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I. Local 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 employers/businesses, job 
seekers, incumbent workers, and youth.  

 
 The North Central Wisconsin Workforce Development Board’s Business Solutions Team compiled information 

from 800+ employer visits in 2015.  The information collected was part of an effort to assess real-time industry 
sector labor needs. The research indicated the north central region is demographically diverse in its labor 
market needs.  They include: 

 The northern region (Lincoln, Oneida, Vilas, and Forest Counties): 
● Manufacturing-Laborers, Welders, Structural Steel Estimators 
● Forestry-Heavy Equipment Operators 
● Hospitality- Customer Service, Tourism, Retail 
● Automotive Transportation-CDL Drivers/Operators and Automotive Technicians 
● Healthcare-CNA/RN 
● Customer Service-Sales/Retail 

The central region (Langlade and Marathon Counties): 
● Manufacturing-Laborers, Welders, and CNC/Machinists 
● Healthcare- RN/CNA 
● Automotive Technicians, CDL Drivers, and Diesel Mechanics 
● Construction-Laborers, Carpenters 
● Information Technology 
● Customer Service-Sales/Retail 

The southern region (Portage, Adams, and Wood Counties): 
● Food Process MFG-Laborers, Automation Engineers, Maintenance 
● Manufacturing-Laborers, CNC/Machinists, Welders 
● Healthcare-RN/CNA 
● Automotive Technicians, CDL Drivers, and Diesel Mechanics 
● Agriculture/Food-Laborers 
● Information Technology 
● Customer Service-Sales/Retail 

The sectors with greatest labor demand, which offer the highest “livable wage” and most upwardly mobile 
pathways, are Healthcare, Information Technology, Manufacturing, and Transportation. 

 
Across the country, the unemployment rate for youth 16-24 has increased since 2009.  For the region, this age 
group had an unemployment rate of 15%. Many educated members of the labor force are working in jobs 
below their education level that are typically filled by youth workers.  As a result, the lower level jobs are not 
available, leading to high youth worker unemployment rates. Many employers also indicate that youth 
workers lack the soft skills necessary for employment, which contributes to the higher unemployment rate for 
youth workers.  Overall, the lack of skills and availability of entry level jobs has created disconnected youth.  In 
a recent article published by MDRC (June 2015), Farhana Hossain reported three commonalities young people 
need to connect:  

1.  Financial incentives and opportunities for paid training and work 
2.  Opportunities to feel connected to caring adults and to community 
3.  Support services that address a young person’s barrier to participation 
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The information reported above was collected from local labor market data, the regional analysis reported 
below, and the strategic planning process conducted by the North Central Wisconsin Workforce 
Development Board (NCWWDB). 

 
B. Labor Market Information 

 
1. Provide an analysis of the regional economic conditions: 

 
According to Economic Modeling Specialist International (EMSI), over the next 10 years in existing industry 
sectors, 15 of the 19 NAICS industries project annual job growth.  The region’s largest industry, 
manufacturing, had 31,203 jobs in 2012 and is projected to increase by 1,715 jobs by 2022. The increase in 
job opportunities will make the Manufacturing Industry the top employer in the region in 2022, surpassing 
Healthcare and Social Assistance. The Healthcare and Social Assistance industry is projected to decrease 
the number of jobs by 153 jobs to 31,515 in 2022. The top three industries in the region will continue to 
be Manufacturing, Healthcare and Social Assistance, and Retail Trade accounting for over 47 percent of all 
jobs in the Region in 2022.  

 Total job growth is projected to increase by over 5,600 jobs or three percent through 2022.  

 The top industry, Manufacturing, is well diversified with a high number of jobs in Food 

Manufacturing, Wood Product Manufacturing, Paper Manufacturing, Fabricated Metal 

Product Manufacturing, and Machinery Manufacturing.  

 Professional, Scientific, and Technical Services are projected to increase by 1,241 jobs or 26 

percent through 2022.  

 Manufacturing ($60,995) has the 4th highest total earnings and is projected to add the second 

most jobs through 2022.  

 Information ($80,173), Finance and Insurance ($68,900), and Management of Companies 

($80,814) have the top three total earnings and are all projected to experience at least a 13 

percent job growth through 2022.  

 Natural Resource and Mining (-39 jobs), Heath Care and Social Assistance (-153 jobs), Other 

Services (-655 jobs) and Government (-289 jobs) are the only four industries projected to lose 

employment through 2022.   

 Overall, the Regional economy is diversified ensuring economic resiliency in the future. No 

one industry accounts for more than 15 percent of all employment. 

The fastest growing industries are Management of Companies, Professional, Scientific, and Technical 
Services, and Administrative and Support and Waste Management and Remediation Services; however 
nearly all industries are advertising for help. A vast number of employers are complaining about the 
difficulty of finding applicants, the skills in the available applicants, and job turnover.  

 
Existing and emerging industry sectors and occupations are difficult to address because of the lack of 
established codification and assignment of codes to existing codes can be problematic. For example, the 
state of Wisconsin and the North Central Region has a burgeoning information technology (IT) sector that 
is difficult to capture in the present North American Industry Classification System (NAICS) and Standard 
Occupational Classification (SOC) coding structure. Occupationally, an information technology specialist 
can work in healthcare, manufacturing, transportation, professional, scientific, and technical services, etc. 
In addition, there is no informational technology SOC Code. As employment opportunities have evolved 
with technology, almost all positions include some form of IT. While employers identify that one of the 
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largest employment needs is in IT, there is insufficient data to support that claim due to a lack of 
classification.   

 
Regional Clusters 
Utilizing Economic Modeling Specialist International (EMSI) to analyze key indicators such as earnings, 
growth, regional competitiveness, regional specialization, and gross regional product, the North Central 
Region has a total of 62 industry clusters as defined according to the methodology of Harvard Business 
School’s U.S. Cluster Mapping Project.  Each cluster is made up of several industries. The software breaks 
the clusters in the region into three categories; Top Clusters, Average Clusters, and Bottom Clusters. 
Overall, the region has nine top clusters, 38 average clusters, and 13 bottom clusters.  Top clusters receive 
a score ranging from 84 (Paper and Packaging) to 45 (Upstream Chemical) out of 100 possible. The nine 
top clusters include the region’s stronger industries like paper and packaging, insurance services, 
production technology and heavy machinery, and information technology and analytical instruments.  
Average clusters receive a score ranging from 43 (Footwear) to 28 (Furniture) out of 100 possible. The 38 
average clusters include industries that have experienced recent growth like food processing, 
manufacturing, medical devices, and industries in the agricultural sector like forestry, livestock processing, 
and wood products. A majority of the top clusters and average clusters have a long history of growth in 
the region. Bottom clusters receive a score ranging from 26 (Textile Manufacturing) to 21 (Performing 
Arts) out of 100 possible. The bottom 13 clusters include several industries focused around retail and 
hospitality like textile manufacturing, local household goods and services, and apparel.   

 
Driver and Emerging Industries 
Driver and emerging industries in the North Central Region are identified by a combination of location 
quotient, projected job growth, and total earnings data. A driver industry is an industry that has a location 
quotient greater than 1.00, is expected to experience job growth over the next 10 years, and offers 
employees a good potential earning. An emerging industry is an industry that has a location quotient 
below 1.00, but is projected to increase employment over the next 10 years offering high potential 
earnings for employees.  The driver economies in the North Central Region are Manufacturing, 
Transportation and Warehousing, and Finance and Insurance. Retail Trade has the necessary 
concentration of employment and job growth required to be a driver economy, but only offers a salary of 
$28,926 annually. The emerging economies in the North Central Region are Construction, Wholesale 
Trade, Information, and Management of Companies. Food Accommodations and Services have the 
necessary concentration of employment and growth requirements to be an emerging industry, but this 
industry offers the lowest annual salary ($15,429) in the region. Professional, Scientific, and Technical 
Services projects to increase jobs over the next ten years and has a high annual salary, but the 
concentration of employment (LQ 0.36) is too low to be considered an emerging economy. Many of the 
industries that are included in the three driver economies and five emerging economies are also included 
in the top and average clusters as identified by the EDA Cluster Mapping Tool.  
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The Wisconsin Department of Workforce Development (DWD) Office of Advisors projects a job growth of 
14,005 new jobs or 7.35 percent more, in the region between 2012 and 2022. The region also projects a 
high number of replacement/ retirements over the ten-year period due to an aging workforce. 
Demographic projections by the Wisconsin Department of Administration indicate that the region will 
experience a large increase in the percentage of population over 65 years of age between 2012 and 2022. 
As a result, the WDWD projects an additional 44,240 openings over the time period as a result of 
retirements/ replacements. Therefore, the region will need to fill roughly 60,000 jobs over the 10 year 
period, about 6,000 per year.  Almost 75 percent of all job openings over the 10 year period will be due to 
job replacement.  
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The top three occupational categories in the region in 2012 were Office and Administrative Support 
Occupations, Production Occupations, and Sales and Related Occupations.  Those three occupations 
accounted for 37 percent of all jobs in the region. While those three occupational categories are not 
projected to experience the highest increase in job growth, they are still projected to remain the top three 
occupations in the region. In 2022, the top three occupational categories will account for 36 percent of all 
jobs, a one percent decrease. 

 

 Healthcare Practitioners and Technical (2,257), Office and Administrative Support (1,502), and 

Transportation and Material Moving (1,427) occupations are projected to have the highest 

total job growth during the 10 year period.  

 Healthcare Practitioners and Technical (18%), Life, Physical, and Social Science (16%), and 

Personal Care and Service (15%) occupations are projected to experience the highest percent 

increase in job growth over the 10 year period.  

 Office and Administrative Support (711), Food Preparation and Serving Related (576), Sales 

and Related (592), and Production (421) Occupations are projected to have the highest annual 

openings due to replacements.  

 The Farming, Fishing, and Forestry occupational category is the only occupation to project a 

decrease in jobs, 312 over the 10 year period. 

The employment needs of employers identified in the WIOA Combined State Plan are nearly identical to 
the needs of employers in the North Central Region. Employers’ employment needs include healthcare, 
manufacturing production, transportation, education, insurance and finance, and IT systems design and 
programming. Employers have concerns about their inability to find and keep skilled and unskilled workers 
in the region. The inability to attract and retain a skilled workforce will force businesses to either relocate, 
or will impede their ability to grow and increase their profits and capacity. While manufacturing growth is 
limited, the shift in occupations and skills is more toward automation and the programming of 
sophisticated machines. The common element in the growing employment fields is IT knowledge and 
application, whether it be medical records, CNC programming, accounting software, or logistical 
operations.   

 
Specifically, businesses are demanding workers skills in three general areas:  1) technical skills,  
2) soft skills; and 3) employability skills. Technical skills include the use of computers, the ability to read 
blue prints, the proficient knowledge of computer programs like AutoCAD and QuickBooks, and basic math 
and language skills. These are skills that companies can offer training for and can help employees grow in 
their careers.  

 
Soft skills are a different set of skills that are typically taught in K-12. These skills include listening, conflict 
resolution, and teamwork. The development of social media and other computer technology encourages 
less physical interaction and more virtual interaction leading to a decrease in these soft skills in younger 
workers.  
 
Employability skills are basic skills that include showing up on time, daily attendance, safety, passing a 
drug test, and discretion. Many regional employers have identified the lack of employability skills and soft 
skills as the most frustrating skills gap.  Employers are willing to invest time and money into employees to 
teach technical skills, but are less willing if they lack employability or soft skills.  

 
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  
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Educational Attainment 
Historically, a high school diploma was sufficient for a majority of employment opportunities in the region. 
With a base education obtained in the K-12 system the workforce had the basic knowledge, skills, and 
ability necessary to work in a variety of occupations. As technology has advanced and the key industry 
sectors in the region have evolved, however, a high school education is becoming insufficient for a 
majority of jobs, especially higher paying jobs. In 2013, the region had roughly 289,000 people over the 
age of 25. While roughly 90 percent had graduated high school (or had a GED), only 52 percent had gone 
on to higher education. With driver industries in manufacturing, transportation and warehousing, and 
finance and insurance, many of those jobs now require more than a high school education. The region will 
need to increase the percentage of population with technical or associate degrees to meet employers’ 
needs. For example, many manufacturing jobs are now automated and require specific knowledge of an 
expensive, highly advanced machine.  
 
Between 2012 and 2022, the highest percent growth in employment opportunities will be in occupations 
that require higher education. Employment opportunities that require at least an associate’s degree are 
projected to increase 16 percent. Jobs requiring a professional degree (PhD/ MD) are projected to increase 
14 percent and jobs requiring a master’s degree are projected to increase 12 percent. Jobs requiring a high 
school diploma or no high school diploma are projected to increase the least, seven percent and six 
percent respectively. While jobs that require a higher education are projected to grow the fastest, jobs 
requiring a high school education or less will still account for the largest percentage of jobs in the region in 
2022. 
 

 
3.  
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Wages 
The region’s median annual wage in 2012 was $32,649. Just 
over 71 percent of the jobs in the region required no more 
than a high school diploma, 28 percent of which requires less 
than a high school diploma. While the workforce has the 
education, the region does not offer employment 
opportunities that require higher education. Over 31 percent 
of the population has an associate degree or higher, but only 
19 percent of the jobs require such education. In short, the 
higher educated population is underemployed greatly 
affecting the income in the region and the attraction of a 
more educated workforce.  The attraction of jobs that utilize 
the education the region will not only attract a more 
educated workforce, but will increase the region’s median 
annual wage as occupations that require higher education 
levels typically pay higher annual salaries. Ideally, the typical education for job entry requirement 
percentages should match the population’s education attainment percentages. 
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In-Demand Occupation Requirements 
According to the Wisconsin Department of Workforce Development (WDWD), the in-demand occupation 
categories in the North Central Region are: Healthcare Practitioners and Technical (17.7% 10 year job 
growth); Office and Administrative Support (31,971 jobs in 2022); Transportation and Material Moving 
(18,159 jobs in 2022); Life, Physical, and Social Science (15.9% 10 year job growth); Personal Care and 
Service (14.8% 10 year job growth); Food Preparation and Service Related (16,667 jobs in 2022); Sales and 
Related (19,508 jobs in 2022); and Production occupations (21,788 jobs in 2022). Based on the typical 
education for entry for the in-demand occupations, a large majority of the in-demand occupations are low 
earning occupations requiring no more than an associate degree and in many cases no more than a high 
school diploma. Of the top 10 in-demand occupations, seven require no more than a high school diploma 
and only General and Operation Managers requires a bachelor’s degree.  
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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.   

 
The region’s labor force peaked at 232,261 people in 2007, but has decreased to 216,686 in 2014, the 
smallest labor force since 1995. Employment in North Central Wisconsin hit record numbers in 2007 as 
well (220,336), before decreasing during the great recession to 203,370 in 2014, a decline of 7.7 percent. 
Employment in the region has been steady over the past five years, but is still at the lowest point since 
1994 when employment was 198,730. As a result of a smaller labor force and a slight increase in 
employment, the region’s unemployment rate has dropped during the economic recovery (2009-2014) to 
as low as 6.1 percent in 2014. Historically, the median unemployment rate over the past 24 years has been 
5.3 percent. While the unemployment rate in the region is decreasing, the reduction is mainly due to a 
high percentage of population over 65 entering retirement and an increase in discouraged workers no 
longer participating in the labor force. 
 

 
 

 
The Workforce Innovation and Opportunity Act (WIOA) identify a number of populations which may 
experience significant barriers to employment. The North Central Region is no different than any other 
state or region in recognizing that many of its residents may experience difficulty gaining and maintaining 
employment. The North Central Region WIOA plan will develop a strategy to assist these individuals. 
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Among the individuals with significant barriers to employment, the following are most notable:  
Disabled People: There are an estimated 23,496 disabled people in the North Central Wisconsin labor 
force. Roughly 50 percent of disabled people did not work. (WI Department of Workforce Development) 
Veterans: The Region has 18,176 veterans in the labor force. The unemployment rate for veterans is 8.9 
percent. (WI Department of Workforce Development) 
American Indian and Asian: There are 5,644 American Indians or Alaska Natives in the region and an 
additional 11,255 Asians (Hmong). American Indians or Alaska Natives account for 1.4 percent of the 
region’s population and Asians account for 2.7 percent of the population. (2014 ACS) 
Institutionalized: Roughly 5,128 people or 1.2 percent of the region’s population is institutionalized.  
Low Income: There are an additional 67,643 individuals (16.7% of the population) that are considered low-
income, as defined by earning less than 125 percent of the federal poverty level wage (2014 ACS) 
Language Barrier: There are 21,855 people, or 5.6 percent of the region’s population that speak a 
language other than English at home, which may indicate limited English proficiency.  

 
Labor Force Status of Notable Subgroups 
There are three groups within the region’s larger population which have significant barriers to 
employment and may require special services. Among these groups are Youth Workers (ages 16 to 24), 
Individuals with Disabilities, and Veterans. Each of these groups experience unemployment rates that are 
significantly higher than that of the general population. They also represent vital resources that the region 
will need to utilize in order to help counteract the workforce quantity challenges.  
 
Youth Workers 
There were 47,659 eligible youth workers (ages 16 to 24) 
in 2013, according to the 2009-2013 American Community 
Survey. Of those, only 67.3 percent participated in the 
workforce, the lowest labor force participation rate (LFPR) 
in the past 5 years for youth workers. The 32,060 
participating youth workers accounted for roughly 15 
percent of the region’s workforce in 2013. While the LFPR 
has decreased over the 5 year period, the unemployment 
rate for the cohort has increased from 11.8 percent in 
2009 to 15 percent in 2013. In comparison, the 
unemployment rate for the region’s workforce in 2013 
was 7.6 percent. Roughly 71 percent of the jobs in the 
region require no more than a high school diploma. 
However, 52.4 percent of the population has an education level higher than a high school diploma. Many 
well-educated members of the labor force are working in jobs below their education level that are 
typically filled by youth workers. As a result, the lower level jobs are not available leading to high youth 
worker unemployment rates. Many employers also indicate that youth workers lack the soft and 
employability skills necessary for employment, which contributes to the higher unemployment rate for 
youth workers. 
 
Individuals with Disabilities 
There are 23,496 individuals in the North Central Region that self-identify as having a significant disability, 
according to the Wisconsin Department of Workforce Development. The population with a disability 
accounts for 10 percent of the region’s workforce, of which half did not work in 2013.  In comparison, only 
13 percent of all people without a disability in the region did not work.  Furthermore, of the 51 percent of 
the disabled population that did work, 29 percent of them worked less than full time.  Identifying 
employment opportunities that can be filled by disabled workers can significantly help the region’s worker 

Youth Unemployment 

Year 
Pop. 

Aged 16 
to 24 

LFPR 
Unemployment 

Rate 

2009 52,155 72.4% 11.8% 

2010 48,894 70.8% 12.3% 

2011 48,136 70.3% 13.0% 

2012 47,688 69.2% 15.2% 

2013 47,659 67.3% 15.0% 

2009-2013 American Community Survey  
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quantity challenge. While some disabled people are incapable of working, many have a specific skill set 
that can be utilized and developed strengthening the region’s workforce.  
 
Veterans 
The North Central Region’s veteran population is recognized as a priority in the provision of workforce 
development services. The state of Wisconsin has a proud tradition of effectively transitioning its 
returning military professionals to civilian employment.  In 2011, Wisconsin Act 211 expanded the number 
of state positions that could be filled on a non-competitive basis to include qualified veterans with a 
service-connected disability rating of at least 30 percent. In 2014, Executive Order 137 set state 
government hiring goals for veterans and veterans with a service-connected disability rating.  
 
There are more than 18,000 veterans of working age (between 18 and 64) in the North Central Region, 
representing another vital potential workforce resource. The region’s veteran LFPR is on average 8.1 
percentage points lower than the region’s non-veteran LFPR. While the veterans’ LFPR is lower, their 
unemployment rate is considerably higher. The region’s veteran unemployment rate is 8.9 percent, 2.4 
percent higher than non-veterans in the region. It is not uncommon for veterans to experience some type 
of disability. Therefore, their participation in the labor force is depressed due to barriers they face. 
Veterans are also significantly more likely to leave the labor force before the age of 55 compared to their 
non-veteran counterparts due either to a disability or retirement benefits. 
 
The key labor market trend in the North Central Region is workforce quantity. The top challenge for the 
region is finding enough workers to fill open positions in all industries; jobs due to turnover/retirements 
and due to growth. The regional communities and businesses must improve their ability to attract new 
members of the workforce who have the knowledge, skills, and abilities to meet employer standards. The 
business community must work with local K-12, technical colleges, and universities to ensure that 
curriculums not only match business’s needs, but enable the workforce to reach their fullest potential.  
The North Central Region’s labor force participation rate (LFPR) has been in decline since peaking in 1997 
at 73.9 percent and dropped significantly during the last recession, consistent with a state and national 
trend. The North Central Region’s LFPR continues to fall, to 64.4 percent in 2014. A decline in the LFPR 
combined with the region’s slower population growth, specifically the attraction of young professionals, 
affects the region’s ability to provide the necessary workforce to fill open positions. Historically, the 
median LFPR in the North Central Region has been 70.9 percent.  
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The “skills gap” challenge is a two part problem for the region. First, the region’s higher educated 
workforce is underemployed due to the low number of jobs that require at least an associate degree. The 
lack of opportunities for workers with at least an associate degree, let alone a bachelor’s degree, will 
ensure the region continues to struggle to attract the workforce with the education and skills needed to 
fill open positions in all industries.  Second, a large percentage of the region’s population has attained no 
higher than a high school diploma (47.6%) resulting in a technical “skills gap”. Several in-demand sectors, 
like manufacturing, require specific technical training that a large percentage of the current workforce has 
not attained.  

 
Quantity Challenge 
In line with the State of Wisconsin, there is existing demand for jobs in almost every industry and 
occupation in the North Central Region. However, it is the supply side of the equation that is holding back 
increased economic growth in the region. The number of jobs available is simply higher than the labor 
force available. The region is lacking the pure number of people regardless of their skills and ability to fill 
the open positions. Employers are now faced with the difficulty of finding, attracting, and training 
candidates for their open positions (both due to job growth and turnover/retirements) while retaining 
their existing employees. Below is a more detailed description of the new supply/demand workforce 
balance, which warns of labor and business challenges in the near future, if not, the present.  
 
Demand v. Supply 
Model simulations based on Wisconsin Department of Workforce Development job projections indicate a 
shortage of workers will directly affect the North Central Region’s job growth over the next ten years.  
Running scenarios of job demand projections shows an estimated 13,722 worker supply gap in 2022. The 
base assumptions in the simulation are a projected 2020 population over the age of 19 of 329,735 
(WIDOA), a 6.0 percent unemployment rate (24 year median is 5.3%), and a labor participation rate of 
61.6 percent. Historically, the median LFPR in the region is 70.9 percent. However, the percentage of the 
region’s population over the age of 65 is projected to increase from 19 percent in 2015 to 21 percent in 
2020 and 25 percent in 2025. The increase in population over 65 will result in more people not in the labor 
force due to retirement. The Bureau of Labor Statistics adjusts their projections for this trend, projecting a 
LFPR in 2022 of 61.6 percent.  If the unemployment rate assumption is relaxed to 5.0 percent, there 
remains an 11,691 worker supply gap in the year 2022. Reducing the unemployment rate even further to 
3.7 percent, the lowest the rate has ever been in the region, there remains a 9,051 worker supply gap.  
 
The potential workforce shortage is further impacted by workforce commutes. In 2013, the North Central 
Region experienced a net negative workforce commute. According to the U.S. Census, 41,641 workers 
commuted into the region for work while 51,299 workers commuted out of the region for work. The 
region’s workforce decreases by 9,658 workers. If that trend continues, the regions workforce shortage 
projections would increase by roughly 10,000 people. 

 
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.   
 
NCWWDB’s Adult and Dislocated Worker programs have a variety of workforce activities available.  The 
activities take place in the areas’ job centers and typically involve other job center partners and programs.  
One exception being the on-site Rapid Response (RR) services for dislocated workers.  Rapid Response 
services have been expanded and refined.  For specific RR details, see section VI. 
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The Adult and Dislocated Worker programs offer a variety of basic and individualized career services 
starting with informational workshops, small group and specialized one-on-one sessions.  For a complete 
list of Job Center system services See Attachment A – Job Center System Services. 
 

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.   

 
The basic and individualized career services listed in attachment A will be made available to young adults, 
as appropriate and according to the Individualized Service Strategy (ISS).  NCWWDB, its contracted 
providers, and WIOA partners will implement activities to meet the 14 required program elements. The 
Division of Vocational Rehabilitation (DVR) and the local school districts will continue to be collaborative 
partners while providing services to young individuals with disabilities.  NCWWDB worked closely with 
DVR as a service provider of a summer youth employment program.  The LifeWork$ program will be a 
model to improve and expand upon to prepare youth with disabilities for the workforce and independent 
living.    

 
3. Describe the strategy to identify business requirements within the local area and provide support in 

meeting their needs.  
 
NCWWDB will use a variety of avenues to identify business needs within the region. NCWWDB has strong 
employer-led partnerships through the development of the Central Wisconsin Metal Manufacturer’s 
Alliance (CWIMMA) and the Central Wisconsin Information Technology Alliance (CWITA). NCWWDB also 
has strong relationships with its economic development partners: Grow North Economic Development, 
Centergy Economic Development, Wausau Chamber of Commerce Workforce Hub, and other regional 
chambers. In addition, NCWWDB is a collaborating partner with the Regional Talent Initiative (RETAIN). 
Lastly, NCWWDB recently re-branded its regional Business Services Team into the North Central Wisconsin 
Business Solutions Team.  The Business Solutions Team is coordinated and led by NCWWDB’s Business 
Services Director, and is made up of WIOA workforce partners.  The Business Services Team meets weekly 
to match job seekers with employer-defined skill sets to meet immediate needs in the region.  

 
4. Provide a description and assessment of the type and availability of services available to employers in 

the local area. 
 
NCWWDB and its Business Services Team offer a variety of services to assist employers in meeting their 
workforce needs.  NCWWDB offers Work Keys to employers to help screen applicants. In collaboration 
with DWD and the North Central Wisconsin Regional Planning Commission, NCWWDB provides employers 
with quality labor market data and wage analysis to assist in forecasting future needs, and when state and 
federal grant opportunities arise. NCWWDB works with its local technical colleges to create short-term 
training opportunities based on input from its sector partnerships.  The Business Services Director serves 
as a point of contact for all regional workforce development needs and industry sector partnerships.  

  
 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.   
 

The strategic plan adopted by NCWWDB in 2015 provides direction for the next four years.  The mission, core 
values, and vision will guide its actions.  The strategic themes and related strategic initiatives set the 
foundation for its key actions and guides allocation of resources.   The key actions for each strategic initiative 
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establish targets and benchmarks for success.  While the strategic plan provides long-term direction, the 
planning process remains dynamic in order to respond to the needs of a changing environment. 
NCWWDB is uniquely structured to guide workforce development in the region by: 
1. Engaging and connecting local employers, educators, and community organizations to more effectively 

align workforce resources. 
2. Identifying, obtaining, and directing resources toward skilling, re-skilling, and building a future pipeline 

of workers to meet regional demands. 
3. Identifying and disseminating regional labor market data and trends which impact short-term and long-

term development of a skilled labor pool. 
4. Overseeing publicly-funded WIOA programs and the One-Stop Job Centers in the region. 

 
Mission Statement:  Lead, support, and sustain the development and retention of a skilled, competitive 
workforce which meets the changing needs of regional employers and promotes economic growth in a 
global economy. 
 
Vision Statement:  The NCWWDB will be recognized by its key stakeholders as the premier provider and 
driver of a partner-focused, integrated, and coordinated service delivery system that produces effective 
solutions for developing and sustaining a skilled workforce. 

 
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. 
 
Two strategies specifically involve collaboration among all core programs.  They include:  
 
Strategic Initiative - Monitor and respond to external environment shifts/changes in the labor market 

1. Monitor and respond to worker shortages in any sectors in the primary 18-64 age group 
a.  Develop and utilize business intelligence to address worker shortages with targeted 

industries/employers 
2. Increase community awareness of changing external workforce development issues and initiatives, 

and coordinate effective communications among the many workforce and economic development 
organizations in the area 
a. Expand a central hub/network of key stakeholders to share activities related to economic and 

workforce development 
b. Develop and implement a multimedia communication strategy that updates target audiences 

on changes and shifts in workforce and economic issues 
c.  

Strategic Initiative - Strengthen services and partnerships 
1. Build relationships with local employers to ascertain skills are needed 

a. Develop and implement a data collection process to determine worker skill and capability 
needs for target industries.  Share results in communication vehicles with key vendors and 
partners 

2. Maximize collaboration of workforce development efforts in the NCWWDB region 
a. Meet with key leaders and staff on a regular basis (e.g., quarterly) to assess and understand 

duplication of workforce development efforts across region 
3.  Expand partnerships to promote regional workforce and economic development. 

a. Identify key partners in regional workforce development and ensure representation on the 
board and within their organizations 

b. Engage with K-12 schools and develop a speaker pool of employers willing to make 
presentations to students about workforce issues 
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C. Describe the measures the WDB will use to track progress toward these goals. 

 
NCWWDB will track progress through review and analysis of multiple tools, including but not limited to:  WIOA 
quarterly performance reports (all core programs), number, strength and outcomes of employer relationships 
(using Salesforce), number and type of partner/stakeholder projects and satisfaction (annual survey), regional 
labor market trends, further industry/occupation sector development, and jobseeker service satisfaction 
(semi-annual customer surveys). 

 
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. 
 
NCWWDB conducted a formal strategic planning process from June 15, 2015 to September 24, 2015.  The 
Board engaged a strategic planning consultant and created a 15-member strategic planning committee 
comprised of representatives from across industry sectors and including key partners.  The group conducted 
an initial survey of NCWWDB Board members, partners, employer members of industry alliances, and key 
stakeholders (response rate 30%) to ascertain critical workforce issues, organizational strengths and 
weaknesses, and partnership/stakeholder relationships.  The consultant facilitated four strategic planning 
sessions to review survey data, update mission and vision, prioritize critical issues, and develop goals, actions, 
and key accountabilities.  Industry sector partnerships were identified as a key element in implementation. 
Draft strategies were reviewed, discussed, and approved by the Chief Elected Officials and Board of Directors 
on September 24, 2015. 

 
E. Describe the strategies the WDB will use to achieve the WDA's vision and goals for the local area. 

 
The Strategic Plan includes the following actions to ensure effective implementation of strategic objectives:   
1) establishment of a Board-appointed Strategic Directions Committee with oversight responsibilities; 2) a 
regular written reporting structure on progress, decisions, and challenges; and 3) regular reviews by the Chief 
Elected Officials and the Board.  In addition, the CEOs and Board members will receive and review all WIOA 
quarterly performance reports and monitoring reports generated by the Wisconsin Department of Workforce 
Development, as well as customer satisfaction surveys. 

 
 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. 
 
Copies of the local plan are mailed and/or emailed to the media, county clerks, CEO’s, Board members, 
and other interested parties.  The local plan is also posted on the NCWWDB website. The plan is made 
available at a public hearing at the WDB office allowing opportunity for comments. The legal notice is 
published for the required 30-day comment period. Any comments received will be submitted with the 
plan to DWD.  All Board and committee meetings are open and made available to the public.  

                         See Attachment B - Public Notice and Comments. 
 

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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Local workforce partners have been involved in several stages during development of the NCWWDB plan.  
Plan development began during a strategic planning process, which incorporated partner input via 
electronic survey and face-to-face meetings facilitated by a consultant.  Based on that information, 
partners assisted in identifying organizational priorities.  Next, partner input and feedback was solicited at 
multiple Board and Chief Elected Officials meetings.  Though plan implementation will primarily be driven 
by the Board and CEOs, workforce partners will also play a significant role.  Much of the work outlined in 
the plan requires collaboration with other workforce partners, primarily WIOA partners, Job Center 
partners, and economic development and educational entities.  Communication on these collaborations 
will continue to occur through multiple internal and external vehicles, including monthly Job Center 
manager meetings, and Job Center staff trainings, and regular meetings with Central Wisconsin Higher 
Education Alliance, RETAIN (Regional Talent Network), Centergy, and Grow North. 

 
B. Chief Elected Official(s) (CEO) 

 
1. Describe the role of the CEOs in the governance and implementation of WIOA in the local area.   

 
From page 1, Section II of the CEO/WDB Agreement, the role of the CEOs:  “The Chief Elected Officials 
shall perform all duties required under the Workforce Innovation and Opportunity Act of 2014 to include:  
appoint the members of the NCWWDB, execute an agreement with NCWWDB for the operation and 
functions of the Board, and serve as the local grant recipient for WIOA funds allocated to the local area.  
Additionally, the Chief Elected Officials will provide input to and concurrence with the NCWWDB to:  
develop and submit a comprehensive four-year local plan, review and approve the annual budget, select a 
one-stop operator, and negotiate local performance accountability measures.” 
From page 2, Sections 4 and 5 of the CEO Consortium Agreement, the decision making process between 
local elected officials is majority rule.  Further, “a quorum shall consist of a majority of the Consortium 
duly representing the member Counties” and “Roberts Rules of Order shall govern the procedures of the 
Consortium insofar as they do not conflict with applicable law or administrative rules or by-laws duly 
adopted by the Consortium.” 

 
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. 
 
From page 3, Section 8 of the CEO Consortium Agreement: “In the case of any misuse of grant funds 
allocated to the local area beyond the parameters stated above, the Consortium agrees to assume liability 
as follows (29 USC 3122(d)(12)(B0(i)(l) and (ll):  Liability will be determined based upon the particular facts 
of the situation as to the responsibility of individual Consortium members for the particular funds. 
Generally, CEOs will attempt to reach an agreement as to relative and proportional liabilities based upon 
the facts of the situation.  If the Counties are unable to reach agreement, then the State Department of 
Workforce Development shall make the determination as to respective liabilities.” 

 
See Attachment C - CEO/WDB Agreement  
See Attachment D - CEO Consortium 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. 
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There are no additional CEO roles and responsibilities other than those identified in WIOA and outlined in 
the CEO Consortium and CEO/WDB Agreements. 
 

2. Identify the fiscal agent or entity responsible for the disbursal of grant funds. 
 
As outlined on page 2, Section 8 of the CEO Consortium Agreement, NCWWDB serves as “administrative 
entity and fiscal agent” and will “disburse funds”. 

 
D. WDB Composition 

 
1. Describe the nomination and selection process used to appoint local business representatives to the 

WDB. 
 
See Section 2 of Attachment E - WDB By-Laws        

 
2. Describe how the Board will provide a leadership role in developing policy, implementing policy, and 

oversight for the local workforce investment system.  
 
The Board’s leadership role entails:  1) providing an overall vision and direction for the organization; 2) 
motivating its’ own members, as well as members of the implementation team to work towards common 
goals; and 3) identifying and tapping the talent and resources needed to meet or exceed strategic 
objectives. During the WIOA Board re-designation/recertification process, the Chief Elected Officials and 
Board members examined its own operating structure and made several significant organizational 
changes.  The CEOs reduced the overall size of the Board to make it more efficient and carefully identified 
representatives from across diverse industry sectors, workforce partners, and geography.  The new Board, 
using the recently developed strategic plan as a guide, created two new committees to develop, guide 
implementation, and monitor policies and programs to move that plan forward.  The new Committees 
include both Board and workforce partner/community members. 

 
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.   
 

Our board and committee meetings meet at the Center for Business & Industry Building at Northcentral 
Technical College in Wausau in which that location is ADA accessible. Yes all WDB activities taking place 
at different locations are ADA accessible. The information posted on the board’s website is accessible to 
the public except for the section for board members and CEO’s in which that is password protected. 

 

 The material facts as to the relationship of interest as to the contract or transaction are disclosed or 
are known to the WDB.  

 The WDB in good faith authorizes the contract or transaction by the affirmative vote of a majority of 
the disinterested directors.  

 Each Board member shall be required to file a conflict of interest disclosure statement on an annual 
basis. 

 
4. Provide a complete and current WDB membership list.  

 
See Attachment F - WDB Membership List 
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5. Attach a diagram, description of roles and responsibilities, and regular meeting schedule of the WDB 
and subcommittees.  
 
See Attachment G - WDB/Subcommittee Diagram 
See Attachment H - Roles/Responsibilities 
See Attachment I -  Meeting Calendar   

 
6. Describe how the WDB ensures that meetings and information regarding WDB activities are accessible 

to the public (including persons with disabilities).  
 
Board and committee meetings are open to the public NCWWDB Board and Committee meetings are held 
at North Central Technical College’s Center for Business & Industry building, which meets all accessibility 
requirements. WDB services take place primarily through comprehensive Job Centers, which also meet 
accessibility requirements. Reasonable accommodations are made based on the specific needs requested.    
Meeting notifications are sent to the media and posted on the NCWWDB website. Information posted on 
the Board’s website is accessible to the public except for a password-protected section reserved for board 
members and CEO’s.  
 
Please see attachment LL  - Fee for Service Policy 

 
7. Describe the process the WDB will use to notify the CEO of any vacancies and to fill those vacancies with 

appropriate representatives.  
 
See Section 2 of Attachment E - WDB By-laws  

 
8. Attach the Workforce Development Board By-Laws including date adopted/amended.   

 
See Attachment E - WDB By-laws 

 
E. Youth Standing Committee 

 
1. Describe the role and responsibilities of the Standing Youth Committee. 

 
The Talent Pipeline Development Committee will serve to develop collaborative initiatives which address 
future workforce needs and to oversee youth programs and services. The responsibilities of this new 
committee include: 

 Assists in development of youth employment and training policy and practice. 

 Establishes and maintains linkages with other youth-serving organizations to create a collaborative 
regional talent pipeline. 

 Promotes and participates in the “school-to-work” system. 

 Assists the Board in identifying funding opportunities for regional youth initiatives. 

 Assumes accountability for implementation of youth-focused strategic objectives identified by the 
Board. 

This Committee shall be chaired by a Board member as appointed by the Board Chairperson.  The 
Committee will include both members of the Board and other community individuals appointed by the 
Board which have been determined to have appropriate experience and expertise. This Committee makes 
regular reports to the Board and CEO Consortium. 

                           
2. Describe how the Standing Youth Committee is involved in developing policy.  
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The Talent Pipeline Development Committee will work with its chair to address youth program needs.  
This committee will assist in developing local policy by making recommendations to the Board.   

 
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. 
 

 The material facts as to the relationship of interest as to the contract or transaction are disclosed 
or are known to the WDB. 

 The WDB in good faith authorizes the contract or transaction by the affirmative vote of a majority 
of the disinterested directors. 

 Each Committee member shall be required to file a conflict of interest disclosure statement on an 
annual basis.   

 
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.  
 
The Talent Pipeline Development Committee will serve as NCWWDB’s Standing Youth Committee.  
However, the committee will be expanded to include members who also serve young adults.  Members of 
the previous WIA Youth Council will be briefed on the new structure created under WIOA, and then 
invited to participate based on interest voiced in early 2015.  NCWWDB will appoint a local board member 
to serve as the chair.  The newly formed Standing Youth Committee will report activities and progress 
toward reaching strategic goals to the full Board.  According to the local fiscal policy approved by the 
Board, a member of SYC will be appointed to assist in the provider selection process. However, the overall 
and day-to-day oversight of youth and young adult services and performance will be the responsibility of 
NCWWDB staff and the Executive Committee.        

 
5. Describe how the local board will conduct oversight of youth workforce investment activities. 

 
Not Applicable 

  
 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. Submit the WDB staff agreement and/or job description for WDB Director.  
 
NCWWDB currently employs nine staff members (8.25 FTE).  NCWWDB staff administers, oversee, and 
support WIOA activities sub-granted to its sub recipients. NCWWDB staff does not provide direct services 
to WIOA participants.  See Attachment J –Executive Director Job Description  
 

2. Include an organizational chart with an 'effective as of date' of WDB staff, administration and support. 
 
See Attachment K - WDB Staff Organizational Chart 
 

3. Provide a copy of the Administrative Entity/Fiscal Agent's organizational chart with an 'effective as of 
date'. 
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See Attachment K - WDB Staff Organizational Chart  

 
4. Attach a copy of the WDB’s current Cost Allocation Plan. 

 
See Attachment L – Cost Allocation Plan 
 

5. Describe and submit the WDB’s cash management policy and procedures. 
 
NCWWDB’s cash management policy provides for frequent and regularly scheduled monitoring of cash 
balances in all fund accounts. The policy also outlines a basis for:  frequency of cash draws from funding 
sources, accurately determining the appropriate amount of each request, and prompt and accurate 
recording of cash receipts.  
See Attachment M-Cash Management Section 300  

 
6. Is an Indirect Cost Rate or de minimis rate of 10% used?  

 
NCWWDB does not incur indirect costs; therefore NCWWDB will not be using an indirect cost rate or the 
de minimis rate. Instead, NCWWDB will be direct costing all expenditures. Any shared direct costs will be 
allocated based on the cost allocation plan 
 

7. Describe fee for service(s) activities, and how the funds are accounted for. Submit the WDB’s local policy 
regarding fee for services. 
 
NCWWDB operates several “fee for service” activities. The longest standing fee for service is the ACT-
based WorkKeys assessments targeted to employers. NCWWDB also generates revenues through the 
annual Labor Law clinic and, recently, began as a contractor with the Division of Vocational Rehabilitation 
in providing independent living “life skills” to in-school youth consumers. 
 
All Fee for service funds are in segregated accounts in the NCWWDB accounting system. NCWWDB 
maintains a robust accounting system whereby it can maintain separate accounts for individual grants and 
other sources of funding (e.g. fee for service). These separate accounts allow it to track revenue and 
expenditures independently. As with all grant funds, direct costs associated with fee for services are 
charged directly to the appropriate fee for service expense account. Shared direct costs (e.g. rent, 
electricity) are adequately and appropriately allocated via the cost allocation plan.  
 
NCWWDB does not have a formal policy currently in its Financial Procedures Manual. However, the Board 
is in the process of reviewing and revising its Financial Procedures Manual and will be including a “fee for 
service” policy. 
 
See Attachment LL  Fee-for-Service Policy. 
 

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 are allowable (2 CFR 200.437). Submit the WDB’s policy for the provision of these costs for 
WDB staff. 
 
See Attachment N-NCWWDB Personnel Handbook section VIII(H) and (O).  
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9. Incentive compensation to employees based on cost reduction, or efficient performance, suggestion 
awards, safety awards, etc., is allowable (2 CFR 200.430). Provide the WDB’s policy for incentive 
compensation to employees and/or service provider staff. 
 
See Attachment N-NCWWDB Personnel Handbook section IV(A).  
note: NCWWDB is in the process of updating the NCWWDB Personnel Handbook. 
See Attachment O-NCWWDB Performance Incentive Award  
 

10. Submit the WDB’s personnel policies and procedures. 
 
See Attachment N-NCWWDB Personnel Handbook. 
NCWWDB does not have personnel policies and procedures separate from its personnel handbook. As 
such, our personnel policies and procedures are incorporated into the personnel handbook. That 
handbook is reviewed annually by legal/professional counsel and the Board.  
 
 

 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.  
 
NCWWDB strongly believes the One-Stop System should be quality-focused, employer-driven, customer-
centered, and tailored to meet the needs of regional economies. For over fifteen years NCWWDB has 
designated OSO responsibilities to a consortium of workforce partners dedicated to creating a seamless 
system of service delivery throughout the Job Center System in the nine county regions. The One-Stop-
Operator Consortia Committee is comprised of a group of partners and serves as an advisor to the Board. 
The One-Stop-Operator Consortia Committee provides broad oversight of the WDA #6 Job Center system 
to ensure coordination and consistency of excellent customer service, innovative and effective service 
design, integrated management systems, and high-quality staffing.  
  
Specifically the One-Stop-Operator Consortia Committee ensures continuous improvement to the 
collaborative system by: 

 Providing oversight of implementation of the Job Center Service Standards. 

 Overseeing the implementation of the Business Services. 

 Providing oversight of an Infrastructure Cost Contribution and Staffing Plan. 

 Implementing the MOU between the WDB and its partners. 

 Developing recommendations to the NCWWDB regarding resource requirements of the 
Comprehensive Job Centers and affiliate sites. 

 Serving as the communication conduit between the WDB/Executive committee and the Job Center 
partners. 

Responsibility for day-to-day management and operation of each Job Center and affiliate site lies with in-
house teams of partners. 
See Attachment P - OSO locations (Form D) 
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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.    
 
There are a variety of ways the WIOA-required partners are included in the One-Stop delivery system. The 
One-Stop-Operator Consortia Committee serves as an advisor to the Board and is comprised of partners 
including representatives from Title I Adult, Dislocated Worker, and Youth programs; Title III Wagner-
Peyser program; Title IV Vocational Rehabilitation program; and Unemployment Insurance program.  The 
OSO also includes up of three Board members representing the private sector, labor, and unemployment 
insurance.  Title II Adult Education and Literacy programs are involved in implementation efforts at one of 
the job centers.  NCWWDB is working towards greater Title II participation and collaboration in the other 
centers. The regional technical colleges, Native American tribes, Job Corps, YouthBuild, Trade Act, Housing 
Authority, Community Action, and Second Chance programs are involved with the larger OSO system 
where they work to build and maintain relationships by offering a smooth referral process. To help 
connect programs and reduce duplication there are also partners represented on the WDA 6 Board which 
include Community Action Partners. For co-located partners there are monthly manager meetings held to 
contribute to the planning and implementation efforts for the WDA 6 region. Title I, Title II, Title III, Title 
IV, SCSEP, Migrant/Seasonal, Vets, and TANF/W-2 programs are co-located at some of the job centers 
within the WDA 6 region. Through the one-stop centers, these partner programs and their service 
providers ensure that businesses and job seekers have access to information and services that lead to 
positive employment outcomes. 
 

3. Identify non-required partners included in the local One-Stop delivery system. 
 
There are also non-required partners included in the one-stop delivery system within WDA 6.  In Marathon 
an IRS Kiosk is available to assist job seekers, as is Wheels to Work. In Wood County, the Windows to Work 
program, an offender reentry program, is co-located at the Wisconsin Rapids Job Center. The OSO system 
has also partnered with CoVantage Credit Union in the development of a financial literacy program 
available to all job seekers.  

 
4. Describe how entities within the one-stop delivery system will comply with Section 188 and the 

Americans with Disabilities Act.  
 
With the transition from WIA to WIOA, Section 188 did not change.  NCWWDB, the One Stop Operator, 
and job center partners will continue to comply with the physical and programmatic accessibility utilizing 
the work completed through the Disability Employment Initiative.  With the guidance of the Coordinator 
of the previous DEI grant, the local One Stop Operator consortium adopted policies and processes to 
address the needs of individuals with disabilities. Job Center basic services are available to all populations.  
There are dedicated resource room staff and cross-trained reception staff in the resource rooms. All 
programs provide equal access to any interested job seeker. Through the partners housed in the job 
center, information and services are provided to people with disabilities, older workers, offenders, 
minorities, etc.  Job Service currently has staffs that speak Hmong and Spanish and are available with 
reasonable notice. Other languages are provided through community contacts.  The Job Center managers 
will use the monthly meeting structure facilitated by NCWWDB staff to incorporate all relevant feedback 
from job seekers, service providers, and community-based organizations.  Annual staff training events will 
include additional opportunities to ensure compliance. 
 
The WIOA Participant Grievance Procedure is used for any grievance related to WIOA programs and the 
American’s with Disabilities Act Title II and Section 504. The WIOA procedure identifies the Customer 
Service Specialist as the staff person at each job center location where complaints can be filed with. The 
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Customer Service Specialist then refers the complaint to the current agency and person in charge of that 
specific program. The WIOA Participant Grievance Procedure states that complaints must be filed in 
writing within one year after the alleged act and outlines the timeline or such review and response. . The 
WIOA Participant Grievance Procedure also identifies the NCWWDB Executive Director as an individual 
that a complaint can be filed with if the first process fails to resolve the matter to the participant’s 
satisfaction. The Job Center Grievance Procedure is used for job seekers who are dissatisfied with the 
services or information provided by the job center staff. The procedure identifies the Customer Service 
Specialist contact at each Job Center location. The Job Center Grievance Procedure also outlines a timeline 
that the Customer Service Specialist must follow up with the individual making the compliant. 

 
5. Describe the WDB’s policies and procedures for resolving grievances or complaints filed by participants 

and other interested parties affected by the local workforce system, including one-stop partners and 
service providers.  
 
WDA 6 has two grievance procedures. The WIOA Participant Grievance Procedure is used by WIOA 
program participants to seek resolution of any grievance regarding their participation with any agency. 
The Job Center Grievance Procedure is used by any job seeker who is dissatisfied with the services or 
information provided by the Job Center.  
 
See Attachment Q-WIOA Participant Grievance Procedure 
See Attachment R- Job Center Grievance Procedure  
 

6. 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).   
 
NCWWDB has a local policy to address priority of services to veterans and veterans' spouses and applies it 
to all Title I programs.  In addition, the federal priority of services to Veterans and eligible spouses is 
applied to the entire job center system in the WDA 6 region. As job seekers enter the Job Center, staff 
inquires as to their veteran or eligible spouse status.  Once identified, the job seeker is provided the Office 
of Veteran’s’ Services – Employment Services Pre-Screening form.  This form is provided to the Job Center 
system front line staff by the Office of Veteran’s’ Services. The completed from is place in a sealed 
envelope and forwarded to the OVS DVOP.  The job seeker  is  also asked to complete a survey provided by 
Title III Veterans’ staff.  Job Center staff work diligently to improve services to veterans and eligible 
spouses by an ongoing referral process between the partners and annual job center staff training, if 
needed.  In addition, the monthly Job Center manager meetings are used as a vehicle to ensure quality 
services and address any issues that may arise. Managers of the WIOA core programs are represented at 
the monthly meetings. 
 
See Attachment KK – Veterans’ Employment Services Pre-Screening Form 

 
7. Please list which career services are provided by which partners to job seekers and employed workers. 

 
See Attachment T - Career Services by Partner 

 
8. Describe the strategy to identify business requirements within the local area. In addition, describe the 

business services available to area employers through the One-Stop system, and who provides these 
services.   
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NCWWDB and its Business Solutions Team have a strong strategy to identify business requirements within 
the region. NCWWDB has two strong sector partnerships - CWIMMA (Central Wisconsin Metal 
Manufacturer’s Alliance) and CWITA (Central Wisconsin Information Technology Alliance). Both are 
employer-led alliances to specifically develop a youth pipeline and skilled adult workforce to meet 
immediate and future workforce needs. The NCWWDB Business Solutions Team handles 93% of the 
regional employer visits amongst all sectors throughout the region. The employer needs are disseminated 
to workforce and economic development partners, depending on the most efficient method to meet 
employer need. This information is again shared and discussed during weekly meetings with workforce 
partners.  

                  
The OSO system has the following services available to help meet employer needs:  

 Work Keys Testing (fee for service) 

 Annual Labor Law Clinic (fee for service) 

 Job postings on Job Center of Wisconsin 

 Regional Workforce Development 

 Employer recruitment events 

 Promotion of job openings through email marketing 

 Free space for interviews 

 On the Job training information 

 Fidelity Bonding 

 Application collection and screening 

 Access to federal and state grant information 

 Pre-employment assessments including computer skills, typing, and soft skills training. 

 Regional labor market data 

 Access to skilled Veterans 
 

9. Describe how "center-based" business services are provided.   
 
NCWWDB has created a regional business services team (The North Central Wisconsin Business Solutions 
Team). The team is made up of workforce partners who meet monthly to address regional workforce 
needs, and to develop strategies to deliver employer services. NCWWDB has created collaborative 
marketing materials, participated in state business services training, and conduct weekly meetings to 
provide quality employer services.  
 

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.   
 
NCWWDB has two specific policies in place to maximize services for both business customers and 
individual customers: Customized Training and On-the-Job Training (OJT).  The policy and procedure most 
utilized is the OJT policy and procedure.  NCWWDB, its contracted service providers, and Business 
Solutions Team will continue to promote and cultivate these opportunities under WIOA. 
 
See Attachment U - Customized Training Policy 
See Attachment V –On the Job Training Policy 

 
11. Describe how the WDB will ensure the quality of service delivery and continuous improvement 

throughout the One-Stop centers. 
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The WDB strives for continuous improvement and high quality delivery of services through a variety of 
methods including annual training for all job center staff, supporting the creation of job center work teams 
focused on improving customer interactions with the job seeker, annual customer service surveys, and 
workshop evaluations. “Success” will be measured by assessing satisfaction levels of our customers, both 
employers and job seekers, through survey tools. Participation levels in career services and workshops will 
continue to be monitored and recorded. Results of these assessments will be used to develop continuous 
improvement strategies. 

 
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.  
 
WDA 6 has three job center access sites located in more remote areas of the region. These access sites 
include Adams, Marshfield, and Crandon.  The three sites offer services to employers and job seekers. 
These affiliate sites provide access to basic career services such as referrals to one-stop partners, online 
registrations and job search through JCW, and access to online UI information. One-stop system partners 
also provide itinerant services at these locations. The OSO Committee has had discussions of exploring the 
use of other technologies such as Skype in additional rural areas of WDA 6. 
 

13. Describe the connection between the local WIOA Youth Program and the Job Center service delivery 
system.  
 
NCWWDB staff that provides direct oversight of the Youth program has responsibility for the connection 
to the service delivery system through the service contracts and grant agreements.  NCWWDB’s 
contracted youth service providers are required to be co- located in four of the area’s job centers.  Youth 
staff provides itinerant services to young adults in the access sites.  Youth staffs are directly involved in the 
work teams for job center improvements, basic services for young job seekers, and services to employers 
through membership in NCWWDB’s Business Solutions Team.  The Title 1 Youth program is also 
represented in the monthly Job Center manager meetings. 

 
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).   
 
Job Center work teams comprised of Job Center partners have been formed to look at traffic flow and 
common intake for each comprehensive job center location in WDA 6.  NCWWDB and the job center 
partners have every intention to involve Title II in Job Center processes. 

 
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.   
 
Since the Job Center work teams are comprised of many of the co-located partners they are currently 
working together to identify ways to reduce duplication of services, increase program accessibility, and 
identify gaps. The work teams are sharing ideas and suggestions at the Manager Meetings. The Managers 
consider the work team's input and focus on the ideas that reflect innovative and effective service design.  

 
16. Describe activities to promote Job Center of Wisconsin (JCW). 

 
The basic intent is to provide and promote services to as many employers and job seekers as possible in 
using the self-service strategies of the Job Center of Wisconsin (JCW). Knowledgeable job centers staff is 
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available on-site in the WDA #6 locations to assist job seekers who do not possess the technology or skills 
to access information.  All Title I participants are required to register on JCW prior to enrollment. Through 
continuous marketing of Business Services, combined with the outreach provided by NCWWDB’s Business 
Solutions Team, promotion of the JCW website and its merits continue to be a focus. JCW will continue to 
be publicized and promoted. The NCWWDB website identifies JCW as a primary hypertext link. JCW is 
promoted in Facebook postings, kiosks, brochures and flyers. Further, the JCW web address is listed on 
promotional materials distributed to job seekers at Job Fairs and to employers at business events. 
NCWWDB also posts job openings on JCW when vacancies occur. 

 
a. Any participant needs for computer literacy as part of a system improvement; 
 

As part of an overall effort to improve the computer literacy of job seekers, NCWWDB manages 
“computer labs” in three of the Job Centers. These computers are available to job seekers and program 
participants for partner-led computer skills workshops, Work Keys and Northstar assessments, and as 
additional capacity for JCW job searches. NCWWDB also provides laptop computers for a “Computer 
Corner” at Job Fairs, enabling attendees to complete on-line applications. 

 
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.  

 
The NCWWDB Business Solutions Team is comprised of Job Center partners including representatives 
from Veterans’ Services and is responsible for coordinating WDA-wide efforts to establish JCW as a 
preferred job posting tool for employers. The team will continue to promote this tool and demonstrate 
its effectiveness during employer visits and at Job Fairs and Business Expos. In addition, NCWWDB 
workforce partners will continue to manage these efforts at Job Centers and access sites. To best serve 
employers and job seekers, Title I requires new participants to register on JCW.  As part of the program 
orientation, participants are given a demo of all that JCW has to offer in their efforts to secure 
employment.  The end goal is to provide employers with a prepared workforce, and for job seekers to 
obtain employment earning a living wage. 
 

17. Describe how SalesForce will be used to support and enhance JCW rather than supplant JCW.   
 
The SalesForce platform in the region is used by the Business Solutions Team specifically as a “real time” 
database to track employer contacts, and to share information amongst the workforce partners. A primary 
focus of the Business Solutions Team is to market and promote JCW to employers. 
 

18. Briefly describe Information Technology (IT) systems in the local area, including: 
 

a. Systems in place to assess and place job seekers 
 
NCWWDB and its contracted partners essentially utilize two tools to assess and/or place job seekers: 
WorkKeys and Salesforce. NCWWDB encourages Title 1 participants to take WorkKeys assessments 
through our partnership with DWD. WorkKeys measures “real world” skills, which allows the 
NCWWDB Business Solutions Team to market this tool to employers in the region. The Team relays to 
employers the merits of the WorkKeys tool, offers job profiling, assessment and scoring services, and 
emphasizes the NCRC as evidence of skills attained by job seekers. 

 

30



 
 

 
 

The second tool, Salesforce, allows the Business Solutions Team to record job openings as job orders, 
which identified individual employers who are hiring by occupation and industry. The Business 
Solutions Team also records employer visits as activities in Salesforce. A weekly report of employer 
visits made by the NCWWDB Business Services Director is emailed to the Business Solutions Team. 
This information is used to better “match” job seekers with available job openings.  

 
b. Systems used for employer management  

 
Salesforce is NCWWDB’s single point of documentation for employer services. The NCWWDB Business 
Solutions Team and the contracted providers enter business contacts, status updates, and services 
provided into the system on an ongoing basis. When warranted, NCWWDB staff work with DWD to 
access JobNet Business reports for projects and services to area employers. 

 
c. Systems used to track participant services  

 
NCWWDB requires all contracted providers to maintain a participant tracking report.  This report is 
submitted to NCWWDB staff on a quarterly basis.  This report allows staff to monitor participants per 
case manager and specific training programs with targeted graduation dates.  NCWWDB also collects 
provider activity using a Google doc.  All WIOA participants are recorded and tracked in the DWD-
maintained ASSET system. 

 
d. Coordination of local IT systems with Job Center of Wisconsin, ASSET, and other federally or state 

provided systems 
 
NCWWDB has installed and will continue to support wireless Internet connections at three Job 
Centers in WDA #6. NCWWDB is eager to work with DWD as coordination of IT systems and databases 
are developed and implemented at the state and federal levels. 

 
e. Other systems the WDB is utilizing and the purpose of these systems 

 
Internally, NCWWDB tracks participants using an Access database in which reservations are recorded 
as well as authorizations to be paid or reimbursed. Reservations are taken from the total funds 
available which keeps a running balance of available funds. 

 
f. The assessment process utilized to determine IT needs. 

 
The information technology needs of the One-Stop system are relatively easy to assess, using 
participant surveys and partner feedback.  However, efforts to create a more seamless system are 
severely hampered because DWD and other Job Center partners own and manage their own 
technology. 

 
B. Memorandum(s) of Understanding (MOUs) 

  
 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, but must 
be reviewed and approved by DET by June 30, 2016.   

  
C. One-Stop Operators (OSO) 
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1. Identify the current One-Stop Operator in the local area and attach the current WDB/One-Stop 
Operator Agreement.  
 
The One-Stop-Operator Consortia Committee (OSOCC) is comprised of workforce partners and serves as 
an advisor to the Board. The OSOCC provides broad oversight of the WDA #6 Job Center system to ensure 
coordination and consistency of quality services to job seekers and employers. WDA 6 is currently working 
on developing the local MOU with the guidance provided from DWD. The WDB/One-Stop Operator 
Agreement will come out of the development of the local MOU.  
 

2. Describe how the WDB is preparing for the competitive process for OSO selection.   
 
Per WIOA requirements, NCWWDB will be developing a memorandum of understanding with job center 
partners, designating a one-stop operator, and conducting oversight of the job center system in WDA #6.  
Pending final guidance from the Wisconsin Department of Workforce Development, NCWWDB has been 
examining current MOUs, operating agreements, lease arrangements, and cost allocations among job 
center partners.  Further, it has had preliminary discussions with core partners and its OSO consortium in 
preparation for new procedures.  NCWWDB intends to submit all necessary documents to meet DWD 
deadline requirements. 

 
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. 
 
The current OSO is operating as a consortium of workforce partners. New roles and responsibilities 
will be assigned once DET provides additional guidance to the WDB's in the development of local 
MOUs. 
 

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. 
 
There are no multiple operators at this time. The One-Stop-Operator Consortia Committee is involved 
with each Job Center and affiliate site. The OSO consortia members all share the same role.  

 
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. 
 

 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, local technical and UW colleges, and regional economic development entities. 
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The foundation of the regional workforce development system is the four core WIOA programs (Title I Adult, 
Dislocated Worker, and Youth programs; Title II Adult Education and Literacy programs; Title III Wagner-Peyser 
program; and Title IV Vocational Rehabilitation program).  Other required and optional partners contribute to 
the depth and breadth of available services.  Of note, the TANF operator is co-located in the three primary Job 
Centers in the region and the Adult Basic Education partner is embedded in the Marathon County Job Center.  
Partners develop job center policies and procedures, participate in regular staff and managers’ meetings, 
collaborate in the development and implementation of partner training, and represent the primary foundation 
of the one-stop system. Through the one-stop system, these partner programs and their service providers 
ensure that businesses and job seekers — a shared client base across the multiple programs identified above 
— have access to information and services that meets labor demands in the region. 

 
Because the regional workforce system is tailored to meet the needs of regional economies, it also must be 
and is aligned with primary and secondary education, higher education, and economic development entities.  
This alignment is achieved primarily through relationship building, networking, and collaborative programming 
and services.  Centergy and Grow North are the two WEDC-recognized regional economic development 
entities in North Central Wisconsin.  NCWWDB staff serves on each of the two Boards and acts as the primary 
connection to the public workforce development system.  There have been multiple collaborative initiatives 
between NCWWDB and the regional economic development entities, including use of a common database for 
employer information (Salesforce), entrepreneurial development, regional labor market analysis and 
dissemination, and a Rapid Community Response Team for major dislocation events.   NCWWDB serves as a 
partner in a new workforce initiative being launched by Centergy, the Regional Talent Initiative (RETAIN).  
RETAIN guides and focuses the resources of regional workforce, education, and economic development 
entities in collectively addressing the specific skill demands of industry employers which drive the region’s 
economy.  NCWWDB is also an active partner in various initiatives of local chambers of commerce and county 
economic development corporations, primarily focusing on gathering of business intelligence, development of 
a talent pipeline, and retention of young adults. 

  
In addition to establishing effective ties with economic development entities, NCWWDB has built strong 
relationships with the three regional technical colleges as well as the K-12 school districts throughout the  
WDA 6 region. The technical colleges have played a critical role in developing and delivering the training which 
has been identified by business and industry, developing and continuously refining pathways in high demand 
industries such as advanced manufacturing, healthcare, transportation, and information technology, and 
exploring and expanding new training opportunities and tools (youth apprenticeship, registered 
apprenticeship, customized training, etc.).  Ongoing communication occurs through:  the North Central 
Technical College Consortium (NCWWDB staff and representatives from the three technical colleges), the 
Central Wisconsin Higher Education Alliance, and the NCWWDB Business Services Director interface with 
technical college industry advisory groups, and the North Central Wisconsin Business Solutions Team. 
Representatives from the technical colleges serve on North Central’s Board and are advisory members of 
NCWWDB’s industry alliances.  In addition, NCWWDB is developing a stronger relationship with the University 
of Wisconsin-Stevens Point, an invaluable talent resource.  UW-Stevens Point has been a new collaborative 
partner in workforce training (Fast Forward-funded information technology training) and creation of the 
Central Wisconsin Information Technology Alliance. 
 
Connection to the K-12 school system is one of the most important elements in development of a talent 
pipeline.  Historically, these connections were made primarily through the WIOA Title I Youth Program via case 
managers.  With a shift toward out-of-school youth in the Youth Program and, more importantly, a seismic 
shift in the demographics of the regional labor market, NCWWDB has adopted new strategies to develop and 
retain a pipeline of talent.  Those strategies include a much stronger connection of the Business Solutions 
Team, the employer alliances, and economic development partners to the 33 public school districts in WDA#6. 
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Increasingly, employers are willing to commit time and resources toward improving the knowledge and skills 
of students in preparation for employment in high demand, high wage jobs in the region.  In addition, 
NCWWDB, the employers, and other stakeholders are supporting development of clear pathways, articulation 
agreements, and dual credit programs which more seamlessly align the K-12 system with higher education. 

  
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. 
 
As part of the WIOA recruitment plan and efforts, NCWWDB’s staff and contracted providers reach out to the 
community entities that serve those with barriers to employment.  For example, outreach has been made to 
the ABE departments of the three technical colleges in the WDA.  In addition, outreach and collaboration is 
made to local Community Action agencies, literacy councils, and TANF providers.   
 

                  NCWWDB has a history of working with the technical colleges on short term training projects.   
NCWWDB has worked with the technical colleges in “chunking” longer term programs into shorter term 
programs to meet employer needs. 

 
3. Describe how the WDB will ensure that individuals are informed of non-traditional employment and 

training opportunities. 
 
Introducing participants to non-traditional employment is discussed at the intake stage of WIOA enrollment.  
When a participant is interested, linkages are made to labor market information and training options. 

 
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. 
 
NCWWDB has two strong sector partnerships - CWIMMA (Central Wisconsin Metal Manufacturer’s Alliance) 
and CWITA (Central Wisconsin Information Technology Alliance). Both are designed to be employer-led 
alliances to specifically build and develop a skilled youth pipeline and strong adult workforce to meet their 
immediate and future workforce needs. 
 

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.  
 
NCWWDB’s ITA and Business Track policies are currently in place for participants who want to pursue 
entrepreneurial training.   

 
6. Describe how the WDB enhances the use of apprenticeships to support the local economy and individuals' 

career advancement. 
 
NCWWDB will broaden its engagement in apprenticeship opportunities through:  1) more proactive 
consideration of co-enrollment in WIOA Title 1 programs, 2) greater involvement of WIOA Youth Program staff 
in the youth apprenticeship programs operated by five entities in North Central Wisconsin, and 3) continued 
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employer outreach/marketing collaboration with DWD’s Apprenticeship Field Representative as part of the 
North Central Wisconsin Workforce Development Area Business Solutions Team. 

  
NCWWDB will aggressively pursue development of further apprenticeship opportunities in the region, 
primarily through its partnership with three industry alliances (Central Wisconsin Metal Manufacturing 
Alliance, Central Wisconsin Information Technology Alliance, and Wisconsin Automotive and Trucking 
Education Association).  In addition, it will leverage the expertise and networks of two of its Board members 
(representing the carpenters and the plumbers and pipefitters) to expand awareness of and access to 
apprenticeship opportunities in the construction industry. 

  
NCWWDB will be working with the Wisconsin Department of Workforce Development’s Bureau of 
Apprenticeship in implementation of “WAGE$”, its new U.S. Department of Labor apprenticeship grant.  The 
North Central region will be specifically targeted to develop a new Information Technology apprenticeship and 
expand advanced manufacturing apprenticeships, utilizing CWIMMA and CWITA expertise.  The Board will also 
be assisting DWD in developing effective linkages between existing youth apprenticeship opportunities and 
current and new adult apprenticeship opportunities.  NCWWDB will continue to build upon its relationship 
with the four providers of youth apprenticeships in the region and plans to target one of those providers, 
Marshfield Chamber of Commerce and Industry, for a youth-adult information technology pilot project. And, 
NCWWDB, its subcontractors, and Job Center partners will continue to make jobseekers aware of the array of 
apprenticeship opportunities in North Central Wisconsin. 

 
Further, NCWWDB intends to develop pre-apprenticeship opportunities for young adults in its WIOA Youth 
Program. Pre-apprenticeship programs bridge a gap, helping to give participants the hard and soft skills 
needed to gain admission into Registered Apprenticeship or related occupational advancement.  These pre-
apprenticeship options will provide exposure to a wide variety of high skill, high wage careers, and enabling 
participants to understand the workforce demands in a myriad of industries, learn the educational and 
vocational skills needed for entry, and address any deficits that may hinder employment success. 

 
Finally, NCWWDB and job center staff will continue to hold apprenticeship information sessions, such as the 
May 2015 Apprenticeship Information Night held in the three main job centers.  The event was open to the 
public and held in the evening to maximize participation for those interested in learning more about 
apprenticeship opportunities in the region.  The DWD’s Field Training Representative Coordinator provided an 
overview of what, why, and the how of Apprenticeship, along with labor market information.  Area employers 
are active participants in these events.   

 
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.   
 
Demographic shifts in North Central Wisconsin have necessitated development of new strategies to “build 
pipeline” of future talent in high demand, high growth occupations. This includes greater interface between 
the workforce system, employers, K-12 education, and higher education. This work has begun and will 
continue to be implemented through employer-led industry alliances. There is sizeable evidence that industry 
clusters are an effective organizing framework for positively impacting workforce development activities. 
Employers within a single industry engage with the workforce system to identify its specific talent needs and 
map strategies to address talent challenges.  
  
NCWWDB has taken the lead in establishing two dynamic regional industry alliances, the Central Wisconsin 
Metal Manufacturers Alliance (CWIMMA) and the Central Wisconsin Information Technology Alliance (CWITA). 
Both of these alliances are employer-led and employer directed – only employers can become full members of 
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the alliances.  CWIMMA has 45 industry members and is actively engaged in building pipeline (“Heavy Metal 
Tour” for 8th graders, welding competitions, short-term training credentialing, etc.) and re-skilling incumbent 
workers (though a consortium DWD Fast Forward grant).  CWITA was launched in early 2015, following several 
Board-sponsored summits and an IT labor market analysis conducted by the Wisconsin Institute for Public 
Policy and Service.  CWITA has a current membership of 39 employers, representing a variety of industries 
with demand for technology-skilled workers. It wants to position Central Wisconsin as a hub for information 
technology job opportunities. Membership, strategies, and outcomes are expected to grow over the next 
several years.  Both alliances are staffed by NCWWDB and will be instrumental in expansion of apprenticeship 
opportunities in the region. 
  
A third industry alliance, the North Central Health Care Alliance, was formed in 2013 by employers, 
educational institutions, and the Workforce Board to collaboratively build a talent pool for the healthcare 
industry.  Based on a strategic planning process, it subsequently created three work groups, including clinical 
student processes, infrastructure, and career exploration.  Major health care systems in the region worked 
collaboratively with smaller health care employers to create common platforms for K-12 career exploration 
events and student clinical placements.  The group also conducted a health care professional’s departure and 
retirement study to assess future workforce needs and partnered in delivery of a Board-sponsored U.S. 
Department of Labor H1B healthcare training grant.  Due to dramatic changes in the health care industry and 
levels of competition among regional providers, this Alliance faces challenges of employer leadership. 
  
NCWWDB will continue to partner with an existing industry alliance, the Wisconsin Automotive and Trucking 
Education Alliance (WATEA).  The Board will continue to gather business intelligence regarding worker/skill 
demand in this industry, and assist in further development of skills training opportunities. 

 
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.  
 
One of the purposes of the industry sector alliances noted above is identification of current and future 
workforce needs and the specific skill sets needed for demand occupations in those industries.  Dissemination 
of that business intelligence to educational and workforce partners is critical to meet that demand.  The WDB 
intends to utilize numerous channels of dissemination, including core partner meetings and communication, 
as well as external economic and workforce development entities.  A new regional initiative, RETAIN (Regional 
Talent Initiative), incubated in part by the Board and now being sponsored by Centergy, will serve as a central 
hub for exchange of workforce information.  The group includes economic development, workforce 
development, and educational institutions in Central Wisconsin.  NCWWDB has and will continue to focus its 
training resources on high demand, high wage occupations as identified through this process.  Eventually, 
industry alliances may also be involved in identification, delivery, and credentialing of training which is 
included on the statewide ITA list. 

 
 
 VI. Program Services 
 
 A. Priority of Service 
 

1. Describe any additional priority groups for the adult program other than those required by the Act. 
 
With the reduction in eligible participants, the WDB amended the Adult local eligibility policy in June 2014.  
Rather than limiting eligibility to 200% of Federal Poverty Level, the WDB adopted a policy to include all 
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those unemployed or underemployed using the definition of “Living Wage”. NCWWDB will continue to 
utilize the local policy after applying priority of service per WIOA. 
 
See Attachment W - ITA Policy 
 

2. WIOA Section 680.600 requires local areas to establish criteria by which the one-stop operator will 
apply priority of service.   
 
See Attachment S - Priority of Service to Veterans 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. 
 

Priority of Service For All DOL Funded Programs: 
1) Veterans/eligible spouses 
2) Non-covered persons  
 
Priority of Service for All WIOA Title 1 Adult Program:   Per direction from DWD, participants who are not in a 
priority of service category but are actively enrolled in a career or training service should be allowed to 
continue services identified in their Employment Plan. 
1) Potential recipients of individualized career and training services who are Veterans/eligible spouses, 

receiving public assistance and/or low income and/or basic skills deficient. 
2) Potential recipients of individualized and training services who are non-covered persons who are receiving 

public assistance and/or low income and/or basic skills deficient. 
3) Potential recipients of individualized career and training services who are Veterans/eligible spouses who 

are unemployed or underemployed using the definition of "Living Wage".      
4) Potential recipients of individualized career and training services who are non-covered persons who are 

unemployed or underemployed using the definition of "Living Wage".      
5) Any other person.  

 
See Attachment S - Priority of Service to Veterans Policy 

 
B. Funding     

 
1. Describe any plans for transferring up to 100% of the funds between the adult and dislocated worker 

programs.   
 
NCWWDB is not planning to transfer funds at this time.  If circumstances arise to warrant this action, 
NCWWDB will develop an appropriate plan and work with its contracted providers to assure no loss of 
services occur. NCWWDB expects that any transfers will result in no negative impacts on Adult or 
Dislocated Worker program performance. 

 
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. 
 
For PY15, NCWWDB did not utilize this strategy.  However, the Board may consider this in the future. 

                          
3. Describe the WDB’s plan for the allocation of funds between service categories for both adults and 

dislocated workers.   
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NCWWDB acknowledges DWD’s continued 35% training goal for Adult and Dislocated Worker grant funds. 
NCWWDB has a longstanding record of meeting or exceeding that goal and expects to continue that trend.  
NCWWDB’s budget for Adult and Dislocated Worker funds allocates approximately 36% of funds for 
training and support and the remaining 64% of funds are allocated for career services. 

 
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.  
 

NCWWDB, the One Stop Operator, and job center partners will continue to provide quality services to 
the broadest population following universal access and delivery per WIOA. The Job Center managers will 
use the monthly meeting structure facilitated by NCWWDB staff to ensure compliance and to address 
any needed changes.  As we move toward common intake, NCWWDB and job center partners expect 
greater integration of services to those with disabilities and other protected population groups under 
Section 188 of WIOA and 29CRF Part 38.  NCWWDB, the One Stop Operator, and job center partners will 
continue to incorporate all relevant feedback from job seekers, service providers, and community-based 
organizations to improve universal access.  Annual staff training events will include additional 
opportunities to ensure compliance.  NCWWDB will consider requesting technical assistance from DWD, 
when warranted. 
 
Specifically serving customers with disabilities, NCWWDB the One Stop Operator, and job center 
partners have benefited from the work completed through the Disability Employment Initiative.  The 
previous grant project created a strong knowledge base in order to comply with the physical and 
programmatic accessibility requirements.  With the previous guidance of the DEI Coordinator, the local 
One Stop Operator consortium adopted policies and processes to address the needs of individuals with 
disabilities. 
 
Title I providers in the Job Centers have knowledgeable working relationships with Title IV staff and 
consult when necessary.  All three program areas of Title I make every effort to “co-enroll” participants 
when it is in the best interest of the individual.  
NCWWDB also works closely with the DVR Director in planning youth programs and in creating a 
seamless referral system under the new guidelines of WIOA.  With a greater emphasis on serving out-of-
school youth in Title I, creating a strong, seamless transition for DVR in-school youth is a win-win 
situation for youth 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)   TANF - In WDA #6, the TANF provider is co-located in the job centers.  The TANF provider is a member 

of NCWWDB and the One Stop Operator.  TANF front line staff is members of each job center work 
team. 

 
b) Food Share Employment and Training - The current contracted provider for FSET has chosen to be 

located outside of the area job centers.  However, NCWWDB and its Title 1 contracted providers make 
referrals both ways.  NCWWDB keeps the FSET provider abreast of workforce issues and opportunities 
through direct contact and emails. 
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c) Adult Basic Education and English Language Learning Programs Authorized by Title II of WIOA - At 
the present time, ABE is co-located in one of the comprehensive job centers.  ABE services 
complement basic career services, specifically NCWWDB’s digital literacy efforts.  The ABE front line 
staff are active member of the job center work teams and are assisting in Title I recruitment.  In other 
areas, ABE services are coordinated on an individual basis.  However, NCWWDB is making every effort 
to coordinate and collaborate with all three technical colleges in the transition of WIOA.  NCWWDB 
also has a working relationship with two area Literacy Councils.  Title I providers are informed about 
services and events through direct contacts, advisory councils, and newsletters. 
 

d) Registered Apprenticeship - NCWWDB has a strong partnership with the DWD Field Training 
Representative. In the past, NCWWDB worked together to provide three RA Information sessions in 
three of the area job centers.  DWD’s Field Training Representative is a member of the Business 
Solutions Team where he provides updates and connections to area employers.  NCWWDB is currently 
working with one of the local technical college partners to develop short term training in CNC.  
NCWWDB is involving its Metal Manufacturing Alliance in the hopes of building a direct connection to 
RA for the participants who complete the training.  NCWWDB will remain involved in promoting RA 
when collaborating with DWD on the new DOL Apprenticeship Grant. 

 
e) Jobs for Veterans State Grants Program - NCWWDB and its Title I contracted providers are committed 

to serving Veterans and their families with quality workforce services.  Every effort is made to reach 
out to this population for WIOA recruitment, training opportunities, and job center events.  In 
addition, Veteran staff are involved in team meetings, manager meetings, and the Business Solutions 
Team.  Every effort is made to coordinate services and funding, when warranted. When opportunities 
and/or events are planned, outreach is also made to the nine County Veteran Officers (CVOs). 
 

f) National Farmworker Jobs Grant Program - Migrant Seasonal Farm Worker program is co-located in 
the comprehensive job center.  In addition, the coordinator travels to the other job center sites as 
necessary.  This co-location and partnership allows for direct coordination and collaboration of 
services.  The required signage is posted in the job centers as provided by the local coordinator. 
 

g) Senior Community Service Employment Program (SCSEP) – SCSEP is co-located in the comprehensive 
job center.  This co-location and partnership allows for direct coordination and collaboration of 
services. 

 
3. Describe how the local workforce development board will work with local and   statewide    offender  by 

the Department of Corrections, as required by 2015 Wisconsin Act 55, 106.36(2)(b). 
 NCWWDB is in its sixth year of operating the Windows To Work (W2W) Reentry program under the 
guidance of the WI Department of Corrections.  NCWWDB has worked with its job center partners to 
expand some of the W2W principles beyond Wood County.  The W2W Reentry Coach has provided 
training and technical assistance to Job Center staff serving offenders.  The W2W Reentry Coach has 
provided workshops open to general job seekers prior to local job fairs.  The W2W Reentry Coach is 
located in one of the area’s job centers, and works closely with all partners as a resource and recruitment 
source to WIOA programs.  Through these efforts, WIOA Adult staff are making connections in other 
county jails to go “inside” to provide information sessions to inmates prior to their release.  The focus of 
the information sessions is to inform inmates of the basic career services at the job centers, as well as 
information on Title 1 opportunities.  NCWWDB will continue to research additional funding sources to 
replicate the W2W county jail model to other counties. 

 
4. Describe how the WDB will ensure collaboration with Adult Basic Education. 
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NCWWDB has a strong relationship with its three technical colleges.  NCWWDB staff have facilitated       
biannual meetings with technical college staff, its contracted providers and other job center partners to 
discuss services and programs for many years.  One of the area technical colleges is co-located in the job 
center.   ABE staff is onsite for ABE referrals and services, and involved in the digital literacy services 
provided in the job center.  Since the inception of WIOA, NCWWDB leadership team has been meeting 
with the technical colleges to replicate the model in other job centers. 
 

5. Provide a description of plans, strategies and assurances to maximize coordination of services provided 
under the Wagner-Peyser Act and WIOA.  
 
Job Center managers meet monthly to discuss programming and services in each area. Information is then 
shared with front line staff who also meet as a team to carry out services. Team meetings, business 
services meetings, and shared workshop calendars improve planning and reduce duplication of services.   

 
6. Describe the process used for reviewing and updating Individual Employment Plans.   

 
Generally, adults in training meet with their Career Services Specialist prior to the start of each semester.  
The IEP is reviewed and changes made accordingly.  NCWWDB requires its contracted service providers to 
review IEP at least every six months.  Career Service Specialist makes any necessary changes and the IEP is 
signed by the participant.  Career Service Specialist place the document in the file and also make an entry 
in customer notes in ASSET.  
 

7. Attach the WDB's policy on Needs Related Payments, or, indicate that the WDB does not use this  WIOA 
provision. 

          
         At this time, NCWWDB does not use this WIOA provision 

 
8. Attach the WDB’s supportive services policy. 

 
See Attachment X- Supportive Services Policy. 
 

9. Describe the process for contacting active participants (adults/dislocated workers and youth).   
 
Contact with individual participants can greatly vary based on need and where in the process the 
relationship is per the IEP.  For those involved in training, contact is made prior to the start of each 
semester, and then monthly for the purpose of collecting attendance and/or mileage forms.  More 
independent participants may mail or email their paperwork to the Career Service Specialist, and call to 
give updates.  This is routine due to the rural nature of the area.  Participants with greater needs may have 
more frequent contact to arrange support services, attend workshops, or access other services in the job 
center.  All contacts are required to be documented in customer notes in ASSET, and necessary documents 
placed in participants’ files. 
 
Participants not involved in training or receiving services post training generally meet with their Career 
Service Specialist on a monthly basis.  This may vary depending on the needs of the participant and their 
individualized employment goals.  Participants are invited to join workshops at the respective job centers 
which may lead to more frequent contacts verses someone who is receiving job leads.  Successful contacts 
involve emails, texts, phone calls and face to face appointments or workshops.  If a participant chooses 
not to contact their Career Service Specialist through the identified methods, a letter may be warranted.  
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If there continues to be unsuccessful contact, Career Service Specialists have the option of contacting the 
WDB office to request a verification of a new hire through the UI system.  The information gained from the 
system may assist the Career Service Specialist in determining whether to close services to lack of contact.  
NCWWDB encourages each contracted provider to explore all options before closing services. 

 
10. Describe the criteria used by the WDB to determine the appropriateness of exiting a participant 

(adults/dislocated workers and youth).   
 
Typically, Career Service Specialists close services and wait for the system exit based upon achievement of 
goals in the IEP and/or employment through the probationary period.  This method is based on individual 
circumstances and judgment of the contracted provider.  Closing services for non-participation is 
dependent on numerous attempts made (and documented) in reaching the participant. NCWWDB 
recommends each provider also use other investigative strategies including social media, public criminal 
records, and a request to search UI records to locate non-participators and in determining the appropriate 
time to end services. 
 
NCWWDB does not dictate to its contracted providers a specific period of non-participation time for a 
couple different reasons.   First, the front-line staff knows the participants best.  Secondly, the Career 
Service Specialists close services after they have made every attempt to contact a participant. NCWWDB 
monitors this activity on a regular basis through contracted provider meetings and ASSET record review..  
If identified, clarification is sought directly from the Career Service Specialists. 
 
When there is a period of prolonged probationary period, the Career Service Specialist would work with 
the participant on the reason for the prolonged probation and determine the need to keep services open. 

 
11. Provide a copy of the WDB's follow-up services policy.   

 
NCWWDB does not have a separate, local follow-up services policy.  The WDB and its contracted service 
providers utilize DWD’s WIOA Interim Guidance to direct follow up services.  Follow up services are made 
available, as appropriate for adult and dislocated worker participants up to one year post exit. For the 
WIOA Youth program, providers are required to follow up with youth for 12 months after program 
completion.   Providers use a variety of methods in providing follow-up services, including mailed letters, 
telephone contacts, and texts messages.  All contacts and services are documented in ASSET.  

 
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. 
 
Career Service Specialists use a form to assess “unlikely to return to previous industry or occupation” 
along with area labor market information. 
 
See Attachment Y - Unlikely to Reenter Form 
 

2. Describe WDB policies and procedures to support Re-employment Services (RES) activities. 
 
NCWWDB believes the RES sessions are an untapped resource for reaching out to eligible participants. 
NCWWDB is interested in becoming a larger part of the RES sessions held at the job centers.  NCWWDB is 
confident in collaborating with the new Job Service Director in WDA #6. 
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At the time of the plan submission, NCWWDB was working to finalize the process of partnering with Job 
Service to become a part of RES. Previously, that partnership had only entailed the distribution of written 
Title 1 brochures..   Since then, NCWWDB and it contracted providers have created a process and product 
for RES sessions.  Our Career Service Specialists rotate attending the RES sessions to provide an overview 
of Title 1 services.  This new process allows attendees to ask questions and schedule future appointments 
when there is interest.   
 

3. Describe the process for providing rapid response services to worker groups on whose behalf a Trade 
Adjustment Act (TAA) petition has been filed.  
 
NCWWDB, its Dislocated Worker contracted provider and DWD/DET staff developed and agreed upon a 
customized rapid response process. Disseminating petition and benefit information regarding TAA is a part 
of the customized procedure. To best serve affected companies and workers, NCWWDB put together 
three rapid response kits, which allow our rapid response teams to be ready to disseminate benefit 
information to trade-affected workers. These rapid response kits will be available to the RR team in all the 
Job Centers. The kits were purchased with the rapid response set-up funds made available from 
DWD/DET. 
 
At the time NCWWDB receives knowledge of a WARN or layoff activity, the Rapid Response Policy and 
Process in put into action.   
 
See Attachments Z and AA. 

 
 Until the petition is approved, the layoff is treated much like any dislocation event.  NCWWDB pulls in the 

RR partners and proceeds as indicated in the policy.  Once a petition is approved, there is greater 
collaboration with Job Service/TAA taking the lead. 

 
4. Describe the local area's Rapid Response framework and processes, addressing the following items: 

 
See Attachment Z - Rapid Response Policy  
See Attachment AA - Rapid Response Process 

 
5.  Describe the mechanisms that are currently in place or will be in place to identify employers at risk of 
      layoffs.  

 
In collaboration with the area economic development agencies, NCWWDB’s Business Services Director 
makes about 20 personal visits each month to employers of all sectors throughout the WDA. The 
NCWWDB Business Solutions Team, under the direction of the Business Services Director implements the 
use of the Salesforce Contact Management System to log all intelligence gained from those meetings, 
which is then shred with its regional and state workforce partners in a “real-time” format. NCWWDB’s 
regional Business Solutions Team, which is comprised of representation from all regional workforce 
partners, also makes and records periodic employer visits. This system ensures maximum communication 
and collaboration on employer needs in the region.  NCWWDB and its Title I Dislocated Worker contracted 
provider will assess the appropriateness of using WIOA funds for layoff aversion, when warranted. 
 

 
6.  Describe the methods and procedures the WDB developed or will develop to expand coordination of 

service delivery with the Trade Adjustment Assistance program.  
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NCWWDB and its Title I DW contracted provider will continue its current working relationship with 
DWD/DET/TAA staff in the provision of services to TAA-eligible dislocated workers.  Assessments, 
employment plans, and worker appointments will be shared to coordinate, rather than duplicate services. 

 
If the situation is one in which the potential for TAA certification/approval is high, workers are informed of 
the ‘general’ processes of the TAA petition application and approval process at the ‘worker informational 
meeting’.  This is done so that the affected workforce and company understand that 1) the approval of the 
petition is not a ‘guarantee’; 2) the process follows an investigation and is not ‘immediate’; 3) beginning 
the services process with the WIOA program is of great importance; and 4) there will be additional 
information provided on TAA/TRA benefits and services once a petition becomes approved. 

  
During the waiting period of the TAA petition approval, the customary process of rapid response is 
followed per policy.  The WIOA staff monitors the petition’s activity and provide any assistance necessary 
to keep the affected company/workforce and local team/partners informed. 

  
Once a TAA petition is approved, DWD works directly with the designated Unemployment Insurance and 
Job Service representatives to set up the TAA/TRA intake meetings with the affected workers.  Workers 
receive a notification of the intake sessions which are scheduled as promptly as possible.  The WIOA staff 
is present at the intake sessions. 

  
The WIOA and TAA staff works closely together to ensure a coordinated and non-duplicative service 
strategy.  WIOA provides the lead at the beginning of services through the intake and eligibility 
determination process for WIOA.  The WIOA staff provides the initial assessment and begins the IEP 
development.  TAA staff will complete the required TAA eligibility process and associated paperwork.  The 
WIOA and TAA staff then meets and discusses each customer’s situation and overall reemployment 
strategy, including any interest in skill training and support service needs.  Throughout the customer’s 
participation in WIOA and TAA, joint appointments and discussions are held to provide seamless and 
coordinated services.  Both WIOA and TAA staff enter information and data into ASSET.  The staff jointly 
determines which program takes the lead based upon the services mix.  WIOA provides the wrap-around 
services while TAA is in the lead role.  WIOA takes the lead in the placement services and follow-up.  The 
WIOA and TAA staff coordinates the services and IEP throughout the customer’s program participation. 

 
See also Attachments Z and AA.  

 
 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. 
 
See Attachment A - Job Center System Services 

 
2. Describe the WDB’s design for Title I basic career services.  

 
See Attachment A - Job Center System Services 

 
3. 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. 
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NCWWDB and its contracted providers understand there is no longer the requirement of core and 
intensive services prior to training services.  Under WIOA, providers are using available assessment tools to 
ensure training is appropriate to the potential participant.  At the very least, assessment for training 
services may include past work history, current skills, or career planning through an interview.  

 
 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.  
 
See Attachment A- Job Center System 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.   
 
Through the eligibility and initial assessment, releases of information are obtained from participants who 
are involved with other services.  Consultation and/or joint meetings are arranged to coordinate services.  
If additional service needs are identified, referrals are made on behalf of the participant.  NCWWDB looks 
forward to the work DWD is currently doing to create a shared MIS system for the core titles.  NCWWDB 
believes this will assist in identifying those co-enrolled participants up front to ensure quality services 
without duplication. 

 
 

3. Provide the WDB’s definition of “self-sufficiency."  (DET is currently developing guidelines for all local 
areas; in the meantime the WDB's current definition should be used). 
 
Currently, NCWWDB is using a “living wage” definition calculated by the U.S. Department of Housing and 
Urban Development based upon county-level fair market rent levels and rental assistance guidelines.  
NCWWDB will continue applying its previously approved self-sufficiency definition until the State's uniform 
'economic self-sufficiency' definition, policy, and process for application have been issued. Once issued, 
NCWWDB will cease using its local definition and adopt the uniform definition, policy and process for 
application. 
 

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.  
 
Once the State’s policy is in effect, NCWWDB would consider the allowance on a limited, case-by-case 
basis.  NCWWDB will work with its contracted providers to assess an individual’s situation and develop the 
employment plan accordingly. 
 
NCWWDB would consider allowing individuals into training that may not immediately lead to economic 
self-sufficiency for individuals with barriers to employment and/or career pathway programs.  For 
example, if an individual is basic skills deficient, putting them into a nursing program is not in their best 
interest.  Instead, the Career Service Specialists may pull in the local Literacy Councils or Technical Colleges 
to assist in improving their basic skills while providing training options in other health-related careers, i.e., 
personal care provider or certified nursing assistant.  The same individual consideration will be given if the 
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participant is starting on a career pathway.  For example, NCWWDB recently collaborated with one of the 
local Technical Colleges to develop a new pathway.  Entry level wages tart at $11.00 per hour.  The 
participant could continue on to the Associate Degree and potentially earn $14.00 per hour.  

 
 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. 
 
NCWWDB does not identify a specific dollar amount that must be used for ITA, OJT, etc. Instead, 
NCWWDB communicates a dollar amount that it to be used for training and support activities, but what 
activities (OJT, ITA, support, etc.) the funds are actually spent on is at the discretion of the contracted 
provider.  
 

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.   
 
NCWWDB does not currently have any plans in place to use funds in this way.  If necessary, policies and 
procedures will be developed. 

 
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.   
 
NCWWDB does not currently have any plans in place to use funds in this way.  If necessary, policies and 
procedures will be developed. 
 

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. 
 
NCWWDB will continue to collaborate with the three technical colleges, employer alliances and other 
relevant community partners in implementing Career Pathways.  Evidence of the past and current 
collaboration and coordination is in the short-term training that has been implemented per employer 
need. Also, Career Service Specialists are aware of community supports to tap for their participants. They 
utilize community resources when available.  When necessary, they use NCWWDB’s local policy as a guide 
for providing support services to participants in WIOA-approved activities. 
 
Developing career pathways is not entirely new to NCWWDB as demonstrated by short term trainings 
offered over the past several years. 
The trainings are employer driven and embedded into the technical colleges “regular” programs.  
NCWWDB is also engaging the k-12 systems to build pipeline into demand driven occupations.  
Engagement is taking place through employer alliances, Board committees, and collaborative 
partnerships. In the example above, NCWWDB collaborated with the local Technical College and several 
area businesses to develop the pathway curriculum.   Once developed, information sessions were 
provided to the public to recruit participants and to offer labor market information and resources.  
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Because NCWWDB works with three Technical Colleges, the process for each may differ, but the goal will 
remain the same - employer driven pathways that offer area employment for participants to gain self-
sufficiency. 

 
5. Describe the WDB’s policy for its Individual Training Account (ITA) system including limits on duration 

and amount.   
 
See Attachment W - ITA Policy   
See Attachment BB- Business Track Policy 

 
6. Describe and attach the WDB’s policy and procedures for adding, monitoring and removing training 

providers from the ITA list. 
 
NCWWDB does not have a formal policy for adding or removing training providers from the ITA list. 
However, it does have a process in place.  When there is a request to add a new training vendor or 
program, staff follow the State protocol of utilizing the ITA Blank Application. Once completed by the 
vendor, the application is presented to the newly appointed sub-committee of Strategic Directions for 
review of the program and the labor market information relating to that career.  The sub-committee of 
Strategic Directions will also review the overall cost of the training program.   Once approved, the 
application is sent to DWD to be posted on the State list.  If an issue were to arise where the vendor or 
program needed to be removed, the issue would be brought to the attention of the sub-committee of 
Strategic Directions for any needed action.   DWD would be notified immediately. 

 
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 Customized Training and OJT opportunities including the length and 

amount. 
 
  See Attachment U - Customized Training Policy  
  See Attachment V - 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. 

   
It has not yet been determined if there is an insufficient number of eligible training providers in the 
region.  There are three Wisconsin Technical Colleges and numerous private training vendors in the 
north central region.  NCWWDB will utilize non-ITA training services for on-the-job training, 
customized training, and Registered Apprenticeship, when appropriate.  When meeting the needs of 
area employers, NCWWDB will utilize contracted training following the guidelines in section 10 of 
TEGL 3-15. 

 
 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. 

   
Participants would be assessed and needs determined on an individual basis. NCWWDB would verify 
proprietary training providers’ claims concerning the qualitative and quantitative job placement 
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results for special populations.  This would be assessed similar to the ITA application process where 
NCWWDB gathers history, past performance, and prerequisites to individual programs.  In turn, the 
Executive Committee reviews and approves training providers and programs. 

 
8. Describe the documentation required to demonstrate a “need for training.” 

 
WIOA Career Service Specialist assesses the individual’s employment and education history. That 
information is compared to the local labor market information, employer need, and skills required for 
employment.  An Employment Plan is developed with the participant, based on their individualized 
interests and needs. 
 
According to WIOA, and the interim guidelines provided by DWD, participants are no longer required to 
move through a sequence of services to obtain training services.   However, NCWWDB requires its 
contracted providers to assess basic skills and goals prior to training to avoid participant failure.  The 
process may include an interview, evaluation, or assessment to collect work history, skills, interests and 
previous efforts to obtain employment.  The job center system and the contracted providers offer a 
variety of options to this end including KeyTrain, WorkKeys, Northstar, Skills Explorer, and TABE.  When 
necessary, referrals can be made to the Job Service Career Counselor for further employment planning. 
 

 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. 
 
Under WIA, NCWWDB set goals with its contracted providers to increase services to out-of-school 
youth.  NCWWDB began the WIOA transition in January 2015. 
 

b. Current and planned recruitment strategies to expand and market services to out of-school youth. 
 
NCWWDB has and will continue to reach out to agencies serving young adults with the barriers 
outlined in WIOA. The current contracted provider has also drawn upon past and current community 
relationships to recruit young adults.  Recruitment to this population has included social media, 
utilizing current participants, and posting flyers in retail establishments.  NCWWDB staff also have 
reached out to the Juvenile and Adult Corrections community and the Foster Care/Independent Living 
agencies to improve recruitment efforts. 
 

c. Current and planned strategies to target services to youth, and to ensure seamless, year-round 
services to out-of-school youth. 
 
The focus on young adults has been on building a career, not only to obtain employment.  
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d. Current and planned strategies to encourage 16-17 year old dropouts/non-attenders to return to 
school. 
 
NCWWDB and its contracted providers have been utilizing relationships with schools, literacy councils, 
and the technical colleges’ ABE services to recruit, and then serve non-attenders.  The key is the 
relationship and trust that the Career Service Specialist can build with the youth. 
 

e. Current and planned retention strategies to retain out-of-school youth in employment or post-
secondary education. 
 
NCWWDB and its TI service providers believe building trust and relationships with youth, and 
expanding the allowable WIOA program elements to the fullest extent are good retention strategies to 
retain out-of-school youth.  In addition, assessing the young adults’ support service needs is important 
to ensuring participation and completion of workforce activities. 
 

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 WIOA Career Services Specialists provide one-on-one and/or arrange services to address skill 
deficiencies.  Staff also plan enjoyable activities such as problem-based learning events and book clubs 
to encourage increasing skills. 
 

g. Strategies to ensure career pathways information will be included in the participant's Individual 
Service Strategy. 
 
As a part of program orientation and intake, participants are informed of career opportunities in the 
region using labor market information.  Once a career choice is identified, the Career Services 
Specialists explore the options and resources so that the young adult can make informed choices. 

 
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. 
 
NCWWDB will continue to utilize TABE as the main tool.  Keytrain and WorkKeys will also be utilized when 
appropriate.  In some instances, Accuplacer may supplement the assessment phase. 

 
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. 
 
NCWWDB’s contracted provider will use a variety of tools to assess all areas including the WIOA 
application, ASSET assessment screens, WisCareers, Career Cruising, Interest Profiler, and Skills Explorer.  

 
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 postsecondary credential. 
 
WIOA Career Services Specialists work closely with the area high schools, alternative schools, technical 
colleges, and ABE agencies to assist youth in the attainment of education.  Per the Individual Service 
Strategy, support services and incentives are used to assist and motivate youth. 
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5. Describe the activities the local board will provide to prepare the youth for post-secondary educational 
and training opportunities. 
 
WIOA Career Services Specialists provide area labor market information, employer visits and tours, school 
visits, job shadows, and information on special short term training projects. 

 
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:  Juvenile and Adult Corrections, Probation and Parole, 
Social Services 
 

b. Homeless: CAP Services, North Central CAP, Goodwill, St. Vincent de Paul, Neighbor’s Place 
 

c. Runaway: Social Services, Family Crisis Centers, Neighbor’s Place 
 

d. Pregnant or parenting: Social Services, Public Health, Head Start and Early Head Start, WIC Clinics, 
Health Centers, Neighbor’s Place 

e. Individuals with a disability: DVR, Social Services, Goodwill, Mid-State Independent Living Consultants 
 

f. Foster children: Social Services 
 

g. Aging out of foster care: Social Services 
 

h. English language learners: Literacy Councils, Hmong Association, Unidos Latinos, Technical Colleges-
ABE 
 

i. School dropouts: Public Schools, Literacy Councils, Technical Colleges-ABE 
 

j. Within the age of compulsory school attendance, but have not attended school for at least the most 
recent complete school year quarter:  Public Schools-Alternative Schools, Social Services 

 
The above lists of agencies are not exhaustive, but rather a general list of area agencies. Each community 
in WDA #6 is unique and may have services not otherwise listed. For example, churches and other places 
of worship often have unadvertised resources.   

 
7. List the resources or services the agencies and/or organizations could provide these youth. 

 
Other agencies could assist in connecting youth to job centers, technical colleges, and to employers.  Some 
agencies may offer support services to youth. 
 
CAP Services - assists youth with housing needs, as well as employment and training through their Skills 
Enhancement program, and referral source to WIOA T1. There are four different CAP agencies in the 
region; each may have different services for youth/young adults. 
  
Goodwill - assists with financial literacy, clothing and household needs, work experience training and 
referral source to WIOA T1. 
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St. Vincent de Paul - assists with financial literacy, clothing and household needs, work experience training 
and referral source to WIOA T1. 

 
Neighbor’s Place - Food Pantry, clothing and household needs, work experience training and referral 
source to WIOA T1. 

 
Social Services - Abuse and neglect services, foster care services, financial resources, and referral source to 
WIOA T1. 

 
County Juvenile and Adult Corrections - assist with services mandated by court systems, referral source to 
WIOA T1. 

 
Social Services, Family Crisis Centers, Neighbor’s Place - Runaway services, immediate needs, referrals to 
community services for youth, and referral to WIOA T1. 

 
Social Services, Public Health, Head Start and Early Head Start, WIC Clinics, 
Health Centers, Neighbor’s Place, Bridge Street Clinic - assist youth with nutrition, parenting, education, 
healthcare, referrals to community services, and referral to WIOA T1. 

 
DVR, Social Services, Goodwill, Mid-State Independent Living Consultants- assist youth with disabilities, 
specialized work experiences, accommodations and assistive technology, referrals to community services, 
and referral to WIOA T1. 

 
Literacy Councils, Hmong Association, Unidos Latinos, Technical Colleges-ABE- assist youth with English 
Language skills, basic skills, GED services, referrals to community services, and referral to WIOA T1. 

 
K-12 Schools- secondary education and referral to WIOA T1. 

 
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. 
 
Through the ISS process, Career Service Specialists individualize the program to meet the youth’s needs.  
In addition, NCWWDB created a new committee which incorporates youth program oversight 
responsibilities, the Talent Pipeline Development. This new Committee will be chaired by a Board 
member, and the previous Youth Council members (including a participant and parents) have been invited 
to join. 

 
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. 
 
Career Service Specialists provide new participants with an orientation and overview of the available 
services in each job center. 

 
10. Describe how the local board will partner with the following programs to serve youth and young adults 

through the Youth Program: 
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a. YouthBuild: At this time, there is one YouthBuild project in the region.  NCWWDB staff have met with 
the Lac du Flambeau tribal members to discuss possible opportunities for collaboration. 
 

b. AmeriCorps: NCWWDB is fortunate to have a contracted provider with three staff with past 
experience in AmeriCorps.  Information regarding AmeriCorps will be provided to all youth 
participants, and pursued as a service strategy on a case by case basis, when appropriate.   

c. Job Corps:  The Blackwell Job Corps Direct served on the NCWWDB and the WIA Youth Council.  Due 
to recent changes in Blackwell leadership, NCWWDB will need to reach out to the new Director.  
Traditionally, Blackwell participants made monthly visits to the Northern Advantage Job Center. 
NCWWDB and its contracted provider will continue to facilitate tours with interested youth in order to 
maximize this resource. 
 

d. Youth Apprenticeship: NCWWDB has partnered with three Youth Apprenticeship consortiums in the 
region.  NCWWDB staff serves on each steering committee.  
 

e. Registered Apprenticeship: NCWWDB will broaden its engagement in apprenticeship opportunities 
through:  1) more proactive consideration of co-enrollment in WIOA Title 1 programs, 2) greater 
involvement of WIOA Youth Program staff in the youth apprenticeship programs operated by five 
entities in North Central Wisconsin, and 3) continued employer outreach/marketing collaboration with 
DWD’s Apprenticeship Field Representative as part of the North Central Wisconsin Workforce 
Development Area Business Solutions Team. 

 
NCWWDB will aggressively pursue development of further apprenticeship opportunities in the region, 
primarily through its partnership with three industry alliances (Central Wisconsin Metal Manufacturing 
Alliance, Central Wisconsin Information Technology Alliance, and Wisconsin Automotive and Trucking 
Education Association).  In addition, it will leverage the expertise and networks of two Board members 
(representing the Carpenters, Plumbers, and Pipefitters Unions) to expand awareness of, and access 
to, apprenticeship opportunities in the construction industry. 

 
Further, NCWWDB intends to develop pre-apprenticeship opportunities for young adults in its WIOA 
Youth Program. Pre-apprenticeship programs bridge a gap, helping to give participants the hard and 
soft skills needed to gain admission into RA or related occupational advancement.  These pre-
apprenticeship options will provide exposure to a wide variety of high skill, high wage careers, and 
enabling participants to understand the workforce demands in a myriad of industries, learn the 
educational and vocational skills needed for entry, and address any deficits that may hinder 
employment success. There are plans in place to pursue offering pre-apprenticeship training program, 
and then to link individuals to direct employment, on-the-job training, and/or registered 
apprenticeship opportunities. 

 
NCWWDB will be working with the Wisconsin Department of Workforce Development’s Bureau of 
Apprenticeship in implementation of “WAGE$”, its’ new U.S. Department of Labor apprenticeship 
grant.  The North Central region will be specifically targeted to develop a new Information Technology 
apprenticeship and expand advanced manufacturing apprenticeships, utilizing CWIMMA and CWITA 
expertise.  The Board will also be assisting DWD in developing effective linkages between existing 
youth apprenticeship opportunities, and current and new adult apprenticeship opportunities.  
NCWWDB will continue to build upon its relationship with the four providers of youth apprenticeships 
in the region and plans to target one of those providers, Marshfield Chamber of Commerce and 
Industry, for a youth-adult information technology pilot project. NCWWDB and its subcontractors and 
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Job Center partners will continue to make jobseekers aware of the array of apprenticeship 
opportunities in North Central Wisconsin. 

 
11. Describe any regional efforts the local board is involved with or is planning with regarding youth 

initiatives. 
 
NCWWDB partners with the Central Wisconsin Metal Manufacturer’s Alliance (CWIMMA) for the annual 
Heavy Metal Tour.  October 2015 was the fourth annual event where more than 3,500 eighth graders 
visited local employers and technical colleges to learn more about careers in manufacturing. NCWWDB is 
also partnering with DWD on the Apprenticeship grant.  The goal is to build a better bridge between youth 
apprentices and registered apprenticeship. 

 
12. Describe how the local board will provide the fourteen required program elements for the WIOA youth 

program design. 
 
NCWWDB required its contracted provider to make all fourteen program elements available.  The 
requirement was written into the RFP and evaluated from the proposal.  The services provided to the 
young adult are dependent on the ISS.  The services are monitored by NCWWDB staff.  

 
13. Describe the process for reviewing and updating the Individual Service Strategy (ISS), including 

frequency and documentation requirements. 
 
At a minimum, Career Service Specialists review the ISS every six months with the participant.  However, 
circumstances frequently warrant more frequent reviews. 

 
14. Specify if the local area plans to offer incentives or stipends for youth.  If yes, attach the local policy. 

 
NCWWDB’s contracted provider offers incentives to participants for goals met. 
See Attachment X - Supportive Services Policy 
See Attachment JJ – Youth Incentive Policy 

 
15. Describe the WDB's approach to comply with the required minimum 20% expenditure for work 

experience. 
 
NCWWDB initially communicated the 20% minimum work experience expenditure requirement to 
potential sub recipients via the RFP. Upon award to the sub recipient, the 20% work experience 
expenditure requirement was again communicated through the sub award contract. NCWWDB requires its 
sub recipients to report work experience expenditures on a monthly basis to facilitate monthly monitoring 
of the subrecipient’s progress towards the 20% minimum.  

 
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." 
  
 See Attachment CC - ISY Needs Additional Assistance Policy 

 
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." 
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See Attachment DD - OSY Needs Additional Assistance Policy 
 

18. Attach a list of the current youth service providers.  
 
See Attachment EE - Youth Service Providers List 

 
I. New Service Strategies for WDAs Failing Performance Measures  

 
Within the three Title I programs, NCWWDB monitors performance on a regular basis.  If there is a decrease in 
performance and/or a quarterly fail, NCWWDB staff work with its contracted providers to first explore any 
reporting errors in ASSET.  If there are errors to correct, contracted providers are given a deadline.  If the “Fail” 
is still present, staff meet with the contracted provider to discuss program design and any necessary changes.   
Fortunately, NCWWDB has not had to implement any corrective action plans due to good performance.  
Under WIOA, NCWWDB is looking to DWD for guidance on how the new measures will be considered with the 
other titles.  

 
 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.  
 

NCWWDB and its contracted providers and partners have historically relied on more traditional 
community-based organizations for participant referrals and shared services. These organizations tend to 
have analogous missions and customers, including community action agencies, social/human service 
agencies, housing authorities, educational institutions, and more recently, the Wheels to Work Program (a 
private-public transportation assistance program). A new source of complementary activity is emerging 
through regional philanthropic organizations. These groups are providing direct participant support and in-
direct support via community and economic development activities.  

 
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. 
 

NCWWDB is open to exploring new ideas and opportunities to collaborate with faith-based organizations 
throughout the region.   

 
  
 
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  
   

See Attachment FF - RFP Policy and Process 
 
 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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a.  Career services: Typically, career services are provided in the area job centers.  On occasion some 
services may be provided in a local community library, when warranted.  Under Title I, the provision of 
career services is built into the Adult and Dislocated Worker contracts of the sub grantees.  However, 
career services are also provided by other one stop partners, and many times co-facilitated. 

 
 b. Youth services:  Throughout the workforce region, youth services are co-located in  

the job centers.  In addition, there are two additional offices where youth can access services.  These 
two exceptions are due to job center closings. NCWWDB is supporting the two additional offices in 
order to provide the best possible service in the rural nature of the region. 

 
 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.   
 
NCWWDB requires sub recipients to submit monthly invoices whereby NCWWDB compares budget to 
actual expenditures. In addition, NCWWDB’s Finance Director conducts annual onsite monitoring of each 
sub recipient. In addition to periodic file reviews and meetings with contracted providers, NCWWDB staff 
review quarterly performance reports and quarterly activity reports, and compare those to the proposals.  
The Business Services Director, Finance Director, and Deputy Director perform a formal mid-year review 
with the contracted providers to address any issues and concerns.  

 
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. 
 
NCWWDB staff work together to provide oversight of the contracted providers to ensure Title I programs 
are meeting the needs of local employers.  Information is gathered through labor market information from 
several sources, as well as direct input from employer alliances. 
 
NCWWDB staff work together to provide oversight of the contracted providers to ensure Title I programs 
are meeting the needs of participants and local employers.   Quality services and adherence to program 
regulations are monitored by NCWWDB staff on an ongoing basis including activity reports, file reviews, 
quarterly provider meetings, monthly business services meetings, and a formal mid-year review of the 
grant agreements and program expectations.   See attachment FF - RFP Policy and Process regarding the 
formal mid-year review of the contracted service providers. 
 
Training providers are monitored and approved using the DWD ITA application process. Information is 
gathered through labor market information from several sources, as well as direct input from employer 
alliances.  Training providers are selected and monitored on their program offerings, placement 
performance, and costs compared to the local labor market information and reviewed by the Executive 
Committee of NCWWDB.   
 

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 and training 
opportunities. 

 
Fortunately, the current service providers have extensive knowledge and experience working in ASSET.  As 
specified in the contracts, the service providers are responsible for training staff in ASSET and in the WIOA 
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program.  As part of the data sharing agreements, NCWWDB requires all contracted providers to complete 
and update the confidential and security training on the DWD website annually. As new policies are 
developed, contracted providers receive notice from NCWWDB staff via email, postings on the website, 
and quarterly meetings.  When necessary, NCWWDB staff meets individually with the contracted providers 
to ensure changes are covered.  NCWWDB staff sends training opportunities through emails. 
 
The NCWWDB contracted providers are responsible for training their staff in ASSET per the grant 
agreements.  The current providers have knowledgeable senior staff that provides the training.   The 
contracted providers are required to submit a training plan for each new staff for WDB review and 
approval.   Then WDB staff follow-ups with the provider to go over any issues.  The WDB ASSET User 
Group representative shares updates after each meeting, staff also have access to the agendas and 
minutes, and each staff is a recipient of the ASSET Infoline sent from DWD.  Training issues and needs are 
also addressed at the quarterly provider meetings, emails and on an individual basis. 
 

4. Describe local processes for monitoring and ensuring timely and comprehensive entry of participant 
information into the ASSET system. 
 
As outlined in the contracts, NCWWDB requires the contracted providers to complete internal ASSET and 
file reviews.  Information on which program records are reviewed is submitted to NCWWDB on a quarterly 
basis.  In addition, NCWWDB staff performs random record reviews.   Results are written in a report that is 
used as part of mid-year contract reviews.  Results are also discussed with the respective Career Service 
Specialists on site for any clean up to be performed. 
 

5. Describe any local data systems in use to record and track participant services. 
 
NCWWDB requires all contracted providers to maintain a participant tracking report.  This report is 
submitted to NCWWDB staff on a quarterly basis.  This report allows staff to monitor participants per 
Career Service Specialist and specific training programs with targeted graduation dates.  NCWWDB also 
collects provider activities using a Google doc.  All WIOA participants are recorded and tracked in the 
DWD-maintained ASSET system. Internally, NCWWDB tracks participants using an Access database in 
which reservations are recorded, as well as authorizations to be paid or reimbursed. Reservations are 
taken from the total funds available which keeps a running balance of available funds. 

 
 
 
 
 
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.   

                   
  Via it’s grant agreements with contracted providers, NCWWDB expects each to be active members of the 

regional Business Solutions Team, participate in employer outreach visits, enter pertinent data into the 
Salesforce system, and assist in the development of and recruitment for short-term training which meets 
employer demands. 

 
NCWWDB staff work together to provide oversight of the contracted providers to ensure Title I programs are 
meeting the needs of participants and local employers.   Quality services and adherence to program 
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regulations are monitored by NCWWDB staff on an ongoing basis including activity reports, file reviews, 
quarterly provider meetings, monthly business services meetings, and a formal mid-year review of the grant 
agreements and program expectations.    
 
See attachment FF - RFP Policy and Process regarding the formal mid-year review of the contracted service 
providers. 

 
 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. 

 
  In addition to periodic file reviews and meetings with contracted providers, NCWWDB staff review quarterly 

performance reports, quarterly activity reports, and the proposals.  The Business Services Director, Financial 
Director, and Deputy Director perform a formal mid-year review with the contracted providers to address any 
issues and concerns. 

 
The NCWWDB contracted providers are responsible for training their staff in ASSET per the grant agreements.  
The current providers have knowledgeable senior staff that provide the training.   The contracted providers 
are required to submit a training plan for each new staff for WDB review and approval.   Then WDB staff 
follow-ups with the provider to go over any issues.  See also VII-B.3 above. 
 
As NCWWDB transitions into WIOA and the new performance measures, contracted providers are kept 
abreast of DWD Interim Guides, policy updates, and administrative memos and are encouraged to attend 
DWD Roundtables and webinars.    Contracted staff is also made aware of changes through TAGS and TEGLs.  
WDB staff meets with contracted staff monthly and quarterly, individually as needed, and scheduled 
conference calls. 

 
In addition, WDB facilitates an annual all staff training for the OSO and the One Stop partners.  These annual 
trainings include a variety of topics relevant to the quality services all partners provide in the local job centers. 

   
 C. Describe how your local area’s program design will maximize performance on the WIOA primary indicators 

of performance outlined in Section 116(b). 
 

NCWWDB’s WIOA local program is designed to meet employers’ workforce needs in the region.  Therefore, 
placements in unsubsidized employment will continue to be positive indicators.  In addition, NCWWDB 
adopted a philosophy of helping participants reach a “living wage”.  The goal is to move participants along a 
path towards self-sufficiency without public assistance. NCWWDB believes this philosophy is a better 
investment of tax dollars, and will also assist in meeting median earnings indicators.  NCWWDB will 
incorporate business services strategies to meet the employer performance indicator once determined. 
NCWWDB will update this local plan after setting adjusted levels of performance with the State. 
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1)      Services to be provided through the Job Center System 

  

One-Stop Job Center Requirements and Standards of Service 

  

As established in §662.100 (a) of the WIOA Regulations, the One-Stop Delivery system collaborates to 

create and deliver seamless services which improve employment outcomes. In WDA #6, three 

One-Stop Centers provide, at a minimum, WIOA Title 1 B career basic and individualized services, as 

well as Wisconsin Job Service and Wisconsin Division of Vocational Rehabilitation programs. Other 

partners may include: Wisconsin Veterans Services, Wisconsin Technical Colleges (ABE), W-2 agencies, 

WIOA Mandatory Partners, and other community-based organizations. 

  

General Provisions 

The Job Center Service Standards define expectations for serving customers within One-Stop Centers 

and Other Affiliated Sites. 

  

Customers may expect: 

1.    The comprehensive Job Centers meet ADA physical and program accessibility requirements and 

provide equal access to all services and programs, including persons with disabilities and limited 

English-speaking ability. 

2.    Customers receive services through the Job Center system regardless of race, gender, ethnicity, 

age, or disability status and in accordance with any other legal protections. 

3.    Access to www.jobcenterofwisconsin.com to make connections between job seekers and 

employers. 

4.    Veterans and qualified spouses are given priority over non-veterans in the receipt of any 

employment, training, and placement services. 

5.    The Resource Room/customer service areas of the Centers are staffed all hours the Center is 

open. 

6.    Staffs at the Job Centers provide access to all other required WIOA partner programs. 

7.    Staffs at the Job Centers provide information about available job training and make referrals as 

needed. 

8.    The Job Centers have a credentialed employment counselor who works with all job seeker 

customers and is on-site each week. 

9.    The Job Centers address the needs of youthful job seekers. 

10.  The Job Centers are participating in a continuous improvement program, through such 

mechanisms as customer satisfaction surveys, staff development, and program outcomes. 

11.  The Job Centers provide a trained and competent staff. Staffs providing services through Job 

Centers are trained and demonstrate competence in providing consistent, high quality customer 

service to business and job seekers. Staffs possess the following knowledge: 

a)    Knowledge of available community resources; 

b)    Knowledge of referral process to all partner programs and services as appropriate for the 

customer’s needs; 

c)    Knowledge and assistance with all Job Center tools, technologies, Internet, and computer 

systems; 
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d)    Knowledge and assistance with special needs and overcoming barriers to employment, as 

needed. Understands special employment needs of diverse populations; 

e)    Knowledge of privacy and confidentiality requirements for all customers; 

f)     Knowledge of customer service techniques including maintaining a professional 

relationship; 

12.  The Job Centers have exterior signage using the "Job Center of Wisconsin” logo. Interior signage 

ensures that all customers are able to use the Job Center effectively and includes required posters, 

room locations and directions in English and alternate language(s) as appropriate to customer 

demographics. 

13.  Services are coordinated across programs and not duplicated, to improve efficiency and service to 

the customer. 

14.  Regularly scheduled workshops, such as financial literacy education and assistance, job search 

techniques, interviewing skills, and  basic computer skills. 

15.  Privacy and confidentiality is provided for all customers. 

16.  All customers are served in a timely manner.  

17.  The Job Centers support a Business Services Team in an integrated non-duplicative manner and 

consistent with the regional Business Services Plan. 

  

Career Basic, Individualized, and Training Services are provided by NCWWDB through contracted 

providers. Contracted providers currently include: Adult (Forward Services Corporation), Youth 

(Forward Services Corporation) and Dislocated Worker (Labor Employment Training Center). 

  

Career Basic Services: WIOA 134(b)(2). NCWWDB contracted providers provide the following Career 

Basic Services through the One-Stop System: 

1.    Determination of an individual’s eligibility to receive assistance from WIOA. 

2.    Assistance in establishing eligibility for programs or financial aid for training and education 

programs not funded under the WIOA and available in the local area. 

3.    Outreach, intake, and orientation to the information and other services available through the Job 

Center system. 

4.    Initial assessment skill levels (including literacy, numeracy, and English Language proficiency), 

aptitudes, abilities (including skill gaps), and supportive service needs. 

5.   Labor exchange services, including — 

i. job search and placement assistance, and where appropriate, career counseling, including 

provision of information on in-demand industry sectors and occupations and information on 

nontraditional employment.  

ii. appropriate recruitment and other business services on behalf of employers, which services 

may include providing information and referral to specialized business services not 

traditionally offered through the one-stop delivery system 

6. Provision of referrals to and coordination of activities with other programs and services, including 

programs and services within the one-stop delivery system and, in appropriate cases, other workforce 

development programs.  
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7. Access to WORKnet and WisCareers, and other employment statistics information, including the 

provision of accurate information relating to local, regional, and national labor market areas, 

including— 

i.              job vacancy listings in such labor market areas; 

ii.             information on job skills necessary to obtain the jobs described in clause (i.); and 

iii.            information relating to local occupations in demand and the earnings and skill 

requirements, and opportunities for advancement for such occupations 

8.    Access to the State Eligible Training List 

9.    Information regarding local area performance measures and any additional performance 

information for the one-stop delivery system in the local area in formats that are usable by and 

understandable to one-stop center customers. 

10.    Information about and referral to supportive services, including childcare, transportation, 

medical or child health assistance under title XIX or XXI of the Social Security Act, benefits under the 

supplemental nutrition assistance program established under the Food and Nutrition Act of 2008, 

assistance through the earned income tax credit, assistance under a Wisconsin program for temporary 

assistance for needy families, and other supportive services available in the local area.  

11.  Information and assistance regarding filing claims for unemployment compensation. 

12.  Follow-up services (including counseling) for WIOA participants placed in unsubsidized 

employment, for at least 12 months after the first day of employment. 

13. Financial literacy services 

 

  

Individualized Services. NCWWDB’s contracted providers provide the following Individualized 

Services through the One-Stop System: 

1.    Comprehensive and specialized assessments of the skill levels and service needs of adults and 

dislocated workers, which may include— 

a.    diagnostic testing and use of other assessment tools; and 

b.    in-depth interviewing and evaluation to identify employment barriers and appropriate 

employment goals. 

2.    Development of an individual employment plan, to identify the employment goals, appropriate 

achievement objectives, and appropriate combination of services for the participant to achieve the 

employment goals, including providing information on eligible providers of training services and 

career pathways to attain career objectives.  

3.   Group counseling. 

4.    Individual counseling. 

5.    Career planning. 

6.    Case management for participants seeking training services under paragraph. 

7.    Short-term prevocational services, including development of learning skills, communication skills, 

interviewing skills, punctuality, personal maintenance skills, and professional conduct, to prepare 

individuals for unsubsidized employment or training. 

8. Internships and work experiences that are linked to careers 

9. Workforce preparation activities 

10. Out -of-area job search assistance and relocation assistance 
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11. English language acquisition and integrated education and training programs 

  

Training Services: WIOA 134(c)(3)(D). NCWWDB’s contracted providers provide the following 

Training Services through the One-Stop System: 

1.   Occupational skills training, including training for nontraditional employment and employer-led 

short term training; 

2.   On-the-job training; 

3.  Incumbent worker training in accordance with subsection (d)(4);  

4.  Programs that combine workplace training with related instruction, which may include cooperative 

education programs; 

5.   Training programs operated by the private sector; 

6.   Skill upgrading and retraining; 

7.   Entrepreneurial training; 

8. Transitional jobs in accordance with subsection (d)(5); 

9.   Job readiness training provided in combination with services described in any of clauses 1 through 

8; 

10.   Adult education and literacy activities, including activities of English language acquisition and 

integrated education and training programs, provided concurrently or in combination with services 

described in any of clauses (1) through (7); and 

11.   Customized training conducted with a commitment by an employer or group of employers to 

employ an individual upon successful completion of the training. 

Other? 

  

Follow Up Services:  NCWWDB’s contracted providers provide the following Services through the 

One-Stop System. 

1. As appropriate, follow up services for adult and dislocated worker participants who are placed 

in unsubsidized employment for a minimum of 12 months after the first day of employment. 

2. For in-school and out-of-school youth, follow up services are one of the program design 

elements and are provided for 12 months after the completion of participation.  
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DATE:  February 24, 2016 
 
 
TO:  Antigo Daily Journal    Marshfield News Herald 

Rhinelander Daily News   Stevens Point Daily Journal 
Wausau Daily Herald   Wisconsin Rapids Daily Tribune 
Forest Republican    Vilas County News Review 
Adams Times-Reporter   Tomahawk Leader 

  Lakeland Printing Co   Mosinee Times 
 

Please run the attached Public Notice message as a 

Legal Column Ad  
in your newspaper for one (1) day only as soon as possible  

 
This notice is to be billed to the North Central WI Workforce Development Board, 3118 
Post Rd Suite A, Stevens Point, WI 54481-6451. (We will need an affidavit mailed to 

us also) 
 
If you have any questions, contact Peggy Bortz of NCWWDB at pbortz@ncwwdb.org or 
call me at 715/204-1641. Thank you! 
************************************************************* 
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PUBLIC NOTICE 
of Plan Development and Public Hearing 

 
The North Central Wisconsin Workforce Development Board (NCWWDB), which is the 
administrative agency for the federal Workforce Innovation and Opportunity Act (WIOA) 
in the Counties of Adams, Forest, Langlade, Lincoln, Marathon, Portage, Oneida, Vilas 
and Wood, will submit a four year local plan for the WIOA Title I-B Adult, Youth and 
Dislocated Worker training programs to the State of Wisconsin DWD/DET on March 31, 
2016. 
 
Draft copies of this local plan can be mailed or e-mailed or accessed online at: 
www.ncwwdb.org to interested parties on or after February 24, 2016. A public hearing 
on the content of the plan is being held at 9:00 A.M. on Monday, March 7, 2016 in the 
conference room at North Central Wisconsin Workforce Development Board in Stevens 
Point, WI at 3118 Post Rd. Suite A to gather oral comments. The North Central 
Wisconsin Workforce Development Board will also be accepting written comments at its 
address below until close of business on March 24, 2016.  All written comments 
expressing disagreement with the four year local plan will be submitted to WI 
DWD/DET.  
 
Anyone wishing to review or discuss the plan may do so at the NCWWDB office at 
3118 Post Rd Suite A, Stevens Point, WI  54481-6451 between 8:00 AM and 5:00 PM, 
Monday through Friday. People whose concerns about the content of this plan have not 
been resolved with NCWWDB staff may file a written appeal to Annette Meudt, Auditor, 
WI DWD/DET, PO BOX 7972, Room G 100, Madison, WI 53707-7972 until March 30, 
2016. 
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Chief Elected Officials & 

North Central Wisconsin Workforce Development Board 
Agreement 

 
THIS AGREEMENT is made and entered into by and between the Chief Elected Officials (CEOs) of 
Adams, Forest, Lincoln, Langlade, Marathon, Oneida, Portage, Wood, and Vilas Counties as represented 
by the Portage County Executive and the Adams, Forest, Lincoln, Langlade, Marathon, Oneida, Wood, 
and Vilas County Board Chairs; and the North Central Wisconsin Workforce Development Board 
(NCWWDB). 
 
WHEREAS the Chief Elected Officials are the appointing authorities for members of the NCWWDB 
under the Workforce Innovation and Opportunity Act (Public Law 113-128), and 
 
WHEREAS, the Chief Elected Officials representing the nine Counties and the NCWWDB are required to 
enter into operational agreements under Public Law 113-128, 
 
THEREFORE, the Chief Elected Officials and the NCWWDB agree to the following: 
 
I.  Purpose: 
 
The mission of NCWWDB is to lead, support, and sustain the development of a skilled, competitive 
workforce which meets the changing needs of regional employers.  The Chief Elected Officials of the 
North Central Wisconsin Workforce Development Area, in accordance with the Chief Elected Official’s 
Consortium Agreement, shall appoint the NCWWDB membership. The NCWWDB shall be responsible 
for executing all duties and responsibilities as designated through the Workforce Innovation and 
Opportunity Act of 2014 and in a manner which serves the best interests of the citizens of the North 
Central Wisconsin Workforce Development Area and the appointing authorities. 
 

II.  Roles and Responsibilities of the Chief Elected Officials: 
 

Summary:  The Chief Elected Officials shall perform all duties required under the Workforce Innovation 
and Opportunity Act of 2014 to include:  appoint the members of the NCWWDB, execute an agreement 
with NCWWDB for the operation and functions of the Board, and serve as the local grant recipient for 
WIOA funds allocated to the local area.  Additionally, the Chief Elected Officials will provide input to and 
concurrence with the NCWWDB to:  develop and submit a comprehensive four-year local plan, review 
and approve the annual budget, select a one-stop operator, and negotiate local performance 
accountability measures. 
 

III.  Roles and Responsibilities of NCWWDB: 
    
A. Summary:  The NCWWDB shall perform all duties delineated under the Workforce Innovation and 

Opportunity Act of 2014:  local plan; workforce research and regional labor market analysis; 
convening, brokering, and leveraging; employer engagement; career pathways development; 
proven and promising practices; technology; program oversight, negotiation of local performance 
accountability measures; selection of operators and providers; coordination with education 
providers; budget and administration; and accessibility for individuals with disabilities.  NCWWDB 
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shall maintain a private not-for profit, 501(c)(3) corporation to serve as the grant recipient on 
behalf of the Chief Elected Officials Consortium and administrative entity for the Workforce 
Innovation and Opportunity Act funds; hire the chief executive officer of the corporation; and adopt 
fiscal and personnel procedures that meet the requirements of all applicable laws.  
 

B. Organizational Bylaws: NCWWDB will maintain and uphold bylaws for the corporation which shall 
include the following:  election of officers, terms of appointment, and descriptions of standing 
committees of the Board and their relationship to strategic objectives and organizational 
accountability. 

 
C. Record Retention:  NCWWDB shall maintain concise records of its primary activities, including 

minutes of formal Board and committee meetings.  NCWWDB shall comply with all applicable open 
record and record retention laws. 

 
D. Budget:  The NCWWDB shall prepare and present an annual budget to the Chief Elected Officials, 

which shall not exceed available funds, including the WIOA allocation and any other committed 
federal, state and private funds and grants.  

 
E. Insurance:  The NCWWDB shall obtain and keep in-force all required insurance coverage.  Insurance 

policies shall include: comprehensive general liability, including personal injury and civil rights 
coverage; audit exception insurance; automobile; worker's compensation; and errors and omissions 
coverage, for past and future liabilities, in such amounts as may be necessary to protect the 
members of the NCWWDB, the Chief Elected Officials and their respective counties which shall be 
named as insureds under these policies.  It shall also be the obligation of the NCWWDB to obtain 
fidelity bond protection for the NCWWDB as an entity against the loss of money or property caused 
by dishonesty on the part of NCWWDB members, staff, sub-contractors or program participants.  

 
F. Liability: As stated above, NCWWDB will maintain both general liability and errors and omissions 

coverage for past and future liabilities to protect the Chief Elected Officials and their respective 
counties. Additionally NCWWDB will maintain a Board-determined undesignated fund to cover 
disallowed costs. In the case of any misuse of grant funds allocated to the local area beyond the 
parameters stated above, the CEOs will determine relative and proportional liability based upon the 
particular facts of the situation.  If the CEOs are unable to reach agreement, the Wisconsin 
Department of Workforce Development shall make a determination as to respective liability.  

 
G. Taxes:  NCWWDB shall keep current on payment of all employer taxes, provide workers 

compensation for all employees, and file timely reports to the Internal Revenue Service and 
Wisconsin Department of Revenue.  

 
H. Additional Responsibilities: NCWWDB shall receive and administer WIOA grants and other federal, 

state and private funds as deemed appropriate by the Board in fulfillment of its mission.  Though 
the Chief Elected Officials may petition the NCWWDB to serve as the grant recipient and 
administrative entity for other efforts deemed appropriate and consistent with mission, the 
NCWWDB shall have final authority in such decisions. 

 
IV.   Membership of the NCWWDB: 
 
A. Appointment:  The Chief Elected Officials shall be responsible for appointing NCWWDB members 
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and filling NCWWDB vacancies as required by the Workforce Innovation and Opportunity Act.   
Appointments shall be made by the process described in the Chief Elected Official’s Consortium 
Agreement.    

 
B.  Size:  The number of members of the NCWWDB shall be determined by the Chief Elected Officials, 

in accordance with appointment requirements established under WIOA (29 USC 3122(b)) and the 
Chief Elected Official’s Consortium Agreement. 
 

C.  Eligibility:   The Chief Elected Officials shall appoint members of the NCWWDB who either reside or 
perform a majority of their business within the North Central Wisconsin Workforce Development 
Area.  The NCWWDB shall inform the Chief Elected Officials of any change of address or 
employment of any NCWWDB member.  CEOs will be immediately notified of any Board 
resignations. 

 
D.  Quorums:  A quorum for NCWWDB meetings shall consist of at least a majority of its members.  

Only official members of the NCWWDB shall be allowed to vote on any matter. 
 

E.  Conflict of Interest: No member of the NCWWDB shall cast a vote on the provision of services by 
that member or organization which that member directly represents nor shall any member solicit 
support for or vote on any matter, which would provide direct financial benefit to that member.  
Each Board member shall be required to submit a conflict-of-interest statement on an annual basis. 

 
F.  Removal:  The Chief Elected Officials may, by a majority vote as described in the Chief Elected 

Official’s Consortium Agreement, remove any NCWWDB member, with cause, unless and to the 
extent that, such cause is required by applicable law.  The NCWWDB may recommend removal of a 
member to the local Chief Elected Officials. 
 

V. Local Workforce Development Plan:  
 
A. Approval:  The NCWWDB shall develop the local Workforce Development Plan in accordance with 

Public Law 113-128.   The Chief Elected Officials will review and adopt the proposed plan.  Upon 
approval of the local WDB Plan, the NCWWDB shall be responsible for implementation, subject to 
the provisions of this agreement. 

 
B. Equitable Use of Funds: The NCWWDB shall comply with the Chief Elected Official’s Consortium 

Agreement and assure an equitable provision of service to all geographic areas and substantial 
eligible segments of the population within the North Central Wisconsin Workforce Development 
Area.  

 
C. Program Management: The NCWWDB shall provide ongoing oversight, including reviewing, 

monitoring, and evaluating program and service delivery. 
 

D. Sub-contracts:  The Chief Elected Officials reserve the right to oversee the general progress and 
conduct of the local WDB Plan.  The NCWWDB shall have full and final authority with respect to 
actions regarding NCWWDB personnel and subcontractor agreements.    

 
E. Non Displacement: Consistent with federal and state laws, use of funds under the Workforce 

Innovation and Opportunity Act, or any other funds received or administered by the NCWWDB, 
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shall not result in the displacement of currently employed workers or impair existing contracts for 
services. Funds shall not be used to support or not support collective bargaining. 

 
VI.  General Provisions: 
 
A. Authority to Do Business, Incorporation: NCWWDB hereby warrants that it has complied with all 

necessary requirements to do business in the State of Wisconsin and the persons executing this 
agreement on its behalf are authorized to do so. The NCWWDB agrees to maintain incorporation.  
The NCWWDB shall immediately notify the Chief Elected Officials, in writing, of any change in its 
registered agent, and/or NCWWDB’s legal status. 

 
B. Chief Elected Officials Oversight: Audits and Reports: The Chief Elected Officials reserve the right to 

oversee the general progress and conduct of the NCWWDB. To that end, the NCWWDB agrees to 
submit to such audits as the Chief Elected Officials, at their expense, may from time to time, with or 
without notice, require, provided that such audits be reasonable in number and depth. The 
NCWWDB further agrees to make regular reports to the Chief Elected Officials indicating progress 
on its activities. The NCWWDB shall conduct an annual agency-wide unqualified audit, per the 
requirements of the State of Wisconsin Department of Workforce Development, and shall provide 
each Chief Elected Official with a complete copy of the audit.  A copy of any audit response by the 
NCWWDB shall also be provided to the Chief Elected Officials. 

 
C. Assignment or Transfer: The NCWWDB shall not assign or transfer any interest or obligation in this 

agreement, whether by assignment or novation, without the prior written consent of the Chief 
Elected Officials. 

 
D. Grievance Procedures: The NCWWDB shall comply with all Federal, State and Local laws, ordinances 

and regulations regarding the hearing and resolution of grievances of any person or entity related 
to activities of the Corporation or its agents. 

 
E. Open Meetings Required: Federal, State and local laws, ordinances and regulations regarding open 

meetings of governmental bodies shall apply to all meetings and proceedings of the NCWWDB, 
including those of its formally constituted subunits. 

 
F. Staff of the NCWWDB:  NCWWDB agrees to secure all personnel necessary to carry out NCWWDB's 

obligations under this agreement.  Such personnel shall not be deemed to be employees of the 
Chief Elected Officials or the Counties thereof, nor shall they be deemed to have any direct 
contractual relationship with the Chief Elected Officials or the North Central Wisconsin Workforce 
Area Counties.  It shall be the responsibility of the NCWWDB to employ, evaluate and remove a 
chief executive officer for the Corporation. The chief executive officer shall be responsible for 
employing, evaluating, assigning/re-assigning, suspending and terminating all other staff of the 
Corporation.  

 
G. Nondiscrimination:   The NCWWDB shall comply and ensure compliance with all laws related to 

equal employment, discrimination, and the American with Disabilities Act.  This shall apply to all 
activities of the NCWWDB including those of the appointed Board, corporation, and sub-
contractors. 
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VII. Terms of Agreement.  
 
A. Scope:  The entire agreement of the parties is contained herein and this agreement supersedes any 

and all oral agreements and negotiations between the parties relating to the subject matter hereof. 
 
B. Duration:  The term of this agreement shall commence as of the date set forth and shall continue in 

full force and effect so long as the NCWWDB exists, except that this agreement shall terminate as of 
the earlier of:  (1) changes in the federal law prohibiting such agreements, (2) repeal of Workforce 
Innovation Opportunity Act of 2014 and loss of substantial or all federal funding,  (3) through a 
majority decision of the Chief Elected Officials as defined in the Chief Elected Official’s Consortium 
Agreement within a specified timeframe, or, (4) if the Board of Directors of the NCWWDA petitions 
the Chief Elected officials seeking termination of this agreement, in which case the Chief Elected 
Officials shall give the NCWWDB a date which permits sufficient time for alternative planning and 
the winding down of affairs, on which date this agreement will terminate. 

 
C. Amendments to Agreement: Either entity may at any time propose, in writing, amendments to this 

agreement.   A meeting of both entities shall occur within the 30 days of the notification to both 
entities to act upon proposed amendments. 

 
D. Disagreements:  It is expressly agreed that in the event of any disagreement or controversy 

between the parties, Wisconsin law shall be controlling, unless superseded by federal law. 
 

VIII. Closeout of Workforce Investment Act (predecessor to WIOA) 
 

      It is understood by all parties to this agreement that the NCWWDB shall be responsible for  
       the timely phase-down and closeout of all Workforce Investment Act responsibilities. 
 
Attachment: Chief Elected Official’s (CEO’s) Consortium Agreement 
 
 
IN WITNESS WHEREOF, the Chief Elected Officials and the North Central Wisconsin Workforce 
Development Board, Inc. executes this Agreement as of this _11th___day of  December, 2015 .  
 
 
For the NCWWDB 
Kent Olson, Chair                                               
North Central Wisconsin Workforce Development Board 
 

Signature: ______ ___________________________Date: _12/11/15__________ 
 
Rene Daniels, Chief Executive Officer 
North Central Wisconsin Workforce Development Board 
 

Signature: _____ ________________________Date:___12/11/15       _____ 
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 For the Chief Elected Officials 
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CHIEF ELECTED OFFICIALS CONSORTIUM AGREEMENT 

OF THE 
NORTH CENTRAL WISCONSIN WORKFORCE DEVELOPMENT AREA 

 
For the Wisconsin Counties of 

Adams, Forest, Langlade, Lincoln, Marathon, Oneida, Portage, Wood, and Vilas 
Under the Workforce Innovation and Opportunity Act of 2014 

 
This Agreement, made and entered into this ___11th__day of_December_____2015, by and 
between the Counties of Adams, Forest, Langlade, Lincoln, Marathon, Oneida, Portage, Wood, 
and Vilas in the State of Wisconsin (hereinafter, the Counties): 
 
WITNESSETH: 
 
WHEREAS, the County Board of Supervisors of the aforementioned Counties did previously 
adopt resolutions authorizing the County Board Chairperson to sign a Consortium Agreement 
creating the North Central Wisconsin Workforce Development Area Consortium under section 
66.0301(2), Wisconsin Statutes, in order to administer the Provisions of Public Law 113-128, the 
federal Workforce Innovation and Opportunity Act; and 
 
WHEREAS, the County Board of Supervisors of each of the aforementioned Counties has 
adopted a resolution authorizing the County Board Chairperson or County Executive to sign this 
"Consortium Agreement of the North Central Wisconsin Workforce Development Area” under 
the Workforce Innovation and Opportunity Act (P.L. 113-128)" (hereinafter, the “CEO 
Consortium Agreement “): 
 
NOW, THEREFORE, in consideration of the above premises and the mutual covenants of the 
parties hereinafter set forth, the receipt and each party acknowledges sufficiency of which for 
itself, the Counties do hereby agree to the following CEO Consortium Agreement.  
 

AGREEMENT 
 

SECTION 1: That the Wisconsin Counties of Adams, Forest, Langlade, Lincoln, Marathon, 
Oneida, Portage, Wood, and Vilas, under Section 66.0301(2), Wisconsin Statutes, do hereby 
constitute themselves to be a consortium for the purposes of Section P.L. 113-128 (Workforce 
Innovation and Opportunity Act) as described in 29 USC Chapter 32. 
 
SECTION 2: The chief elected officials (the chairpersons of the County Board of Supervisors or 
County Executives) or the designees of said officials of the Counties in paragraph 1 shall 
constitute the Workforce Development Area Consortium (hereinafter, the “Consortium”) which 
shall appoint the Workforce Development Board under the Workforce Innovation and 
Opportunities Act, Section 29 USC Chapter 32. 
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SECTION 3: The Consortium shall elect from its membership a Chairperson, a Vice- 
Chairperson and such other officers as may be provided in the by-laws to serve for a term of 
one year or until a successor is elected and qualified. Vacancies shall be filled by election for the 
remainder of the unexpired term. The Chairperson may appoint the Executive Director of the 
administrative entity or a staff person of one of the consortium member counties to serve as 
Consortium clerk. 
 
SECTION 4: Roberts Rules of Order shall govern the procedures of the Consortium insofar as 
they do not conflict with applicable law or administrative rules or by-laws duly adopted by the 
Consortium. 
 
SECTION 5:  A quorum shall consist of a majority of the Consortium duly representing the 
member Counties. 
 
SECTION 6: The Consortium may adopt operational and procedural bylaws consistent 
with this Charter, applicable federal and state laws, and rules or regulations pursuant thereto. 
By-laws or amendments thereto may be adopted by the affirmative vote of 2/3 of the entire 
membership of the Consortium at any regular meeting called for that purpose, provided that 
written copies thereof are delivered to each member 15 days prior to consideration. 
 
SECTION 7: The Consortium shall appoint the Workforce Development Board of the area, in 
accordance with the requirements established by the Governor and the criteria established 
under 29 USC 3122(b).  The CEOs appoint the members of the local Board from the individuals 
nominated or recommended to be such members according to 29 USC 3122(c)(1)(B).  The Chief 
Elected Officials may, by a majority vote, remove any NCWWDB member without having to 
show cause for removal, unless and to the extent that, such cause is required by applicable law.  
The NCWWDB may recommend to the Chief Elected Officials the removal of a member.  
 
SECTION 8: The Consortium shall execute an agreement with the Workforce Development 
Board for the operation and functions of the Board under WIOA (29 USC Chapter 32). The 
Consortium is the grant recipient of WIOA grant funds and shall be liable for any misuse of the 
grant funds allocated to the local area, unless the chief elected official reaches an agreement 
with the Governor to bear such liability (29 USC 3122(d) (12)(B)(i)(I) and (II)). The Consortium 
will direct the Board to receive the Workforce Innovation and Opportunity Act funds on behalf 
of the Consortium and serve as administrative entity and fiscal agent and disburse funds at the 
direction of the local board pursuant to the requirements of 29 USC Chapter 32, subchapter II. 
29 USC 3122(d)(12)(B)(i)(III). In the role as grant administrator and fiscal agent the NCWWDB 
shall: 

1. Conduct an annual agency-wide unqualified audit, per the requirements of the State of 
Wisconsin Department of Workforce Development and shall provide each Local Elected 
Official with a complete copy of the audit, including any management letter.   

2. Maintain both general liability and errors and omissions coverage for past and future 
liabilities to protect the Chief Elected Officials and their respective counties.  
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3. Maintain a Board-determined undesignated fund to cover disallowed costs. In the case 
of any misuse of grant funds allocated to the local area beyond the parameters stated 
above, the Consortium agrees to assume liability as follows (29 USC 3122(d)(12)(B0(i)(l) 
and (ll):  Liability will be determined based upon the particular facts of the situation as 
to the responsibility of individual Consortium members for the particular funds. 
Generally, CEOs will attempt to reach an agreement as to relative and proportional 
liabilities based upon the facts of the situation.  If the Counties are unable to reach 
agreement, then the State Department of Workforce Development shall make the 
determination as to respective liabilities. 

 
SECTION 9: The Consortium shall perform all functions for chief elected officials as contained in 
P.L.113.128, the Workforce Innovation and Opportunities Act including: 

1. Submit a request for initial designation of a workforce development area and consult 
with the Governor on the initial designation and future redesignation of a Workforce 
Development Area. 29 USC 3121(b)(2). 29 USC 3121(b)(1)(A)(ii). 

2. Work with the local board to: 
a) Develop and submit to the Governor a comprehensive four-year local plan for the 

region that is consistent with the State plan. 29 USC 3122 (d)(1) and 3123(a). 
i. Consult with the State to identify regions, consistent with the considerations 

described in 29 USC 3121(b)(1)(B). 29 USC 3121 (a)(1). 
ii. Engage in a regional planning process and prepare, submit, and obtain 

approval of a single regional plan consistent with the requirements in 29 USC 
3121 (c). 

b) Use funds available as described in section 29 USC 3163(b)(4) and use nonfederal 
funds available to the local area the CEO and local Board determine are appropriate 
and available for that use. 29 USC 3131. 

c) Annually, review and approve the local Board’s budget for the activities of the local 
Board. 29 USC 3122(d)(12)(A). 

d) Work with the local Board to negotiate and reach agreement on local performance 
measures. 29 USC 3122(d)(9). 

e) Work with the local Board to conduct oversight with respect to local programs of 
youth activities authorized under 29 USC 3164(c), local employment and training 
activities authorized under 29 USC 3174(c) and(d), and the one-stop delivery system 
in the local area.; and ensure the appropriate use and management of the WIOA 
funds provided for these activities and one-stop delivery system; and for workforce 
development activities, ensure the appropriate use, management and investment of 
funds to maximize performance outcomes under section 29 USC 3141. 29 USC 
3122(d)(8). 

f) In cooperation with the local Board, competitively designate or certify One Stop 
Operators, as described in 29 USC 3151(d)(2)(A) or terminate for cause the eligibility 
of such operators. 29 USC 3122(d)(10)(A).  

g) Review and approve a Memorandum of Understanding (MOU) between the local 
Board and the One Stop partners, relating to the operation of the One Stop delivery 
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system in the local area, consistent with the requirements in 29 USC 3151(c)(2). 
29USC 3151(c)(1). 

h) In agreement with the local Board, conduct oversight of the one-stop delivery 
system (29 USC 3151(a)(3)) and consult with the State as it establishes objective 
criteria and procedures used to evaluate the operation of the One-Stop center as 
described in 29 USC 3151(g). 

i) Consult with the local Board, the One Stop Operator, and the One-Stop partners 
regarding funding of the One-Stop infrastructure as described in 29 USC 3151(h). 

3. Engage in Consultation with Governor as described in 29 USC 3151,3162, 3173 
a) Consult with the Governor as he or she establishes guidance for infrastructure one- 

stop funding (29 USC 3151(h)(1)(B) and determines funding as described in 29 USC 
3151(h)(2)(C). 

b) Consult with the Governor as he/she determines funding allocation for youth 
activities and a statewide workforce investment activities under 29 USC 
3162(b)(1)(C). 29 USC 3163(b) 

c) Consult with the Governor as he/she determines funding allocation for adult 
employment and training activities and a statewide workforce investment activities 
under 29 USC 3172(b)(1)(B). 29 USC 3173(b)(1). 

d) Determine whether to appeal a gubernatorial reorganization determination made 
under 29 USC 3141(g)(A) to the Governor under 29 USC 3141(g)(B)(i) and to the 
Secretary of the U.S. Department of Labor under 29 USC 3141(g)(B)(ii). 

 
SECTION 10: This Consortium agreement shall be effective when approved by Resolutions 
adopted by the County Board of Supervisors of each County party hereto and executed by the 
Chief Elected Official thereof pursuant to said resolution and shall thereupon act to repeal and 
supersede any and all prior written or oral consortium agreements under P.L. 113-128, the 
Workforce Innovation and Opportunity Act. 
 
SECTION 11: Amendments to the Consortium agreement may be adopted with concurrence of 
the Board of Supervisors of each County party hereto. The Consortium may be dissolved and 
this agreement may be rescinded only with the consent of all the Boards of Supervisors of the 
Counties party hereto and the Governor. 
 
IN WITNESS WHEREOF, the parties hereto have caused this Charter Agreement to be executed 
by the Chairperson of the County Board of Supervisors or the County Executive of the 
aforementioned Counties. 
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BY-LAWS OF THE 
NORTH CENTRAL WISCONSIN WORKFORCE DEVELOPMENT BOARD, INC. 

 
ARTICLE I: NAME AND PURPOSE OF CORPORATION 
 
Section 1: Name 
 
This corporation shall be known as NORTH CENTRAL WISCONSIN WORKFORCE DEVELOPMENT BOARD, 
INC. 
 
Section 2: Principal Office 
 
The location of the principal office of the corporation shall be 3118 Post Road, Suite A, Stevens Point, 
Wisconsin 54481. 
 
Section 3: Purpose 
 
The purposes for which this corporation is formed are: 
 

A. The corporation shall serve as the Workforce Development Board for the counties of Adams, 
Forest, Langlade, Lincoln, Marathon, Oneida, Portage, Vilas, and Wood. 

 
B. The corporation's mission is to lead, support, and sustain the development and retention of a 

skilled, competitive workforce which meets the changing needs of regional employers and 
promotes economic growth in a global economy. (note:  strategic plan) 

 
C. The corporation is designed to provide strategic and operational oversight in collaboration with 

the required and additional partners and stakeholders to help develop a comprehensive and 
high-quality workforce development system in the region. (note:  WIOA language) 

 
D. The corporation shall be organized under Chapter 181 of the Wisconsin Statutes as a non-stock, 

non-profit, non-member corporation. 
 

E. The activities of the corporation shall be limited as prescribed in 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. 

 
F. The activities of the corporation shall be further limited to comply with the laws and regulations 

of any and all funding sources. 
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ARTICLE II: REGISTERED AGENT 
 
The corporation shall have and continuously maintain in Wisconsin a registered agent as required by 
Statute. The registered agent shall be Rene Daniels c/o North Central Wisconsin Workforce 
Development Board, 3118 Post Road, Suite A, Stevens Point, Wisconsin  54481. 
 
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 50l(c)(3) of the United 
States Internal Revenue Code of 1954 as it may be amended from time to time. 
 
The corporate powers, property, funds and affairs of the corporation, except as may be otherwise 
provided by law, the Articles of Incorporation, or the By-Laws, shall be vested in, exercised and 
controlled by the Workforce Development Board. 
 
ARTICLE IV: WORKFORCE DEVELOPMENT BOARD 
 
Section 1: Number 
 
The Workforce Development Board (“WDB”) shall consist of 27 members, in accordance with an 
agreement between the corporation and the Chief Elected Officials (hereinafter referred to as the 
"CEOs").  Members will be chosen by majority vote of those Chief Elected Officials present from the 
Counties of Adams, Forest, Langlade, Lincoln, Marathon, Oneida, Portage, Vilas, and Wood. 
 
Section 2:  Composition, Qualifications, Nomination and Appointment 
 

A. A majority of Board members shall be business owners, chief executives or  operating officers of 
businesses, or other executives with optimum policymaking or hiring authority.  

 
B. Business representatives must be nominated by local business organizations and business trade 

associations.  Business representatives should represent businesses, including small businesses, 
which provide employment opportunities in demand industry sectors and occupations. 
 

C. Not less than 20 percent of the members shall be representatives of the workforce within the 
local area.  Workforce representatives shall include: labor organizations, apprenticeship 
programs, and community-based organizations with demonstrated experience and expertise in 
addressing employment needs.  Labor representatives must be nominated by labor 
organizations or other representing organizations of employees.   
 

D. Education and training representatives must include a representative of WIOA Title II adult 
education and literacy and a representative of higher education institutions providing workforce 
investment activities.   
 

E. Government and economic development representatives must include a representative of 
economic and community development entities, a representative from the State employment 
service under the Wagner-Peyser Act, a representative from the State’s Division of Vocational 
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Rehabilitation, and a representative from the State’s Division of Unemployment Insurance. 
 

F. Other members may be selected by the CEOs to represent other community or regional 
interests. 
 

G. CEOs shall strive to attain a local board membership that reflects diversity in terms of gender, 
ethnicity, ability and disability, and geography with the WDA. 
 

H. All business members of the Board shall continue to reside or be employed in the Workforce 
Development Area from which appointed and continue to be employed in the capacity for which 
they were originally appointed during their term of office. The Chairperson or the Director of the 
corporation shall inform the Chairperson of the CEO Consortium of any change of residency or 
employment status of any member of the corporation which would affect the statutory 
composition of the membership.   
 

I. Vacancies must be filled in the same manner that the original appointments were made. 
Vacancies in the WDB will be timely reported to the CEOs which shall fill the vacancies in 
accordance with these Bylaws. 

 
All vacancies which occur will be filled by majority vote of the CEOs present at the meeting when 
the filling of the position is considered.  In the case of a member whose term has expired, this 
will take place at the annual meeting in June.  In the case of a member who resigns during the 
year, the position will be refilled at the next regularly scheduled CEO meeting. 

 
Section 3: Term 
 
The terms of the initial Workforce Development Board shall be for fixed and staggered terms from one 
to three years and assigned at random among the initial appointees. Thereafter, terms of the Workforce 
Development Board shall be for three years.  Members may be reappointed to succeed themselves for 
any number of three-year terms.  
 
There shall be no limit on the number of terms, consecutive or otherwise, for board members appointed 
in accordance with WIOA Section 107.  However, membership beyond two terms (six years) requires re-
nomination and approval through the standard process. 
 
Section 4: Compensation 
 
The Board may authorize compensation for services rendered to the corporation, consistent with 
funding source guidelines and law. 
 
Section 5: Resignation 
 
A member of the Board may resign at any time by notifying, in writing, the Chairperson and the 
Executive Director.  
 
Section 6: Removal 
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Any member of the Board may be removed, for causes, by majority vote of all Board members during a 
regularly scheduled meeting. Cause may, including the following: 
 

(a) Those causes specified in Section 17.16(2), Wisconsin Statutes. 
(b) For conviction of any federal or state crime constituting a felony. 
(c) For absences per these WDB By-Laws: Unexcused absences from three consecutive scheduled 

WDB meetings constitute cause for automatic removal. 
(d) For changes in employment status or residence that affect statutory board composition  
(e) If a WDB member shall fail to fulfill, in a timely and proper manner, his/her obligations under 

the WDB/CEO Agreement, or if the WDB member shall violate any of the covenants or 
stipulations of the WDB/CEO Agreement, he/she may be removed. Nothing herein shall be 
construed to permit removal of any WDB member for failure to concur in any proposed 
agreement with the CEO. 

 
Section 7: Ex-Officio Members 
 
The persons in two positions shall serve as Ex-Officio Directors without need for further action and shall 
serve until their successors are named.  Those persons shall be the Presidents, of two of the three 
technical colleges or their designees, not currently appointed to the Board on a rotational basis. Though 
these Ex-Officio Directors shall not have Board voting rights, they shall be participatory in every other 
manner. 
 
ARTICLE V: FUNCTIONS 
 
Section 1: Responsibilities of Workforce Development Board (WDB) 
 

A. The primary responsibility of the Board is to provide strategic direction and goals for the 
corporation.  
 

1. The WDB shall be responsible for the following functions: 
 
Perform all duties delineated under the Workforce Innovation and Opportunity Act of 
2014, including:  develop the local plan; conduct workforce research and regional labor 
market analysis; convene, broker, and leverage resources; engage employers; develop 
career pathways; adopt proven and promising practices; embrace technology; conduct 
program oversight, negotiate local performance accountability measures; select 
operators and providers; coordinate with education providers; oversee budget and 
administration; and ensure accessibility for individuals with disabilities. (Note:  WIOA 
delineation) 

 
Employ and monitor all needed staff to accomplish the goals and directives of the Act 
and other organization initiatives 

 
Appoint standing committees of the WDB and ad hoc groups as necessary to carry out 
the mission of the organization 

 
   The WDB will consider input from the CEOs during its deliberations. 
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2. The WDB will provide regular reports to the CEOs which outline progress toward 

completion of goals and objectives of the local Plan and to submit an annual audit 
report. 

 
Section 2: Responsibilities of CEOs  
 

A. The Chief Elected Officials shall perform all duties required under the Workforce Innovation and 
Opportunity Act of 2014 to include:  appoint the members of the Board, execute an agreement 
with the Board for the operation and functions of the Board, and serve as or designate the local 
grant recipient for WIOA funds allocated to the local area.  Additionally, the Chief Elected 
Officials will provide input to and concurrence with the Board to:  develop and submit a 
comprehensive four-year local plan, review and approve the annual budget, select a one-stop 
operator, and negotiate local performance accountability measures.  (Note:  WIA delineation) 

 
B. The CEOs shall review and consider the recommendation of the WDB when deliberating on the 

above responsibilities.  
 

 
ARTICLE VI: OFFICERS 
 
Section 1: Officers  
 
The Board of Directors shall elect, from its membership, the officers of NCWWDB. The officers shall 
include, Chairperson, Vice-Chairperson, and Secretary/Treasurer. The Chairperson, Vice-Chairperson, 
and Secretary/Treasurer shall be a business representative. 

 
Section 2: Election and Term 
 
The officers shall be elected by the Board of Directors at the annual meeting or any special meeting 
called for such purpose and serve one-year terms. Each officer may succeed himself or herself.  

 
Section 3: Vacancies 
 
If any officer position becomes vacant, the WDB 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 majority vote of the WDB. 

 
Section 5: Duties and Qualifications of Officers 
 

A. Chairperson: Shall be from among the Executive Committee and a representative of business; 
shall preside over all meetings of the Board and the Executive Committee; shall be an ex-officio 
member of all committees of the corporation; shall make all appointments to committees 
(except Executive Committee)and task forces, and shall have the general powers and duties 
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usually associated with the office of President under Chapter 181 of the Wisconsin Statutes, 
including, but not limited to, powers allowed by law to sign certificates, contracts and other 
instruments of the corporation which are authorized by the WDB. 

 
B. Vice-Chairperson:  Shall be from among the Executive Committee and a representative of 

business; shall serve in the Chairperson's stead if the Chairperson is unable to perform the 
duties of Chairperson, and shall perform such other duties as the Chairperson and the Board 
may direct.  At such times, the Vice-Chairperson shall have all the powers of the Chairperson. 

 
C. Secretary/Treasurer: Shall be from among the Executive Committee and a representative of   

business; shall ensure the integrity and distribution of the minutes of all meetings, a current 
accounting of the assets and liabilities of the corporation. The books of account shall, at all 
reasonable times, be open to inspection by any member. 

 
D. 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 Vice-Chairperson in the Chairperson's absence). 

 
ARTICLE VII: COMMITTEES 
 

A. EXECUTIVE COMMITTEE - The Executive Committee shall consist of the Chairperson, Vice-
Chairperson, and Secretary/Treasurer, a CEO selected by the CEO consortium, and up to four 
other members selected from the Board. The majority of Executive Committee members must 
represent business. The Executive Committee shall appoint Committees, as deemed necessary 
to effectively carryout the functions and responsibilities of the corporation.  

 
The Executive Committee shall have full authority to act on behalf of the Board of Directors 
between meetings of the Board on such issues of urgency deemed necessary. Any action taken 
by the Executive Committee shall be reported to the full Board at the next regularly scheduled 
meetings.  The Executive Committee acts as the Audit/Finance Committee. The Committee: 

 
1.  Develops annual budget and reviews revenue/expenses and financial procedures  
2.  Oversees audit procurement and annual audit process  
3.  Monitors progress on strategic objectives and work plans 
4.  Conducts grievance hearings for staff and/or vendors 
5.  Provides general oversight of WDB staff personnel issues 
6.  Provides policy direction to and performance evaluation of the Executive Director  
7.  Recommends Board organizational policies and procedures  

 
B. JOINT WDB/CEO COMMITTEE ON CONCURRENCE-Acts to resolve conflicts between the WDB 

and CEOs. 
 

In the event of non-concurrence by the WDB or and CEOs, a Joint Committee on Concurrence 
may be invoked by referral of the issue to the Committee.  It will consist of two members of the  
CEOs appointed by the CEO Consortium Chairperson and two members of the WDB appointed 
by the Chairperson.  It shall be convened upon the joint call of the CEO Consortium Chairperson 
and the WDB Chairperson.  Said Chairpersons shall jointly select one of the appointees to serve 
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as chairperson of the joint committee shall be chosen from a blind drawing of all other CEO and 
Board members. The Committee shall report its recommendations to the WDB and the CEOs 
within fifteen (15) days of being convened.  The WDB and the CEOs shall act on the report within 
fifteen (15) days of receipt. 

 
 

C.    STRATEGIC DIRECTIONS  -  Serves to monitor and guide implementation of the strategic plan 
   and the WIOA Local Plan.  Responsibilities: 

 
1. Oversees development of new programs and services which address strategic objectives 
2. Assesses the performance of existing programs and services, ensures continuous quality 

improvement, ensures effective provision of service to individuals with disabilities, and 
recommends improvements, as necessary 

3. Develops and recommends substantive shifts in strategy based on changing labor, 
demographic and/or economic trends 

4. Assesses the adequacy of staff, resources, and partners to meet strategic objectives 
5. Provides guidance in meeting statutory and funding source program requirements  

 
This Committee shall be chaired by a Board member appointed by the Board Chairperson.  The 
Committee will include both members of the Board and other community individuals appointed by 
the Board which have been determined to have appropriate experience and expertise. This 
Committee makes regular reports to the Board and CEO Consortium. 

 
E. TALENT PIPELINE DEVELOPMENT - Serves to develop collaborative initiatives which address 

future workforce needs and to oversee youth programs and services. Responsibilities: 
 

1. Assists in development of youth employment and training policy and practice  
2. Establishes and maintains linkages with other youth-serving organizations to create a 

collaborative regional talent pipeline 
3. Promotes and participates in the “school –to-work” system 
4. Assists the Board in identifying funding opportunities for regional youth initiatives  
5. Assumes accountability for implementation of youth-focused strategic objectives 

identified by the Board 
 

This Committee shall be chaired by a Board member as appointed by the Board Chairperson.  The 
Committee will include both members of the Board and other community individuals appointed by 
the Board which have been determined to have appropriate experience and expertise. This 
Committee makes regular reports to the Board and CEO Consortium. 

 
F. ONE-STOP  CONSORTIUM COMMITTEE-  Conducts operational oversight of the one-stop 

delivery system.  This Committee shall ensure adherence to all applicable WIOA statutes, federal 
and state laws, and Board/CEO documents, including the Memorandum of Understanding, 
strategic plan, and WIOA Local Plan.  This Committee makes regular reports to the Board and 
CEO Consortium. 
 

G. AD HOC COMMITEES- Ad Hoc Committees may be appointed by the Chairperson as needed for 
a specific purpose or charge. 
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ARTICLE VIII: MEETINGS 
 
Section 1: Open Meeting Law 
 
The provision of Subchapter IV of Chapter 19.  Wisconsin Statutes, regarding open meetings of 
governmental bodies shall apply to all meetings and proceedings of the WDB, including those of its 
formally constituted subunits. 
 
Section 2: Annual Meeting 
 
The Annual Meeting of the WDB shall be held each year during the month of June for the purpose of 
seating new members and for the transaction of the business as may come before the corporation. 
 
Section 3: Regular Meetings 
 
The regular meeting of the WDB shall be held at least quarterly at a time and place designated by the  
Board. 
 
Section 4: Special Meetings 
 
Special meetings of the WDB may be called at the request of the Chairperson or a member of the 
Council board by petition, and signed by at least one-third of the members and properly filed with the 
Secretary. 
 
Section 5: Notice 
 
Notice of each regular and annual meeting shall be given by written notice delivered no less than 48 
hours prior to the meeting.   
 
Section 6: Quorum 
 
A simple majority of the filled seats of the Board of Directors shall constitute a quorum for purposes of 
any regularly scheduled meeting.  
 
Section 7: Voting 
 
At all Board meetings, each member shall have one vote. No proxy votes shall be permitted. Simple 
majority of members present shall prevail in all matters except to those matters which, by law or by 
these by-laws require other than a majority vote. Votes on matters which require concurrence of the 
WDB and the CEOs shall be recorded in the minutes of the respective bodies. 
 
Section 8: Minutes 
 
The Board shall keep a correct and complete record of all corporation proceedings.  
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Section 9: Procedure 
 
All meetings of the Board shall be governed by the By-Laws, or standing rules of the corporation or 
Robert's Rules of Order in all matters not covered therein. 
 
Section 10: Telephonic or Other Electronic Meetings 
 
Telephonic or electronic or interactive TV conference call meetings shall be permitted for all regular, 
special and committee meetings provided arrangements are made for members of the public to have all 
persons attending by telephone or other elections means with the approval of a majority of those 
eligible to vote at any such meeting. Telephonic or electronic or interactive TV conference call meetings 
shall not be allowed for annual meetings. 
 
Section 11: Chief Elected Officials 
 
At no time shall the WDB and the CEOs vote as a combined unit. 
 
ARTICLE IX: STATUS 
 
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 organization. 
 
ARTICLE X: CONFLICT OF INTEREST 
 
No member of the Board shall cast a vote on the provision of services by that member (or any 
organization of which that member is an owner, manager, employee or agent) or vote on any matter 
which would provide direct financial benefit to that member or any organization of which that member 
is an owner, manager, employee or agent.  Subject to the provisions of the WDB/CEO Agreement, the 
WDB may enter into any contract or transaction with one or more of its directors, officers or committee 
members on the condition that: 
 

A. The affected director(s), officer(s) or committee members do not participate in the negotiation 
of the contract or transaction and do not participate in the discussion or debate of such 
contracts or transactions before the WDB. 
 

B. The material facts as to the relationship of interest as to the contract or transaction are 
disclosed or are known to the WDB. 
 

C. The WDB in good faith authorizes the contract or transaction by the affirmative vote of a 
majority of the disinterested directors. 

 
Each Board member shall be required to file a conflict of interest disclosure statement on an annual 
basis.   
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ARTICLE XI: DEPOSITS, CONTRACTS, 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 on its name unless authorized by or under the authority 
of a resolution of the Board 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 Vice-Chairperson in the Chairperson's absence) and attested to by another member of 
the corporation. 
 
Section 2: Drafts, etc. 
 
All checks, drafts or other orders of payment of money, notes or other evidences of indebtedness will be 
issued by the NCWWDB Finance Director with review by Executive Director, WDB Chair and Fiscal Clerk. 
All drafts are subject to annual audit. Bonding or insurance protection shall be provided to those officers 
or staff members eligible to authorize the disbursement of funds. 
 
Section 3: Contracts 
 
Any contracts in excess of $50,000 shall be approved by the chair of the CEO Consortium on behalf of 
the CEOs and by the Chair of the WDB on behalf of the WDB prior to award.  
 
Section 4: Dissolution 
 
Upon dissolution of the corporation for any cause, the properties then in possession of the corporation 
shall be turned over to 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 XII: INDEMNIFICATION 
 
Section1: Indemnification 
 
Any former, present, or future director or officer of this corporation or the legal representative of any 
such director of officer shall be indemnified by this corporation against reasonable cost, expenses 
(which shall include amounts paid as fines or penalties or in settlement or in satisfaction of judgments) 
and counsel fees paid or incurred in connection with any claim or any threatened or actual action, suit, 
or proceeding (civil, criminal, administrative, investigative or other, including appeals, and whether or 
not relating to a date prior to the adoption of this By-Law) in which he may be involved as a party of 
otherwise, by reason of his being or having been a director or officer, or by reason of any action taken or 
not taken by him in such capacity, provided: (1) if said action, suit, or proceeding shall be prosecuted 
against such director of officer, or against his legal representative to final determination, and it shall not 
be finally adjudged in such action, suit, or proceeding that he had been derelict in the performance of 
his duties as such director or officer; or (2) if said claim or said threatened or actual action, suit, or 
proceeding shall be settled or otherwise terminated (failure to institute shall be deemed termination) as 
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against such director or officer or his legal representative without a final determination on the merits, 
the corporation shall determine that said director or officer had not in any substantial manner been 
derelict in the performance of his duties as charged in such claim, action, suit, or proceeding, such 
determination to be made as hereinafter provided. 
 
Any former, present, or future employee of the corporation who is not a director of officer thereof, or 
the legal representative of any such employee, may be indemnified by the corporation at the discretion 
of the Board of Directors of the corporation against reasonable costs, expenses, and counsel fees of the 
character referred to in the preceding paragraph of this section and upon terms and conditions as from 
time to time shall be established by the Board of Directors.  
 
All determinations required or permitted by this By-Law, except those to be made pursuant to statutory 
provisions, shall be made by a majority of a quorum of the Board of Directors comprised of those 
directors who are not parties to such claim, action, suit, or proceeding, or if no such quorum exits, or if 
such quorum exists and it so resolves, by legal counsel regularly retained by the corporation (who may 
or may not be a director of the corporation) selected by the WDB or, if such counsel fails or refuses to 
do so, by a group of three (3) or more disinterested person, selected by the WDB to whom the questions 
shall be referred by the WDB. 
 
The termination of any action, suit, or proceeding by a plea of nolo contendere or other like plea shall 
not constitute a final determination on the merits nor shall a judgment of conviction in any criminal 
action, suit, or proceeding constitute a determination that the person so convicted had been derelict in 
the performance of his duties if in either case it is determined that the person so convicted acted in 
good faith for a purpose which he reasonably believed to be in the best interest of  the corporation and 
that he had no reasonable cause to believe that his conduct was unlawful.  
 
Subject to the limitations hereinabove imposed, it is intended by this By-Law to grant indemnity to the 
full extent possible under the law.  
 
Advances may be made by the corporation against costs, expenses, fess, and amounts paid in 
settlement or in satisfaction of judgments or as fines or penalties as, and upon the terms determined by 
a majority of a quorum of the WDB comprised of those directors who are not parties in such claim, 
action, suit, or proceeding, or if no such quorum exists, or if such quorum exits and it so resolves, by 
legal counsel regularly retained by the corporation (who may or may not be a director of the 
corporation), or is such counsel fails or refuses to do so, by independent legal counsel (who may or may 
not be a director of the corporation) selected by the WDB or, if such counsel fails or refuses to do so, by 
a group of three (3) or more disinterested persons, selected by the WDB, to whom the questions shall 
be referred by the WDB. 
 
Section 2: Indemnification not Exclusive 
 
The right of indemnification provided by this By-Law shall not be exclusive of any other rights to which 
any director, officer, or employee may by entitled as a matter of law or which may be lawfully granted 
to him. The indemnification so granted by the corporation shall be in addition to and not in restriction or 
limitation of any other privilege or power, which the corporation may lawfully exercise the respect to 
the indemnification or reimbursement of directors, officers, or employees.  
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Section 3: 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 
him and incurred by him in any such capacity, or arising out of his status as such, whether or not the 
corporation would have the power to indemnify him against such liability under the provisions of this 
By-Law.  
 
Section 4: Contract 
 
The provisions of this By-Law 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 By-Law is in effect. 
 
ARTICLE XIII: FISCAL YEAR 
 
The corporation's fiscal year shall be July 1 to June 30. 
 
ARTICLE XIV: AMENDMENTS 
 
These By-Laws may be amended by the affirmative vote of a majority of the Board in office at a duly 
called meeting, provided the proposed amendment shall have been submitted in writing to all members 
at least ten (10) days in advance of such meeting. 
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MEMBERSHIP CHART for the WORKFORCE DEVELOPMENT BOARD CERTIFICATION 2015-2016 

(Use additional sheets as necessary) 
 
Workforce Development Area Name: North Central Wisconsin Workforce Development Board 
 
Contact Person Name and Title: Rene Daniels, Executive Director 

Member Name & Title 
(number each entry) 

Business and/or Organization 
Name, Address, Phone 

Number and Email Address 

Check 
if  

Person 
is for 
the 

Busine
ss 

Catego
ry 
  

 
If not a Business 
Representative, 

Check the 
Category 
Member 

Represents  
(Workforce, 
Education & 

Training, 
Government & 
Economic Dev, 

Other) 
 

Nominating 
Organization  

Term 
Starts 

on 
(M/DD/

YY) 

Term 
Ends 

on 
(M/DD/

YY) 

NAICS 
Code * 

1. Wenzel, Bill  
General Manager 
 
 
 

Northland Stainless 
1119 Bridge Street 
Tomahawk WI 54487 
(715) 224-2280  
bill.wenzel@samuel.com 

  Lincoln County 
Economic Development 
Corporation 

7/1/14 6/30/17 33313 

2. Swan, DuWayne 
HR Recruiting & Staffing 
Specialist 
 
  

Roehl Transport 
1916 E 29th Street 
Marshfield, WI 54449 
(715) 591-3795 
dswan@roehl.net 

  Marshfield Area 
Chamber of Commerce 

7/1/14 6/30/17 48412 

3. Zimmerman, Ron 
HR Manager  

Packaging Corp of America 
N9090 County Road E 
Tomahawk, WI 54487 

  Lincoln County 
Economic Development 
Corporation 

7/1/15 6/30/18 32212 
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(715) 453-2131 Ext 344 
rdz9795@gmail.com 

4. Kinsella, Joe 
President 
 

Pointe Precision 
2675 Precision Drive 
Plover, WI 54467 
(715) 342-5100  
jkinsella@pointeprecision.com 

  Portage County 
Business Council 

7/1/14 6/30/17 31332 

5. Murphy, Matthew 
 Customer Service Manager 

Wisconsin Public Service 
1700 Sherman Street 
Wausau, WI 54403 
(715) 848-7388  
mmmurphy@wisconsinpublic 
service.com  

  Wausau Region 
Chamber of Commerce 

7/1/13 6/30/16 43220 

6. Drengler, Kathy 
Vice President, Human 
Resources 
 

Greenheck Fan  
2103 Ross Avenue 
Schofield, WI 54476 
(715) 355-2264 
Kathy.Drengler@greenheck.com 

  Wausau Region 
Chamber of Commerce 

7/1/15 6/30/18 62211 

7. Olson, Kent 
Owner 
 
 
 

Olson Tire & Auto 
601 Forest Street 
Wausau, WI 54403 
(715) 845-8473  
kent@olsontireandauto.com 

  Wausau Region 
Chamber of Commerce 

7/1/15 6/30/18 42441 

8. Held, Ashley 
HR Manager 
 

Prevention Genetics 
3800 S Business Park Avenue 
Marshfield, WI 54449 
(715) 387-0484 X 162  
Ashley.Held@preventiongenetic
s.com 

  Marshfield Chamber of 
Commerce  

7/1/14 6/30/17 31321 

9. Karl, Ron 
Owner 
 
 

Ron Karl Farms & Logging  
4413 Airport Lane 
Laona, WI 54541 
(715) 674-3602  
rkspupin@yahoo.com 

  CEO 7/1/14 6/30/17 11331 

10. Michalsen, Bill 
HR Manager 

Travel Guard 
3300 Business Park Drive 

  Portage County 
Business Council 

7/1/14 6/30/17 52412 
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Stevens Point, WI 54482 
(715) 345-1041  
Bill.Michalsen@travelguard.com 

11. Sobczak, Lisa 
HR Branch Manager 
 
 

ABR Employment Services 
5709 Windy Drive Suite C 
Stevens Point, WI 54482 
(715) 344-7146 
lsobczak@abrjobs.com 

  Portage County 
Business Council 

7/1/15 6/30/18 60561 

12. Schulfer, LouAnn 
Owner/Investment Advisor  
 
 
 

Schulfer & Associates 
1417 Main Street 
Stevens Point, WI 54481 
(715) 343-9600  
Louann.Schulfer@lpl.com 

  CEO 7/1/15 6/30/18 52591 

13. Zenk, Ann  
VP Patient Care Services 

Sacred Heart St. Mary’s Hospital  
2251 North Shore Drive 
Rhinelander WI 54501 
(715) 361-2177  
Ann.Zenk@ministryhealth.org  

  CEO/Oneida County 
Economic Development 
Corporation 

7/1/14 6/30/17 62211 

14. Schreiber, Angela 
Executive Director 
 

Grow North 
PO Box 518 
Rhinelander, WI 54501 
(715) 216-4631 
grownorthed@gmail.com 

  Grow North 7/1/14 6/30/17 92611 

15. Marshall, Steve 
Owner 
 
 

Marshall’s Forest Products 
N6978 County Road H 
Gleason, WI 54435 
(715) 623-6090  

  Langlade County 
Economic Development 
Corporation 

7/1/15 6/30/18 42399 

16. Gilmore, Kristine 
Superintendent 
 
 

DC Everest School District 
6300 Alderson Street 
Weston, WI 54476 
(715) 359-4221  
kgilmore@dce.k12.wi.us 

 K-12 Schools CEO  7/1/15 6/30/16 N/A 

17. Kiesling, Cindy 
Statewide Director 
 

AFL-CIO LETC 
2811 8th Street S Suite 30 
Wi Rapids, WI 54494 
(715) 422-4716  
cynkiesling@yahoo.com 

 Labor Central Labor Council 7/1/13 6/30/16 N/A 
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18. Kramer, Mark  
Business Rep  

United Brotherhood of 
Carpenters & Joiners 
810 County Hwy XX 
Mosinee, WI 54455 
(715) 355-0806  
mdkramer56@charter.net 

 Labor Central Labor Council 7/1/14 6/30/17 N/A 

19. Sargent, Jeff  
Executive Director  

North Central CAA 
2111 8th St S Suite 102 
Wi Rapids, WI 54494 
(715) 424-2581  
jsargent@nccapinc.com 

 Workforce North Central 
Community Action 
Agency 

7/1/13 6/30/16 N/A 

20.Eckmann, David 
Assistant to Chancellor for 
Economic Development 

UW-Stevens Point 
2100 Main Street 
Stevens Point, WI 54481 
(715) 346-3211 
deckmann@uwsp.edu 

 Education & 
Training and 
Economic 
Development  

UW-Stevens Point 7/1/14 6/30/17 N/A 

21. Borowicz, Mark  
Dean of Industry & 
Business Solutions 
 

Northcentral Technical College 
1000 W Campus Drive 
Wausau, WI 54401 
(715) 803-1121 
borowicz@ntc.edu 

 Education and 
Training 

Northcentral Technical 
College 

7/1/13 6/30/16 N/A 

22. Noland, Patty  
District Director  
 
 

DVR 
364 Grand Avenue 
Wausau, WI 54403 
(715) 261-8762  
Patricia.Noland@dwd.wisconsin.
gov 

 Government-Voc 
Rehab 

WI DWD 7/1/15 6/30/18 N/A 

23. Christiansen, Marcia 
CEO  

Forward Service Corporation 
4600 American Parkway Suite 
301 
Madison, WI 53718 
(608) 268-2251 
MChristiansen@fsc-corp.org 

 Workforce FSC 7/1/15 6/30/18 N/A 

24. Yach, James 
Job Service Director WDA 6  

Job Service  
364 Grand Avenue 
Wausau, WI 54403 
(715) 261-8742  

 Government WI DWD 7/1/13 6/30/16 N/A 
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James.Yach@dwd.wisconsin.go
v   

25. Bencke, Todd 
Assistant Business 
Manager  
 
 

UA Local 434 Plumbers & 
Steamfitters 
912 North View Drive 
Mosinee WI 54455 
(715) 692-4341  
tbencke@ualocal434.org 

 Workforce-
Apprenticeship 

UA Local 434 7/1/15 6/30/16 N/A 

26. Jackson, Dana  
ED Director  

Wi Indian Consortium 
PO Box 181 
Odanah, WI 54861 
(715) 682-7111 Ext 1530 
djacksonbred@yahoo.com 

 Workforce Tribal Government 7/1/15 6/30/18 N/A 

27. Peet, Jolene 
Adjudication Supervisor  
 
 

DWD-UI  
715 South Barstow  
Eau Claire, WI 54701 
(715) 830-8113  
Jolene.Peet@dwd.wisconsin.gov 

 Government WI DWD 7/1/15 6/30/18 N/A 

*Enter the appropriate NAICS Code that can be found on the U.S. Census Bureau website at 
http://www.census.gov/epcd/naics02/naicod02.h 
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NCWWDB Organizational Diagram 
 

Chief Elected Officials 
Tom Rudolph, Chair 
Rene Daniels, Staff 

Board of Directors 
Kent Olson, Chair 

Rene Daniels, Staff 

Executive Committee 
Kent Olson, Chair 

Rene Daniels, Staff 

Strategic Directions 
Committee 

Ron Zimmerman, Chair 
Rene Daniels, Staff 

Subcommittee/Task Force 

Subcommittee/Task Force Subcommittee/Task Force 

Subcommittee/Task Force 

Talent Pipeline Development 
Committee 
_____, Chair 

Jane Spencer, Staff 
Derek Heikkinen, Staff 

Business Solutions 

One Stop Operator  
______, Chair 

Nicole Rice, Staff 
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NORTH CENTRAL WISCONSIN WORKFORCE DEVELOPMENT BOARD 
COMMITTEE RESPONSBILITIES 

 
 

A. EXECUTIVE - The Executive Committee shall appoint Committees, as deemed necessary to 
effectively carryout the functions and responsibilities of the corporation. The Executive 
Committee shall have full authority to act on behalf of the Board of Directors between 
meetings of the Board on such issues of urgency deemed necessary. The Executive 
Committee acts as the Audit/Finance Committee. The Committee: 

 
1.  Develops annual budget and reviews revenue/expenses and financial procedures  
2.  Oversees audit procurement and annual audit process  
3.  Monitors progress on strategic objectives and work plans 
4.  Conducts grievance hearings for staff and/or vendors 
5.  Provides general oversight of WDB staff personnel issues 
6.  Provides policy direction to and performance evaluation of the Executive Director  
7.  Recommends Board organizational and program policies and procedures  

 
B.  STRATEGIC DIRECTIONS  -  Serves to monitor and guide implementation of the strategic plan 
    and the WIOA Local Plan.   
 

Strategic theme one:   monitoring and responding to external environment shifts/changes 
Strategic initiatives 

1. monitor and respond to worker shortages in any sectors in the primary 18-64 age 
group. 

2. increase community awareness of changing external workforce development issues 
and initiatives, and coordinate effective communications among the many workforce 
and economic development organizations in the area. 

Strategic theme two:  strengthening services and partnerships  
Strategic initiatives 

1. work with local employers to find out what skills are needed.  
2. help maximize collaboration of workforce development efforts in the region. 
3. expand partnerships to promote regional workforce and economic development 

Strategic theme three: strengthening awareness of NCWWDB 
Strategic initiatives 

1. increase awareness of mission, vision, and services. 
2. develop a process to measure the return on investment for programs/services. 
3. investigate, and where appropriate, implement strategies to address the lack of 

private sector financial support and overall narrow funding stream 
 

C. TALENT PIPELINE DEVELOPMENT - Serves to develop collaborative initiatives which address 
future workforce needs and to oversee youth programs and services. Responsibilities: 

 
1. Develops and recommends substantive shifts in strategies and programs based on 

changing labor, demographic and/or economic trends 
2. Identifies priorities for pipeline development, including youth, incumbent workers, 

and special populations with barriers to employment (including offenders, people 
with disabilities, low-income, and low-skilled) 
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3. Assesses the performance of existing programs and services, ensures continuous 
quality improvement, and recommends improvements, as necessary 

4. Establishes and maintains linkages with other workforce and economic development 
organizations to create a collaborative regional talent pipeline 

5. Promotes and participates in the “school –to-work” system 
6. Assumes accountability for implementation of the WIOA Youth Program 

 
The Strategic Directions and Talent Pipeline Development Committees shall be chaired by a 
Board member appointed by the Board Chairperson.  The Committee will include both members 
of the Board and other community individuals appointed by the Board which have been 
determined to have appropriate experience and expertise. This Committee makes regular reports 
to the Board and CEO Consortium. 

 
D. ONE-STOP-OPERATOR CONSORTIUM - Conducts operational oversight of the one-stop 
delivery system 

 
Note:  WIOA requires each Workforce Development Board to develop a memorandum of 
understanding (MOU) with job center partners; designate or certify one-stop operators (OSOs); 
and conduct oversight with respect to the job center system in the local area.  Final guidance 
from the Wisconsin Department of Workforce Development on how to conduct the designation 
process is pending. The MOU must be submitted and approved by DWD June 30, 2016. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
January 15, 2016 
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North Central Wisconsin Workforce Development Board 
Calendar of Meetings for 2016  

January 2016  February 2016     March 2016   
7-CEO-9:30 am NTC 10-Executive Com-9:00 NTC 1-OSO Committee 1:00 WDB 

13-Executive Com-9:00 am NTC 17-Program Policy-1:30 Web 9-Executive Com-9:00  NTC 

20-YSP 1:00 TBD 19-DW Providers-9:00 Birch 10-CEO-9:30  NTC 

27-Bus Services Com-1:00 NTC 24-Bus Services Com-1:00 NTC 18-DW Providers-9:00 Birch 

28-CEO-9:00/WDB 9:30 NTC   30-Bus Services Com-1:00 NTC 

29-DW Providers 9:00 Birch     

April 2016  May 2016  June 2016  

13-Executive Com-9:00 NTC 11-Executive Com-9:00 NTC 7-OSO Committee-1:00 WDB 

15-DW Providers-9:00 Birch 18-Program Policy-1:30 Web 8-Executive Com-9:00 NTC 

20-ASP &YSP-1:00 TBD 20-DW Providers-9:00 Birch 9-CEO 9:30 NTC 

27-Bus Services Com-1:00 NTC 25-Bus Services Com-1:00 NTC 16- WDB-9:30 NTC 

28-WDB -9:30  NTC   17-DW Providers-9:00 Birch 

    29-Bus Services Com-1:00 NTC 

July 2016  August 2016  September 2016  
13-Executive Com-9:00 NTC 10-Executive Com-9:00 NTC 6-OSO Committee-1:00 WDB 

15- DW Providers-9:00 Birch 17-Program Policy-1:30 Web 8-CEO 9:30 NTC 

20-ASP & YSP-1:00 TBD 26-DW Providers-9:00 Birch 14-Executive Com-9:00 NTC 

27- Bus Services Com 1:00 NTC 31-Bus Services Com-1:00 NTC 16-DW Providers 9:00 Birch 

    22-WDB-9:30 NTC 

    28-Bus Services Com-1:00 NTC 

October 2016  November 2016  December 2016  

12-Executive Com-9:00 NTC 9-Executive Com 9:00 NTC 6-OSO Committee 1:00 WDB 

14-DW Providers-9:00 Birch 18-Program Policy-1:30 Web 8-CEO 9:30 NTC 

19- ASP & YSP-1:00        TBD 18-DW Providers 9:00 Birch 14-Executive Com 9:00 NTC 

26-Bus Services Com-1:00 NTC 30-Bus Services Com-1:00 NTC 16-DW Providers-9:00 Birch 

    28-Bus Services Com-1:00 NTC 

      

      

      

      

      

      

      

      

 Meetings will be added or cancelled as business warrants.   Most will be in Wausau; some committees 
and full Board meetings will rotate locations when available. 

 The full NCWWDB meetings will be held at NTC in the Center for Business & Industry in Room CBI-
103/110 unless otherwise noted in the meeting announcements. The CEO meetings will be in the 
Center for Business & Industry in Room CBI-108 at NTC unless otherwise noted in the meeting 
announcement.  

 All committee meetings are held at Northcentral Technical College in Wausau unless otherwise noted 
on the calendar. 
 
Revised:  01/11/16 
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North Central Wisconsin Workforce Development Board  

 
EXECUTIVE DIRECTOR JOB DESCRIPTION 
FULL-TIME POSITION (EXEMPT ADMIN) 

SUMMARY 
Responsible for daily management and direction of the NCWWDB.  Serve as chief managing officer of 

the NCWWDB with authority subject to the policies prescribed by the Board of Directors.  

Responsibilities include planning, implementing, and evaluating activities of the organization by 

performing the following duties personally or through subordinate managers/staff. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  
Include the following; other duties may be assigned: 

 

 Take a leadership role in formulating and articulating the NCWWDB’s vision and mission. 

 

 Execute major policies, programs/objectives, and strategic and tactical plans to ensure 

organizational effectiveness.  

 

 Direct the overall development, implementation, and adherence to the comprehensive Local 

Workforce Innovation and Opportunity Act (WIOA) Plan. 

 

 Develop and provide oversight of the annual budget, program budgets, and procurement 

processes; ensure sound financial management practices and fiscal compliance with all applicable 

rules and regulations. 

 

 Provide oversight of contracted service providers, ensuring maximum performance on 

measurable outcomes and other stated goals, and taking corrective action when necessary. 

 

 Provide supervision to all staff and ensure compliance with NCWWDB employee policies;  

perform all related human resource functions including: developing job descriptions, 

hiring/terminating, and motivating and assessing employee performance. 

 

 Develop policy recommendations for Board of Directors/ Chief Elected Officials (CEOs) 

consideration and implement decisions made by the Board and/or CEOs; serve as staff and 

regularly communicate with the Board, Executive Committee, and CEOs. 

 

 Coordinate with other employment and training organizations, educational institutions, economic 

development organizations, foundations, etc. to foster collaborative workforce development 

across the nine-county Workforce Development Area, taking a leadership role when appropriate.  

 

 Serve on local, regional, and state project workgroups, as appropriate, to promote the growth and 

development of the NCWWDB. 

 

 Oversee organizational communication with partners, governmental units/legislators, and the 

public.  Serve as the lead in communicating with community organizations, stakeholder groups, 

and the media. 
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QUALIFICATIONS OF AN IDEAL CANDIDATE INCLUDE: 
 

 Broad knowledge and experience in employment and training programming, including the 

Workforce Innovation and Opportunity Act and related programs, grant/program development, 

and procurement. 

 

 Must be a seasoned management professional with strong business development, corporate 

strategy and marketing acumen. A minimum of two years senior-level management experience 

with P&L responsibility in excess of $2M, preferably in a public administration setting. 

  

 Must be a hands-on performer, capable of building NCWWDB capacity and reputation. 

 

 Must possess excellent written and verbal communication skills, with the capability of 

articulating the NCWWDB’s vision with stakeholders. 

 

 Must possess a passion for customer service and the dual customer “customer experience”. 

 

 Must possess a B.A/B.S. degree and at least five years related experience at a management level. 

 

DEMONSTRATED SKILLS OF AN IDEAL CANDIDATE INCLUDE: 
 

 High impact, dynamic and visionary leadership skills with a record of achieving results 

individually and through others; an intelligent, strategic thinker with proven ability to achieve 

plans.  

 

 Proven ability to conceptualize, organize, evaluate, analyze, and execute multiple projects.  

 

 Strong interpersonal skills and an ability to communicate effectively orally and in writing.  

 

 Proficient in word processing and spreadsheet software.  
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SECTION 1500  
COST ALLOCATION PROCEDURES  
 
I. GENERAL PHILOSOPHY  
A. North Central Wisconsin Workforce Development Board, Inc. has established a philosophy of 

providing administrative and customer support services in direct proportion to the level of benefit derived 

for each program. The efforts of the Administrative Staff 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. The Administrative Staff functions under a "team" concept to deal with those customers most in 

need and who can best benefit from the resources available. Sources of revenues include the Department 

of Labor and other Federal, State and local government.  

 

B. 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. Cost assignments 

are intended to measure relative benefit received by a specific grant and cost objective.  

 

II. ACCOUNT STRUCTURES  
Grants are assigned a separate three-digit prefix number in the automated accounting system to insure 

separation by grant of both direct and indirect costs. Cost objectives are defined and separated by a four-

digit number and are also further defined using assigned general ledger account numbers.  

 
III. ALLOCATING OF COSTS:  
As stated above, all efforts are made to charge expenses directly to the program which received the 

benefit. For expenditures where direct benefit cannot accurately be defined, NCWWDB will allocate the 

expenditure based on employee’s time allocated to each grant during the previous quarter. The allocation 

schedule will be updated quarterly, and will be used to allocate expenditures independently.  

NCWWDB may allocate costs based on expenditures during a specific time period or participants served 

if either provide a more accurate basis for allocation. 
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SECTION 300  
CASH MANAGEMENT PROCEDURES 

Funding Source Requests for Payment or Reimbursement: 

 

A. The Finance Director will monitor cash levels in all NCWWDB accounts. Bank reconciliation is 

done monthly by Finance Director and is reviewed by the Executive Director. 

 

B. Draws from funding sources will not be made in advance but will be based on accounting 

receivable of which detailed subsidiary ledger is maintained.  Cash in the NCWWDB will be kept 

at a minimum and will be managed in compliance with DWD/DWS Administrative Assurances 

and Requirements or other funding source rules and regulations as appropriate. 

 

C. Requests for funding source payments will be prepared by the Finance Director based on the 

needs of NCWWDB on a bi-weekly basis. When requests have been fulfilled, the Finance 

Director will enter those funding source requests into the General Ledger module of the 

accounting system.   

 

D. Invoices from sub-grantees will be paid within 30 days from receipt of invoices.  Items to be 

considered when anticipating cash needs include, but are not limited to: 

 

a. Unpaid invoices on hand 

b. Estimated salaries/wages and fringe benefits 

c. Rents that are due 

d. Reimbursement requests from sub-recipients 

 

E. The Executive Director will review and approve all reimbursement requests made to DWD/DWS. 

 

F. Upon receipt of checks, a cash receipt (in accordance with Section 400) will be generated.  

Checks will then immediately be deposited in the appropriate NCWWDB account. 
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Forward 
 

This Policy Manual is intended as a guideline only.  Nothing contained in this handbook shall be considered as 

an offer to contract, or as a contract between the North Central Wisconsin Workforce Development Board, Inc. 

(NCWWDB) and any employee, or as a limitation on the right of either NCWWDB or the employee to 

terminate employment, with or without cause. 

 

Purpose 
 

The following is a comprehensive Personnel Policy Manual for the NCWWDB staff.  The policies in this 

manual have been established to ensure equitable and uniform treatment of all employees and to avoid any 

misunderstanding of the rights, responsibilities and benefits available to such employees.  Administration of 

these policies is under the guidance and/or approval of the NCWWDB Executive Director or designee. 

 

Should any part of this manual be ruled obsolete or invalid, the balance of this document would remain intact. 
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Our Mission Statement 

“To create the highest quality of life in our communities by focusing on solutions to workforce development 

issues.” 

Our Vision 

Be known as the leader to partner with government, business and local agencies to achieve a quality workforce 

and thriving economy that produces a high per capita income and a lower poverty rate through an integrated 

service delivery system. 

Our Core Values 

 We value identifying individual potential and investing in human development 

 We champion collaboration and innovation 

 We value diversity 

 We value flexibility and integrity 

 We will serve those who need us regardless of challenges of barriers 

 We value a high-quality standard of life for all 

Disclaimers 

1. This handbook does not alter the “at-will” relationship between employer and employee (Unless the 

employer wants to change this traditional relationship). 

 

2. This handbook does not create a contract, express or implied. 

 

3. This handbook does not guarantee employment for any definite period of time. 

 

4. This handbook supersedes any previous handbook or unwritten policies. 

 

5. This handbook will be reviewed annually; accordingly the contents are subject to change including, but 

not limited to health insurance policy and premiums.  
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I. Definitions 

Anniversary Date – The latest date an employee begins NCWWDB employment. 

 

At-will Employment – At-will Employment is a doctrine of American law that defines the employment 

relationship wherein the employer is free to discharge individuals for good cause, bad cause or no cause at all 

and the employee is equally free to quit, strike or otherwise cease work. 

 

Board – The North Central Wisconsin Workforce Development Board (NCWWDB). 

 

Disciplinary Action – The action taken to discipline an employee which may include any action from a verbal 

reprimand up to and including discharge. 

 

Employee – An individual who is employed by the NCWWDB and is paid, in part or whole, through the 

NCWWDB payroll. 

 

Employee Status –  

 

1. Permanent Full-Time- Salary  (Exempt) – Permanent full time salary employees are expected to 

complete a minimum of 80 actual task hours pertaining specifically to NCWWDB activities per pay 

period.   

 

2. Permanent Full-Time – Hourly (Non-Exempt) – Permanent full-time employees shall work a normal 

day of 8 hours or a normal workweek of 40 hours (2080 hours per year).  Overtime shall be computed 

on any hours worked in excess of 40 hours in any one-work week. 

 

3. Permanent Part-Time –Hourly (Non-Exempt) – An employee who is regularly scheduled less than 40 

hours per week is designated permanent part-time.  Employees who average less than 20 hours per week 

are not eligible for fringe benefits.  Employees who average more than 20 hours per week based on the 

previous six months are eligible to receive fringe benefits (sick leave, vacations, and holidays) on a pro-

rated basis.  In addition, permanent part-time employees may purchase health and dental insurance at the 

group rate (except for health insurance purposes only, employees working 30 or more hours per week 

are considered full-time by definition of the insurance carrier).  Permanent part-time employees 

averaging more than 20 hours per week may also contribute to the retirement plan at their own expense. 

 

4. Temporary Full-Time –Hourly (Non-Exempt) – An employee who fills a full-time position (40 hours 

per week) that is of limited duration for a specified period of time, (not to exceed twelve (12) months 

unless this period is extended by mutual agreement, or to perform a specific project) is designated 

temporary full-time.  Temporary full-time employees are not eligible for fringe benefits. 

 

5. Temporary Part-Time - Hourly (Non-Exempt) – An employee who fills a part-time position, less 

than 20 hours per week, and that is of limited duration for a specified period of time, (not to exceed 

twelve (12) months unless this period is extended by mutual agreement, or to perform a specific project), 

is designated temporary part-time.  Temporary part-time positions are filled through the recruitment 

process and the employee is not eligible for fringe benefits. 

 

106



 

 

Page 5 

6. Seasonal – An employee whose service is intended for summer months only, but works the customary 

number of full-time hours is designated seasonal.  These persons are selected through the recruitment 

process and are not eligible for fringe benefits. 

  

7. Independent Contractors – Specific work may be contracted by NCWWDB to be completed.  Each 

contract will specify the scope, expectations, and liability of the contractors.  Contractors are not 

considered employees of NCWWDB and do not fall under the policies or insurance of the staff.   

 

8. Visitors/Interns – Visitors and those who have come to NCWWDB to complete an internship may 

complete specific tasks and experiences. Each visitor/intern’s agreement will specify the scope, 

expectations, and liability of their stay.  The visitors/interns are not considered employees of NCWWDB 

and do not fall under the policies or insurance of the staff.   

 

Grievance – A formal employee complaint regarding certain policies and decisions about the employee's wages, 

hours of work, seniority, or other terms and conditions of employment. 

 

Immediate Family – The definition of “immediate family” which means wife, husband, son, daughter, mother, 

father, brother, and sister. 

 

Layoff – The involuntary separation of an employee because of lack of work, lack of funds, or the abolishment 

of a position. 

 

Leave – An authorized absence from regularly scheduled work hours, which has been approved by proper 

authority. 

 

Overtime – Time employee is directed and authorized to work in excess of the normal workweek. 

 

Flextime – Full time salaried employees have the option to complete work at home or in another location, as 

approved by a supervisor.  It is expected the immediate supervisor is informed when not in the office.  Hours 

worked should fulfill the full time expectations.   

 

Promotion – The assignment of an employee from one class to another with a higher pay range. 

 

Reprimand 

A verbal or written notice to an employee that the Executive Director believes a deficiency exists in the 

employee's work performance or conduct, specifying improvement that is needed. 

 

Termination – The removal of an employee from the payroll for voluntary or involuntary reasons, including 

dismissal, resignation, retirement, or death. 

 

Vacancy – A duly created position which is not occupied and for which funds have been provided. 

II. Code of Conduct 

To help the NCWWDB faithfully perform its function as a steward of the public funds it receives, all employees 

and officers in their official capacity are prohibited from engaging in: 
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1. Conflict of Interest situations, as defined in Wisconsin Workforce Programs Guide, Administration of 

Workforce Programs Policy and Procedure Manual Section II.E.1 including the appearance of conflict 

of interest. 

 

2. Nepotism situations, as defined in Wisconsin Workforce Programs Guide, Administration of Workforce 

Programs Policy and Procedure Manual Section II.E.5. 

 

3. Soliciting and/or accepting gratuities, favors, or anything of monetary value from contractors/grantees or 

potential contractors/grantees as defined in Wisconsin Workforce Programs Guide, Administration of 

Workforce Programs Policy and Procedure Manual Section II.E.2 

 

Employee’s violations of the Code of Conduct will become additional "Grounds for Consultation and Discipline 

Action".  Penalties for violations will range from a verbal warning to immediate discharge, depending upon the 

seriousness of the offense in the judgment of management. 

III. Objectives and Scope 

A. Equal Opportunity/Affirmative Action Policy Statements 

The purpose of this statement is to reaffirm the NCWWDB policy of providing equal opportunity to all 

employees and applicants for employment as stated in the WIA Administrative Systems Description in 

accordance with all applicable equal opportunity laws, directives, and regulations of federal, state, and local 

governing bodies or agencies. 

 

The NCWWDB will not discriminate against any employee or applicant for employment because of race, 

color, creed, religion, national origin, sex, disability, age, marital status, sexual preference, genetic 

information or status with regard to public assistance. 

 

The NCWWDB will take affirmative action to ensure that all employment practices are free of such 

discrimination.  Such employment practices include, but are not limited to, the following: hiring, upgrading, 

demotion, transfer, recruitment advertising, selection, layoff, disciplinary action, termination, rates of pay or 

other forms of compensation, and selection for training, including apprenticeship. 

 

The NCWWDB will commit necessary time and resources, both financial and human, to achieve the goals 

of equal employment opportunity and affirmative action. 

 

The NCWWDB will evaluate the performance of its management and supervisory personnel, in part, on the 

basis of their involvement in achieving these equal opportunity objectives.  Any employee of this 

organization who does not comply with the equal employment opportunity policies and procedures as set 

forth in this statement and plan will be subject to disciplinary action up to and including termination. 

 

The NCWWDB has appointed the Executive Director to coordinate the equal employment 

opportunity/affirmative action program.  These responsibilities will include monitoring all equal 

employment opportunity activities and reporting to federal, state, and local agencies.  If any Employee, 

Program Applicant and/or Participants, Staff of the Administrative Entity or WDB member believes the 

provisions of the plan are not being followed, he or she should contact the Executive Director at 

NCWWDB, (715) 422-4700. 
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B. Americans with Disabilities Act Statement  

It is the policy of NCWWDB to provide reasonable accommodations in a timely manner for qualified 

individuals with a disability so they can perform the essential functions of a job, unless doing so causes 

undue hardship or a direct threat to workplace safety.  NCWWDB will adhere to all applicable federal, state 

and local laws (including, but not limited to the Americans with Disabilities Act and the Americans with 

Disabilities Amendments Act), as well as regulations and guidance issued by the Equal Employment 

Opportunity Commission (EEOC) with respect to providing reasonable accommodations.  Please contact the 

Executive Director with any questions or requests for accommodation. 

C. Affirmative Action/Equal Opportunity Plan 

1. EQUAL OPPORTUNITY OFFICER – The NCWWDB has designated the Finance Director as the 

position responsible for overseeing the implementation of the organization's Equal Opportunity 

program.  The responsibilities include coordinating personnel recruitment efforts; monitoring the 

applicant flow and NCWWDB employment data; conducting equal opportunity reviews when there 

is a personnel action involving staff in hiring, training, and supervision; communicating with 

organizations and agencies concerned with affirmative action, equal employment opportunity 

programs, and compliance; investigating complaints internally, preparing reports, and other activities 

involved in the implementation of the Board's equal opportunity plan. 

 

2. DISSEMINATION OF POLICY – The Executive Director will assure that the Board's equal 

opportunity is known to all employees and applicants, and to others who may be able to assist in the 

Board's efforts to provide equal opportunity.  The equal opportunity plan is a part of the personnel 

policy and is incorporated into all personnel procedures.  The equal opportunity plan will be 

publicized through: 

 

a. Posters at staff bulletin boards where employment opportunities are posted. 

 

b. Inclusion in all recruitment and advertising communications. 

 

c. New employees are provided with an individual copy of the Personnel Policy Manual at the 

time of employment.  These materials explain the intent of our equal opportunity position 

and make reference to personnel policies. 

 

d. Providing policies and procedures manuals in every department that include all policies 

presently in force which will support equal opportunity/affirmative action and offer guidance 

for employees who feel that they may need to pursue remedies. 

 

3. IDENTIFICATION OF PROBLEM AREAS – The NCWWDB recognizes that there are some factors 

affecting equal opportunity employment efforts.  The following areas have been identified: 

 

a. There are relatively few persons of minority races in the area from which the Board most 

often recruits its workforce. 
 

b. The Board's need to hire new employees varies with the state of the economy in general as 

well as with the allocation of funds for certain grant-funded projects. 
 

c. Our ability to identify persons who should be protected as members of a protected class is 

limited to those who choose to identify themselves as such. 
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The Board is committed to overcome these barriers by: 

 

I. Continuing to advertise openings and recruit employees in areas, which have increased 

numbers of persons of minority races. 

 

II. Actively promoting the development and advancement of protected class employees. 

 

4. OBSERVANCE OF NONDISCRIMINATION GUIDELINES –It is the policy of the NCWWDB to 

observe all laws and regulations.  In implementing its equal opportunity plan, the agency emphasizes 

that: 

 

I. Harassment or differential treatment of any employee is contrary to policy and will not be 

tolerated. 

 

II. Supervisors or managers who engage in or tolerate prohibited conduct will be disciplined up 

to and including termination 

 

III. Co-workers who participate in such conduct will be subject to disciplinary action up to and 

including termination  

 

IV. Employees who complain of or provide information about prohibited conduct will not be 

subjected to any reprisal or adverse treatment because of their involvement in an inquiry into 

the matter. 

 

5. COMPLIANCE MONITORING –The NCWWDB will annually review and evaluate the status of its 

equal opportunity policy.  Progress will be measured by: 

 

1. Statistical review of Board workforce data as compared to numbers of protected class 

persons available in the labor force in the WDA. 

 

2. Outcome of expanded recruitment efforts. 

 

6. RECRUITMENT AND SELECTION METHODS – The NCWWDB will make good faith efforts to 

notify protected-class employees of employment opportunities and to select employees on the basis 

of nondiscriminatory, job-related criteria.  All positions will be posted internally for five days to 

allow qualified applicants from the Board staff to apply.  Should there not be a qualified employee to 

promote or transfer on the Board staff, all recruitment materials and advertisements will advise 

applicants of our commitment to affirmative action and equal opportunity. 

 

7. SYSTEM OF RECORD KEEPING – The NCWWDB will keep records of all activities relating to its 

equal opportunity plan, including the following: 

 

Applicant Data Terminations Recruitment Efforts 

New Hires Rehires Job Postings 

Internal Complaints Notices on Policies Job Advertisements 

Discrimination Charges   

 

8. ANNUAL SUMMARY – The boards will prepare from its records an annual summary of its equal 

opportunity activities and results.  This summary will be placed on file and will be available for 

review by interested persons. 
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IV. Compensation Policy 

A. Introductory Period 

Each newly hired employee understands that employment with NCWWDB is “at-will employment” and 

will serve an introductory period of six months.  It is important that each newly hired employee work 

closely with his/her immediate supervisor during the introductory period in order to determine how best to 

serve the Board.  Employees not suited for this type of employment may be released, with or without 

cause, during the introductory period. 

 

At regular intervals, the employee will meet with their designated supervisors to discuss past job activities 

and future goals and objectives.  

 

This review and planning session will occur following the six (6) month introductory period and on an 

annual basis thereafter.  Performance reviews and planning sessions may be conducted at any other time as 

requested by the employee, the Executive Director, or their immediate supervisor.  The NCWWDB 

Executive Committee will review the performance of the Executive Director.  

 

The NCWWDB Executive Committee will allocate the amount of money available for cost of living and 

merit based salary increases as part of the budget process.  The Executive Director will distribute merit 

resources as part of the annual performance process. 

B. Determination of Hiring Salaries 

The determination of an appropriate salary for a new hire other than the Executive Director will be 

conducted by the Executive Director, based on education, experience, and market. 

C. Leave of Absence 

Salary increases are not earned while on unsalaried leave of absence.  Upon reinstatement, the employee 

shall be paid at the same rate of pay he/she had prior to the leave of absence. 

D. Employee Status 

Part-time and temporary employees shall be compensated at the same rate of pay established for the same or 

similar full-time and permanent positions. 

E. Pay Period and Pay Day 

The payroll period is two weeks and begins on a Sunday and ends on Saturday.  All employees will be paid 

on a bi-weekly basis.  Payday for all employees covered under this document is every other Thursday. 

 

To allow sufficient time for preparation of payrolls and paychecks, salaries are delayed for one week 

following the period in which it is earned so that the Thursday paycheck covers the work performed during 

the payroll period ending the previous Saturday. 

 

All employees must complete a staff time allocation sheet. The non-exempt employees will also complete a 

record of time worked, timesheet must be submitted to the Finance Director by the Monday preceding 

payday.  
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V. Recruitment/Selection/Termination 

A. Policy 

It is the policy of the NCWWDB to recruit and select the most qualified persons for vacant positions. 

Recruitment and selection shall be conducted in an affirmative manner to insure open competition; provide 

equal employment opportunity; prohibit discrimination because of race, color, creed, religion, national 

origin, sex, disability, age, marital status, sexual preference, genetic information or status with regard to 

public assistance; insure that persons of disadvantaged groups are fairly represented in the workforce and to 

provide an effective career development plan for qualified employees through promotional opportunities.  

Vacancies shall be filled by the most qualified individuals.  No new permanent full-time positions of 

employment may be established without prior approval of the NCWWDB. 

B. Recruitment 

Recruitment shall be tailored to the position to be filled and shall be directed to sources likely to yield 

qualified candidates. 

 

1. Job Announcements and Publicity.  Job announcements shall include the job title, job qualifications 

and requirements and other pertinent information.  Job vacancies shall be formally announced at 

least three working days prior to the closing date for filing applications. 

 

2. Rejection of Applications.  Applications may be rejected for the following reasons: 

 

a) Does not meet the minimum qualifications established for the position. 

b) Deliberately falsified the application. 

c) Has established an unsatisfactory employment record, which demonstrates unsuitability for the 

position. 

C. Termination 

Employment at NCWWDB is at-will and as such may be terminated with or without cause at any time at the 

option of the NCWWDB or the employee. 

D. Layoffs 

The Executive Director may layoff an employee whenever it is necessary to reduce the work force for any 

reason.  No permanent employee, however, shall be laid off while there are temporary or introductory 

employees serving in the same classification.  The Executive Director shall notify each person laid off of all 

his/her rights including reinstatement eligibility.  Permanent employees shall receive at least seven calendar 

days notice prior to layoff.  Layoff plans shall be Board approved before they are implemented, if time 

permits.  Laid-off employees shall be held in a layoff pool for a period equal to their length of service, but 

no longer than one year.  

 

An employee who fails to respond to a recall within three (3) days will be regarded as permanently 

separated from employment with the NCWWDB, with no seniority, recall, or other rights. 

E. Separations 

Separations may be either voluntary or involuntary.  Voluntary separations are initiated at the request of the 

employee.  Involuntary separations may be with cause (unsatisfactory service, fraud, abuse, dishonesty, etc.) 

or without cause.  When an employee is discharged for cause, the Executive Director will initiate the 

Consultation and Discipline Policy. 
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F. Notice of Leaving Employment 

Employees shall give a minimum of two (2) weeks, but preferably four (4) weeks, written notice of intent to 

terminate their employment with the NCWWDB.  

G. Return of Equipment 

Employees leaving employment must return keys, tools, and equipment on or before their last day of work. 

H. Exit Interviews 

The exit interview is used to gain insight into the effectiveness of personnel and managerial practices, to 

determine where personnel policies and procedures are in need of review or revision, and to determine 

where managerial practices are perceived as being fair.  Such interviews will be conducted, when possible, 

with every employee who is separating from employment regardless of his/her length of service, position, or 

circumstances of separation. 

I. Pay Out 

There will be no salary payout for unused sick or paid time off at separation.   

VI. Personnel Records 

A. Purpose 

The development and maintenance of an effective personnel transaction procedure and records management 

system is essential to a sound personnel program.  The primary purpose of these systems and procedures 

shall be to: 

 

A. Establish and maintain clear lines of authority for the processing of personnel transactions and 

management of personnel records. 

 

B. Establish and maintain uniform, easily accessible and complete employment records of all 

employees and employee transactions. 

 

C. Establish and maintain a central personnel file for each employee showing name, social security 

number, date of employment, current address, telephone, salary, change in status, annual 

performance rating and such pertinent information as may be necessary for effective personnel 

administration and for compliance with federal state laws. 

 

D. Advise and assist the Program Manager and/or Executive Director on all personnel transactions and 

record management systems and procedures. 

B. Record Inspection 

Information shall be considered confidential and shall be available only to the employee or the employee's 

designee, the Executive Director, or Finance Director or designees and authorized federal or state 

representatives who have cause to review such records for official reasons.  Employee records will be made 

available to the employee for on-site review, in the presence of Executive Director or Finance Director, 

upon written request submitted to the Executive Director and availability of Executive Director or Finance 

Director. 

 

Employee military service records shall be kept in accordance with current statutes, when applicable. 
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C. Job Description 

A current copy of the employee's job description will be kept on the “S” drive under NCWWDB/Job 

Descriptions/. 

D. Emergency Contact Information 

Emergency contact information is required from employees and will be kept in the employee’s personnel 

file. 

E. Preventing Employee Identity Theft 

As of June 1, 2005, the FTC has promulgated a “Disposal Rule” that requires all employers in the U.S., 

regardless to size, to shred or effectively destroy any documents or other media containing personal 

information derived from consumer reports before discarding it.  This would include personal information 

such as telephone numbers, addresses, Social Security numbers, credit card numbers, other account 

numbers, etc.  The NCWWDB upholds and follows the Disposal Rule to the fullest extent and will shred all 

personal information when not needed.   

F. Performance Management 

1. POLICY – It is the policy of NCWWDB to conduct annual written performance evaluations for all 

employees.  Such evaluations shall be conducted for and discussed with each employee annually.  

All managers and supervisors are expected to provide feedback to each employee as to his/her job 

performance on an ongoing basis.  Managers and supervisors are also expected to document critical 

incidents involving an employee’s job performance and to assist employees in correcting and/or 

improving their performance on the job.  Finally, managers and supervisors are expected to take the 

necessary action to assist in the professional development of their employees. 
 

2. SCOPE – This policy applies to all employees of NCWWDB. 
 

3. GUIDELINES – Annual Performance Evaluations 
 

Employees and supervisors must conduct annual performance evaluations for all employees under 

their direct supervision.  The purpose of the performance evaluation is to review each employee’s 

job performance, competencies and career goals during the prior calendar year and to establish a 

plan for the upcoming year. 
 

An approved Performance Evaluation Form must be used to evaluate employees’ job performance.   

 

4. SIGNATURES – The Performance Evaluation Form should be signed by the employee, the manager 

or supervisor conducting the performance evaluation, as well as the reviewer’s manager or 

supervisor.  The original Performance Evaluation Form should be maintained in the employee’s 

personnel file.  A copy of the signed document must be provided to the employee for his/her records.  

VII. Conditions of Employment 

A. Hours of Work 

The normal workweek for fulltime NCWWDB employees shall be 40 hours.  This section shall not be 

construed as, and is not a guarantee of, any number of hours of work per day or week. 
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B. Overtime 

Any non-exempt employee as defined by the Fair Labor Standards Act (FLSA) performing work in excess 

of 40 hours in a single workweek shall be compensated at one and one-half times the rate of pay for hours 

worked over 40 hours in that week.  Generally employees paid hourly are non-exempt and salaried 

employees are exempt. 

 

1. Overtime pay may not be waived by agreement between the employee and employer. 

 

2. An agreement that only 8 hours a day or 40 hours a week will be counted as work time will not 

satisfy the overtime pay requirement. 

 

3. A "Time-off Plan" within a pay period is allowable if properly handled within a one-week period. 

 

4. Overtime must be approved in writing by the supervisor. 

C. Lunch Periods and Breaks 

Lunch break should be scheduled between 11:00 a.m. and 2:00 p.m. for all employees.  The lunch period 

shall not be longer than one hour.  Lunch periods for non-exempt employees are without pay. 

 

Each employee may take a break of fifteen (15) minutes after four consecutive hours of work.  This equates 

to one fifteen (15) minute break in the morning and one in the afternoon during the normal 8-hour workday.   

D. Dress Code 

NCWWDB employees should reflect an appropriate image to customers and visitors. Appropriate dress, 

grooming and personal cleanliness standards all contribute to that image. 

 

During business hours or whenever representing NCWWDB, employees are expected to present a clean, 

neat and tasteful appearance (normally business casual, but, when appropriate, formal business attire should 

be worn).   

 

NCWWDB does not intend to restrict individual tastes unnecessarily. NCWWDB is a professional 

organization, however, and as such employees are not permitted to wear shorts or clothing in disrepair.  

Blue jeans are only acceptable on casual Fridays.   

 

Managers are responsible for interpreting and enforcing dress and grooming standards. An employee whose 

appearance does not meet these standards will be counseled by his/her manager.  Reasonable 

accommodation will be made for employees’ religious beliefs and disabilities wherever possible. If the 

appearance is too distracting, the employee may be sent home to correct the problem. Repeated disregard of 

the dress code may result in disciplinary action; up to and including termination. 

E. No Smoking Policy 

Wisconsin State Statute 101.123 prohibits smoking of; burning of; inhaling or exhaling smoke from a cigar, 

cigarette, pipe or other smoking equipment inside any enclosed place that is a place of employment.  

NCWWDB upholds this statute for employees, visitors, guests and customers.  Smoking is only permitted 

outside the office building, at least five yards from entrance. 

F. Drug Free Policy 

NCWWDB has established itself as a drug-free work environment and as such: 
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1. Prohibits the unlawful possession, manufacture, use, and/or distribution of controlled substances 

(including prescription medication that was not prescribed to you directly) and alcohol by 

employees, grantee, contractor or participants on its property, or as part of any work activity. 

 

2. No employee shall report for work or perform work under the influence any substance listed above 

in #1 

 

3. The NCWWDB may require an employee to undergo a test to determine the presence of alcohol or 

drugs in their system if the employee exhibits behavior normally associated with a person under the 

influence of drugs or alcohol or if the employee is involved in an on-the-job accident.  This test will 

be on paid time at NCWWDB expense and will be mandatory.  All test results will remain 

confidential.  Refusal to cooperate will result in disciplinary action up to and including termination.  

 

4. Any employee who voluntarily admits to a substance abuse problem and decides to voluntarily enter 

a drug and/or alcohol rehabilitation program prior to NCWWDB identifying a drug and/or alcohol 

problem on the job will be granted any necessary leave of absence or time off to voluntarily 

participate in such a program.  However, this rehabilitation option will only be available to an 

employee one time and will be conditioned on the employees’ full compliance with the terms of the 

rehabilitation program.  Alcohol and Other Drug Abuse (AODA) treatment is available through the 

employer sponsored health insurance plan.   

G. Workplace Violence 

NCWWDB is committed to preventing workplace violence and to maintaining a safe work environment 

without the fear of violence or personal injury caused by another person. All employees should be treated 

with courtesy and respect at all times. No weapons of any kind, fighting or other acts of violence are 

permitted on NCWWDB premises at any time.  NCWWDB will not tolerate conduct that threatens, 

harasses, intimidates or coerces another employee, a customer or a member of the public at any time.    Any 

employee found in possession of a weapon on company property, aggressors, instigators or participants in 

fighting and any employee who threatens or commits physical or mental harm to another employee, will be 

subject to severe disciplinary action, up to and including discharge for a first violation. 

 

All threats of, or actual, violence should be reported as soon as possible to the Executive Director.  This 

includes threats by employees as well as threats by customers, vendors or anyone else. We will promptly 

and thoroughly investigate all reports of threats of, or actual, violence. The identity of the person who made 

the report will be protected to the extent practical. To o maintain workplace safety and the integrity of its 

investigation, NCWWDB may suspend an employee pending investigation without pay. 

H. Concealed Carry/Weapon Policy 

NCWWDB prohibits the possession or concealment of weapons and/or firearms on the premises of 

NCWWDB.  This prohibition shall not prevent firearms from being kept in vehicles in parking lots. This 

policy applies to all persons on NCWWDB premises, including employees. Signs will be posted at all 

entrances to the building announcing NCWWDB’s policy prohibiting firearms and/or weapons. Any person 

possessing a weapon and/or firearm will be asked to leave the premises and disarm prior to returning; 

refusal to comply could result in criminal sanctions. Any employee who violates this policy shall be subject 

to disciplinary action up to and including termination. 

 

I. Anti-Harassment and Non-Discrimination Policy 

STATEMENT OF POLICY – It is the policy and practice of NCWWDB to provide and promote equal 

employment opportunities for all applicants and employees. NCWWDB is firmly committed to maintaining 
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a workplace based on our mission and collective values. It is the responsibility of all employees to ensure 

the concepts of equal employment opportunity, non-harassment, non-discrimination and the need for all 

employees to treat each other with dignity, fairness and respect are understood, abided by and carried out by 

all. 

 

PROHIBITION OF DISCRIMINATION AND HARASSMENT – It is the policy of NCWWDB to hire, train, 

promote, compensate and administer all employment practices without regard to race, color, gender, sexual 

orientation, age, veteran status, marital status, religion, medical condition, national origin, disability or any 

other protected category under federal, state or local laws. Harassment of employees or applicants because 

they are members or affiliated with member of any of the foregoing protected groups is also prohibited and 

will not be tolerated. NCWWDB will take appropriate measures in response to any such incidents that are 

reported. Every good faith effort will be taken by NCWWDB to fulfill the objectives of this policy. 

 

NCWWDB believes that every employee has the right to work in an environment totally free of harassment 

and discriminatory conduct, joking or epithets. Such behavior does not advance the purpose of our 

organization; it is also morally wrong and may subject NCWWDB to legal exposure. Toward that end, our 

policy sets a standard of conduct that is higher than what federal, state and local laws may require, as it 

forbids discrimination or harassing conduct of any kind described in this policy, even if the conduct does not 

rise to the level of a violation of applicable law. Consequently, any employee who engages in these types of 

prohibited conduct will be subject to disciplinary action, up to and including termination. 

 

Sexual harassment is one of the forms of harassment forbidden by this policy. NCWWDB prohibits sex-

related conduct regardless of whether it amounts to unlawful sexual harassment. As an employee of 

NCWWDB, you should be aware that the issue of whether behavior constitutes harassment or 

discrimination might depend on how that behavior is viewed by the employee who is subjected to the 

behavior. Any employee who initiates or persists in such prohibited behavior assumes the risk of violating 

this policy in the event that the person who is the object of the behavior views it as offensive; accordingly, 

such an employee may be subject to discipline even if his or her conduct might not have been intended as 

offensive.  

 

REPORTING PROCEDURES – If an employee experiences or witnesses any conduct that he/she believes is a 

violation of this policy, NCWWDB expects the employee to follow the steps in the Whistle Blower Policy 

below. 

J. Travel Safety 

All NCWWDB employees are required to hold a valid driver’s license and adequate liability insurance if 

stated in the job description. Employees must follow all applicable laws when traveling for business. 

K. Reimbursement of Travel and other Business Related Expenses 

NCWWDB operates under an accountable plan; therefore the reimbursements will not be included as wages 

on your W-2 form.   

 

1) GENERAL TRAVEL EXPENSE REIMBURSEMENT POLICY 

 

a. Expense reimbursement forms will be completed bi-weekly or monthly and submitted to 

the Finance Director. The Executive Director's expense reimbursement form will be 

reviewed for consistency with this policy and approved by signature of the Finance 

Director or other WDB administrative staff other than the Executive Director. 
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b. Reimbursement for parking and other reasonable incidental expenses incurred for 

allowable costs are permitted. 

 

c. Receipts must be attached to expense reimbursement forms for air, train, bus, or taxi 

travel, hotel or motels, conference registration, and all other reasonable incidental 

expenses. 

 

d. Travel advances will not be allowed.  However, payment may be made in advance for 

hotel reservations, conference registration, plane tickets, etc., directly to the hotel, 

conference, or travel agency by the NCWWDB.  Arrangements for such must be made in 

advance with the Executive Director and/or the Finance Director. 

 

2) CELL PHONE REIMBURSEMENT POLICY – NCWWDB provides cell phones to certain 

employees. Employees may choose to be reimbursed for business use of their personal cell 

phone at a rate of $50 per month.  To qualify for cell phone reimbursement, the employees cell 

phone must provide adequate ‘anytime’ minutes for voice calls and a data plan to send/receive 

email. An allowance of 50% of the cost for a new cell phone is also available once per twelve 

months, with a maximum reimbursement of $100.  Executive Director approval must be received 

prior to participating in cell phone reimbursement.   

 

3) MILEAGE REIMBURSEMENT POLICY – NCWWDB employees will be reimbursed for the actual, 

necessary, and reasonable miles of business travel incurred in personal vehicles (daily 

commuting mileage from home to primary work site is not reimbursable).  The rate will be based 

upon Standard Mileage Rates issued by the IRS and will be evaluated no less than yearly.  When 

changes are made to the NCWWDB rate, updated expense reimbursement forms will be issued 

to employees. 

 

4) MEAL REIMBURSEMENT POLICY – It is the policy of the NCWWDB that employees will be 

reimbursed for the actual, documented cost for meals (excluding alcohol) or the prevailing per diem rate 

during travel outside their headquarters city.  Per diem may only be claimed when traveling outside of 

NCWWDB’s Workforce Development Area for a total of 12 or more hours. 

  

5) LODGING REIMBURSEMENT POLICY – It is the policy of the NCWWDB that employees will be 

reimbursed for the actual and reasonable cost of lodging needed during travel outside their headquarters 

city, up to the current state rates.  With the pre-approval of the Executive Director, these rates may be 

exceeded if: 

 

a. Clean, safe lodging within reasonable driving distance of the destination is not available, or 

b. The lodging reserved by the event planners costs more than the State rate. 

 

Note the following conditions concerning travel reimbursement: 

 

a. Receipts must be attached to expense reimbursement forms for any lodging expense, 

regardless of the amount, to be reimbursed by the NCWWDB. 

 

b. The choice of lodging shall be based on cost, with consideration given to accessibility in 

conducting business.  (For example, it may be cheaper to pay $2.00 more for a hotel near or 

at the location of a meeting than to spend an extra $5.00 driving and parking your vehicle the 

day of the meeting.) 
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c. An employee should stay in a single hotel or motel room at a reasonable rate for the 

community. 

 

e. Employees should inform innkeepers in the state of Wisconsin of NCWWDB's State Tax 

Exempt Number (which is 026956) to avoid paying State sales tax. 

 

6) SOURCE OF REIMBURSEMENT RATES AND UPDATES THEREOF – It is the official policy to use the 

rates in effect at any given time in the General Services Administration Domestic Maximum Per Diem 

Rates. 

 

7) OTHER REIMBURSEMENT – Other reimbursements on expense sheets require documentation to 

substantiate the expense.  Approval will be determined by the Executive Director. 

L. Employment in Addition to NCWWDB Staff Position 

Employment with the NCWWDB, unless the position is specifically advertised as part-time, is considered a 

full-time responsibility, and compensation is awarded accordingly.  Therefore, a NCWWDB employee is 

allowed to hold a job outside of NCWWDB employment only if it does not distract, discredit or interfere 

with his/her responsibilities and functions for the NCWWDB.  Employees should inform the Executive 

Director of any secondary employment. 

M. Military Leave During NCWWDB Employment (USERRA) 

NCWWDB is well aware of the commitment and sacrifice made by members of the Uniformed Services (as 

defined by USERRA) in support of our freedom.  Members of the Military will be excused from work to 

attend military training/deployment.  Proof of military commitments can be satisfied by submitting a copy 

of your military orders prior to departure.  You will not be paid during your leave, nor are you required to 

use your paid time off.  Upon return from military leave, you will be reinstated in accordance with Federal 

and State laws. 

N. Unauthorized Absence 

It is recognized that there may be extenuating circumstances for unauthorized absence, and due 

consideration shall be given for each case.  However, an employee who is absent from duty without 

personal notification to the employer (NCWWDB) for three (3) consecutive scheduled working days shall 

be considered as having resigned his/her position. 

O. Inclement Weather/Unanticipated Office Closures 

When bad weather/emergent office closure conditions prevail, a decision for the release of employees will 

be made by the Executive Director or designee.  The bad weather release is not intended to give everyone a 

short workday as such, but is to be administered for the purpose of getting employees home safely.  When 

all employees are given the option of leaving early by the Executive Director or designee, they will not be 

paid for hours worked.  This will involve options to leave early because of impending weather conditions, or 

such items as power outages that restrict the work for a given day.  If employees are directed by the 

Executive Director or designee to leave early, they will be paid for the remainder of the work hours. 

If weather conditions are such that the employee decides not to come to work on a given day, they should 

call the Executive Director or designee (if anyone else was able to arrive that day at the office) to notify 

someone of the situation.  Personal days, compensatory time or vacation time may be used to cover 

circumstances created by inclement weather. 
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P. Information Technology (IT) Policy 

INTRODUCTION – All references to IT throughout this policy will cover all information technology 

resources including, but not limited to: Computer hardware, software, peripherals (e.g. mouse, keyboard), 

copiers, scanners, printers, telephones, voicemail, email and internet access in general. 

 

GENERAL PROVISIONS – The NCWWDB provides IT resources to employees in an effort to allow them to 

be more productive and have the information necessary to do their jobs.  The use of these resources is 

intended for NCWWDB business purposes only.  Except as prohibited by this or another more restrictive 

department policy, limited and reasonable use of these tools for occasional personal purposes that does not 

result in any additional cost from loss of time or diversion of resources from their intended business purpose 

is permitted.  The use of information technology resources for limited personal use is a privilege which may 

be revoked at any time by NCWWDB if use is deemed inappropriate. The NCWWDB reserves the right to 

monitor the use of information technology resources. 

 

All data stored on NCWWDB computers (including file server) and all messages sent and/or received with 

an NCWWDB domain email address (e.g. employee@ncwwdb.org) are, and remain, the property of 

NCWWDB and as such are subject to the same retention requirements as paper documents. 

 

STANDARD OF CONDUCT – Use of IT requires conformance to a professional standard of conduct.  

Employees are to conduct themselves as representatives of NCWWDB and must show consideration and 

respect to others.  It is the responsibility of each employee to ensure that use of IT is done responsibly, 

legally, economically and ethically and that access does not adversely affect his or her productivity. 

 

The Executive Director is responsible for ensuring the appropriate use of IT resources through training, 

supervising, and, when necessary, taking disciplinary action. 

 

INAPPROPRIATE USE – Inappropriate use of IT resources, including inappropriate personal use, may result 

in revocation of privileges, job related discipline, or both. Uses that are prohibited include, but are not 

limited to: 

 

a. Accessing resources or altering data without explicit management authorization. 

b. Intentionally deleting or damaging data; infecting computer with virus. 

c. Engaging in illegal activities as defined by State and Federal law or local ordinance. 

d. Wagering, betting or selling chances. 

e. Transmitting threatening, abusive, obscene, lewd, profane, or harassing material.  

f. Transmitting or viewing materials with intent to demean any persons age, disability, gender, race, 

national origin or sexual orientation, unless it is job related. 

g. Transmitting, viewing, reading or accessing any sexually explicit sites or materials that are in any 

way sexually revealing, sexually suggestive, sexually demeaning, or pornographic, unless it is job 

related. 

h. Engaging in commercial activities. 

i.  Promoting personal, political, religious or private causes, positions or activities, or working on 

behalf of organizations that have no professional or business affiliation with the NCWWDB. 

j. Attempting to evade, disable, or bypass any security provisions of systems or the network. 

k. Obtaining unauthorized access to any computer system, including a personal or home system 

without the express authorization of the Executive Director. 

 

CONFIDENTIAL INFORMATION – Many employees have access to confidential information through the 

course of their job.  Confidential information may only be used to perform job functions.  Any other use is 
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prohibited and may be punishable by criminal prosecution and/or employee sanctions including termination.   

Access to confidential information outside of the strict business needs of job function is prohibited.  

Reasonable measures must be taken to safeguard confidential information from unauthorized access. 

 

Confidentiality of email, instant messages or voice mail messages cannot be guaranteed.  If a message 

contains confidential information, other forms of delivery should be considered and used, if possible.   

 

SECURITY – The following guidelines have been established for all employees given access to information 

technology resources: 

 

a. Employees may only access information explicitly authorized for their positions by management or 

for limited personal use as authorized by this policy.   

 

b. Employees are responsible for safeguarding their login IDs and passwords and are held accountable 

for any activity that occurs under their login ID.  To protect the integrity of their ID, employees 

should log off their workstation if they will be away from it for 10 minutes or longer.  Any 

unauthorized activity must be immediately reported to management. 

 

c. Employees may not use login IDs and passwords belonging to others to seek information, hide their 

identity or misrepresent someone else. 

 

d. Anyone receiving electronic communications in error shall notify the sender immediately.  The 

communication may be privileged, confidential, and / or exempt from disclosure under applicable 

law.  Such privilege and confidentiality shall be respected, if possible. 

 

DOWNLOADING SOFTWARE – Unless specifically authorized by NCWWDB, employees shall not 

download software. This includes, but is not limited to games, screen savers, utilities, demo software and 

third party software.  Downloading software presents a significant risk of virus infection and license fee 

liability.  Resolving these problems can be expensive and time consuming.  Therefore the unauthorized 

copying, downloading or importing of software by employees using any method is strictly prohibited. If 

downloading is necessary, it must be done by NCWWDB employees following designated procedures for 

file transfer, virus checking and licensing. 

 

COPYRIGHTED MATERIAL – Material on the Internet may be copyrighted. Duplicating or distributing 

copyrighted material without the express written consent of the owner is against the law and is prohibited. 

Employees should not assume that software is available for public use free of charge simply because there is 

no copyright or intellectual property notice on or in the software.  U.S. copyright law and that of many other 

countries, no longer requires a copyright notice as a prerequisite to copyright protection. 

 

ANTI-VIRUS MEASURES – All computers with Internet access will have virus protection software installed 

prior to the connection being established.  Even though this software will detect many viruses, it will not 

detect them all.  If it is suspected that a computer has been infected by a virus, the user should not attempt to 

remove the virus, but shall immediately contact the IT staff which will arrange for diagnosis and/or removal. 

 

HARDWARE/SOFTWARE PURCHASE/USE/INSTALLATION – All software on NCWWDB computers must 

be legally licensed, purchased and installed through the NCWWDB unless otherwise authorized by the 

Executive Director.  Running software that is not licensed is illegal and can subject the user and the 

NCWWDB to substantial penalties under the law.  No personal software, even if purchased by an employee 

specifically for his/her office computer, may be installed without prior authorization of the Executive 

Director.   
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HOME USE OF SOFTWARE – NCWWDB software may be used on a home or portable computer only if the 

licensing agreement of the software vendor allows it, and only after the Executive Director approves a 

request from the staff person.   
 

HARDWARE PURCHASE/USE/INSTALLATION – All hardware, including network equipment, computers, 

printers, scanners, telephones and other peripherals, must be purchased and installed through the NCWWDB 

unless otherwise authorized by the Executive Director.  

 

REQUESTS FOR NEW APPLICATION SOFTWARE OR SYSTEMS – Requests for new applications or systems 

should be made in writing and sent to the Executive Director.  Include the requestor’s name and phone 

number, a description of the request, the supervisor’s signature, the requested implementation date and 

whether the request is mandated, critical, or important.   
 

PRIVACY/MONITORING – The information technology resources provided for employees are the exclusive 

property of the NCWWDB as are all documents, applications, communications, and messages created using 

those resources.  Data items created using information technology resources should not be considered 

private. The NCWWDB reserves the right to access the contents of documents, applications, Email 

communications and messages and to fully cooperate with local, state and/or federal officials in any 

investigation concerning or relating to any electronic communications transmitted to or from the NCWWDB 

office.   

 

The Executive Director may monitor the use of information technology and retain the right to limit its use.  

The contents of local hard drives may be physically examined without notice.  Periodic and random audits 

of information technology usage will be performed.  Management may use the results to identify and 

prevent problems, also to monitor employee compliance with this policy, to initiate disciplinary action up to 

and including termination if necessary.   

 

VIOLATIONS AND DISCIPLINARY ACTIONS – The failure or refusal of an employee to abide by this policy 

may result in employment related sanctions in accordance with existing policies, including suspension and 

termination.  

 

POLICY CHANGES – This policy may be modified at any time to reflect changes in technology or strategic 

direction or for any other reason deemed appropriate by the NCWWDB.  Employees will be notified of 

policy changes via the means deemed appropriate by the NCWWDB. 

Q. Whistle Blower Policy 

The Sarbanes-Oxley Act (SOX) mandated the Federal Sentencing Commission to examine the types of 

things companies could do that would improve the ethical culture, thereby reducing the risk of misconduct 

and earning sentence reductions for companies that attempt to create an ethical culture but still have an 

ethical or legal lapse.  NCWWDB complies with the requirements and recommendations for compliance 

with SOX.         

 

NCWWDB wants you to report improper activities, and will protect you from retaliation for whistle-

blowing. 

 

Any activity by NCWWDB or a NCWWDB employee that violates any state or federal law or regulation 

such as, but not limited to:  corruption, malfeasance, bribery, theft or misuse of government property, fraud, 

or coercion. 
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Reports and findings should be given to your supervisor or member of administrative staff as shown 

including:  

 

1. Executive Director 

2. NCWWDB Chair 

 

You may provide reports in writing or orally, with as much specific factual information possible.  Reports 

may be anonymous, if preferred, and are assured confidentiality will be maintained, to the extent possible.   

 

PROHIBITION OF RETALIATION – NCWWDB will not tolerate adverse treatment of any employee because 

he or she reports improper activities or violation of NCWWDB policies. This policy strictly prohibits 

retaliation of any form against anyone who complains of alleged violations. Any acts of retaliation will be a 

violation of this policy, and corrective action will be taken immediately, including the possible termination 

of any individual who engages in retaliation of any form. 

VIII. Fringe Benefits 

A. Funeral Leave 

All permanent full-time employees shall be allowed three (3) consecutive days with pay for attending 

funerals for death in the immediate family.  The immediate family is defined as: wife, husband, son, 

daughter, mother, father, brother, and sister.  One day will be given for grandparent, brother-in-law, sister-

in-law, son-in-law, daughter-in-law, mother-in-law, father-in-law, stepparent, stepchild, aunt, uncle, niece, 

and nephew.  Permanent part-time employees will receive paid time off for the hours they would have 

regularly worked during the funeral leave. 

B. Holidays 

The NCWWDB staff office shall be open on all days of the year except Saturdays, Sundays, and the 

following holidays: 

 

New Year's Day Thanksgiving Day 

Memorial Day Friday after Thanksgiving 

Fourth of July Christmas Eve Day 

Labor Day Christmas Day 

 

Refer to the annual holiday calendar for the specific dates each year. 

C. Paid Time Off (PTO) 

1) Purpose: The purpose of Paid Time Off (PTO) plan is to provide employees the flexible means of 

accruing and using paid time off.  PTO can be utilized for any purpose, subject only to necessary request 

and approval procedures consistent with NCWWDB policies.  PTO is a combination of time used for 

vacation, sickness and other personal time under a single accrual.  
 

2) Accrual Process: Regular employees earn PTO each payroll period based on a 40 hour work week.  

This benefit will be prorated for part-time employees. PTO may be taken only after the employee has 

been employed for at least thirty (30) days. 
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All full-time employees will accrue PTO hours according to the following schedule:  

 

Non-Exempt Employees 

 

Hours per Pay-Period Days per Year Years of Service 

4.92 hours 16 days 0-5 years 

6.47 hours 21 days 6-12 years 

7.97 hours 26 days 13-19 years 

9.54 hours 31 days 20+ years 

 

 

Exempt Employees (Except Executive Director) 

 

Hours per Pay-Period Days per Year Years of Service 

6.47 hours 21 days 0-5 years 

7.97 hours 26 days 6-12 years 

9.54 hours 31 days 13-19 years 

11.08 hours 36 days 20+ years 

 

PTO for the Executive Director will be negotiated directly with the Executive Committee.  

 

3) PTO Requests: Requests for PTO should be made at least one week in advance, when possible, to avoid 

staffing issues. Employees are required to submit a PTO Request form to the Executive Director. If an 

employee is requesting unscheduled PTO due to personal or medical issues, the employee must contact 

the supervisor at least one (1) hour prior to the start of the work day. 

 

4) Minimum Usage: Paid time off may be used in no less than one hour increments.  

 

5) Carryover:  An employee may carry 80 hours of accrued PTO into a new fiscal year.  Employees are 

responsible for monitoring and taking PTO over the course of the year so they do no lose time accrued. 

Exceptions to the carryover policy will be subject to Executive Directors discretion. 

 

6) Unpaid Leave. Prior authorization is required for any unpaid leave and is approved at the discretion of 

the Executive Director. PTO will not accrue while an employee is on unpaid leave. 

 

7) Payout at Separation/Retirement:  There is no cash value for unused PTO upon separation or 

retirement.  

D. Insurance 

Permanent full-time employees (working 30 or more hours per week) are eligible for Short-term and Long-

term Disability, Dental, Vision, and Life insurance through the NCWWDB beginning the first day of the 

month following thirty (30) days of employment, and continues through the last day of the month in which 

termination occurs.  

E. Health Insurance 

Permanent full-time employees (defined for health insurance purposes only by the health insurance carrier 

as all persons working 30 hours or more per week) are eligible to participate in NCWWDB’s health 

insurance plan, including HRA. Permanent full-time employees may choose either single or family 

coverage, with the NCWWDB paying 85% of the premium.  Insurance becomes effective beginning the first 
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day of the month following thirty (30) days of employment, and continues through the last day of the month 

in which termination occurs. 

 

1. Permanent part-time employees (defined for health insurance purposes as less than 30-hrs/wk) will 

have the option to purchase health and dental insurance at the group rate but are required to pay the 

full premium amount and there is no HRA for part-time employees.  All other employees will not 

receive insurance coverage. 

 

2. Employees on official leaves of absence without pay (including layoffs) may elect (COBRA) to 

continue insurance coverage for up to eighteen months while they are on leave.  In these cases, the 

employee is responsible for reimbursing the NCWWDB the full amount of the premium. 

 

3. Any employee paying his or her own premium must pay for one month in advance, by the 10th of 

each month for the following month's premium, to the Finance Director (e.g. September premium 

would be due on or before August 10
th

). 

 

Additional details on the health insurance plan are available on request from the Finance Director.  Health 

insurance benefits are subject to yearly review and change by the Board of Directors. 

F. Education Benefits 

A. EDUCATION – NCWWDB encourages staff to further educational achievements resulting in credits, 

diplomas, certificates and degrees that may or may not relate to the employee’s current job 

responsibilities.  The support for education will be based on established career goals of the 

individual and part of a career plan that has been discussed with Executive Director.  Support will be 

given only for accredited programs and classes that lead to a credential or degree.   

 

NCWWDB will provide up to $1,000/year for work-related tuition, books and fees for full-time 

employees and a pro-rated amount for part-time employees as long as the employee completes the 

class with a satisfactory grade (A/B = 100%; C = 75%).  Employees are responsible for 

transportation, meals and lodging; and the balance of tuition, book and fee costs beyond the 

$1,000/year limit. 

 

Assistance from NCWWDB for full-time employees will consist of one-half day per month (or up to 

six full days per year) of paid work time to attend an educational activity.  A year is defined as the 

twelve-month period starting each calendar year.  This paid time cannot accumulate from year to 

year.  Part-time and persons hired during the year will receive pro-rated benefits.  Education time 

may be spread over a year or used in one month, but the time used can never exceed the education 

time already earned. 

 

With Executive Director Approval an employee may attend classes more than six days per year, but 

must agree to use vacation, compensatory or unpaid time.  The Executive Director or designee may 

set limits for extended absence from paid work. 

 

If necessary, NCWWDB will provide access to equipment and computers to complete educational 

activities.  Employees must supply all supplies to run the equipment, e.g., paper for a copy machine.  

Employees must study and use the equipment/computers during hours they are not scheduled to 

work.  If staff study and/or use the equipment/computers during regular work hours, this time will be 

counted toward the six days per year of paid time for classes. 
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All paid education time which counts toward the six days per year limit must be specified as such on 

the biweekly time sheet as it is used. 

 

B. TRAINING – NCWWDB encourages employees to further training specific to an employee’s job 

responsibility.  Training mandated by the board or Executive Director will be reimbursed in full.  

Training requested by the employee may be paid in full or negotiated as part of employee’s 

responsibility.  All training must be approved by the Executive Director. 

G. Retirement Plan 

NCWWDB sponsors a 401(k) retirement plan for employees.  Employees are eligible to participate after 

attaining one year of service, 21 years of age, and 1,000 hours of service during the current calendar year. 

Once eligible, the employee may enroll at the beginning of the next quarter and begin deferring a portion of 

his/her salary towards their retirement account. At the discretion of the NCWWDB Board of Directors, a 

match of up to 5% may be made on the employee contributions.  NCWWDB Board of Directors may also 

choose to make a discretionary non-elective contribution.  Both of the discretionary items will be decided 

upon by the Board of Directors after each calendar year. 

H. Leave of Absence 

The Executive Director or designee may authorize special leaves of absence in excess of 30 days but not to 

exceed six months (180 calendar days) in any one calendar year, without pay, for attendance at a college, 

university, or business school, for the purposes of training in subjects relating to the work of the employee 

and which will benefit the employee in the NCWWDB service.  Special leaves of absence in excess of 30 

days but not to exceed six months, (180 calendar days) may be granted, with pay, for serving on a jury or 

attending court except in cases involving a criminal act by the employee or a civil case initiated by the 

employee.   Special leaves of absence in excess of 30 days but not to exceed six months, (180 calendar days) 

in any one calendar year may be granted with or without pay for purposes other than the above that are 

deemed beneficial to the NCWWDB service.  None of the above leaves may be combined to produce a total 

leave time greater than 240 days per three-year period.  Leaves of less than 30 days may also be authorized 

by the Executive Director or designee. 

 

At the expiration of a leave without pay, the employee may be reinstated in the position or a similar position 

he/she vacated with the same pay level as at the time of leave. 

 

Credit toward vacation and sick leave shall not be earned while an employee is on leave, without pay, in 

excess of 30 days.  This carries forward into future years as well as year leave is taken.  Insurance benefits 

may be retained for eighteen (18) months if they are paid in full by the employee.  A return to work earlier 

than the scheduled termination of leave date may be arranged by the Executive Director or designee and the 

employee.  If an employee is unable to return to work on the date stipulated, he/she may submit a written 

request to extend his/her leave of absence, subject to approval of the Executive Director or designee.  If, on 

the day following the expiration of the leave of absence, an extension is not requested and granted, and the 

employee has not returned to his/her position, the employee shall be considered to have resigned from 

employment. 

I. Medical Leave 

Leaves may be granted upon written doctor's orders for a period of time not to exceed six (6) months or 180 

calendar days per year for diagnosed illness, whether mental or physical. 

J. Political Leave 

A leave of absence may be granted any employee for the period of time equal to one term of an elected 

office, time of leave to commence on the day of swearing in to the last day of term.  Such political offices 

126



 

 

Page 25 

shall be those as set forth and designated by Wisconsin Law or the United States Constitution and such 

positions must constitute a full-time endeavor. 

K. Jury Duty 

An employee when called upon to serve jury duty or as a witness shall receive the regular rate of pay for 

such time based upon the employee's standard work day of eight (8) hours.  The employee must deposit with 

the NCWWDB any compensation, less mileage payment, received through Jury Pay or Witness Fee, along 

with verification, to be eligible for pay under this paragraph. 

L. Maternity Leave 

1. PREGNANCY – An employee who becomes pregnant shall furnish to the Executive Director or 

designee a written statement from her physician.  Such pregnancy shall be treated as any other 

sickness or temporary disability, and the employee shall be allowed to use any accumulated sick 

leave during the time of her necessary medical leave. An employee is legally allowed a minimum of 

12 weeks unpaid leave.   If she exhausts sick leave before she is medically able to return to work, a 

leave of absence, the duration of which shall be based upon the recommendation of the employee's 

physician, (for a period of time not in excess of six (6) months) shall be granted, in writing, if 

necessary, prior to and following delivery.  Within seven (7) weeks from the date of physician's 

determination that the employee is able to return to work, an employee shall inform the employer, in 

writing, of the intent to return to work.  Following a leave of absence, the employee shall be returned 

to her former position without loss of seniority or previously accrued benefits. 

 

2. ADOPTION – An employee who is engaged in a formal adoption procedure shall furnish to the 

Executive Director or designee a written statement from the adoption agency.  Adoption shall be 

treated as any other sickness or temporary disability and the employee will be allowed to utilize any 

accumulated sick or vacation leave during the time of his/her absence up to six weeks. 

M. Unemployment Compensation 

NCWWDB employment is covered by Wisconsin Unemployment Compensation Laws. 

N. Worker's Compensation 

NCWWDB employment is covered by Wisconsin Worker's Compensation Laws and complies to all 

requirement and fees. 

O. Employee morale, health, and welfare costs and credits 

With the approval of the Executive Director, the costs of house publications, health or first-aid clinics, 

and/or infirmaries, recreational activities, employees’ counseling services, and other expenses incurred in 

accordance with the organization’s established practice or custom for the improvement of working 

conditions, employer-employee relations, employee morale, and employee performance are allowable.  

Such costs will be equitably apportioned to all activities of the organization.  Income generated from any of 

these activities will be credited to the cost thereof unless such income has been irrevocably set over to 

employee welfare organizations.   

P. Civil Rights 

NCWWDB will follow all Civil Rights Policies established by DWD.  Education/Training will occur 

annually and within New Employee Orientation. 
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Q. Lobbying/Political Activity 

It is the policy of NCWWDB to not participate in any lobbying or political campaigning activities for any 

elective public office.  This includes financial contributions or public statements in favor or opposition to 

any candidate. 

 

EXCLUSIONS FROM THE DEFINITION OF LOBBYING – There are numerous public policy activities that 

may be carried out by a charitable organization that do not fall under the definition of lobbying. 

 

1. As under Wisconsin’s lobbying law, contacts with executive branch or legislative officials regarding 

an administrative rule are not considered lobbying contacts. 

 

2. An activity by volunteers where there is not compensation is not considered lobbying activities. 

 

3. Communications to the members of the organization for information purposes – even if it involves a 

position on specific legislation, is not considered lobbying activities.  Should the communication, 

however, encourage its members to take action on legislation; it would be considered a lobbying 

activity. 

 

4. Responses to specific requests by a legislative body (not just a single legislator) to technical advice 

on a piece of legislation would not be considered lobbying.  For example, a written request from a 

committee to testify on a subject matter or legislation would not be considered lobbying. 

 

5. Self-defense activities are not lobbying.  Should a piece of legislation affect the organization’s own 

existence, power, tax exempt status or other similar matters, the organization can communicate with 

legislators without triggering lobbying limits. 

 

6. Making available to the general public a non-partisan analysis, study or research on a legislative 

issue is not considered lobbying.  The report must present a full and fair expose on the subject.  

However, it need not be objective or neutral.  The report cannot, however, urge the public to take 

action on the subject.   

 

7. Broad discussions on policy issues, even if there is pending legislation that would address the issue, 

are not considered lobbying.  The discussion cannot, however, go to the merits of specific 

legislation. 

 

8. An organization can use the media or other means to influence the resolution of a ballot initiative or 

referendum.  However, this is considered direct lobbying.  The decision makers in this case would be 

the electorate at large.  

IX. Grievance Procedure 

A. Policy 

It is the policy of the NCWWDB to treat all employees equitably and fairly in matters affecting their 

employment.  Each employee of the NCWWDB shall be provided ample opportunity to understand and 

resolve matters affecting employment, which the employee believes to be unjust.  The presentation of any 

grievance shall be considered the right of each employee without fear or reprisal.  The Grievance Procedure 

is available to all employees. 
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B. Problem Solving 

It is the intent of the NCWWDB to extend to each employee a right to a fair hearing on a request or 

complaint arising in the course of her/his employment, including dissatisfaction with disciplinary actions.  

Each supervisor and each of her/his employees have an obligation to make every effort to resolve 

employment related problems as they arise.  In any case, where this effort fails, an appeal may be taken to 

her/his authority pursuant to the guidelines set forth below. 

 

A. All requests or complaints should be addressed through the procedures listed below within 72 hours 

(excluding weekends) after they arise. 

 

B. The Executive Director or designee shall continue to keep the supervisor and the employee fully 

informed of all action taking place throughout the procedure in accordance with the time limits 

established in the procedure. 

C. Procedure 

1. An employee who has a request or complaint shall discuss the request or complaint with her/his 

designated supervisor in an effort to settle the same. If the designated supervisor and/or the 

employee, after full discussion, feel the need for aid in arriving at a resolution the Executive Director 

will be contacted to participate in further discussion.  The Program Manager shall act as a resource 

person, but shall not relieve the designated supervisor and the employee from the responsibility for 

resolving the problem. 

 

2. The procedure described in paragraph 1, if followed in good faith by both parties, should lead to a 

fair and prompt solution of most daily employer/employee problems.  However, if a request or 

complaint is not satisfactorily resolved, the employee may reduce it to writing and file it promptly as 

a formal grievance. The Executive Director will assure a neutral role and help the employee put 

his/her grievance in writing  

 

3. Written grievances will be submitted to the Executive Director or designee for review.  Grievances 

will be directly reviewed by the Executive Director or designee if the grievance involves another 

party.  After the appropriate parties have reviewed the grievance, a meeting between the supervisor 

and the employee will be arranged. 

 

4. Executive Director shall consider and answer the grievance in writing not later than three working 

days following the meeting.  If the Executive Director’s answer does not resolve the grievance to the 

satisfaction of the supervisor or the employee, either party may appeal to a designee providing that 

the appeal is filed in writing three working days after the Executive Director’s answer is received.  

Any decision that is not appealed within three working days after it was received shall be considered 

binding on the employee and on the manager. 

 

5. The Executive Director or designee shall make any additional investigation that is needed and shall 

issue a written decision on the grievance within a time frame agreed upon by all parties involved. 

 

6. Both the employee and the supervisor must understand that the decision of the Executive Director or 

designee is binding and final. 

 

7. In the event a supervisor has a grievance, it will be handled in the same manner and within the same 

time limits as described above with the following exceptions: 
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a. The Executive Director will review all written grievances filed by supervisors  

b. Any further appeal will be reviewed by the NCWWDB Executive Committee Chair. 

D. Progressive Consultation & Discipline 

It is the policy of the NCWWDB to use positive reinforcement and guidance, whenever possible, in 

supervising the performance and behavior of its employees.  We all make mistakes and should try to learn 

from them. 

 

In the event that employee problems do occur as a result of the violation of NCWWDB governmental or 

professional policies, procedures, rules, regulations, laws or standards, a progressive system of consultation 

and discipline may be used.  Administrative staff should be as fair and objective as possible when 

administering this policy, depending on the seriousness of each violation, or series of violations.  This 

Progressive Consultation and Discipline Policy will apply to NCWWDB employees who have successfully 

completed their probationary period.   

E. Consultative/Disciplinary Actions 

The following Consultative/Disciplinary Actions should be followed in a fair and progressive manner.  Most 

incidents should be handled effectively and confidentially between the supervisor and/or Executive Director 

and the employee using informal, verbal methods of coaching and feedback. 

 

However, continued violations may require more formal and documented methods of remedy up to and 

including discharge.  In the event of a serious violation, the supervisor may initially use a more severe form 

of discipline including an immediate recommendation to the Executive Director or designee for suspension 

or discharge.  To help ensure interagency consultation in administering this policy, supervisors are 

encouraged to review the decision and/or recommendations with the Executive Director before reaching 

their decisions.  The Executive Director or designee will review all recommendations from the supervisor 

and may institute suspension or permanent discharge. 

 

1) Progressive Interventions 

1. INFORMAL COACHING - We all make mistakes, most of which are minor in nature and often 

are caused by unfamiliarity with the job, the organization, or various policies and rules that 

we must follow.  The key is to learn from these mistakes and to continually strive for 

improved performance.  Supervisors should nurture this development in themselves and their 

employees using positive methods of coaching and feedback.  This should occur on an 

ongoing basis during the day-to-day operations, using various constructive forms of 

observation and communication.  These techniques should be sufficient to handle the 

majority of incidents that occur routinely, and no formal records or documentation is 

necessary. 

 

2. WRITTEN WARNING - Minor incidents or repeated incidents may result in the issuance of a 

written warning.  Written documentation should be made in a timely manner by the 

Executive Director and/or supervisor using the Disciplinary Action Form as set forth and 

described in Section II, Subsection B below.  Emphasis should be placed on the desire to 

permanently remedy the situation and prevent further violations from occurring.  The 

Executive Director and/or supervisor should, at a future date, review and have the warning 

stamped (inactive) in the file if the performance has improved to a satisfactory level.  

Warnings may not be stamped inactive any sooner than three months after the issuance, but 

all warnings should be reviewed at least within one year after issuance.  Written warnings 

should be noted and considered in decision-making matters such as transfer, promotion, 
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merit, increase, and layoff, but the presence of a written warning will not automatically 

preclude the employee from rightful consideration and treatment in such employment 

matters. 

 

3. FINAL WARNING - If continued violation(s) occur of a related or unrelated nature, the 

Executive Director or designee should issue a written final warning using the disciplinary 

action and consultative conference as set forth and described in Section II, Subsection B 

below.  Final warnings should be reviewed and stamped inactive in a file using the same 

guidelines as noted under the written warning, except that they may not be stamped (inactive) 

sooner than one year after issuance.  The presence of a final warning will automatically affect 

these other employment decisions as follows:   
 

a) Promotion to a higher level position will not be approved within six months of issuing a 

final warning. 
 

b) The maximum merit increase allowed will not be approved if being considered within 

one year of issuance of a final warning. 
 

4. SUSPENSION - If continued violation(s) occur of a related or unrelated nature, or if any more 

serious violations occur as described in Section III, the Executive Director or designee, based 

upon recommendation of the supervisor, should issue a suspension without pay of up to, but 

not more than three (3) working days.  Again, the Disciplinary Action Form/Consultative 

Conference should be used as set forth and described in Section II, Section B below.  

Suspensions may not be stamped "inactive" as they will be considered a permanent part of 

the active personnel file.  The presence of a suspension will also affect other employment 

matters as follows: 
 

a) Promotion to a higher level will not be approved within one year after issuance of a 

suspension. 
 

b) The maximum merit increase allowed will not be approved within one year after the 

issuance of the suspension. 
 

5. DEMOTION, REASSIGNMENT OR DISCHARGE - In certain situations involving non-

supervisory personnel, supervisors or administrative staff, the Executive Director or 

designee, based upon recommendation of the supervisor may consider the additional option 

of demoting the employee.  A demotion may occur simultaneously with a suspension or as an 

interim step in a sequential manner as a disciplinary action after a suspension, but before 

discharge.  This step is not a mandatory one in the progressive consultation and disciplinary 

sequence, but may be considered and utilized upon the discretion of the Executive Director 

or designee based on the specific nature of the incident and the individual involved. 

 

If a demotion is implemented, all other procedural guidelines contained in this section on 

suspensions will apply, including matters related to use of the disciplinary action form, the 

consultative conference, and future review and stamping of the document, as well as 

promotional and merit increase consideration.  

 

Additionally, no other employee should be adversely affected by implementing a decision to 

demote.  Employees being demoted should be offered the best available position for which 

they are qualified.  They should be given a wage at a level up to, but not exceeding, the 
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midpoint of the wage scale for the new position.  Benefits will also be adjusted as 

appropriate. 
 

6. DISCHARGE - The employee may be discharged after being suspended and/or demoted.  

Should continued serious violation(s) of a related or unrelated nature occur, this may result in 

discharge.  Again, the disciplinary action form and consultative conference should be utilized 

as set forth and described in Section 2, Subsection B below.  The individual being discharged 

may also have to go through additional procedures and complete other forms in order to be 

terminated from the NCWWDB. 
 

2) Disciplinary Action Form/Consultative Conference 

 

a) The Disciplinary Action Form should be filled out by the Executive Director or designee, giving 

some recommendation or type of action that can be a working tool between the supervisor and 

the employee.   
 

b) An appointment with ample time should be set aside between the Executive Director or designee 

and the employee to go over the disciplinary action and discussion. 
 

1. At the time of the meeting, the employee shall have input and discussion as to his/her 

understanding of the action being taken. 

 

2. If dissatisfied, the employee may follow the grievance procedure. 

 

3. Copies will be given to the employee and the Executive Director. 

3) List of Serious Violations and Misconduct 

This list represents examples of serious misconduct and violations and should not be considered an 

exhaustive or exclusive list.  Other serious violations may occur which are not listed below which 

can also result in the immediate use of a more severe form of discipline. 

 

1. Theft of property belonging to NCWWDB, WIA, participants, visitors, or another employee. 

 

2. Intoxication or under the influence of alcohol or illegal use of non-prescription drugs while on 

duty. 

3. Possession or handling of a dangerous weapon 

 

4. Willful damage to the NCWWDB/Subcontractors property. 

 

5. Use of official position or authority for personal or political profit or advantage. 

 

6. Absence for three (3) or more consecutive workdays without notifying your Executive Director 

and/or supervisor 

 

7. Insubordination or refusal to comply with the proper direction from Executive Director and/or 

supervisor 

 

8. Indecent or unlawful conduct in or around all NCWWDB office spaces or all subcontractors’ 

spaces 
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9. Falsifying employment application materials. 

 

10. Falsifying eligibility, timesheets, mileage, or other applicant/NCWWDB records. 

 

11. Conduct endangering the welfare of participants, another employee, or a visitor. 

12. Felony conviction violation of a criminal law during your employment at NCWWDB (Note: 

conviction only). 

 

13. Failure to follow personnel policy and/or all DWD/DWE PPM and established policies and 

procedures, standards, or as practices of various professional and legal guidelines. 

 

14. Disclosing confidential information to unauthorized sources. 

 

15. Inappropriate dress or manners in accordance with the nature of the position. 

 

16. Accepting gifts, gratuities, or kickbacks from sub-recipients or vendors of goods or services 

procured by NCWWDB.  This is because in its procurement process the NCWWDB is required 

to refrain from both actual conflicts and potential conflicts of interests in the award of 

subcontracts for goods or services. 

 

17. Excessive absenteeism or habitual tardiness. 
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I have read, understand and uphold the staff personnel handbook.   

 

 

 

______________________________________________ 

Employee’s signature                                                                            

 

 

_____________________________________________ 

Print 

 

 

______/______/______ 

Date 
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North Central Wisconsin Workforce Development Board 
Employee Performance Incentive Awards 

Adopted by NCWWDB Executive Committee on April 26, 2013 

 

Purpose:   

A performance incentive award is monetary recognition given to employees who exceed performance 

expectations.  In general, this performance incentive will reward employees who consistently produce 

high quality work product, provide exceptional customer service, and advance the mission and goals of 

the organization. 

Eligibility:  

All employees with at least one year of service are eligible to receive performance incentive awards.  To 

receive a performance incentive award, the employee’s annual performance evaluation must exceed a 

numerical threshold established by the Executive Director. Eligible employees may receive only one 

performance incentive award per program year. 

Available Performance Fund:   

The total performance incentive fund amount, if any, is established by the Executive Committee on an 

annual basis. 

Award Amount:  

Performance incentive awards are made in lump sum cash payments.  The size of the performance 

incentive award will be proportional to an employee’s annual salary and contingent upon the total 

amount in the performance fund. 
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Form D 

One Stop Service Delivery System: Locations 
 
Name and address    Name of the Center   Manager/Contact Telephone  
of the Comprehensive Center  Manager/Contact  number & e-mail address 
 
Marathon Co Job Center    N/A (Managed by the   DVR, Job Service,  
364 Grand Ave    Marathon Co Job Center   LETC, 
Wausau, WI 54403    Management Team)   FSC, Vets 
        715-261-8700 
 
 
Wisconsin Rapids Job Center N/A (Managed by the    DVR, Job Service,  
320 W Grand Ave Ste 102  Portage/Adams/.Wood Co   LETC, 
Wisconsin Rapids, WI  54495  Management Team)   FSC, Vets, W-2,  
        715-422-5000 
 
 
 
Name and address    Name of the Site  Manager/Contact Telephone  
of Other Service Locations  Manager/Contact  number & e-mail address 
 
Adams Co Job Center  N/A (Managed by team) Adams County Rural        
401 N Main St        Development Commission,  
Adams, WI 53910       FSC, LETC, NCWWDB  

608.339.9559  
 
Marshfield Job Center   N/A (Managed by team) City of Marshfield,   
630 S Central Ave Ste 102      NCWWDB    
Marshfield, WI 54449       715-321-1011 
 
Northern Advantage Job Center N/A (Managed by the   Job Service, Vets, DVR,  
51-A N Brown St   Northern Advantage   FSC, LETC 
Rhinelander WI 54501  Management Team)  715.365.1500 
 
 
Forest County Job Center  N/A (Managed by team) Forest County Economic   
116 S. Lake Ave.   Josh Jameson   Development Partnership,   
Crandon, WI 54520       NCWWDB, DWD       715.478.3450 
 
 
 

136



Revised 10/2015 

  WIOA Participant Grievance Procedure 
 

Each participant in a Workforce Innovation & Opportunity Act (WIOA) program has the right to seek resolution of any 

grievance regarding their participation with any agency. The following grievance procedure can be used by all WIOA 

participants in Area 6 of Wisconsin. Each Job Center in Area 6 of Wisconsin has a staff person designated as the 

“Customer Service Specialist” who refers complaints to the right agency/person in charge of specific programs.  

Complaints must be filed within one year after the alleged act.  The following procedures covers any grievance related to 

all Workforce Innovation and Opportunity Act programs and the Americans with Disabilities Act Title II and section 504. 
 

Step 1: A participant aggrieved by the action or inaction of any WIOA-funded program is encouraged to express in 

writing to that person or agency involved and seek informal resolution of the matter.  If the participant is filing a 

grievance/complaint in regards to discrimination as a qualified individual with a disability in all aspects of employment, 

(Americans with Disabilities Act-Title II) contact (715) 204-1640 for the designated WDB staff in charge of investigation 

of complaints under ADA-Title II and section 504 within 180 days after the alleged discrimination has taken place. 
 

Step 2:  If Step 1 (above) fails to resolve the matter to the participant’s satisfaction, the participant should submit the 

grievance in writing to the Executive Director of the NCWWDB.  The grievance must allege a specific violation of the 

WIOA, Administrative Assurance and Requirements, or WDB policies.  The Executive Director will respond by conducting 

a hearing within 20 days of the complaint filing date and by issuing a decision within 30 calendar days of the complaint 

filing date.  The grievance hearing procedure shall include written notices to interested parties of the date, time, and 

place of the hearing; an impartial decision maker; the right of parties to representation; an opportunity to present 

evidence and to question others who present evidence both in writing and through witnesses; a written decision made 

strictly\on the recorded evidence; and a notice of appeal rights.  The decision of the Executive Director is final within the 

grievance procedure. 
 

Step 3:  After receiving an adverse decision or no decision on a complaint/grievance within 60 calendar days of the filing 

date, the complainant may file an appeal requesting a state level independent review.  This appeal must be filed with 

the Division of Employment and Training within the following time limitations:   

 

1.  The complainant must file the appeal within 10 calendar days after the complainant received the decision.  

 

2.  If the complainant did not receive a decision, the complainant must file the appeal within 10 calendar days 

after the decision was due.  After accepting a complaint/grievance that has been appealed from the grantee 

level requesting a state level review, the Division of Employment and Training administrator, on behalf of the 

Governor, shall review the case and issue a final decision within 30 calendar days after the appeal was filed. 
  

Step 4: After the State of Wisconsin appeal process has been exhausted, the complainant can appeal directly to the 

Secretary of the Department of Labor.  The complaint/grievance should be sent to U.S.  

Department of Labor, Rm. N 4641, 200 Constitution Ave. NW,  Washington, D.C. 30310, ATTN: 402 Grant Officer. 

   

All written correspondence must be sent to North Central WI Workforce Development Board, 3118 Post Road, Stevens 

Point, WI 54481 and be postmarked within the above-specified dates. 

 

I understand, agree to comply with, and have received a copy of this Grievance Procedure. 

 

___________________________   _____________  _________________________   ____________ 

Participant’s Signature                     Date    Case Manager’s Signature   Date 
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Job Center Grievance Procedure  
Each Job Center has a designated Customer Service Specialist charged with tracking and triaging job 
seeker grievances. Job Seekers who are dissatisfied with the services or information provided by the Job 
Center shall be directed to use this system to ensure their grievance is recorded and addressed.  

1. Job seekers wishing to make a grievance will be directed to meet with the Job Center’s 
Customer Service Specialist (CSS). 
 

2. The CSS will work with the individual to gather basic information related to the grievance and 
complete questions 1-5 on the Job Center Grievance Form.   
 

3. Complaints meeting the criteria of a Job Service complaint will be referred to the Job Service 
Complaint Specialist immediately. 
 

A. Current Job Service Complaint Specialist is Ellen Hope, who is also the CSS for MCJC. 
 

4. For all other grievances, the CSS will complete a detailed description of the grievance and 
encourage the complainant to document the grievance in writing using the Customer Grievance 
Form. 
 

5. The CSS will determine where to direct or how to resolve the grievance.    
 

A. If the CSS is located at an affiliate Job Center site (i.e. Adams County, Marshfield, or 
Forest County) the CSS will immediately send the compliant to the appropriate 
comprehensive Job Center CSS, who will handle any further action required.  

i. Adams and Marshfield should send their complaints to the Wisconsin Rapids 
CSS. 

ii. Forest County should send their complaints to the Northern Advantage CSS. 
 

B. Complaints relating to a WIOA or other partner programs will be directed to the 
program manager.    

 
C. All grievances warranting manager discussion will be relayed to Job Center management 

as soon as possible. 
 

D. Reasonable Accommodation request complaints will be directed to the Equal 
Opportunity Officer as soon as possible. 

 
E. Depending on the severity of the grievance, general “Job Center” grievances may be 

addressed by the CSS if they are a member of the Job Center’s Management Team and 
are comfortable doing so.   
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WIOA  
Priority of Service Policy 

 
This policy applies to all DOL-funded programs of the North Central Wisconsin Workforce Development 
Board.  The priority applies to all service components of the job center system in North Central 
Wisconsin funded under NCWWDB.   
 

Priority of Service For All DOL Funded Programs: 
1. Veterans/eligible spouses 

2. Non-covered persons 
 
This policy is enforced when a veteran or eligible spouse identify themselves as such at any point of 
entry to the system or program.  However, for WIOA T 1-B program enrollment purposes, the veteran 
or eligible spouse must provide the appropriate documentation to show their status.  The priority 
means that all veterans and eligible spouses will be provided services before the non-veteran person.  
The definition of veteran or eligible spouse will follow the definitions as stated in TEGL 10-09,   
            
           A ‘veteran’ means a person who served at least one day in the active military,  
           naval, or air service, and who was discharged or released under conditions other  
           than dishonorable. Active service is defined as, ‘active service does not include  
           full-time duty performed strictly for training purposes, nor does it include full- 
           time active duty performed by National Guard personnel who are mobilized by 
           State rather than Federal authorities.   
 
           Eligible spouse means the spouse of any of the following:   
            a. Any veteran who dies of a service-connected disability;  
            b. Any member of the Armed Forces serving on active duty who, at the time  
                of application for the priority, is listed in one or more of the following  
                categories and has been so listed for a total of more than 90 days:  

i. Missing in action;  
ii. Captured in the line of duty by a hostile force; or  
iii. Forcibly detained or interned in the line of duty by a foreign  
           government or power; 

           c. Any veteran who has a total disability resulting from a service-connected  
              disability, as evaluated by the DVA; or  
           d. Any veteran who dies while a disability was in existence.   
           A spouse whose eligibility is derived from a living veteran or service member  
           would lose his or her eligibility if the veteran or service member were to lose the  
           status that is the basis for the eligibility.  Similarly, for a spouse who eligibility is  
           derived from a living veteran or service member, that eligibility would be lost upon  
           divorce from the veteran or service member. 
 
 
 
 

NORTH CENTRAL WISCONSIN 
WORKFORCE DEVELOPMENT BOARD 
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Priority of Service for All WIOA Title 1 Adult Program 
 
Participants who are not in a priority of service category but are actively enrolled in a career or training 
service should be allowed to continue services identified in their Employment Plan. 

1. Potential recipients of individualized career and training services who are Veterans/eligible 
spouses, receiving public assistance and/or low income and/or basic skills deficient. 

2. Potential recipients of individualized and training services who are non-covered persons who 
are receiving public assistance and/or low income and/or basic skills deficient. 

3. Potential recipients of individualized career and training services who are Veterans/eligible 
spouses who are unemployed or underemployed using the definition of "Living Wage".      

4. Potential recipients of individualized career and training services who are non-covered persons 
who are unemployed or underemployed using the definition of "Living Wage".      

5. Any other person. 

 
 
 
All NCWWDB sub-contractors are required to know and understand the provisions and responsibilities 
of the priority of service law and regulations per TEGL 10-09.  Compliance with this requirement will be 
monitored.  Failure to comply could result in the termination of the contract, or may be considered a 
disallowed cost being passed onto the sub-contractor.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3118 Post Road  Stevens Point, WI 54481  Phone:  715-204-1640  Fax:  715-204-1649  Website:  www.ncwwdb.org  
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6. The CSS may speak with others involved in the grievance to gather sufficient information for the 
managers to review.  All phone, in person, and email contact with the complainant will be 
thoroughly documented and attached to the grievance form.  
 

7. Completed grievance forms will be kept in a secure location in the CSS’s office. 
 

8. The CSS will enter appropriate information on the Tracking Form 
 

**If the CSS is not available, customers will be directed to complete the Customer Grievance Form and 
submit it in a sealed envelope to the Front Desk.   

A. Front desk staff will make email or phone contact with the CSS immediately upon 
receipt of a grievance 

B. The CSS will follow up with the individual within five business days. 

Job Center Complaint Coordinator 

Job Center Name Phone Email 

Northern 
Advantage Job 
Center 

Angeline Kesler (715) 365-7828 AKesler@fsc-corp.org 

Marathon 
County Job 
Center 

Ellen T Hope (715) 261-8700 Ellen.Hope@dwd.wisconsin.gov 

Wisconsin 
Rapids Job 
Center 

Kate Buenger (715) 422-5000  kbuenger@fsc-corp.org 

Adams County 
Job Center 

Kim Duncan (608) 339-9559 kduncan@ncwwdb.org 

Marshfield Job 
Center 

Kay Schaefer (715) 321-1011 kschaefer@ncwwdb.org  

Forest County 
Job Center 

Josh Jameson (715) 478-3450 director@forestcountywibusiness.com 
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DRAFT - 
Basic Career Services Adult DW Youth ABE Wagner Peyser Voc Rehab

Career/
Tech Ed

SCSEP Job Corps
Native 

American
Migrant/
Seasonal

Veterans YouthBuild Trade Act
Community 
Action (E/T)

Housing 
Authority (E/T)

Unemployment Second Chance TANF

T-1 Program Eligibility X X X X x X X

Outreach, Intake, 
Orientation

X X X X x X X X X x

Initial Assessment X X X X X X X X X X X x

Labor Exchange, Job 
Search Assist

X X X X X X X X x

Referrals to 1-Stop 
Partners

X X X X X X X X X X X X X X X X X X X

Labor Market 
Information

X X X X x X X X x

Performance and Cost 
Info

X X X X x X

Support Service Info X X X X x X X x

UI Info and assistance X X X X x X X X X x

Financial Aid Info X X X X x X X X x

Career Services provided by Job Center Partners to job seekers and employed workers
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DRAFT -
Individualized 

Services
Adult DW Youth ABE Wagner Peyser Voc Rehab Career/

Tech Ed
SCSEP Job Corps Native 

American
Migrant/Seaso

nal
Veterans YouthBuild Trade Act Community 

Action (E/T)
Housing 

Authority (E/T)
Unemployment Second Chance TANF

Comprehensive 
Assessment

X X X X x
X

X

Individual 
Employment Plan

X X X X X X
X

X

Career Plan, 
Counseling

X X X X X X X
X

X

Short-term prevoc 
services

X X X X

Internships, Wk 
experience

X X X X X X X

Out-of-area job search X X x X

Financial literacy X X X x X

English language 
acquisition

X X X X x X

Workforce 
preparation

X X X X X X X
X

X

Individualized Career Services
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Customized Training Policy Guidelines  

 
The purpose of this policy guide is to: 

 Encourage the utilization of Customized Training, when appropriate.   

 Provide minimum standards and suggestions for operating Workforce Innovation & Opportunity 
Act- funded Customized Training.    

 Encourage the development of consistent protocol and processes across Workforce Development 
Area #6 for effective Customized Training opportunities.  

 

Overall of Customized Training 
       A customized training can be designed to meet the training needs of a single employer or group of 
employers through a specific training plan and curriculum that is “customized” to meet a WIOA participant’s skill 
needs. The employer or group of employers must enter a contract and commit to employ the workers upon 
successful completion of the training.  
      The North Central Wisconsin Workforce Development Board’s Employer Services Director and team will 
develop a customized training plan and contract for employer(s) who meet the requirements.  
 
NCWWDB will follow all WIOA Customized Training policy and procedures as outlined in the DWD/DET 
Administrator’s Memo #10-06 below.   
 

Policy 
The following guidelines are designed to assist staff in developing a customized training experience: 
 
A. Selection of Participants for Customized Training 
All participants, including those who may already be employed by the employer, must meet all WIOA eligibility 
requirements, and deemed appropriate for training services through minimal assessment prior to the start of 
the customized training.  Customized training can be offered to incumbent workers under the following 
conditions: 
  1. The employed individual is not earning a living wage as determined by the local Board; and  
  2. The training relates to the introduction of new technologies, new products or service procedures, upgrading 

to new jobs that require new skills, workplace literacy, or other purposes identified by the local Board. 
 
B. Selection of Employers for Customized Training 
Potentially eligible employers able to participate in customized training contracts include: 
private-for-profit businesses, private non-profit organizations, and public sector employers.  WDBs should 
ensure that customized training contracts are not written with employers who have failed to provide agreed 
upon employment to previous participants completing required training. WDBs may take into consideration an 
employer’s past history with On-the-Job Training contracts, finances, layoffs, relocations, labor disputes, as well 
as the occupational and industry outlook, as a basis for assessing an employer’s viability for customized training 
contracts. 
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C. Occupational Eligibility 
Customized training is allowable for occupations which are consistent with the participant’s capabilities, are in 
demand occupations which will lead to employment opportunities enabling the participant to become 
economically self-sufficient and which will contribute to the occupational development and upward mobility of 
the participant on a career pathway. Occupations selected for customized training shall meet, at the time of 
completion or per company policy, the following: 
 
  1. Full time permanent positions (minimum of 32 hours per week); 
  2. All participants shall be provided benefits and working conditions at the same level and to the same extent 

as other employees working a similar length of time and doing the same type of work. This will include 
unemployment compensation where the employer is normally required to provide such coverage to its 
employees; and 

  3. The position provides the participant benefits per company policy which have a monetary value (i.e., 
insurance, paid leave, profit sharing) other than those required by law. Occupations under which individuals may 
not participate in customized training include, but are not limited, to the following: 

1. Occupations depending on commission as the primary income source. 
2. Professional occupations for which the trainee already possesses a license (e.g., real estate agent, 

insurance agent, etc.). 
3. Occupations dependent on tips or gratuities as the primary income source. 
4. Occupations which provide for only temporary or intermittent employment. 

 
D. Pre-Award Review 
Prior to the development of a customized training contract, a pre-award review must be conducted to ensure 
that a business, or part of a business has not relocated from another location in the U.S., if the relocation results 
in any employee losing his or her job at the original location. 
 
E. Customized Training Contract 
Customized training contracts must specify: 
  1. Name and address of requesting organization, business, or agency 
  2. Contact official, title, and telephone number 
  3. Cost of the proposed training 

 Total cost of the training 

 Total WIOA funds requested 

 Total employer contribution (described in detail) 

  4. Description of proposed training: 

 Need for training, based upon the individual skill sets of trainees 

 Occupational demand for trained individuals 

 Type of training to be provided 

 Length of proposed training 

 Location of training site 

 Target group for training 

 Number of individuals to receive training 

  5. Training Plan 

 Objectives of the training 

 Specific skills to be learned 

 Method of instruction 

 Measurement of objectives and skill attainment of trainees 
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  6. Qualifications of training staff 
 
  7. Employer involvement and commitment 

 Curriculum design meeting needs of employer 

 Commitment of the employer to employ participants who successfully complete the training 

 
  8. Budget 

 Narrative explanation of how the funds will be utilized 

 An itemized budget 

 

  9.  Special health or safety equipment or precautions required (including those costs  associated with 

accommodations, e.g., new software for such things as speech recognition, modified workstations, and 

workplace supports such as job coaching), if any. 

  10. Special tools or uniforms required, if any, and whether or not the employer will supply them. 
 
  11. Modification conditions and requirements. 
 
  12. Contract termination conditions. Customized training contracts are to contain appropriate assurances and 

certifications including: 

 Compensation for the participant at the same rates, including periodic increases, as trainees or 

employees who are similarly situated in similar occupations by the same employer and who have similar 

training, experience and skills. Such rates may not be less than the higher of the federal or State 

minimum wage. 

 Provision of benefits and working conditions at the same level and extent as other employees of similar 

longevity and doing the same type of work. This will include unemployment compensation coverage 

where the employer is normally required to provide such coverage to employees. The employer must 

also secure worker’s compensation or other insurance coverage for work-related injury of trainees. 

 Maintenance, retention, and access to records by the WDB, State, and Department of Labor personnel 

to support the training activity and associated reimbursements, i.e., time and attendance records, 

payroll records, invoice and reimbursement documents, and other information necessary to respond to 

monitoring reviews or audits (documentation of extraordinary costs is not required). 

 Prohibition on the use or proposed use of WIOA funds as an inducement to a business or part of a 

business to relocate if the relocation results in any employee losing his/her job at the original location. 

 Prohibition on the use or proposed use of WIOA training funds on any business or part of a business that 

has relocated from any location in the U.S., until the company has operated at the new location for 120 

days, if the relocation resulted in any employee losing his/her job at the previous location. 

 No customized training contract shall impair: (a) existing contracts for services; or (b) existing collective 

bargaining agreements, unless the employer and labor organization concur in writing with respect to 

any elements of the proposed activities which affect such agreement. 

 Assurance that adequate supervision will be provided at all time while the trainee is participating in the 

customized training. 

 Health and safety standards under Federal and State law equally applicable to customized training 

participants. 

 The employer must comply with civil rights law and regulations, including nondiscrimination. 
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 Prohibition on the use of WIOA funds to directly or indirectly assist, promote, or deter union organizing 

or engaging in political activities (including lobbying) during training hours. 

 No officer, employee or other agent of the employer shall recommend hiring, decide hiring, establish 

salary/wage rate, or provide preferential supervisory treatment with respect to a trainee who is a 

member of the officer’s, employee’s or agent’s immediate family. 

 Prohibition from being employed in the construction, operation or maintenance of any facility that is 

used for religious instruction or worship. 

 Prohibition on the use of funds for construction except for provision of reasonable accessibility and 

accommodation. 

 
F. Determining Length of Training 
Customized training must be limited to the period of time required for the participants to become proficient in 
the occupation for which the training is being provided. The amount of training hours needs to take into account 
the skill requirements of the occupation, the academic and occupational skill level of the participant, prior work 
experience, the participant’s individual employability plan and job accommodations that may be required. 
The contracted training hours cannot include those types of training normally provided by the employer for new 
employees such as orientation to the job/business, safety procedures, etc. Training guides, such as provided in 
ONET, the SVP and others, can be used to help determine the length of training. 
 
G. Developing the Training Plan 
The customized training contract must include a training plan. The training plan, including skills to be learned 
and the time necessary to learn each skill must be sufficiently specific to permit verification that training was 
provided in accordance with the contract. The following guidelines apply to the development of a training plan: 
  1. Activities (the work statement) must be described clearly to show that the employer is obligated to conduct 

training. 
  2. Skills to be learned (measurable) should be separately listed with training times estimated for each. 
  3. Training times must be reasonable. 
  4. Training times must be geared to both the complexity of the job and the abilities of the trainee. 
  5. The training outline must identify the job title of the person(s) responsible for the training. 
  6. The training outline must include measurement and evaluation procedures. 
  7. The trainee, supervisor, and/or trainer should be knowledgeable about its contents. 
 
H. Employer Match Requirement 
This sliding scale waives the WIOA provision that requires the employer to pay for not less than 50 percent of 
the cost of the training. DOL approved the State's waiver request, and authorized the following employer 
contribution through a sliding scale based on the size of the business: 

 No less than 10% match for employers with 50 or fewer employees 

 No less than 25% match for employers with 51-250 employees 

 For employers with more than 250 employees, the current statutory requirement (50 

 percent contribution) continues to apply 

The employee count is to include full-time and part-time workers, and workers placed through a private 
placement agency. This count is based upon the employer’s total number of employees, not the number of 
employees to be trained. The count is to be on a company-wide basis for all locations within the State of 
Wisconsin; and the involved adjoining state when customized training is being offered to Wisconsin residents 
who work for employers in an adjoining state. 
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The employer may contribute in-kind costs to replace their cash contribution if the in-kind costs are above and 
beyond what the employer normally spends on training and operations. These costs must be specifically related 
to the customized training. Examples are: 

1. Training rooms – If the employer had to rent a “special” room in which to specifically conduct the 
customized training versus one that is routinely available and requires no additional payment by the 
employer. That “special” room could count as in-kind costs because it is an extraordinary expense to the 
employer and is directly associated to the customized training. 

2. Training materials – If these materials are developed specifically for the customized training and are not in 
the employer’s possession for use after the training occurs, they may count as an in-kind contribution by 
the employer. 

3. Training equipment – If additional equipment is purchased for the customized training, it cannot count as 
in-kind since the equipment would be a part of the employer’s assets/inventory. 

These in-kind contributions should be documented in the files just as cash contributions are for future audit 
purposes. When determining the funding source for customized training, the WDB must use the appropriate 
program funds for the appropriate WIOA-eligible population. The WDB may provide customized training to low-
income and eligible employed adults with WIOA Adult funds, and may provide customized training to dislocated 
workers with WIOA Dislocated Worker funds. Customized training provided with statewide funds must serve 
WIOA eligible individuals. 
 

Monitoring 
The WDB must have policies and procedures in place to ensure that: 
  1. The training plan has measurable indicators of performance. 
  2. Evaluation of those indicators will occur to determine if skills identified in the training plan have been 

acquired. 
  3. Onsite visit(s) and other monitoring are conducted during the course of the training to determine 

compliance with WIOA requirements, progress toward completion of the training plan and to resolve issues 
for the employer and/or participants. 

 
Performance 
In addition to the WDB annual performance data reporting, the State must address the impact the customized 
training waiver had on the State’s performance in the WIOA Annual Report. WDBs will be asked to explain how 
the sliding scale for customized training contracts has changed the activities of the local area, and how activities 
carried out under the waiver have directly or indirectly affected the local area performance outcomes. 
 
Specific to the customized training waiver, the WDB will need to provide an annual narrative to: 
  1. Identify what sector partnerships were involved in training activities as part of the Industry Sector 

Partnership Initiative as well as the employer size; 
  2. Discuss whether the sliding scale was effective for increased employer participation, and if the training 

helped the employer maintain a competitive advantage; 
  3. Describe the factors that contributed to the success of these programs; and 
  4. Identify how many participants were hired as a result of the sliding scale waiver training. 
 

Automated System Support for Employment and Training (ASSET) Reporting 
NCWWDB and its WIOA-contracted providers is required to report performance outcomes in the Workforce 
Innovation & Opportunity Act Standardized Record Data System for all individuals served under the customized 
training waiver, and the State must report annually to DOL on this waiver. Therefore, all participants must be 
recorded in ASSET. The customized training service can be found in the Manage Services Menu. For adults and 
dislocated workers, the service is a Training Service. Also, an edit will be added in ASSET to prevent associating a 
customized training service with Individual Training Account services. 
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NCWWDB will: 
  1. Adjust their local policy to allow for the increased flexibility of the State waiver, and be consistent with the 

other elements of this policy; 
  2. Train or communicate to staff and contractors on the new sliding scale, and explain how they intend to 

implement it locally; 
  3. Establish or refine systems to evaluate the effect of the State waiver; 
  4. Revise any marketing to employers; and 
  5. Submit results of the new service strategy with the State waiver no later than August 15, 
      of every year.         
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WIOA 

On-the-Job Training (OJT) Policy Guidelines 

I. The Purpose of this Policy Guideline is to: 

 Encourage the utilization of On-the-Job-Training (OJT), when appropriate;  

 Provide minimum standards and suggestions for operating WIOA- funded OJT; and    

 Encourage OJT providers to develop consistent protocol and processes across WDA #6 for 
outreach and building effective OJTs.  

II. Overview of OJT 
OJT can be an effective tool in assisting participants who, after receiving core and intensive services, 
have been unsuccessful in obtaining or retaining employment that allows for self-sufficiency.  This 
form of training is an exception to the requirement under WIOA to establish an Individual Training 
Account (ITA) for eligible individuals to finance training services. OJT is defined as paid training by an 
employer that is provided to a participant while engaged in productive work.  

An OJT: 

 Provides knowledge or skills essential to the full and adequate performance of the job; 

 Provides reimbursement to the employer of up to 50 percent of the wage rate of the 
participant, for the extraordinary costs of providing the training and additional supervision 
related to the training; and 

 Is limited in duration appropriate to the occupation for which the participant is being trained, 
taking into account the content of the training, the prior work experience of the participant, and 
the services strategy of the participant. 

III. OJT Guidelines 
The following guidelines are designed to assist staff in developing an OJT position. These guidelines 
will also assist in meeting the federal regulations which require that, to be allowable, costs incurred 
in the OJT contracting process must be necessary and reasonable. 

 
A.  Identification of On-the-Job Training Need 

An OJT contract is appropriate when the participant lacks the skills necessary to obtain or 
retain employment with that specific employer. The need for any OJT should also be 
identified in the individual employment plan wherein the participants’ interests, abilities, 
and needs are identified. 

 
B. Selection of Participants for OJT 

At a minimum, an individual must be deemed appropriate for training through minimal 
assessment by a case manager or through individual counseling and career planning, before 
the individual may receive training services.  The individual must also have been 
unsuccessful in obtaining or retaining employment that allows for living wage. In addition, 
the case file must contain a determination of need for training services as identified in the 
individual employment plan, comprehensive assessment, or through any other 
Individualized Career service received. Individuals who have completed formal training via 
an Individual Training Account (ITA), but are at risk of not achieving employment within 90 
days of training completion, may be considered for OJT if it creates an opportunity for a 

NORTH CENTRAL WISCONSIN 

WORKFORCE DEVELOPMENT BOARD 

150



Page 2 of 5                                                                                                                                         Revised  12/11/2015 
 

positive outcome.  Recruitment and selection of participants may be specific based upon the 
funding sources made available for OJTs.  

 
C. Selection of Employers for OJT 

Potentially eligible employers able to participate in OJT contracting include: public, private-
for-profit businesses and private-non-profit organizations. Employment and employee 
leasing agencies may be eligible for OJT contracts if all other requirements are met and they 
provide permanent on-going employment (not probationary, temporary, or intermittent) in 
specific occupation and they place employees at the worksite of another employer to 
perform work for such employer.  Recruitment and selection of employers may be specific 
based upon the funding sources made available for OJTs.  

 
D. Occupational Eligibility 

OJT is allowable for occupations which are consistent with the participant’s capabilities, are 
in demand occupations which will lead to employment opportunities enabling the 
participant to earn a living wage and which will contribute to the occupational development 
and upward mobility of the participant on a career pathway. Consideration should be given 
to the skill requirements of the occupation, the academic and occupational skill level of the 
participant, prior work experience, and the participant’s individual employment plan. 

 
E. OJT Pre-Award Review 

Prior to the placement of an OJT participant, a pre-award review must be conducted to 
ensure that a business, or part of a business, has not relocated from another location in the 
U.S., if the relocation results in any employee losing his or her job at the original location. 
Prior to the start of any OJT, the contract and training plan must be subject to at least a two-
tiered review process (i.e. involve a further review by at least one person above the case 
manager/program staff).   However, the daily oversight of the contract will be the 
responsibility of the WIOA-contracted provider and assigned case manager. 

 
F. OJT Outreach 

Information about OJT should be integrated into WDA #6’s Business Solutions functions. 
Outreach should be suited to the area employment conditions focusing on jobs in high-
growth sectors or occupations.  Specialized employer recruitment will be based on specific 
funding opportunities available to WDA #6.  General outreach includes, but is not limited to: 
face-to-face contacts, mail outs (introductory letters, notes of appreciation, newsletters), 
involvement with the Chamber of Commerce, press releases, networking with other 
agencies, and speaking to civic organizations. 

 
Outreach strategies could include: 

 Researching companies thoroughly before contact and note previous labor needs Working 
with nearby agencies to target high-growth industries for regional outreach; 

 Educating employers about how OJT training can enhance their business, cut waste, help 
train employees, reduce turnover and increase profits; 

 Educating job seekers about how to sell OJT training to potential employers; 

 Projecting company savings by utilizing OJT;  

 Ensuring employer generated required paperwork is minimal; and 

 Encouraging the job seeker use an introductory letter from the OJT provider when 

interacting with employers as part of their job search 
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IV. OJT Trainee Requirements 
Only those individuals who meet the eligibility requirements for intensive services, who have 
received an assessment and for whom an Individual Employment Plan (IEP) has been developed may 
be considered for OJT, as well as any type of training under WIOA.  An individual referred to a Job 
Center by an employer may be considered for OJT with that employer only after the individual has 
met eligibility requirements and an assessment indicating an OJT is appropriate.  Priority of service 
for qualified veterans and spouses is applied after eligibility requirements have been met. The 
Veterans’ Program Letter 07-09 states: “A veteran or eligible spouse must meet the statutory 
eligibility requirement(s) applicable to the specific program from which services are sought.  For 
those programs that also have statutory priorities or preferences pursuant to a Federal statute or 
regulation, the program service provider must coordinate providing priority of service to veterans 
and other eligible persons with the application of those other priorities.” WIOA program staff and 
the Veteran’s Employment program staff will coordinate cross referrals of eligible veterans.  

V. Required Documents 
 

To encourage the use of OJT by employers and job seekers, it is critical that the OJT providers keep 
paperwork to a minimum.  However, there are several documents required to effectively implement 
an OJT including OJT contracts, training plans, invoicing and monitoring documentation.  Please note 
that OJT is considered a program cost under WIOA and should be reported as such on financial 
reports. 

A.    OJT CONTRACT MINIMUM REQUIREMENTS 

1. Occupation for which training is to be provided; 
2. Name of the participant to be trained; 
3. Immediate supervisor’s name; 
4. Wage rate; 
5. Method and maximum amount of reimbursement;  
6. Beginning and ending data of the contract; 
7. Job description and a training plan including training hours by skill areas or tasks; 
8. Special health or safety equipment or precautions required, if any; 
9. Special tools or uniforms required, if any, and whether or not the employer will 

supply; 
10. Any costs associated with reasonable accommodations for individuals with 

disabilities;  
11. Modification conditions and requirements; and 
12. Contract termination conditions. 
 

B.   TRAINING PLANS  

       After determination of the occupation in which the participant will be trained, an  

             OJT training plan must be developed. This plan will be a formal and written program  

       of the structured job training that will provide participants with an orderly combination  

             of instruction in work maturity skills, general employment competencies and  

occupationally specific skills that will enable the participant to work toward self-sufficiency.   

            

The following guidelines apply to the Training Plan development: 

1. Activities (the work statement) must be described clearly to show that the employer 
is obligated to conduct training; 

2. Skills to be learned (measureable) should be separately listed with estimated 
training times for each; 
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3. Training times must be reasonable; 

4. Training times must be geared to both the complexity of the job and the abilities of 
the trainee; 

5. Consideration must be given to recognized reference materials, such as ONET; 

6. The training outline must identify the job title of the person(s) responsible for the 
training; 

7. The training outline must include measurement and evaluation procedures; 

8. The trainee, supervisor, and/or trainer should be knowledgeable about the training 
plan; 

9. Consideration of reasonable accommodation(s), such as providing materials in an 
alternative format; 

10. Identification of supportive services necessary for the individual to succeed; and 

11. The training site is accessible for individuals with disabilities and/or other special 
needs. 

 

In determining the appropriate length of the contract, consideration should be given to              
the skill requirements of the occupation, the academic and occupational skill level of the 
participant, prior work experience, level of difficulty, and the participant’s IEP.  Generally, 
OJT contracts should not be done for less than six weeks or more than six months.  Jobs that 
needs less than six weeks training usually require no appreciable levels of training beyond 
periods of orientation that an employer would be expected to cover as part of their normal 
costs of doing business.  Jobs that require more than six months of training to prepare a 
person for successful entry level employment usually are too costly to be suitable. 

 

C.   EMPLOYER REIMBURSEMENT   

On-the-job contracts allows reimbursement to employers with up to 50 percent of the wage 

rate of an OJT participant for the extraordinary costs of providing the training and additional 

supervision related to training employees.  The appropriate program funds must be used for 

the appropriate WIOA-eligible populations.  The training reimbursement level is not to 

exceed a percentage (typically 50%) of the state’s average wage rate.   The state’s current 

average wage rate is provided by the Bureau of Labor Statistic’s Quarterly Census of 

Employment and Wages website.  http://www.bls.gov/oes/current/oes_wi.htm.    This 

limitation on the training reimbursement provides latitude in the type of occupations that 

can be targeted while maximizing the number of OJT opportunities.  OJT contracts with 

employers who elect to pay participants more than the state average wage are allowed; 

however, the employer cannot receive a training reimbursement beyond the 50% 

percentage of the capped level.   

              

             Payments to employers should be managed by an invoice system that clearly documents  

             the number of hours worked each day by the participant and rate of pay for the time  

             period.  Invoices must be signed by both the participant and the employer or only by the  

             employer if accompanying documentation (timesheets/time cards) is signed by the    

             participant and reconciled to the invoice.  Also, payments to employers must be based 

             on scheduled raises and regular pay increases, if they occur.   

        

The following guidelines will be followed for Employer Reimbursement: 

153

http://www.bls.gov/oes/current/oes_wi.htm


Page 5 of 5                                                                                                                                         Revised  12/11/2015 
 

1. NCWWDB shall reimburse the OJT Employer on a bi-monthly basis in an amount not 
to exceed total reimbursement for extraordinary costs of training to be provided by 
the Employer to Trainee.  NCWWDB will only reimburse the OJT Employer the total 
in which the WIOA-contracted provider has approved;  

2. Employer agrees to maintain adequate time and attendance, payroll, and other 
records to support amounts reimbursed under the OJT contract; 

3. Employer agrees that records which are directly related to the OJT contract are 
subject to review, monitoring, and audit by the OJT Provider, NCWWDB, DWD 
and/or DOL, at any time without prior notice to the employer; 

4. Employer shall provide adequate insurance coverage to protect against legal liability 
arising out of OJT activity; and 

5. Employer shall preserve all OJT Employee payroll records, fringe benefits and 
personnel records. 

VI. MONITORING 
Monitoring is the responsibility of both the NCWWDB and the WIOA-contracted provider. 
Monitoring at the local level will include oversight of the participant training and corresponding 
employer payroll records.  To ensure validity and propriety of the reimbursement amounts claimed, 
and that the training for which the contract is written is actually delivered, on site monitoring of OJT 
employers is required.  The on-site monitoring of the OJT must include documenting information 
received directly from the trainees, should capture the trainee supervisor’s perspective about how 
the training is progressing, and should include review of the employer payroll records.   

Prior to the start of any OJT, the contract and training plan must be subject to at least two-tiered 
review process (i.e. involve a further review by at least one person above the case 
manager/program staff).  However, the daily oversight of the contract will be the responsibility of 
the case manager. 

In addition, the WIOA-contracted provider must have procedures in place to ensure that: 

 The training plan has measurable indicators of performance; 

 Evaluation of those indicators will occur to determine if skills identified in the training plan 
have been acquired; and 

 Onsite visit(s) and other monitoring are conducted during the course of the OJT to 
determine compliance with WIOA requirements, including section 188, progress toward 
completion of the training plan and to resolve issues for the employers and to participant. 

        

      Monitoring should also ensure that the participant is receiving the contracted training at the wages 
stated in the OJT contract, and that the participant is not required to engage in activities prohibited 
by WIOA. Employer records should also be reviewed to assure that the participant is receiving 
proper wages and that the employer is withholding taxes and paying workers compensation (or 
equivalent) insurance. 

 

       A.   Automated System Support for Employment and Training (ASSET) Reporting 

       All WIOA participants and services must be recorded in ASSET. The OJT service can be found in the 
Manage Services Menu. For Adults and Dislocated Workers, the service is a Training Service. For 
Youth, the service is On-the-Job Training.   

 

Additional Resources: 

               WIOA 2014 Public Law 113-128, sections 3 (44) and 181 (a)(1)A 

               DWD/DET - WIOA Interim Program Guidance, June 24, 2015 
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WIOA TITLE I-B 
INDIVIDUAL TRAINING ACCOUNT 

POLICY 
 

LOCAL PROGRAM GUIDELINES 
 

 

BACKGROUND                                                                         
Under the Workforce Innovation & Opportunity Act (WIOA) Individual Training Accounts (ITAs) are the  
mechanism by which enrollees in the Adult and Dislocated Worker funding streams receive funding for training  
services (WIOA, Section 134(d)(4)(G)). Specific instructions for the use of ITAs are found in the WIOA Federal  
Regulations at Sections 663.400 through 663.430.  
 
The purpose of these Regulations and the Act is to create a public training system that emulates a market. In 
this market, participants become the customers who select training programs and training providers from  
approved lists, based on the concept of informed choice.  
 
Informed choice means knowledgeable case managers who have no financial interest in the decisions their  
customers make, and help their customers select effective programs and providers. 
 
Informed choice also means a “consumer reports”- style system of information will become available to help 
inform customers of the training outcomes achieved by the customers of all training providers and programs  
on the approved list. 
 
The only type of training services for which ITAs are not required is customized training and On-the-Job  
Training (OJT).  
 
**The provision of OJT services participants is considered on a case-by-case basis with prior approval by the 

Program Coordinator. 
 
**The provision of training services for self-employment options is considered on a case-by-case basis with prior 

approval by WDB staff, and conditions set forth in the Business Track policy. 
 
For additional guidance, see DWD/DET - WIOA Interim Program Guidance for Adult, Dislocated Worker, and  
Youth Programs, June 24, 2015.  
 

ELIGIBILITY FOR ITAs 
Individuals eligible for ITAs must meet all of these requirements: 
1. Have received an objective assessment which includes the gathering of information on academic achievement 

skills, aptitude, computer skills, interests, and work history;  
2. Have received career counseling including labor market information on occupational projections; 
3. Have developed an individual employability plan, and have been unable to obtain or retain employment.  
4. Have been determined by program staff to be in need of training services and to have the aptitude and basic 

skills to successfully participate in the selected program of training services; 
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5. Have selected programs of training services which are directly linked to demand occupations* in WDA 6 or in 
another area of Wisconsin to which they are willing to relocate; 

6. Be eligible for enrollment and training in accordance with WDA 6 priority of service.  Have insufficient resources 
available to meet associated training needs documented by completion of a “Financial Need Analysis” form (see 
attached example); 

7. Agree to apply for financial aid when appropriate and according to ITA policy, “Satisfactory Progress for Initial 
and Continued Funding – Filing for Financial Aid”; 

8. Agree that any employment during the training period must follow the “Policy and Procedure for Temporary 
Employment”; and 

9.  Agree to adhere to the requirements in the ITA “Customer Agreement.” 
 

DEMAND OCCUPATION * 
A “demand occupation” appears on current labor market information which the case manager determines and  
documents in the Individual Employment Plan (IEP) that shows a strong probability the participant will be  
employed in a training-related occupation which meets the earnings expectations for either the Adult or 
Dislocated Worker Program, depending upon the program enrollment. 
 

TWO-TIERED REVIEW PROCESS 
The WIOA Provider must establish a written process for reviewing payment exceptions, payment for retake of  
failed classes, granting training period extensions, approving computer software classes not included in the  
approved program, waiving the assessment requirement, failure to maintain satisfactory GPA, failure to meet  
documentation requirements for an ITA, and any other items deemed appropriate by the Program Coordinator. 
This process must be at least two-tiered (i.e. involve a further review by at least one person above the case  
manager/program staff).  The WIOA Provider must submit a copy of this policy/procedure and any subsequent  
modifications to the NCWWDB. 
   

APPROVED PROGRAMS AND COURSES 
ITAs can be used only for a) training - individual classes or entire programs - to prepare individuals for  
“demand” occupations as defined in these guidelines and b) from training providers that appear on the State  
List of Approved Training Providers (www.wisconsinjobcenter.org/ita/presentation/SearchBy.aspx) ITAs will be  
used for only the courses required for program completion as specified in the school catalogue or program  
curriculum outline.  Additional classes that are added to the program to increase marketability will not be 
funded through WIOA unless they fulfill the elective requirements.  Using the two-tiered review process, the  
Program Coordinator may grant an exception for computer software classes or other courses which are 
appropriate for the intended occupation. 
 

PAYMENT 
ITAs pay for tuition and fees.  Payments will usually be made directly to the training provider on a cost 
reimbursement basis or as reimbursement for actual charges.  NCWWDB will annually determine funding 
guidelines based upon the average costs or rates for full-time students at Wisconsin technical colleges and  
universities. Graduate level training will be funded at the average for local university undergraduate funding.  
Specialized training provided by proprietary schools (e.g. truck driving, computer programs) may be funded up  
to the total average cost for a 2 year technical college program.  The maximum amount available per 
participant will be the average cost or rate/semester at either a 2 year or 4-year school (whichever is most  
comparable) X 5.5 semesters.  Using the two-tiered process, program staff may request a waiver for extra  
expenses from the Program Coordinator.  Waivers will be granted when the exceptions are well-documented  
and will be based upon availability of training, individual financial need, and availability of funding.    
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• Whenever possible, assistance will be provided for 100% of the unmet financial need for tuition and fees.  If 
funds become limited, participants may receive assistance on less than a 100% basis.  For the Adult Program at 
the time ITA requests exceed the funds available, the WIOA Provider must establish a waiting list based upon 
the ITA request date.  The Dislocated Worker Program must also establish similar waiting lists but take steps 
along with the NCWWDB staff to obtain additional grant funds from the state or federal government. Approval 
of these grants will determine the extent to which students will be funded. 

 
• Applicants/Participants approved for training outside of the service delivery area will receive the average 

amount of tuition and fees established within the service delivery area.  These rates will be either technical 
college or university rates, depending upon the type and length of the training program.  The case manager will 
make this determination and inform the participant about the current rates being applied. 

 
• If participants choose to enroll in double majors/programs, WIOA will only pay for one major/program.  The 

participant will choose which program the ITA covers provided that the program meets all requirements of this 
policy. 

 
• Applicants/Participants who fail a class or classes will be required to pay for the retake of the class.  If a 

participant must withdraw from a class or classes, the payment for the retake(s) will be based upon the amount 
refunded to WIOA.  If no money is refunded to WIOA, participants will be responsible for the entire cost of the 
retake(s).  Using the two-tier review process the Program Coordinator may make exceptions for extenuating 
circumstances (e.g., unexpected family situations). 

 
• Payments for books will be determined by the case manager upon review of the total program costs, participant 

resources, and the participants’ completed “Financial Need Analysis” form.   
 

DURATION 
Applicants/Participants will be strongly advised to complete training within the shortest time period possible.  
 
• Technical Colleges, Proprietary Schools, and 4-Year Colleges and Universities: Participants are expected to 

complete within 104 training weeks (i.e. weeks when classes are in session). Special program requirements, 
availability of classes, waiting lists, prerequisites and basic skills upgrading will be taken into consideration and 
can extend the training period beyond 104 weeks.  Using the two-tiered review process the Program 
Coordinator may grant a waiver to the 104-week training period requirement.  

 
• Graduate Level Training – If individuals have already received WIA/WIOA funds for undergraduate level training, 

then they are ineligible for graduate level training funded by WIOA. If WIA/WIOA has not funded undergraduate 
level training, then the participant must meet the same 104 training week, financial aid requirements and other 
program responsibilities expected of technical college, proprietary school and 4 year college and university 
students. 

 

SATISFACTORY PROGRESS FOR INITIAL AND CONTINUED FUNDING 
Prior to approval of ITA funding, WIOA participants must be deemed appropriate for training services through  
minimal assessment.  The case manager must keep written documentation of this assessment in the participant  
file.  If the assessment does not match the chosen training, the case manager will re-evaluate the participant’s  
program selection prior to approval of funding. 
 
WIOA participants requesting ITA funding for short-term, part-time, or continued full-time training may have 
the assessment requirement waived by the Program Coordinator using the two-tiered review process.  
Satisfactory academic progress must be taken into consideration. 
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WIOA participants requesting ITA funding for graduate level training may have the career assessment waived  
with written documentation citing the availability of jobs within the chosen occupation. 
 
• Grades.  Training applicants or WIOA participants requesting assistance for training must be at or above a 

cumulative Grade Point Average (GPA) of 2.0 for the Adult Program and 2.50 for the Dislocated Worker 
Program. Case managers must document cumulative GPA in the participant files by retaining a copy of current 
grade reports or transcripts. If participants fall below the cumulative level during their participation in the WIOA 
program, they will be put on “probationary” status for the upcoming semester.  If they fail to achieve the 
cumulative level at the end of the probationary semester, WIOA funding will be reviewed and may be denied 
until the cumulative GPA level is met.  Using the two-tiered review process the Program Coordinator may review 
extenuating circumstances on an individual basis and approve continued funding. 

 
• Documentation of Grades and Class Schedule.  Applicants/Participants will be required to supply a copy of a) 

each term/semester’s grades and b) the upcoming semester’s class schedule to the WIOA case manager.  Copies 
of both documents must be in the clients’ file prior to the beginning of the semester or funding will not be 
approved. 

 
• Filing for Financial Aid. Applicants/Participants who are eligible students will be required to file for Financial Aid 

every school year.  The Financial Aid documentation must be in the client’s file prior to the beginning of the 
semester or funding will not be approved.  Documentation may be in the form of an award or denial letter, 
Internet printout showing award/denial or statement from the local Financial Aid office. 

 
• Attendance Forms.  Applicants/Participants must complete attendance forms each month.  Forms must be 

signed by instructors and/or counselors, as well as by the participants.  Forms must be returned to the WIOA 
case manager within five days of month’s end.  Tardy attendance forms will be cause for immediate review of 
WIOA funding. 

 
• Contact with Case Manager.  Participants must maintain regular contact with the WIOA case manager.  Any 

information requested by the case manager and/or WIOA program must be submitted to the office in a prompt 
manner. 

 

PROCEDURES 
All applicants and participants requesting an Individual Training Account must complete the “Individual Training  
Account Request” form prior to incurring any costs or prior to beginning training.  If necessary, the case  
manager will assist participants in completing this and other forms.  Documentation necessary for ITAs  
includes: 1) assessment information, 2) an Individual Employment Plan, 3) the ITA Request form, 4) financial  
needs analysis, 5) financial aid information, 6) class schedule, 7) ITA Customer Agreement, and 8)Temporary  
Employment Policy and Procedure.  
 
Requests from participants to establish Individual Training Accounts (ITAs) will be routinely approved if: 
 
1. Sufficient unobligated funds exist for that purpose (or, for Dislocated Workers only, if there is a reasonable 

expectation that additional funds are likely to be obtained from state or federal WIOA reserves, or from TAA, to 
fund such training), AND 

 
2. The type of training, by occupation, is documented in the Individual Employment Plan (IEP) found in each 

participant's file, AND 
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3. The IEP is accompanied by any other additional supporting documentation identified during the IEP 
development process to show that the nature of the training to be provided is adequately suited to the 
interests, aptitudes and abilities of the participant (e.g., testing and/or assessment results or other means), such 
that the participant is shown to be in need of and able to benefit from the proposed training), AND 

 
4. The average earnings of workers entering the occupation for which training will be provided are sufficient to 

meet the prevailing local performance standards on an aggregate annual basis.  For Dislocated Workers enrolled 
at any point in a grant funded by state or federal WIOA reserves, the earnings expected upon successful 
completion of training will be sufficient to satisfy, on an aggregate basis by the end of the grant award period, 
the average wage specified in the applicable state or National Dislocated Worker grants application,  AND 

 
5. The occupation for which training will be provided meets the definition of “In-Demand Occupation” in this 

policy.  
 
Case managers, who perceive the need for technical assistance on the likelihood of eventual employment in a  
training-related occupation, or the prevailing wage for individual occupations, are advised to seek further  
guidance from the Program Coordinator. 
 
If any of these five items are not met, the case manager must submit the “Individual Training Account Request” 
form and supporting documentation for approval or denial to the review staff designated by the Program  
Coordinator. 
 
If the case manager or review staff has any reason to doubt any information provided by the participant, the  
information will be verified prior to approval of the training request.  No payment will be made unless the “ITA 
Request” form has been completed and signed by the client and case manager. 
 
The case manager will be responsible for determining that all costs of any requested assistance is allowable,  
allocable, reasonable and necessary.  All payments will be made on a cost reimbursement basis to either  
participants or vendors.  If the vendor requires pre-authorization, the case manager must complete a purchase  
order or a similar authorization document after training approval. 
 
Once the case manager or review staff has approved the training request, the case manager will complete the 
“Funding Authorization” form (see attached sample) and distribute copies of a “Funding Authorization” form as  
instructed on the form.  The case manager will either give the participant a “Funding Authorization” form to be  
taken to the vendor or will forward the form along to the appropriate vendor.  For review and payment the  
case manager will forward the original request form, copy of class schedule and copy of a “Funding  
Authorization” forms to the WIOA Provider.  The designated WIOA Provider will receive the invoice/billing from 
the vendor, review for accuracy and submit to NCWWDB for payment.   
 
The case manager will document in the Individual Employability Plan (IEP) that the participant meets the ITA 
policy requirements and that the assistance has been approved, including identification of the training  
program, estimated duration and cost.  The case manager will also see that the participant's ASSET service 
screens are updated to enroll the participant in the appropriate component. 
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WIOA Title 1-B SUPPORTIVE SERVICES POLICY 
 
The North Central Wisconsin Workforce Development Board (NCWWDB) and its programs consisting of 
WIOA Title 1 – Youth, Adult and Dislocated Worker, recognizes the importance of providing supportive 
services as allowable expenditures to participants, provided that the provision of such services is 
included in the participants’ individual assessment and plan, and directly tied to an approved WIOA 
Title 1 activity.  To this end, the NCWWDB will allow a variety of supportive services under specific 
guidelines. 
 
SUPPORTIVE SERVICES 
This policy recognizes that WIOA Youth, Adult, and Dislocated Worker participants may benefit from 
the provision of supportive services in order to participate in employment and training programs.  
Supportive services resources are limited and are not an entitlement.  If the participant is also enrolled 
in Trade Adjustment Act (TAA), this funding source must be utilized prior to WIOA funding.  In addition, 
all community and personal resources will be considered before WIOA funding requests are approved 
and allocated to the participant.  The provision of any supportive service will be verified and properly 
documented by the case manager, and then approved by the local Program Supervisor.  In addition, 
the supportive service needs of participants will be determined on an individual basis to allow for 
consideration of individual circumstance (family income, family size, length of training, location of 
training, employment opportunity, etc.) and according to the participant’s assessment and Individual 
Service Strategy (ISS) or Employment Plan (EP). The amount of supportive services will be determined 
by the need of each individual and availability of local funds.  Supportive Services are only considered 
during the duration of their WIOA enrollment, with the maximum allowable amount not to exceed 
$10,000 per lifetime in WIOA T1.  Exceptions to this amount must involve a two-tiered review and 
approval by NCWWDB’s Deputy Director.   
 
This policy applies to: 

 Adult and Dislocated Worker programs (including Rapid Response and National Dislocated 
Worker Grants); and 

 Youth program. 
 
Supportive services are only to be provided to participants who: 

 Are participating in basic career, individualized career, or training services; or in the Youth 
program (other than design framework); 

 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 provides these services; and 

 Demonstrate a need for assistance to enable him/her to participate in Title 1 activities. 
 
Examples of typical supportive services include, but are not limited to: 

 Assistance with uniforms or other appropriate work attire; 

 Assistance with training-related tools or supplies, such as eyeglasses or protective eye gear, books, 
stethoscope as required; 
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 Testing/Exam and licensure fees; 

 Medical exams/services required for training or employment; 

 Assistance with transportation to include gas cards/vouchers or mileage reimbursement, bus or 
cab vouchers, or parking fees required to participate in WIOA activities; 

 Assistance with dependent care; 

 Education-related application fees; 

 Linkages to community services; and 

 Referrals to medical services. 
 
Examples of “Other Supportive Services” include, but are not limited to: 

 Up-front union dues needed prior to employment; 

 Work-related tools/supplies/equipment needed to accept or maintain employment; 

 Auto insurance/car payment considered as a one-time or rare expense paid to allow continued 
participation in WIOA activities; 

 Vehicle repair*/emergency towing;  

 Emergency housing/utility assistance* considered as a one-time or rare expense paid to allow 
continued participation in WIOA activities; 

 Driver’s license/auto registration as needed to participate in WIOA activities;  

 Personal Items such as interview clothing, haircuts, and toiletries needed to participate in WIOA 
activities, accept or maintain employment; and 

 Other needs of the participant for an item/service to participate in program activities, and/or to 
accept or maintain employment as approved by the local Program Supervisor.  

 

Follow-Up Services – according to WIOA Regulations (20 CFR 622.240) and the preamble to WIOA 
(pages 49319 and 49320), supportive services are an allowable cost during program follow-up.  
Supportive services provided during follow-up must be related to the original ISS/IEP, or based on a 
new need pending documentation and case note entry into ASSET.   Supportive services provided 
during this time must follow the same procedure as outlined during regular program activity. 
 
Prohibition of WIOA Supportive Services includes: 

 Reimbursement for expenses incurred without prior approval; 

 Business Capitalization – WIOA funds cannot be used to capitalize a business. For example, the 
purchasing of tools as a post-employment/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 deposit, e.g. rental 
lease, security deposit, etc.;  

 Medical/dental services and procedures, including transportation to medical/dental 
appointments (other than what is required for training or employment); and 

 Legal penalties or fines. 
 
 
 

General Procedures 
Participants requesting Supportive Services assistance must complete a Supportive Services Request form 
with their case manager.  The request form must be completed and approved prior to incurring any costs, 
or prior to the participant beginning new employment.  The case manager will consider all other available 
resources, both community and personal resources, prior to submitting the request for approval to their 
local Program Supervisor. Consideration must also be given to any access to supportive services from 
another workforce development area. All supporting documents must be placed in the participant file. 
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The request approval will be based upon an individual's need and availability of funding.  For the WIOA 
Youth program, once the need for supportive services has been verified and approved by the local 
Program Supervisor, the payment will follow their respective agency’s protocol.  For the WIOA Adult and 
Dislocated Worker programs, once the need for support has been verified and approved, the case 
manager can reserve the funds through the process set forth by NCWWDB.  
The local Program Supervisor will collect and process the incurred expenses monthly, and will submit the 
authorizations to NCWWDB for payment within the following 30 days.  NCWWDB reserves the right to 
refuse payment for any late submissions.  
 
Procedures specific to transportation assistance:   
Enrolled program participants may apply for transportation assistance when the case manager determines 
the participant is attending a WIOA-approved activity. Mileage reimbursement assistance will be 
determined at the rate of $.30 per mile of travel.  Gas-only fuel card or voucher amounts will also be 
determined on mileage at $.30 per mile.  Mileage calculations will be based using Google Maps.  Mileage 
will be rounded to the nearest whole mile (up or down).  If the participant is dependent on another 
person for transportation, mileage reimbursement or a gas card/voucher can be provided to another 
party provided the case manager verifies and obtains documentation from the driver. Participants and/or 
their driver must provide proof that the vehicle used for WIOA transportation is properly registered, 
licensed, and insured per state law.   
The participant will be required to log the daily trips between her/his residence and the WIOA-approved 
activity.  Specific to mileage reimbursement, the mileage voucher will be completed, signed by the 
participant/driver, and forwarded to the case manager at the end of the WIOA-approved activity, or at the 
end of each month, along with any corresponding attendance forms.  The case manager will be 
responsible for the verification and accuracy of the forms.   
 
Procedures specific to Dependent Care assistance: 
Enrolled program participants may apply for dependent care assistance when the case manager 
determines that the participant is attending a WIOA-approved activity.  Assistance will be paid directly to 
the provider at the rate of $2.50 per hour per child/adult. Other payment arrangements must be 
approved by the local Program Supervisor. The maximum hours payable per week is 40.  Hours payable 
for participants in training can include hours in class, driving time and study time.  Online courses or 
training will not be considered when determining class hours for childcare/adult care purposes.  Hours 
payable can include hours for local job search activities, interviews and out-of-area job search, or any 
WIOA-approved program activities determined by the case manager.  Job search participants will also 
provide a job search log of activities for each day claimed. 
The child/adult care provider may be certified or uncertified.  The provider may be family or friend; 
however, the dependent must be taken care of outside of the residence.  The child/adult may be taken 
care of inside the home if medically necessary (medical statement required).  The provider must be an 
adult of at least 18 years of age.  Only one provider per participant will be covered under WIOA.  The local 
Program Supervisor will consider extenuating circumstances in regard to multiple providers on a case-by-
case basis.  All providers are required to complete a W9 form.   
 
*When requesting assistance for Emergency Housing/Utility Assistance, the participant must provide 
proof of delinquency, or of being in arrears.   
 
*When requesting assistance for vehicle repairs, it is preferred that the participant obtain at least two 
estimates for the cost of repairs. The requirement may be waived if it causes additional hardship to seek 
the estimates, i.e. the vehicle is completely disabled.  Any vehicle repairs must be determined by staff to 
be reasonable and necessary.  Preventive maintenance work (oil change, etc) is not allowed unless it is 
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UNLIKELY TO REENTER SAME/SIMILAR INDUSTRY/OCCUPATION 

  
  
Name: ___________________________________ PIN: _____________________________  
  
Dislocation (previous) Employer: _______________________________________________  
  
Dislocation (previous) Industry:   _______________________________________________  
  
Dislocation (previous) Job Title: ________________________________________________  
  
Dislocation Wage: ___________________________________________________________    
  
Attached LMI shows above individual unlikely to reenter a previous industry or occupation due to:  

(Choose one option and provide one of the documentation items)  
   
An unsuccessful job search due to the overall lack of jobs in previous industry or occupation  
Documentation □ Job search log showing 3 months of consistent and legitimate job search  
              Significant number of rejection letters from employers based upon job search  
  
Overall lack of available jobs in previous industry or occupation  
Documentation □ LMI printout showing industry availability (decline)  

       □ LMI printout or media article showing layoffs at various companies within the industry  
       □ LMI documentation showing a limited number of employers in the State in certain industry 
            □ LMI printout showing occupation availability (decline)  

  
Inability to return to previous industry or occupation due to physical limitations  

 Documentation □ Doctor’s statement indicating inability to return to industry or occupation  
       □ Vocational rehabilitation counselor’s statement indicating inability to return to industry                      

  
Primary occupation is not in demand due to individual’s skill set  
Documentation □ LMI printout showing job listings containing work history requirements  
         □ LMI printout showing job listings containing educational requirements  

      □ LMI printout showing job listings containing training certification requirements  

  
Other – must be approved by LETC Director/Supervisor prior to registration  
Documentation □ Applicant statement  

  
  
  
  
Case Manager: ______________________________________________ Date:_________________  
  
  
LETC Director/Supervisor:______________________________________ Date:_________________  
(only required if choosing ‘other’ as option)  
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necessary as part of a larger repair.  Staff must determine that the participant has ownership of the 
vehicle, has legal registration, a valid driver’s license, and proof of insurance as required by law.  If any of 
these conditions cannot be met, the case manager must request additional review by the local Program 
Supervisor. 
 
 
Examples of possible community resources include, but are not limited to: 

 Faith-based organizations; 

 Non-profit organizations; 

 Women’s shelters; 

 Community clothes closets;  

 Local food pantries; 

 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, including the Wisconsin Employment Transportation Assistance 
Program (WETAP); and 

 State and national organizations such as:  United Way, Goodwill, Salvation Army, etc. 
 
 
 
*Each WIOA-contracted provider for the NCWWDB will submit their internal agencies’ fiscal protocol to the Deputy Director for 
approval.  The protocol will then become an attachment to this Supportive Services policy. 
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Workforce Innovation & Opportunity ACT 
 

DISLOCATED WORKER - RAPID RESPONSE POLICY 
 
 

The purpose of the Dislocated Worker Rapid Response policy is to meet the requirements of the new system set 
forth by the Department of Workforce Development implemented July 1, 2015.  The vision of the new RR 
system is the creation of a locally led and coordinated response to employer layoffs/closures that will meet the 
needs of workers in a timely manner.   
 
In WDA #6, the goal of the local policy and protocol is to offer robust and consistent services provided by the 
WIOA Title 1-B Dislocated Worker contracted provider and Job Service staff.  Other job center partners may be 
involved, based on the dislocation.  NCWWDB, the WIOA contracted provider and Job Service staff have 
identified the members of the local team, and have jointly created a standard protocol to follow.  Rapid 
Response services will start at the NCWWDB when an employer submits the WARN notice, or when notice is 
received directly from the employer.  Once the notice is confirmed, the WIOA Dislocated Worker contracted 
provider will make the initial contact with the employer.  It is then the responsibility of the WIOA Dislocated 
Worker contracted provider to convene the local team to determine the next steps.   
 
The Rapid Response policy and protocol will be reviewed when warranted, and at least annually to ensure the 
quality of services. 
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WDA#6 Rapid Response:  Customized Workforce Transition 
 

Worker Rapid Response: 
1. NCWWDB and/or Wisconsin Department of Workforce Development (DWD) receives WARN or other 

notice of layoff or closure 

2. The NCWWDB Rapid Response Coordinator makes initial contact with affected company to:  

a) confirm notice, b) ascertain general facts, and c) arrange an initial onsite visit with company officials 
3. The NCWWDB Rapid Response Coordinator organizes and manages initial onsite visit with company 

officials, and union officials when applicable, to: a) relay information on dislocated worker program and 

other resources, b) determine layoff schedule and collect additional data, c) determine potential TAA 

applicability, and d) seek permission to conduct onsite/offsite worker informational meetings and other 

enhanced services.  NCWWDB Rapid Response Coordinator identifies and requests the participation of 

other Rapid Response Team partners at the initial meeting, depending on the size and scope of the 

dislocation.   

4. The NCWWDB Rapid Response Coordinator, in collaboration with other Rapid Response Team members, 

sets the date(s) for worker informational meetings.  Rapid Response Team develops worker meeting 

agenda, manages logistics, and identifies speakers/resources.  Generally, worker informational meetings 

will include:   

a. overview of Dislocated Worker program services (including TAA, if applicable),  

b. overview of Job Center services and resources (including availability of job search assistance, 

labor market information, career counseling, and specialized services for veterans and 

individuals with disabilities), and 

c. overview of Unemployment Compensation eligibility, benefits, and procedures.   

Rapid Response Team provides guidance to impacted workers on how to access Job Center of Wisconsin 
and assists them in online registration.  Rapid Response Team distributes and collects completed 
standard Dislocated Worker survey. 

5. The NCWWDB Rapid Response Coordinator analyzes and summarizes worker surveys and submits 

surveys to DWD Dislocated Worker lead. 

6. The NCWWDB Rapid Response Coordinator, in consultation with other Rapid Response Team members, 

arranges any subsequent worker informational meetings.  Additional topics may include:  training 

opportunities (technical colleges), emergency housing, transportation, and other assistance (United 

Way, Social Services), and retirement planning (Social Security).* 

*Note:  dependent on size of the worker group, these topic areas may be covered in the initial 
informational session. 

7. NCWWDB Rapid Response Coordinator assigns Dislocated Worker program case manager(s) to the 

affected group for general services and potential program enrollment.  Dependent on demand, specific 

workshops will be developed and delivered, and may include resume development, interviewing skills, 

computer literacy skills, and financial literacy. 

8. Based on labor market demand and with assistance from WDA Business Services Team, the Rapid 

Response Team organizes targeted recruitment events to quickly “match” dislocated workers to current 

job openings. 

9. Rapid Response Team oversees provision of other Job Center partner services to workers, including 

career assessments, career counseling, and career fairs. 
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10. NCWWDB Dislocated Worker staff enrolls workers into the program, provides ongoing WIOA “career 

services” and guides/approves/monitors training plans.   

11. NCWWDB Dislocated Worker program staff coordinates delivery of approved training (as listed on the 

state ITA) to program participants.  As deemed necessary by participant interest and employer demand, 

Dislocated Worker Program Director works with NCWWDB Deputy Director and Business Services 

Director to identify and develop specialized short-term training programs.   When applicable, Dislocated 

Worker program staff coordinates with TAA staff to assure seamless service delivery. 

12. Rapid Response Team communicates on a regular basis to ensure customer satisfaction and 

achievement of all performance outcomes. 

 
Community Response Team 

In cases of major dislocations (more than 100 people), the WDA’s Rapid Response strategy also includes 
a “Community Response Team” component, which is implemented as soon possible after notice.  The 
purpose of this component is to more effectively direct the interest and resources of community leaders 
into broader, non-worker directed response activities. 
 
The NCWWDB Executive Director identifies and assembles appropriate community leaders, including 
local elected officials, state and federal elected representatives, chambers of commerce, economic 
development entities, educational institutions, and other non-profit/philanthropic organizations.  
NCWWDB’s Rapid Response Coordinator provides ongoing communication with the Community 
Response Team regarding the status of the affected workers.  Generally, the chief local elected official of 
the impacted community facilitates Community Response meetings. 
The Community Response Team: 

a. Assists the Rapid Response Team in identifying immediate employment opportunities in the 

community for affected workers 

b. Identifies and mobilizes available community resources for affected workers and their families 

(child care, housing assistance, mental health care) 

c. Identifies and responds to community-impact issues, such as property redevelopment, 

decreased tax/utility collections, and media relations 

d. Works with local and state economic development entities to attract potential new buyers of 

newly closed facilities 

The Team: 
NCWWDB Rapid Response Coordinator:   

Dislocated Worker Program contractor (Cindy Kiesling, LETC) 
(under contract with NCWWDB, contact person:  Jane Spencer) 
 

Rapid Response Team:   
   Dislocated Worker program case managers (as assigned by LETC) 
   DWD Job Service staff (Jennifer Gear, Tyler Drake) 
   DWD TAA staff, as applicable (Jan Wegner) 
 
The Rapid Response Team meets at least twice per year to assess effectiveness of previous rapid response 
activities, evaluate processes and procedures, and recommend changes in policy to NCWWDB and DWD. The 
Rapid Response Coordinator organizes and facilitates these bi-annual sessions. 
 
Updated August 31, 2015 
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WIOA TITLE 1-B 
INDIVIDUAL TRAINING ACCOUNT – BUSINESS TRACK POLICY        

 

 

 
Before WIOA dollars are considered for Individualized Career Services and/or training services for the purpose of 

self-employment, the WIOA case manager will utilize the two-tiered review process.  The WIOA case manager 
and participant will be required to collect the necessary information and documentation for the Program 
Coordinator to review.    

 
The WIOA participant must complete the steps outlined below before being considered for an ITA for self-

employment options.   
 
STEP 1 
Participant must first undergo career assessments to show appropriate match to interests/aptitudes to the 

desired employment choice.   Participant must then attend a local Pre-Business Workshop,  i.e. SCORE, 
Entrepreneurial Boot Camp 

 
STEP 2 
Participant must attend and complete a more in-depth Entrepreneurial Training Course* approved by the 

Program Coordinator.  Once completed, the participant must submit the fully-developed business plan within 
90 days along with labor market information that supports the desired business.    

 
*The Department of Commerce may subsidize 75% of the $1000 course fee.  However, if the course is not 

completed within a set amount of time, the participant will be billed for the remaining cost.  WIOA will cover 
the initial fee of $250 as an Intensive service. 

 
STEP 3 
Meet the eligibility requirements and adhere to the Local Program Guidelines for an Individual Training Account 

for additional training related to the business plan.   
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Workforce Innovation & Opportunity Act - Title 1 B Youth 
Local Definition of Needs Additional Assistance   

 
WIOA Sec. 129(a)(1) allows the North Central Wisconsin Workforce Development Board to develop a local 
definition of low-income individuals who need additional assistance to complete an educational program or to 
secure or hold employment.  This local definition will be used as the seventh eligibility criterion for in-school 
youth who possess the following characteristics not previously present in WIOA eligibility criteria.  

 

 
Youth applicant __________________________________ 

 
 

Check all that apply:                                                                                                       YES            NO 

The youth applicant and/or the family have poor employment 
history.* 
*Defined as unemployment within the last 6 months or underemployed per NCWWDB’s 
definition of “Living Wage.”  

  

The youth applicant lacks general work readiness  
skills as determined through the initial program assessment. 

  

The youth applicant is considered to be at risk of dropping out of 
school or remaining unemployed due to their individual 
circumstances. 

  

 
 
If two or more criteria are checked yes, the in-school youth meets the local definition of requiring additional 
assistance to complete an educational program, or to secure and hold employment.   
Documentation of the conditions above must be present in the applicant’s file and supported by case notes in 
ASSET. 
 

 
Documentation used to validate the seventh criterion: ______________________________________ 
 
___________________________________________________________________________________ 
 
  
 
WIOA Career Services Specialist______________________________________   Date____________ 
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Workforce Innovation & Opportunity Act - Title 1 B Youth 
Local Definition of Needs Additional Assistance   

 
WIOA Sec. 129(a)(1) allows the North Central Wisconsin Workforce Development Board to develop a local 
definition of low-income individuals who need additional assistance to enter or complete an educational 
program or to secure or hold employment.  This local definition will be used as the eighth eligibility criterion for 
low-income, out-of-school youth who possess the following characteristics not previously present in WIOA 
eligibility criteria.  

 

 
Youth applicant __________________________________ 

 
 

Check all that apply:                                                                                                       YES            NO 

The youth applicant and/or the family have poor employment 
history.* 
*Defined as unemployment within the last 6 months or underemployed per NCWWDB’s 
definition of “Living Wage.”  

  

The youth applicant lacks general work readiness  
skills as determined through the initial program assessment. 

  

The youth applicant has attempted to enter an educational 
program without success, or is at risk of remaining unemployed due 
to their individual circumstances. 

  

 
 
If two or more criteria are checked yes, the low-income, out-of-school youth meets the local definition of 
requiring additional assistance to enter or complete an educational program, or to secure and hold 
employment.  Documentation of the conditions above must be present in the applicant’s file and supported by 
case notes in ASSET. 

 
 
Documentation used to validate the eighth criterion: ______________________________________ 
 
___________________________________________________________________________________ 
 
  
 
WIOA Career Services Specialist______________________________________  Date____________ 
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NCWWDB PY15 YOUTH SERVICE PROVIDERS

Agency Staff Address Phone Fax Email County(ies)

Forward Service Corporation

Brian Wolfe 4600 American Parkway, Suite 301 (608) 268-2255 (608) 244-6273 bwolfe@fsc-corp.org Supervisor
Madison, WI 53718

Angeline Kesler Northern Advantage Job Center (715) 365-7828 (715) 365-7848 akesler@fsc-corp.org Coordinator
51 A N. Brown St.
Rhinelander, WI 54501

Serena Adler Northern Advantage Job Center (715) 365-7820 (715) 365-7848 sadler@fsc-corp.org Oneida
Youth Team Leader 51 A North Brown St Vilas

Rhinelander, WI 54501

Sarah Kennedy Forward Service Corporation (715) 623-2117 (715) 623-4329 skennedy@fsc-corp.org Langlade
618 5th Ave Lincoln
Antigo, WI 54409

Der Lo Marathon County Job Center (715) 803-6666  (715) 261-8752 dlo@fsc-corp.org Marathon     
364 Grand Ave c 608-556-7171
Wausau, WI 54403

Kimberly Pufahl Marathon County Job Center (715) 803-6686  (715) 261-8752 kpufahl@fsc-corp.org Marathon
364 Grand Ave. c (608) 556-8699
Wausau, WI  54403

Robin Brooks Northern Advantage Job Center (715) 365-7812 (715) 365-7848 rbrooks@fsc-corp.org  Oneida
51 A North Brown St c (608) 556-9300 Forest
Rhinelander, WI 54501

Bembenek, Christa Forward Service Corporation (715) 544-1561 (715) 544-1563 cbembenek@fsc-corp.org Portage 
1100 Centerpoint Dr. Suite 203 c(715) 204-2374
Stevens Point, WI 

Pankow, Jodi Wisconsin Rapids Job Center  (715) 423-2511  (715) 422-4713 jpankow@fsc-corp.org Wood
320 West Grand Ave., Ste 102 c(715) 315-0099
Wisconsin Rapids, WI  54495

Colt Nicklaus Adams County Job Center (608) 339-9559 (715) 422-5030 cnicklaus@fsc-corp.org Adams
401 Main Street Wood
Adams, WI  53910
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Sub-Grantee Procurement – Competitive Proposal Policy 
 

Competitive Proposals, via a defined Request for Proposal (RFP) process, are NCWWDB’s 
established method of procuring services in the Youth, Adult, and Dislocated worker funding 
streams under the Workforce Innovation & Opportunity Act (WIOA).   
 
Competition need not take place each year.  Competitive proposals are usually awarded with 
renewal options for up to two years, assuming adequate financial and programmatic performance 
by contracted providers.  Three-year awards (one competitive year followed by two years of non-
competitive renewal) are the common practice of the Board contingent upon satisfactory 
performance, both program and fiscal, during the prior year.  A mid-year review and assessment of 
contracted provider performance will be conducted by the NCWWDB staff.  Based on that 
assessment, the Executive Director will make a recommendation to the Executive Committee for 
any non-competitive (renewal) RFPs. 
 
NCWWDB competitive RFPs must be well-publicized, contain specifications that provide a common 
understanding of the services sought, and identify evaluation factors and relative weight in the final 
selection.  Cost of the overall service is not the primary determinant in making these awards. 
  
 

 
 
 

Final Selection Process 
 
 

1.  The Executive Committee will appoint members to the evaluation team. 
 
2.  The RFPs and the proposals will be provided to the evaluation team for thorough review. 
 
3.  NCWWDB staff will arrange for each proposing agency to present its proposal to the  
      evaluation team.  The purpose of the sessions is to allow the evaluation team to interview the  
      agency and gain clarification on any parts of the proposal. 
 
4.  The evaluation team will meet after the interview sessions to complete the scores for each  
     proposal based on the specifications in the RFP. 
 
5.  Based on the proposal scores and discussion, the evaluation team will formulate a  
     recommendation for the Executive Committee/Board.  
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____________________________________________________________________________ 

Certification Regarding 
Debarment, Suspension, Ineligibility and Voluntary Exclusion 

Lower Tier Covered Transactions 
 
This certification is required by the regulations implementing Executive Order 12549 and 12689, 
2 CFR 180. These regulations restrict awards, subawards, and contracts with certain parties 
that are debarred, suspended or otherwise excluded from or ineligible for participation in 
Federal assistance programs or activities. The regulations were published at 200.212 of Part 
200~ Uniform Administrative Requirements, Cost Priniciples and Audit Requirements for 
Federal Awards.   
 
BEFORE COMPLETING CERTIFICATION, READ ATTACHED INSTRUCTIONS WHICH ARE 

AN INTEGRAL PART OF THE CERTIFICATION  
 
(1) The prospective recipient of Federal assistance funds certifies, by submission of this 

proposal, that neither it nor its principals are presently debarred, suspended, proposed for 
debarment, declared ineligible, or voluntarily excluded from participation in this transaction 
by any Federal department or agency.  

 
(2) Where the prospective recipient of Federal assistance funds is unable to certify to any of the 

statements in this certification, such prospective participant shall attach an explanation to 
this proposal.  

 
 
 
Rene Daniels, Executive Director _________________________________________________ 
Name and Title of Authorized Representative  
 
 

 
_______________________________________________________________02/15/16______ 
Signature                                                                                                                 Date 
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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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______________________________________________________________________ 
CERTIFICATION REGARDING LOBBYING  

 
CERTIFICATION FOR CONTRACTS, GRANTS, LOANS AND COOPERATIVE 

AGREEMENTS 
 
The undersigned certifies, to the best of his or her knowledge and belief, that:  
 
(1) No Federal appropriated funds have been paid or will be paid by or on behalf of the 

undersigned, to any person for influencing or attempting to influence an officer or employee 
of an agency, a Member of Congress, an officer or employee of Congress, or an employee 
of a Member of Congress in connection with the awarding of any Federal contract, the 
making of any Federal grant, the making of any Federal loan, the entering into of any 
cooperative agreement, and the extension, continuation, renewal, amendment, or 
modification of any Federal contract, grant, loan, or cooperative agreement.  

 
(2) If any funds other than Federal appropriated funds have been paid or will be paid to any 

person for influencing or attempting to influence an officer or employee of any agency, a 
Member of Congress, an officer or employee of Congress, or an employee of a Member of 
Congress in connection with this Federal contract, grant, loan, or cooperative agreement, 
the undersigned shall complete and submit Standard Form-LLL, “Disclosure Form to Report 
Lobbying,” in accordance with its instructions.  

 
(3) The undersigned shall require that the language of this certification be included in the award 

documents for all* subawards at all tiers (including subcontracts, subgrants and contracts 
under grants, loans, and cooperative agreements) and that all* subrecipients shall certify 
and disclose accordingly.  

 
This certification is a material representation of fact upon which reliance was placed when this 
transaction was made or entered into. Submission of this certification is a prerequisite for 
making or entering into this transaction imposed by Section 200.450 of Part 200~Uniform 
Administrative Requirements, Cpst Principles, and Audit Requirements for Federal Awards.  
Any person who fails to file the required certification shall be subject to a civil penalty of not less 
than $10,000 and not more than $100,000 for each such failure.  
 
 
North Central Wi Workforce Development Board _______________________WIOA Title I-B___ 
Grantee/Contractor Organization                                                                      Program/Title  

Rene Daniels_______________________ ______02/15/16______ 
Name of Certifying Official                   Signature                                                    Date  
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WIOA Title 1-B YOUTH INCENTIVES POLICY 
 

 

 

 

YOUTH INCENTIVES 
This policy recognizes that WIOA youth participants may benefit from the provision of a 
reasonable incentive as a motivational tool when an activity that is related to the overall 
goal has been achieved.  Incentive resources are limited and are not an entitlement.  
The use of incentives will be pre-determined and agreed upon by the participant, WIOA 
case manager and local program supervisor, and is directly related to the participant’s 
documented goal.  The provision and amount of any given incentive is based upon local 
youth funding levels and the capacity of the local youth program to provide a quality 
offering of the required youth program elements as well as incentives. 
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Fee-for-service policy 

NCWWDB operates several “fee-for-service” activities. The longest standing fee-for-service is the ACT-
based WorkKeys assessments targeted to employers. NCWWDB also generates revenues through the 
annual Labor Law clinic and recently began as a contractor with the Division of Vocational Rehabilitation 
in providing independent living “life skills” to in-school youth consumers. 
 
All fee-for-service cash, revenue, and expenditures are recorded in segregated accounts in the 
NCWWDB accounting system. NCWWDB operates a robust accounting system whereby it can maintain 
separate accounts for individual grants and other sources of funding (e.g. fee-for-service). These 
separate accounts allow NCWWDB to track revenue, expenditures, and cash independently. As with all 
grant funds, direct costs associated with fee-for-services are charged directly to the appropriate fee-for-
service expense account. Shared direct costs (e.g. rent, electricity) are adequately and appropriately 
allocated via the cost allocation plan. 
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