that DWD will use to track all Rapid 
Response eligible dislocation throughout the state. (Request this document through the WIOA DW Program 
Manager). 

• This survey must be administered at Rapid Response meetings anytime a dislocation affects 25 or more 
workers. All original hard‐copies of the completed State of Wisconsin Dislocated Worker Surveys must be 
sent to the WIOA Program Manager. The WIOA Program Manager sends the original hard‐copy 
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Western Wisconsin Workforce Development Area 
WIOA Rapid Response Plan 

December 2015 
 

 

Documents to DWD via UPS using the UPS label supplied by DWD.   The WIOA Program Manager notifies 
the WDB Program Coordinator that the surveys have been completed and mailed. 

• Copies of the State of Wisconsin Dislocated Worker Survey will be retained in each field office until data is 
returned from DWD. 

• The WIOA DW Program Manager will notify the WDB Program Coordinator within 30 days of the 
dislocation event if additional rapid response funds are to be sought. The above Rapid Response activities 
must be conducted before a dislocation of greater than 25 employees can be considered for Rapid 
Response Additional Assistance Grants 

 
Resources: 

 
 

DWD Employer Dislocated Worker Web Pages                                                                                                                        
The employer focused web pages have been revised and are published on DWD’s website. Check them out here,  
http://dwd.wisconsin.gov/dislocatedworker/employer/ .  This information is provided to employers in preparation 
for layoff or layoff aversion. 

 
State of Wisconsin Rapid Response Report Form                                                                                                                   
The Rapid Response Report form is to be used by WRI and Job Service staff to collect dislocation information from 
the employer/union. The form is located W:\Case Management Resources\WIA\Dislocated Worker 
Services\Forms\Initial Rapid Response Report 2014.docx 

• Once the form is completed by WRI/Job Service submit to WRI WIOA Program Manager to be submitted 
to DWD Dislocated Worker Unit if the event involves 25 or more workers. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 

http://dwd.wisconsin.gov/dislocatedworker/employer/


235  

 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT I 
Rapid Response Processes and Minimum Level of Services 
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Service 
Level 

Number of 
Workers 
Affected 

MINIMUM LEVEL OF RR SERVICES 
Each subsequent level includes services from previous level(s) 

1 25-49 
• Written and/or verbal presentation of basic transition information, including: Unemployment Insurance, Dislocated Worker Programs, 

Job Center Resources, and relevant topics related to Healthcare and Retirement during employment transition 
 
 

2 

 
 

50-99 

• Topic-specific workshops (e.g., résumé writing, interviewing, conducting an online job search, household budgeting, career planning, 
coping with job loss, etc.), preferably onsite prior to layoff 

• WIOA Dislocated Worker Program registration sessions, preferably onsite prior to layoff 
• Tailored labor market information and related deliverables 

3 100-249 
• Scheduled visits to the affected worksite(s) to provide group and one-on-one assistance to affected workers 
• Targeted job fair(s) specifically for the affected workgroup 

4 250+ 
• Transition center(s), on-site or within close proximity to the affected worksite(s), designed to provide services dedicated to the affected 

workgroup. 
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ATTACHMENT II 
Use of Rapid Response Equipment 

 

 
Protocols for Rapid Response Equipment 

• People checking out the equipment must go through a session on proper set up and use and 
sign an agreement to the use policy.  These agreements will be kept on file. 

• Rapid Response activities will receive first priority. 
• Others may check out the equipment, if there is no rapid response scheduled; however 

equipment must be returned immediately upon request. 
• Equipment needs to be checked out and checked back in with WDB staff present. 
• There will be a check list to keep track of which items were taken.  A copy will be given to the 

person checking out.  Upon return, the person should make note of any items not working, or 
any with problems.  All items will be checked back in by WDB staff to ensure nothing is 
misplaced or lost. 

• Any lost item will need to be replaced by the agency responsible for the loss. 
• All items must be returned within 24 hours of the last scheduled rapid response session or the 

session in which it is used.  NO EXCEPTIONS 
• There is a work station in the WDB office which may be used to prepare.  The Microsoft Surface 

is to be used in that office and not taken back to one’s personal space without authority of the 
WDB Staff and proper check out procedures.  The docking station and monitor cannot be 
checked out. 

 
 

EQUIPMENT CONSISTS OF: 
• Rolling, waterproof case with padded interior inserts and the following 

• Microsoft surface – Pro 3 – with carrying case, power cord, mouse, instruction folder 
• Portable printer, power cord 
• Projector, remote, power cord and instructions 
• Portable speakers with microphone, power cord and case 
• Wireless remote presenter and case 
• Data Key 
• Extension cord 
• Power Strip 
• DVI—D Cable 
• Coiled speaker cord – for speakers to computer. 
• Instructions for Projector 
• Screen in rolling case 
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	E. In order to achieve the goals identified above, implementation strategies need to be developed. Describe the strategies the WDB will use to achieve the WDA's vision and goals for the local area.
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	2. Describe how local workforce partners were involved in the development of the WDB's local plan. Also describe how local partners will be involved in the ongoing implementation of the local plan.
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	C. WDB Functions
	D. WDB Composition
	3. Identify the circumstances that constitute a conflict of interest for, or any matter that would provide a financial benefit to a Board member, a member's immediate family, or a representative entity. Include actions to be taken by the Board or Boar...
	4. Provide a complete and current WDB membership list.
	5. Attach a diagram, description of roles and responsibilities, and regular meeting schedule of the WDB and subcommittees.
	6. Describe how the WDB ensures that meetings and information regarding WDB activities are accessible to the public (including persons with disabilities). [§107(e)]
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	E. Youth Standing Committee
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	4. Attach a copy of the WDB’s current Cost Allocation Plan.
	6. Is an Indirect Cost Rate or de minimis rate of 10% used?
	7. Describe fee for services activities and how the funds are accounted for. Submit the WDBs local policy regarding fee for services.
	8. Employee health and welfare costs incurred in accordance with local board policies are allowed for the improvement of working conditions, employer- employee relations, employee health and employee performance area allowable. Submit the WDB’s policy...
	9. Incentive compensation to employee based on cost reduction or efficient performance, suggestion awards, safety awards, etc. is allowable. Provide the WDB policy for incentive compensation to employees and/or service provider staff.
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	10. Submit the WDB personnel policies and procedures.
	IV. One-Stop System and Service Delivery
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	2. Is each of the required WIOA partners included in your One-Stop delivery system? Describe how they contribute to your planning and implementation efforts.  If any required partner is not involved, explain the reason. [§121(b)] Yes see above.
	4. Describe how entities within the one-stop delivery system, including one-stop operators and one-stop partners, will comply with Section 188 and the Americans with Disabilities Act regarding physical and programmatic accessibility of facilities, pro...

	Western Wisconsin Workforce Development Board, Inc.
	5. Describe policies and procedures for resolving grievances or complaints files by participants and other interested parties affected by the local workforce system, including one-stop partners and services providers.
	7. Please list which career services are provided by which partners to job seekers and employed workers.
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	8. Describe the strategy to identify business requirements within the local area [682.320]. In addition, describe the business services available to area employers through the One-Stop system, and who provides these services. Provide details about any...
	9. Describe how "center-based" business services are provided. This description should include how all programs that conduct business services are included in the system and the coordination practices; and how input and feedback from all partners is r...
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	10. Describe actions taken by the WDB to promote maximum integration of service delivery through the One-Stop delivery system for both business customers and individual customers. Attach any local policies or procedures in support of this.
	11. Describe how the WDB will ensure the quality of service delivery and continuous improvement throughout the One-Stop centers.
	12. Describe how the WDB facilitates access to services provided through the local delivery system, including remote areas, through the use of technology and through other means. [§108(b)(6)(B)]
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	13. Describe the connection between the local board WIOA Youth Program and the Job Center service delivery system.
	14. Describe the WDB's activities/actions with local partners to ensure the development and implementation of common intake for all Resource Rooms per State (to be issued). Also include a description of how activities will be coordinated with other po...
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	15. Describe how the end result of the activities described in the previous question show reduced duplication of services for program participants; ease of program accessibility; and identification of gaps the partnership has to address.
	16. Describe activities to promote Job Center of Wisconsin (JCW), and address the following:
	b. How the WDB is coordinating with workforce partners, including Veterans' Services staff, to ensure that JCW is the vehicle for posting job orders for optimal competition of job seekers and available candidates for employers of the job openings.
	17. Describe how SalesForce will be used to support and enhance JCW rather supplant JCW.
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	18. Briefly describe Information Technology (IT) systems in the local area, including:
	b. Systems used for employer management (include all IT services owned or subscribed to).
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	c. Systems used to track participant services (include all IT services owned or subscribed to).
	d. Coordination of local IT systems with Job Center of Wisconsin, ASSET, and other federally or state provided systems.
	f. The assessment process utilized to determine IT needs.
	B. Memorandum(s) of Understanding (MOUs)
	C. One-Stop Operators (OSO)
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	2. Describe how the WDB is preparing for the competitive process for OSO selection. Describe how market research, requests for information, and conducting a cost and price analysis were conducted as part of that preparation. [§121(d)]
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	3. Roles and Responsibilities
	b. If there are multiple operators and/or consortia, be specific as to what each agency's role is and which Job Centers are involved with each.
	D. Certification and Continuous Improvement [§121(g)]
	V.  Results-Driven Talent Development System
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	2. Provide a description of how the WDB, working with entities to carry out core programs, will expand access to employment, training, education and supportive services for eligible individuals, particularly eligible individuals with barriers to emplo...
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	3. Describe how the WDB will ensure that individuals are informed of non- traditional employment and training opportunities.
	4. Describe the WDB's use of initiatives such as incumbent worker training programs, on-the-job training programs, customized training programs, industry and sector strategies, career pathways initiatives, utilization of effective business intermediar...

	Western Wisconsin Workforce Development Board, Inc.
	5. Describe mechanisms that are currently in place or will be in place to provide microenterprise and entrepreneurial training, support programs and co- enrollment, where appropriate, in core programs. [134(a)(3)(A)(i)]
	6. Describe how the WDB enhances the use of apprenticeships to support the local economy and individuals' career advancement. Describe how job seekers are made aware of apprenticeship opportunities in the area's job centers.
	7. Describe how the WDB will identify and work with key industry partnerships where they exist within the local area, and coordinate and invest in partnership infrastructure where they are not yet developed.
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	8.  Identify how the WDB plans to better align its resources to support and meet the training and employment needs of key industry sectors in the local area. Describe policies adopted or planned for aligning training initiatives and Individual Trainin...
	VI. Program Services
	2. For participate who receive priority of service, WIOA Section 680.600 requires local areas to establish criteria by which the one-stop operator will apply priority of service. Criteria may include the availability of other funds for providing emplo...
	3. Provide a copy of the WDB’s local policy that addresses how priority of service to veterans and eligible spouses will be applied. In addition, describe the local procedures developed to implement the requirements under the Jobs for Veterans Act (P....
	4. Describe any additional priority groups for the adult program other than those required by the Act.
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	B. Funding
	2. If applicable, describe the WDB's plans to utilize up to 10% of local dislocated worker, adult, and youth formula funds toward the pay-for-performance contract strategy.
	3. Describe the WDB’s plan for the allocation of funds between service categories for both adults and dislocated workers. Show the percentages for career services and training allocations for the Adult and Dislocated Worker programs.
	C. Service Strategies
	2. Describe the methods and procedures that have been developed (or are planned) to ensure coordination and collaboration with the following programs:
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	b. TANF and
	d. Adult Basic Education and English Language Learning Programs Authorized by Title II of WIOA
	e. Registered Apprenticeship
	f. Jobs for Veterans State Grants Program [38 U.S.C. §4102A(c)
	g. National Farmworker Jobs Grant Program
	h. Senior Community Service Employment Program (SCSEP)

	Western Wisconsin Workforce Development Board, Inc.
	3. Describe how the local workforce development board will work with local and statewide offender reentry initiatives supported by the Department of Corrections as required by 2015 Wisconsin Act 55, 106.36 (2)(b). The description should include the fo...
	4. Describe how the WDB will ensure collaboration with Adult Basic Education and English Language Learning programs so that adult who need to improve their reading, writing, math and/or language skills have access to integrated instruction and acceler...
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	6. Describe the process used for reviewing and updating Individual Employment Plans (IEP). Include if the process is used for every participant or if there are exceptions, how frequently it is done, and how it is documented in the participant file and...
	7.  Attach the WDB’s policy on Needs Related Payments or indicated that the WDB does not use the WIOA provision.
	8. Attach the WDB’s supportive service policy.
	10. Describe the criteria used by the WDB to determine the appropriateness of exiting a participant (adults/dislocated workers and youth). For example, no contact with case manager, employment plan goals have been met, participant becomes employed at ...
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	11. Provide a copy of the WDB's follow-up services policy. This policy should include follow-up requirements (follow-up on all participants or exceptions), frequency of contact, and required documentation.
	D. Dislocated Workers
	2. Describe WDB policies and procedures to support Re-employment Services (RES) activities. For example, participation in RES in-person sessions.
	3. Describe the process for providing rapid response services to worker groups on whose behalf a Trade Adjustment Act (TAA) petition has been filed. [§134(a)(2)(A)] This description must include how the local area disseminates
	4. Describe the local area’s Rapid Response Framework and processes, addressing the following items.

	Western Wisconsin Workforce Development Board, Inc.
	e. Identification of flexible and innovative services and solutions to address both employers’ and workers’ transition needs
	f. Mechanisms for leveraging staff and other resources
	5. Describe the mechanisms that are currently in place or will be in place to identify employers at risk of layoffs. [§682.330(g)(1)]
	6. Describe the methods and procedures the WDB developed or will develop to expand coordination of service delivery with the Trade Adjustment Assistance program. The Department of Labor expects the State (via the WIOA program) to offer Rapid Response ...
	E. Title I Basic Career Services
	2. Describe the WDB’s design for Title I basic career services.
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	3. Under WIOA, there is no requirement that a participant must receive career services prior to training services. However, at a minimum, to be eligible for training, an individual must receive an eligibility determination for training services. Descr...
	F. Individualized Career Services
	2. Describe how individualized career services will be coordinated across programs/partners in the One-Stop Centers, including Vocational Rehabilitation, TANF and Adult Education and Literacy activities. Specify how the local area will coordinate with...

	Western Wisconsin Workforce Development Board, Inc.
	4. The State’s economic self-sufficiency policy allows local areas to place individuals into training programs that may not immediately lead to economic self-sufficient employment. Describe the general; instances or circumstances where this would be a...
	G. Training Services
	2. Describe any plans for using up to 20% of local area dislocated worker and adult formula funds to provide the Federal share of the cost of providing training through a training program for incumbent workers. Submit the local policy and forms, inclu...
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	3. Describe any plans for using up to 10% of local area dislocated worker and adult formula funds to provide transitional jobs, including the process to identify individuals with barriers to employment, chronically unemployed or have an inconsistent w...
	5. Describe the WDB’s policy for its Individual Training Account (ITA) system including limits on duration and amount. This description (and policy) must include the (1) specific process and/or method used by which WIOA training funds are coordinated ...
	7. Describe the WDB’s intent to use exceptions (contracts) instead of or in conjunction with the ITA system. Address the following issues as applicable:
	8. Describe the documentation required to demonstrate a “need for training.”
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	H. Youth Program
	b. Current and planned recruitment strategies to expand and market services to out of-school youth.
	c. Current and planned strategies to target services to youth, and to ensure seamless, year-round services to out-of-school youth.
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	d. Current and planned strategies to encourage 16-17 year old dropouts/non- attenders to return to school.
	e. Current and planned retention strategies to retain out-of-school youth in employment or post-secondary education.
	f. Current and planned service strategies for assuring that out-of-school youth deficient in basic reading/writing and math will increase one Educational Functioning Level.
	g. Strategies to ensure career pathways information will be included in the participant's Individual Service Strategy.
	2. Provide the name of the assessment tool(s) the local board will administer to in-school and out-of-school youth to assess their academic levels.
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	3. Describe how the local board will assess the youth for occupational skills, prior work experience, employability, interests, aptitudes, supportive service needs, and developmental needs.
	4. Describe the activities the local board will provide that lead to the attainment of a secondary school diploma or its equivalent, or a recognized post- secondary credential.
	5. Describe the activities the local board will provide to prepare the youth for post-secondary educational and training opportunities.
	6. List the agencies and/or organizations the local board will partner with to provide services to youth that are:
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	7. List the resources or services the agencies and/or organizations could provide the youth.
	8. Describe how the local board will ensure that parents, participants and other members of the community with experience relating to the programs for youth are involved in the design and implementation of these programs.
	9. Describe how the local board will ensure that each participant be provided information on the full array of applicable or appropriate services that are available through the local board or other eligible providers or one-stop partners.
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	10. Describe how the local board will partner with the following programs to serve youth and young adults through the Youth Program:
	11. Describe any regional efforts the local board is involved with or is planning with regarding youth initiatives.
	12. Describe how the local board will provide the fourteen required program elements for the WIOA youth program design.
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	12) Entrepreneurial Skills Training – The WDB
	13. Describe the process for reviewing and updating the Individual Service Strategy (ISS), including frequency and documentation requirements.
	14. Specify if the local area plans to offer incentives or stipends for youth. If yes, attach the local policy (refer to WIOA Policy 13-02: Youth Incentive Awards and Stipend Payment Policy for additional information).
	15. Describe the WDB's approach to comply with the required minimum 20% expenditure for work experience. [§129(c)(4)]
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	16. Provide the WDB's definition of the in-school youth eligibility criterion – "An individual who requires additional assistance to complete an educational program, or to secure or hold employment."  The locally developed eligibility criterion must b...
	17. Provide the WDB's definition of the out-of-school youth eligibility criterion – "A low-income individual who requires additional assistance to enter or complete an educational program or to secure or hold employment." The locally developed eligibi...
	18. Attach a list of the current youth service providers.

	Western Wisconsin Workforce Development Board, Inc.
	I. New Service Strategies for WDAs Failing Performance Measures
	J. Strategies for Faith-based and Community Organizations
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	2. Describe current or planned activities to expand the access of faith-based and community organizations' clients and customers to the services offered by the One-Stops in the WDA.
	VII. Service Providers and Oversight

	Frequency of Issuance
	2. Describe how and where the services will be provided and who will provide them for the following types of services:
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	B. Oversight and Training of Service Providers
	2. Provide a brief description of how the WDB will ensure the continuous improvement of eligible providers of services and ensure that such providers meet the employment needs of local employers, workers and jobseekers. [§108(b)(6)(A)]
	3. Describe how WDB and service provider staff is trained in use of the ASSET system and the WIOA program. Also describe how WDB and service provider staff is informed of new policies (both local policies, DET issuances and DOL guidance) and training ...
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	5. Describe any local data systems in use to record and track participant services.
	VIII. Performance and Accountability
	B. Describe how performance data will be used for local monitoring, evaluation,
	C. Describe how your local area’s program design will maximize performance on the WIOA primary indicators of performance outlined in Section 116(b). After setting adjusted levels of performance with the State, update the Local Plan to provide the adju...
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