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Customer Referra to Training Programs

Customers may receive training services, as described in Section 134 of the Workforce Investment Act.
To receive training services, cusomers must meet the following criteria

. Meet the digibility requirements for intensive services,
. Unable to obtain or retain employment through intensive services,
. Aredetermined (after aninterview, eval uation, or assessment, and case management) by the One-

Stop operator to be in need of training services and to have the skills and qudifications to
successfully participate in the selected program of training services,

. Sdect aprogram of training services that are directly linked to th employment opportunitiesin the
loca areainvolved or in another areain which the customer iswilling to relocate;

. Are determined to be digiblein accordance with the priority system used when funds alocated for
adult and didocated worker activities are limited;

. Are unable to obtain other grant assstance for such sarvices, including federal Pel grants
established under Title IV of the Higher Education Act of 1965, or require assistance beyond the
assstance made available under other grant assi stance programs, including federal Pell Grants.

Training services provided under Section 134 of the Workforce Investment Act will be provided in a
manner that maximizes consumer choice in the selection of an digible provider of such services.

The Lake County Workforce Investment Board will make available, via the Lake County One-Stop
Center, the State of Ohio list of digible providers of training services, with a description of the programs
through which the providers may offer thetraining services. Performanceinformation and performance cost
informeation relaing to digible providers will dso be made available.

Conggtent with the spirit of WIA, customer choice will be achieved through a comprehensive case
management srategy that involves an assessment and the development of an individud employment plan
that leads to training and saf-sufficiency. In Lake County, the Employment Services Counselor (ESC) will
help the customer make an informed choice after looking at the Stat€ slis, program and cost information,
and taking into consderation the dollar amount of the ITA and policies set by the loca board.

If acustomer sdects atraining programwhich ison the State list but does not conform to the ITA policies
st by the Lake County Workforce Investment Board, no WIA funding may be expended for training of
cusomersin that program until such time as the program comes into compliance with the ITA policies of
the Lake County Workforce Investment Board.
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Individual Training Account Policies for Training Programs

The training program must be included on the State of Ohio Eligible Training Provider Ligt.

A dgned Training Provider Agreement must bein effect between the L ake County Department of
Job & Family Services(asadminidrative entity for the Lake County Workforce Investment Board)
and the entity providing thetraining program. Thefollowing sepsaretaken for aTraining Provider
Agreement to be developed:

. Provider submits a copy of the State of Ohio or Lake County application form for the
program in question;

. Application is reviewed by the Program Review & Coordinating Committee of the Lake
County Workforce Investment Board (WIB), to ensurethe program isin accordance with
the Lake County WIB'sITA policies,

. The Program Review and Coordinating Committee makes a recommendetion to the full
Lake County WIB whether to issue a Training Provider Agreement;

. The Lake County WIB (or Executive Committee of the WIB) makes arecommendation
to the Lake County Board of Commissoners whether to issue a Training Provider

Agreement;

. The Lake County Board of Commissioners makesthefina determination whether toissue
aTraining Provider Agreemern.

The training program must either:

. Prepare the customer for entry-level employment in a specific occupation or group of
occupations; or

. Prepare the customer for a third-party certification which documents the achievement of

an advanced level of competence in a specific occupation or group of occupations.

“Third party” certification means that the certification is granted by a licenang authority,
professond association, or Smilar entity other than the traning inditutionitsdf. The certification
must document that the customer has demondtrated, through testing, a predetermined minimum
competence level, and must not merely document that theindividual has beenin attendancefor the
duration of training.

Thetraining program must be in an occupation or occupationa group whichis in demand in the
locd area as defined by the Lake County Workforce Investment Board. Lists of demand/not in
demand occupationa groups and specific occupations within these groups are available on request.

Thetraining program should not exceed 104 weeks (two years) inlength. Exceptionsto thispolicy
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may be approved by the Employment & Training Administrator on acase-by-casebass. Requests
for exceptions must include evidence that financid support for the customer is available for the
extended training period.

The training program must meet one of the following three criteria

. Program is offered by a postsecondary educationd indtitution thet is eigible to recaive
Federal funds under Title IV of the Higher Education Act of 1965 (20 U.S.C. 1070 &t
seg.) and leads to an associate degree, bacca aureate degree, or certificate; or

. Program is a program under the Act of August 16, 1937, commonly known as the
“National Apprenticeship Act”, 50 Stat. 664, chapter 663; 29 U.S.C. 50 et seq.; or

. Program is accredited, approved, registered with, or licensed by an independent
professond association, accrediting body, and/or government agency.

Any training program that is required by law (Ohio Revised Code Chapter 3332, Ohio
Administrative Code Chapter 3332) to obtain program authorization from the Ohio State Board
of Career Colleges & Schoals (formerly the Ohio State Board of Proprietary School Registration)
must be currently authorized and in good standing with such Board.

"Program”, for purposes of Board of Career Colleges & Schools authorization, means the
complete body of study, whether offered in aspecific place, or by correspondence using the mails,
or by any other means of communication, designed to prepare students for potentiad employment
in arecognized vocation, occupation, or profession and lead to a certificate, diploma, or degree.

Note: The Ohio State Board of Career Colleges & Schools has determined that short-term
computer skills training programs leading to certifications, such as for Microsoft and Novell
products, fall under the Board' s jurisdiction.

The training program must not provide ingtruction above the associate degree leve.

Where atraining program is available with both a certificate track and an associate degree track
in the same occupationa area, an ITA may be issued only for the certificate track. When a
customer has successfully completed the certificate track and received a certificate, the
Employment & Training Adminigtrator may gpprove funding for further training on a case-by-case
bass. Judtification must be provided which supportsthat further training isneeded in order for this
individud to atain or retain saf-aufficient employment

This policy does not apply to programs which only lead to an associate degree and do not have
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acetificate track (e.g., registered nursing).

ITAswill not beissued for the following types of activities:

. Seminars, workshops, or smilar programs which are not graded, do not provide credit,
and/or do not prepare an individua for a certification examination;
. Individua courses or classes, whether or not taken for credit, which are not part of the

curriculum of a diploma, certificate, or degree program approved by the Lake County
Workforce Investment Board for establishment of an ITA;

. Courses or programs which, standing alone, provide only:
. Job skill enhancement;
. Management techniques,
. Professond development or informationa updates,
. Persond development;
. Continuing professiona education; or
. Educationd development which is not occupation-specific.

The training program must be provided to customers of the Lake County Workforce Investment
Board a the same cot asit is provided to the generd public. 1TAswill not be issued to pay for
training programs which are available a no cost to the generd public (eg., nursing aide training
available free from nursing homes after hire).

A maximum of $7,000 per customer may be spent for training codts, i.e, tuition, books, fees,
regidration, etc. Exceptionswill be made on acase-by-case basisfollowing administrative review.



Training Provider Application Approva Process

The provider must submit an application to the Lake County Department of Job & Family
Services, Employment & Training Divison, for the program in question. The Lake County
Department of Job & Family Services (Lake County JFS) isthe adminigrative entity for the Lake
County Workforce Investment Board (WIB).

When completed application is received, the Contract Evauator will review for:

e Completeness,

*  Labor market demand;

e  Criteriaon Screening Form,

»  Criteriaon Evaduation Form, if provider/programisnot aTitleV digibleinditution/ program
granting a certificate or associate degree;

*  Conformity with ITA policies of the Lake County WIB.

Contract Evauator will prepare asummary of the gpplication and make recommendation.

Theapplication will be presented to the Program Review and Coordinating Committee of the Lake
County WIB for their recommendation to approve or disgpprove a Training Provider Agreement.

The Committee’' s recommendation will be transmitted to either the full WIB or the Executive
Committee of the WIB for the WIB'’ s recommendation.

The WIB’ s recommendation will be transmitted to the Lake County Board of Commissionersfor
their final approva or disgpprova.

If the program is approved:

. The provider will be mailed a Training Provider Agreement for signature and return to Lake
County JFS. Upon its return, the Agreement will be transmitted to the Lake County JFS
Director for signature.

. If the program is not aready on the State List of Approved Providers, Lake County JFSwill
transmit application information to the State in accordance with State policies.
. If the provider is new to Lake County JFS, the provider will also be scheduled for an

orientation meeting at Lake County JFS, to review policies and procedures for referrals,
enrollments, ITA use, hilling, etc.

Whenthe Training Provider agreement isfully executed by the provider and Lake County JFSand
(if applicable) the program has been placed on the State Approved List, Lake County JFS staff
will be authorized to make referrds to the program.

If the program is not gpproved for a Training Provider Agreement, the provider will be notified in
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writing.
Customer Process for Entering Training Services

Traning providers are requested to fax the Lake County Department of Job & Family Services
(Lake County JFS), Employment & Training Divison Adminigrator Donna Mona, with the
individua’s name if they are referring a potential customer to Lake County JFS. Thefax number
is (440) 350-4493.

Customer comes to JFS office for service.

Receptionigt refers customer to Employment Services Counsdor for initid interview, explanation
of available services, and core self-service options.

If the Employment Services Counsdor determines that customer isin need of staff-asssted core
services, or needsto moveto intensive services, customer must be registered and his’her digibility
for intengve and training services will be determined.

Cugtomer digibility criteriafor intengve services.

. Unemployed, received at least one core service, unable to obtain employment through
core services, and determined to be in need of more intensive services to obtain
employment; or

. Employed, received at least one core service, determined to need intensive services to

obtain employment “leading toself-sufficiency”. In other words, an employed customer
cannot enter intensive services (or proceed to receive training) unless hisher earnings are
below aleve which dlows sdf-sufficiency.

Sdf-sufficiency is defined as follows:

For Adults: Annual family income of 120% of the Lower Living Standard. The current levels are:

As of 5/30/03

Family Size 1 2 3 4 5 6 6+ Each
Annual $12960 | $21,240 | $29,160 | $36,000 | $42,480 $49,680 $7,200
Income

For Dislocated Wor kers: Hourly wage rate of two-thirdsor less of theindividua’s hourly
wage at didocation. Didocation must have occurred within the past 24 months.

Eligible cusomerswho move to intensive services may receive testing, assessment, and Individua
Service Strategy development.
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Before a customer may receive training services, Counsglor must determine that:

. Cugtomer has met the digibility requirements for intensive sarvices, and

. Customer has received at least one intensive service, and is unable to obtain or retain
employment which permits economic sdf-sufficiency through intensve services, and

. After aninterview, evauation, or assessment, and case management, Customer isin need

of training sarvices and has the skills and qudifications to successfully participate in the
selected program of training services, and

. Customer has selected aprogram of training servicesthat isdirectly linked to employment
opportunities either in the loca area or in another area to which theindividud iswilling to
relocate; and

. Customer is unable to obtain grant assstance from other sources (including federa Pell

Grants) to pay training costs, or requires WIA assistance in addition to other sources of
grant assstance; and

. Customer is digible in accordance with the priority system for service where funding is
limited, if gpplicable.

Counsdor writes a* Judification of Training” to explain why the customer isin need of training.
Customer writesan “ITA Application” to explain hisher choice of training program and provider.
Customer’ sfileisreviewed for gpprova by the Adminigtrator. The Adminigtrator will soreview,
on a case-by-case basis, where training cost is over $7,000 and/or return on investment index is
lessthan 5.0.

After gpprovd, fileis routed to Employment Services Counsdlor.

An Individua Training Account form is completed by the Employment Services Counsdor! and
sent to the Fiscd Department for review to verify that sufficient funds are available.

After Fiscal Department approval, a copy of the signed ITA will be forwarded to the training
provider. Thel TA document servesas L ake County JFS sforma written commitment to pay the
training costs shown on the ITA.

Formd enrollment of customer may take place after Fisca Department gpprovad of the ITA.

1 Theonly exceptionisfor Lakeland Community College, inwhich case staff of Lakeland will completethel TA and return
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ADULT PRIORITY OF TRAINING SERVICESCHECKLIST

Customer: [Customer name]

Counsdlor: [Counsdlor name]

Date: [Today’ s date]

Check all which apply to the customer:

9 Out-of-County Resident

When a“limited funding” situationisin effect, non-Lake County residentswill not be served with adult training services.
Such individuals' requests will be put on ahold status until such time asthe“limited funding” situationisno longer in
effect.

Veteran:

Specia Disabled Veteran
Vietnam Era Veteran
Disabled Veteran

Any Other Veteran

9 Other Eligible Persor?

A veteran will receive preference in selection over a non-veteran who is similarly situated. Veterans' preferenceis
applied after theinitial selection is made based on income status and number of barriers.

© © © ©

9 Recipient of Cash Public Assistance/Other Low Income I ndividual

A recipient of cash public assistance or other low income individua will receive preference in selection over
a person who is not arecipient of cash public assistance or other low incomeindividua with an equa number
of barriers.

Barriersto Employment

Age 50 and Over

Femde

Minority Group Member

Limited English Spesking

Ex-offender/Probation/Parole

Reading Skills Below 8" Grade Level

Math Skills Below 8" Grade Level

Lack of High School Diplomaor GED

Needs Child Care/Care of Other Family Member

Lacks Transportation

Needs Other Supportive Services (specify:) [Needs other supportive services)
Lacks Vocationd Skills

Lacks significant Work History

Person with Physica/Mental/Emotiona Condition that Limits Employability

© O O OVOOOOOOoOoOooo

2Spouseof : apersonwho died of aservice-connected disability; aperson on active military duty whoismissing
in action, a prisoner of war, or forcibly detained by a foreign government or power who has a permanent total service-
connected disability or who died while such adisability wasin existence.
Adult Services Checklist
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9 Other (specify): [Other (specify)]

Total Barriers;

Occupationa Areasin Demand

Accounting

Administrative Asst./Secretarial
Advertising Services
Agricultural Products Processing
Air Cond., Heating, & Refrig.
Tech.

Aircraft Maintenance

Aircraft Piloting & Navigation
Anima Care
Architectural/Construction Tech.

Auto Body & Fenders
Auto Mechanics

Baker

Building Maintenance

Bus Driver

Business Admin. & Management
Business Data Processing
Cabinetmaking

Carpentry

Chemical Equipment Operation
Chemicd Technology

Child Care

Civil Engineering Technology
Commercia Art

Commercia Photography
Computer Operator
Congtruction Helpers
Custodia Services

Data Processing

Dental Assistant

Denta Hygienist

Diesal Mechanics

Diversified Cooperative Hedlth
Drafting

Electrician

EMT

Engineering Technology, Other
Farm Mgt. & Operations
Fashion Merchandising
Finance & Credit

Firefighting

Foor Layer

Food Preparation/Cooking
Food Service

Foundry

Genera Office/Clerical
Heavy Equipment Operator

Horticulture

Hotel/Motel & Restaurant Mgt.
Housekeepers/Health Aides
Human/Mental Hedlth Services
Tech.

Industrial Electronics

Industrial Engineering Technology
Industrial Maintenance
Insurance

Labor/Personnel Relations

Law Enforcement/Criminal Justice
Library Assisting

Machine Tool Operations
Marketing

Masonry

Mechanica Engineering Technology

Medical Records Technology
Mining Technology

Nurse Assistant

Nursing (RN)

Oil & Gas DDriller

Optical Technician/Assistant
Other Agriculture

Painting

Personal Services, Other
Petroleum Marketing
Pharmacy Technician/ Assistant
Physical Therapy Assistant
Plaster & Drywall

Plastics Technology
Plumbing & Pipefitting
Power Transmission
Practical Nursing (LPN)
Precision Metal Work
Printing

Pumping Plants

Radiologic Technology
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Redl Estate

Respiratory Therapy Tech.
Rooafing

Sheet Metal Worker
Shipping & Recelving

Tedecommunications

Tool & Die Making
Transportation
Travel/Tourism Management

Truck Driver (CDL A)
Truck Driver (CDL B)
Vocationa Music
Welding & Cutting
Wholesale Trade



Occupational Areas Not in Demand

Appliance Repair
Barber
Biologica Technician

Business Machine/Computer Repair

Cardiovascular Technology
Ceramics Worker

Coin & Vending Machine Servicer

Communication Electronics
Cosmetology

Court Reporter

Dental Lab Technician
EEG Technology

Electric Power Plant
Electrical/Electronic Technology
Elevator Maintenance
Fabric Service

Farm Equipment Mechanics
Forestry Production

Funeral Services

Glazing

Ground Operations
[nstrument Repair
Instrumentation Technology
Insulation Installer

L eatherworking

Marine Maintenance

Meat Cutter

Medical Assistant

Medica Lab Technician
Medica Records Clerk
Mobile Home Maintenance
Natural Resources
Occupationa Therapy Assistant
Paralegal

Performing Arts
Petroleum Technology
Radio/TV Broadcasting
Seamanship

Small Engine Repair
Surgical Technician
Upholstering
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Training Provider Appeal Process

This process is established to provide a forma means of dispute resolution for any provider or potential
provider of training services (hereinafter “provider”) who is not satified with a decison of the Lake
County Workforce Investment Board and/or Lake County Board of Commissioners concerning the
denia of gpprovad of an gpplication to provide training services under the Workforce Investment Act
(“WIA") activities.

1 Through its WIA adminidrative entity, the Lake County Department of Job & Family Services,
Employment & Traning Divison (“ETD”), the Lake County Board of Commissoners shdl
issue written notice to a provider when:

A potentia provider has submitted a written application for a training program to the Lake
County Workforce Investment Board (“Lake County WIB”) and Lake County Board of
Commissioners in response to a forma application process, and such application has not
received approva; or

The Lake County Board of Commissioners has determined to terminate gpprova of a
training provider.

Such written notice shal date the basis for denying gpprova or for terminating gpprovd, as
aoplicable.

2. All informa means of digpute resolution shall be utilized before aforma gpped isfiled.

3. If informa means of digoute resolution fall to satisfy the provider, the provider shdl file a written
apped with ETD.

The written appeal must be filed within ninety calendar days of the date of the issuance of the
written notice of contract denial or contract termination.

The written appeal shall be filed with ETD at 177 Main Street, Painesville, Ohio 44077, by
mail or in person.

The written appeal must be signed by the provider or authorized representative.

4, If at any time during the process a resolution occurs or the provider wishes to withdraw the
appedl, the provider must give written and signed notice of resolution or withdrawal to ETD.
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10.

11.

Where the provider continuoudy fails to cooperate or is unavailable, the gpped may be
dismissed on written notice (certified mail, return receipt requested) to the last known address
of the provider. ETD shdl document al attempts to resolve the gpped and indicate the
circumgtances for adismissal of the matter.

Within ten working days of the date when the apped was received by ETD, an informal
conference will be held by the Chair (or designate) of the Lake County WIB. The purpose of
the informa conference is for the provider and other involved parties to discuss the situation
and, if possible, agree on a mutualy satisfactory resolution. The Chair will provide written
notice, by certified mail, of the date, time, and place of the informa conference.

If resolution has not been achieved at the conclusion of the informal conference, the provider
may request a hearing before a hearing officer. This hearing must be held within twenty
working days of the date when ETD received the appedl.

The Lake County Board of Commissioners will appoint an individua to serve as hearing officer.
Such individud shdl be an impartid third paty who will have complete independence in
obtaining facts and making decisions, and who isin no way involved with the issue giving rise to
the appedl.

Responsbmtlaof the hearing officer will include to:
Receive and review a complete case file prior to the hearing.
Identify the nature of the action to determine if there is an aleged violation of the WIA Act,
WIA Regulations, Lake County Five-Year Plan, or other agreements under the WIA Act.
Permit resolution at any point in the proceedings if requested by the provider.
Provide a hearing agenda.
Define rights of the provider and of the Lake County Workforce Investment Board and Lake
County Board of Commissioners.
Direct parties to appear by certified mail, return receipt requested.
State the purpose of the hearing.
Receive evidence and reserve the right to exclude irrelevant or immaterial matters from
evidence.
Dispose of procedural questions.
Elicit testimony from witnesses, but shall not act as an advocate for any party.
Consider and evaluate facts, evidence, and arguments to determine credibility.
Determine appropriate remedies.
Make a complete record of the hearing.
Render and disseminate the hearing decision to the provider, the Lake County Workforce
Investment Board, and the Lake County Board of Commissioners.

The hearing shal be conducted in a manner that avoids unnecessary technicdities (eg., legd
requirements such as would be appropriate in court proceedings). Technicd rules of procedure
and of evidence need not be grictly observed.

Any involved party has the right to representation by an attorney, at the party’ s own expense.
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12.

13.

14.

15.

16.

Parties to the hearing will have the opportunity to:

Bring documentary evidence and witnesses,

Have records or documents relevant to the issue(s) to be decided at the hearing produced by
their custodian;

Present testimony and oral arguments, and

Question all parties and witnesses.

The hearing officer must produce a written decision within thirty working days from the date
when ETD received the gpped. The decison shdl indude the following:

A statement that a hearing was held on a specific date and time at which the involved parties,
their representatives, and/or witnesses appeared and were heard;

A list of those in attendance;

A statement of the issue(s);

A synopsis of facts based on the entire record disclosed at the hearing;

The opinions and statements of reasons for the decision;

The conclusions based on the findings of fact;

A statement of remedies to be applied, if any; and

The signature of the hearing officer and date of the decision.

Deadlines for holding the informa conference and the hearing may be extended on the written
and sgned request of the provider filing the gpped.

The decison of the hearing officer may be appeded to the State.

Providers must follow the appeal process established by the Lake County WIB before
appedling to the State.

If a provider does not follow local procedures, the State will deny any application for appeda
submitted directly to the State and will return it to the Lake County WIB for action.
However, if the State initiated the denia or remova of the training provider, the appea must
be filed directly with the State.

Submission of apped to State:

Providers must submit a written apped to the State within fifteen working days from their
receipt of afina decision from the Lake County WIB or from the State notification of
remova date.

The appeal must be signed by the provider.

The appeal must include the reasons or basis for the appeal, the remedy sought, and a
copy of the Lake County WIB'’s decision and/or documentation of the State’ s decision.
Appedls should be submitted to:

Ohio Department of Job & Family Services
Bureau of Workforce Investment Act

145 South Front Street

P.O. Box 1618

Columbus, OH 43216-1618
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17.

18.

19.

20.

State process:

. The State will notify the Lake County WIB when it receives an gpped from a provider
of aLake County WIB decison.

. The State will issue a find decison no later than thirty (30) working days from receipt
of the apped filed by the training provider.

. The State will gppoint a hearing officer who will be respongble for notifying the
provider and the Lake County WIB in writing regarding the hearing date and the
gpped’ s satus, including the find dispostion.

. The hearing officer will review the provider's letter of apped and supporting
documentation.

. If the provider fails to meet any of the time limits specified in State policy or fals to
follow the policy of ether the Lake County WIB or the State, that failure will conditute
aforfeiture of the procedura rightsto apped to the State,

If an appedl is filed at the State level based on a decision of the Lake County WIB, and the
State determines that the Lake County WIB did not follow its own process, the State will
immediatdy notify the Lake County WIB viafax, e-mail, or phone cdl prior to issuing a written
decision to the training provider.

Training providers have the option of withdrawing gppedsfiled at the State leve at any time.

All decisions issued by the State are finad and cannot be appealed to the U.S. Department of
Labor.
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