ALABAMA WORKFORCE INVESTMENT SYSTEM

Department of Economic and Community Affairs
Workforce Development Division
401 Adams Avenue
Post Office 5690
Montgomery, Alabama 36103-5690

GOVERNOR’S WORKFORCE INNOVATION DIRECTIVE NO. PY2014-17

SUBJECT:

1. Purpose.

2. Discussion.

Incumbent Worker Training Program

To issue the Incumbent Worker Training Program Guidelines under the
Workforce Innovation and Opportunity Act (WIOA) and the required
forms for the Incumbent Worker Training Program authorized in
Section 134(a)(3)(A)(i) of the WIOA as administered by the Alabama
Department of Commerce, Workforce Development Division. This
Directive rescinds Governor’'s Workforce Development Directive
Number PY2013-04 as of July 1, 2015.

The Workforce Innovation and Opportunity Act (WIOA), Incumbent
Worker Training Program is funded through funds provided by the
United States Department of Labor and administered by the Alabama
Department of Commerce, Workforce Development Division. The
program is designed to provide new or upgraded skills training to full-
time, permanent employees.

Incumbent workers are currently-employed workers (who have been
employed by the employer for six months or more) whose employers
have determined that the workers require training in order to help keep
their businesses competitive and the subject workers employed, avert
layoffs, upgrade workers’ skills, increase wages earned by employees,
and/or keep workers’ skills competitive. This training must support
further job retention and career development for improved economic
self-sufficiency for employed workers, especially those most vulnerable
to job loss, and increase the capability of the employing business to
access and retain skilled workers. Incumbent worker training programs
may only be established for employers, which have operated in
Alabama for at least two consecutive years. The training shall not be
used to supplant current company training.

Incumbent worker training should be designed to meet the special
requirements of an employer (including a group of employers) to retain
a skilled workforce or avert the need to lay off employees by assisting
the workers in obtaining the skills necessary to retain employment. The
training is conducted with a commitment by the employer to retain or
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3. Action.

4. Contact.

avert the layoffs of incumbent workers trained through the Incumbent
Worker Training Program (NPRM) (20 CFR680.790 (a) and (b)).

The attached guidelines and application apply to state level Incumbent
Worker Training Programs. Since the local workforce investment areas
are given the option (per Section 134 (d)(4) of the Act) to fund
Incumbent Worker Training programs, they will develop their own
procedures as local workforce development area programs must be
designed to meet the WIOA requirements at Section 134 (d)(4)
regarding local board requirements, required non-Federal share of
training costs, etc.

Please read and adhere to the current Incumbent Worker Training
Program Guidelines and Application, attached. This information is also
to be made available to all interested Program applicants. Access to the
Guidelines and Application are available through the ADECA Workforce
Development Division website: www.adeca.alabama.gov through
September 30, 2015: After October 1, 2015, the Guidelines and
Application may be accessed via the Alabama Department of
Commerce’s website: www.madeinalabama.com.

Archive and cease to use all previously released IWTP Program
Guidelines and Applications (January 2001 — January 2014) as they are
no longer valid due to the Workforce Investment Act (WIA) ending on
June 30, 2015.

Questions regarding the IWTP or this Directive should be directed to
Lorilei Sanders, Workforce Development Division at
lorilei.sanders@adeca.alabama.gov or via phone at (334) 353-1632.
After September 30, 2015, the e-mail address will be
lorilei.sanders@commerce.alabama.gov.

Steve Walkley, Division Chief Date
ADECA, Workforce Development Division

Attachments

Preparer/Date
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FREQUENTLY ASKED QUESTIONS & ANSWERS

»What is the Incumbent Worker Training Program?

Funded by the U.S. Department of Labor (USDOL) and administered by the Workforce
Development Division of the Alabama Department of Commerce, the Workforce Innovation and
Opportunity Act (WIOA) Incumbent Worker Training Program (IWTP) is designed to provide
funding assistance to qualifying Alabama for-profit businesses to provide skills training to full-
time, permanent company workers. The training must be a business necessity that will enhance
companies’ abilities to compete in global economies, expand present markets, and help
ensure the permanency (layoff aversion) of businesses in Alabama. For the workers, the
training will upgrade present work skills, heighten job security, provide marketable skills, and
increase the possibilities for higher wages and promotional opportunities. The Workforce
Development Division staff members administer, monitor, and evaluate the training
program. They also provide fiscal and subrecipient agreement compliance assistance
during the training process.

»What is Incumbent Worker Training?

Incumbent Worker Training (for purpose of the Workforce Innovation and Opportunity Act
from which the funds are provided to states) is training designed to meet the special
requirements of an employer (including a group of employers) to retain a skilled workforce or
avert the need to lay off employees by assisting the workers in obtaining the skills necessary to
retain employment.

»What Commitment is required of the employer?
The training may be approved and conducted after a commitment by the employer to retain or
avert the layoffs of the incumbent workers trained in the approved project.

»What is an Incumbent Worker?

An incumbent worker is an employee of the business, employed under the Fair Labor Standards
Act requirements for an employer-employee relationship and must have an established
employment history with the employer for six months or more.

»What kind of training can be funded by the WIOA Incumbent Worker Training Program?
Training can include, but is not limited to, industry or company-specific work skills, basic
job skills, technical computer skills, new manufacturing technologies, equipment
operation training, changes in production processes, and “soft skills”, such as leadership,
teamwork, communication, and management skills. The Workforce Development Division
does not maintain a list of approved training providers for the WIOA IWTP. Companies will
select the type(s) of training and training provider(s) that meet their business and training
requirements before submitting an application for consideration.




V' Please note. Because of high demand and limited funds for the program,
funding of training projects that provide the greatest potential for impacting
the company’s competitiveness and employee retention (layoff aversion) will
receive the highest consideration.

»Which companies are eligible to apply?

For-profit companies that have been in business in Alabama for a minimum of two (2)
consecutive years immediately prior to submitting an application are eligible to apply. Applying
companies must also have at least one full-time, permanent worker (other than the owner), be
financially viable, and be current on all state and federal tax obligations.

»What information is required for the “Employer Contribution” portion of the program
budget?

The company must identify, in their WIOA IWTP application, its contribution (company
match) to the training program. The company contributions must equal at least a dollar-
for-dollar match of the total requested funds, up to the maximum funding request of
$30,000. Company contributions may be comprised of trainee wages and benefits paid
during the training period, equipment purchased for training, training materials and
supplies, training curriculum development expenses, and travel and lodging costs.
Documentation of matching expenditures must be provided by employers with certain
funding sources, which will be clarified as appropriate in the individual IWTP sub-recipient
agreements. Also, some fund sources do not allow employee benefits to be used as part
of the matching requirement.

»What information will the company need to maintain for the Training Program Assessment
reviews?

Once training begins, the company should maintain adequate records of the costs
associated with the training, information about the training provider, a detailed
description of training, and benefits the training activities have provided to the company
and to the employees. This information will be used to document the impact the training
has had on morale, retention, wages, promotions, efficiency, and profit improvements. A
Workforce Development Division employee may meet (or work via telephone and e-mail) with
the company’s contact person to review and evaluate the training program outcomes.

»What does “performance-based” mean?

A company is awarded training funds to provide skills training to an agreed-upon number
of workers. If the company does not train the agreed-upon number of workers by the end
of the agreement period, the final reimbursement may be pro-rated to bring the total
project costs in line with the actual number of trained employees. If the company
provides training to less than the planned number of employees or the projected training
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is not completed, then the cost of the training may be pro-rated. Therefore, employers
should be “realistic” in the completion of the IWTP application to include the number of
planned employees to be trained in the project.

»What training costs will not be reimbursed under the WIOA Incumbent Worker Training
Program?

Program funding cannot be used to pay for trainees’ wages and benefits during the training,
travel expenses, training equipment, administrative costs, catering of training events, and costs
outside the subrecipient agreement period (effective beginning and ending dates of the
subrecipient agreement). However, these types of training expenses, incurred within the
approved agreement period, may be included as part of the “Employer Contribution” to the
project. However, employee benefits are not an allowable match for some funding sources, as
noted above.

»What if an employee that has been determined ineligible by WIOA regulations is trained?
Any costs associated with participants deemed ineligible by WIOA regulations will not be
reimbursed. Whether the trainer charges a flat fee or a per participant fee, the invoice will be
pro-rated to exclude ineligible participants.

»What training costs can be reimbursed under the WIOA Incumbent Worker Training
Program?

Training expenses may include non-company professional instructors’ fees, trainee(s’)
tuition, required textbooks, manuals, curriculum development, and required
expendable training supplies and materials. Necessary computer software that is used
100% for training purposes only, may also be considered for reimbursement.

»How should the budget reflect the proposed training costs and the employer contributions?
An example of training costs and employer contributions can be found in the “Sample Budget”
on page 11 of these guidelines. The sample budget illustrates the various options for employer
matching funds against the WIOA IWTP reimbursable training costs.

»How are companies reimbursed for approved training expenses?

The Workforce Development Division will provide approved companies with the required forms
to complete for expense reimbursements. Companies should submit the reimbursement
requests after the completion of each training module. Final expenses must be reported within
thirty (30) days after training activities are complete or the agreement end date, whichever is
the earliest end date of program activity.

»What information is required for reimbursement of expenditures covered in the
agreement?

Before an invoice can be paid, all training participants’ names, social security numbers, and
other required data must be entered into the state’s participant information system. It is the



responsibility of the Alabama Career Center System Business Services Representative to secure
all eligibility, enrollment forms, etc. It is the responsibility of the employer to ensure that the
employees (to receive training) are available to meet with the Alabama Career Center System
Business Services Representative in order to complete the necessary WIOA participant
enrollment paperwork as required. The employer must also ensure the cooperation of the
trainees to provide the necessary information (social security numbers, etc.) to the Business
Services Representative. (This is a federally-funded program and certain data is required for
receipt of training services.) A submitted reimbursement form must include:

V' Copy of paid trainer (college, private vendor, etc.) invoice. The invoice should include
the date(s) and type(s) of training that was provided to the company.

vV Copy of the check with which the invoice was paid or other financial documentation as
evidence of payment.

V' For each training session, a copy of the roster, which includes trainees’ names and last
four (4) digits of social security numbers, is required. The date(s) and type(s) of training
should be noted on each roster. In addition, this roster should include the signature of
the trainer or employer certifying that the listed employees did participate in the
training.

vV Documentation of matching expenditures (non-Federal share of training costs) such as
payroll registers, copies of paid travel costs, etc. as required in Section 134 (d)(4)(D).
The State’s policy is a 100 percent matching requirement.

»Where may the training take place?
Training may be conducted at the business’s own facility, at a public or private training
provider’s facility, or at a combination of sites that best meet the needs of the business.

»Who selects the training providers?
The company selects the (outside) training provider that best suits their training needs. Trainers
may be public or private professional trainers, equipment vendors, or subject matter experts.

»Who provides technical assistance?

The Workforce Development Division staff and the local career center Business Services
Representatives are available to provide technical assistance throughout the training project —
from the application stage through project completion.

»What happens after a training project is approved for funding?

Written notification of funding assistance approval will be provided to the company. The
Workforce Development Division staff will send a letter of notification (Governor’s award
letter) and a written agreement to the company. The company representative(s) must review
the written agreement and return the signed copies, as instructed, to the Workforce
Development Division before the training can begin. Also, the Business Services Representative
at the local One-Stop Career Center is provided notification of the approved project. The
Department of Commerce will also issue a press release for each approved program, which may
run in local area newspapers. You may view posted news releases at www.adeca.alabama.gov
through September 30, 2015 and thereafter at www.madeinalabama.com.
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»What is the Beason-Hammon Alabama Taxpayer and Citizen Protection Act (Protection
Act)?

The Protection Act is an anti-illegal immigration bill, signed into law in the State of Alabama in
June 2011. The portion of the law pertaining to the IWTP imposes conditions of the award of
state contracts, which must be satisfied before payment can be made on those transactions. As
a condition for the award of any contract, the business entity shall not knowingly employ, hire
for employment, or continue to employ an unauthorized alien and shall attest to such, by
completing and signing the Certificate of Compliance Form, which is included as part of the IWT
Program Application. Additionally, conditions of the contract for a business entity also require
the entity to be enrolled in the E-Verify program maintained by the United States Department
of Homeland Security. The Certificate of Compliance Form may be located within the IWTP
page at www.adeca.alabama.gov through September 30, 2015 and then at
www.madeinalabama.com; the E-Verify program website is located at http://www.dhs.gov/e-

verify.
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Sample Training Budget
Budget For Proposed Training Project

A. BUDGET CATEGORY B. FUNDS C. EMPLOYER D. SuB-TOTAL
REQUESTED CONTRIBUTION (B.+C)
FEDERAL NON-FEDERAL
NON-COMPANY INSTRUCTOR
FEES/TUITION (THIS INFORMATION SHOULD BE RECONCILED WITH SECTION 4. OF THE IWTP APPLICATION.)
Rapid Management 101: $1,750 x 2 (8 hr) classes =
1 (43,500 (flat fee) 1% 3,500.00 |1
Industrial Streamline 102: $45.00/training hr x 32
2 |trainees x 10 training hrs = $14,400 213 14,400.00 |2 $ 17,900.00
3 3 3
4 4 4
CURRICULUM DEVELOPMENT
Rapid Management Manuals @ $15.90 each x 10 =
1 [$159.00 1 1($ 159.00
2 2 2 $ 159.00
3 3 3
MATERIALS / SUPPLIES / TEXTBOOKS
1 1 1
2 2 2
3 3 3
TRAINING EQUIPMENT PURCHASE
1 IWTP FUNDS 1
2 C BEU 2
3 ANNOT BE USED. 3
OTHER COSTS (DESCRIBE)
1 1 1
2 2 2
3 3 3
TRAVEL, FOOD, LODGING
Travel: $.56/mile x 1,000 miles = $560.00 $ 560.00
Lodging: $65/night x 6 nights = $390.00 c IWTPBF ULNJDS 5 390.00 | $ 1,160.00
Food: $30/day x 7 days = $210.00 OO B2 AR $ 210.00
TRAINEE WAGES (INCLUDING BENEFITS)
Rapid Management: 24 trainees x $24.35/avgerage
1 |hourly Wage x 16 training hrs = $9,350.40 1|59 9,350.00
Industrial Streamline 102: 32 trainees x
$23.55/average hourly Wage x 10 training hrs = IWTP FUNDs $ 16,886.00
2 [$7,536.00 CANNOT BEUSED. (2 | ¢ 7,536.00
3 3
4 4
TOTALS*| $ 17,900.00 | $ 18,205.00 | $ 36,105.00

* Column C & D grand totals have been rounded to the nearest dollar.
& The maximum amount of funding assistance awarded will not exceed $30,000.
& Training funds cannot be used to reimburse any training costs incurred before the effective date of the approved
agreement. Please consider this when developing your budget and timeline.
& The employer must show a matching contribution, at least dollar-for-dollar, of the requested funds to be considered
for IWTP funding. Examples of employer contributions include expenses associated with: 1) instruction/tuition;

2) curriculum development; 3) materials/supplies; 4) training equipment; 5) travel, food, or lodging; and 6) trainee
wages (including benefits) of employees paid during training. (Some funding sources exclude employee benefits

as an allowable part of the matching requirement.)
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Sample Training Project

v Example: The project reporting format used below is a sample guide for detailing your company's
proposed training project activities. Please note that it is not essential to use this format as long as
the necessary information is provided.

(k)

(b-c)
(d)
(e-f)
(9
(h)

@)

(k)

Company XYZ has been experiencing a 20% reduction in profits due to high employee turnover and
poor customer satisfaction ratings. It is expected that the training will improve our employees' skills
in employee and customer service relations, leading to an improvement in our customer base and
avoid layoffs if this trend continues.

Job Titles: (24) Electricians (Average wage/benefits: $24.35/hour)
Department: Plastic Manufacturing Department

Type of Training: Rapid Management - 16 Training Hours Each

Training Provider: University of Slippery Rock, Workforce Training Department
Cost: $1,750 per 8-hour class of less than 30 (2 classes total)
No certificate will be awarded for this training program.

The employees will receive specialized training in Rapid Management that will enable them to react to
project manipulations, job site decisions, and employee protocol issues more effectively and efficiently.

The company will benefit with an improved employee skill base, better project management techniques,
and fewer difficulties with employee relations.. These will all help the company to remain productive in
the marketplace while helping to sustain permanency in our community.

Company XYZ is facing an 8% reduction in our employee base due to lost contracts. It is anticipated
that this training will result in layoff aversion and will produce an improved production process, which will
lead to increased productionnumbers, reduced waste activities, and increased customer contracts.

Job Titles: (32) Assembly Associates (Average wage/benefits: $23.55/hour)

Department: Main Frame Assembly Department

Type of Training: Industrial Streamline 102 - 10 Training Hours Each
Training Provider: University of Slippery Rock, Workforce Training Department
Cost: $45 per trainee, per hour

The employees will receive a certificate of completion for this training program, which will be maintained
in their personnel files and a copy provided to the Business Services Representatives.

The employees will receive training in Industrial Streamline 102, which will enable them to visualize
more efficient parts layout and help to improve the production sequencing involved with our products.
This training is not department specific, so the training could be utilized throughout the facility in
several departments as well as with other similar employers.

The company will benefit with the improved and more efficient parts layout and industrial design, which
will improve production and enable the company to serve a larger number of customers.
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