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I. Workforce Needs, Labor Market Analysis, and Assessment of Workforce 

Investment Activities and Assets 

A. Local Workforce Needs 
 

1. Describe the workforce investment needs of the local area as they relate to: 
 

a. Employers/Businesses: Area businesses express a need for a trained 
workforce that includes both soft and hard skills in multiple industry 
sectors. A state unemployment rate of 2.6% (as of 5/2018) and 
continued low unemployment rates in our six counties has resulted in 
further recruitment difficulty: 
 Calumet – 2.2% 
 Green Lake – 4.2% 
 Fond du Lac – 2.3% 
 Waupaca – 2.5% 

 Waushara – 3.0% 
 Winnebago- 2.4% 

Additionally, local businesses express concern over upcoming 
retirements of baby boomers. Due to the changing nature of jobs 
(increasingly complex equipment and technology) in the local area, 
many occupations, including entry-level positions, increasingly 
require that applicants have some skilled training prior to hire. 
Although there are many employers so desperate for labor they are 
willing to hire those with lower technical skills, provided they have 
soft skills and a desire to work. 

 
b. Job Seekers: With low unemployment, those with employment barriers 

continue to struggle, although it has become easier for those with 
some mild barriers or former incarceration to find work in some 
industries. 

 
c. Incumbent Workers: FVWDB adopted an Incumbent Worker Policy in 

June 2018. Until this point, the Board primarily focused on Wisconsin 
Fast Forward funding to address training needs identified by area 
businesses. We will attempt to pilot some Incumbent Worker training 
as budget allows. 

 
d. Youth: Participants currently in the WIOA youth program are lacking 

the proper work ethic to begin working a full or part time job. Some 
soft skills include punctuality, keeping a schedule, attitude and 
interpersonal skills to name a few. Another area of concern is the 
youth who are aging out of the Foster Care System who often are 
lacking basic needs of housing, food, and clothing; skills to apply for 
jobs or school, and financial literacy. FVWDB and subrecipients are 
working in conjunction with Bay Area WDB with the Independent 
Living Grant to work with youth aging out of Foster Care System. 
Referrals will be made to assist with those youth who meet WIOA 
requirements and we will help make referrals to community agencies 
when skills are lacking and resources are needed to ensure success. 

 
2. Describe any workforce investment need in your WDA not reported in 1.a-d.N/A 
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3. Describe how these needs were identified. Needs have been identified through 
conversation with job seekers, businesses, local workforce partners and the 
economic development community. Additionally, LMI and employer surveys such 
as Chamber of Commerce and NEW Manufacturing Alliance Economic Outlook data 
supports the needs identified. 

 
B. Labor Market Information 

 
1. Provide an analysis of the regional economic conditions including – 

 
(a) Existing and emerging in-demand industry sectors and occupations should 

be reviewed: Projections from 2014-2024 indicate modest local growth 
continues for both Goods-Producing (2.3%) and Services-Providing 
(5%) industries in the region. Additionally, projections indicate above 
median growth and wages for Registered Nurses, Heavy & Tractor- 
Trailer Truck Drivers, Carpenters, First-Line Supervisors of Office & 
Admin Support Workers, CNC Operators, Accountants & Auditors, 
Industrial Machinery Mechanics, Insurance Sales Agents, Machinists, 
and Inspectors, Testers, Sorters, Samplers, & Weighers. These 
industries/occupations are consistent with the existing vibrant 
manufacturing and service industry sectors in the region. The 
demand for both registered nurses and heavy and tractor trailer truck 
drivers vastly exceeds national demand pointing to critical needs due 
to pending baby boomer retirements. 

 
(b) The employment needs of employers in those industry sectors and 

occupations (data will be compiled from DWD labor exchange sources 
such as the Job Center of Wisconsin and Help Wanted Online in formatted 
tables and may be supplemented by the market intelligence of WDB 
Business Services staff) As of the last week of June, 2018, postings on 
www.jobcenterofwisconsin.com for WDA 4 include thefollowing: 

 

 
WDA 4 Job Openings – 2015 and 2018 2015 2018 

 

Architecture and Engineering Occupations 
 

269 
 

203 

Arts, Design, Entertainment, Sports, and Media 
Occupations 

 
45 

 
37 

Building and Grounds Cleaning and Maintenance 
Occupations 

 
141 

 
70 

 

Business and Financial Operations Occupations 
 

240 
 

175 
 

Community and Social Services Occupations 
 

75 
 

52 
 

Computer and Mathematical Occupations 
 

191 
 

109 
 

Construction and Extraction Occupations 
 

148 
 

76 

Education, Training, and Library Occupations 
 

63 
 

22 
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Farming, Fishing, and Forestry Occupations 
 

9 
 

11 
 

Food Preparation and Serving Related Occupations 
 

279 
 

189 
 

Healthcare Practitioners and Technical Occupations 
 

362 
 

182 
 

Healthcare Support Occupations 
 

299 
 

55 
 

Installation, Maintenance, and Repair Occupations 
 

177 
 

121 
 

Legal Occupations 
 

12 
 

3 
 

Life, Physical, and Social Science Occupations 
 

35 
 

27 
 

Management Occupations 
 

248 
 

271 

Military Specific Occupations  

1 
 

None 
 

69 
 

0 
 

Office and Administrative Support Occupations 
 

442 
 

324 
 

Personal Care and Service Occupations 
 

662 
 

63 
 

Production Occupations 
 

1,044 
 

731 
 

Protective Service Occupations 
 

134 
 

38 
 

Sales and Related Occupations 
 

511 
 

334 
 

Transportation and Material Moving Occupations 
 

399 
 

438 

Unknown   

 

Sum: 
 

5,854 
 

3,532 
 

Total job orders includes positions posted directly to 
www.jobcenterofwisconsin.com and also orders uploaded from 
external websites. That’s a significant fall in the number of 
posted jobs – or perhaps just a lack of interested in JCW? Are 
things not being scraped from other sources? 

 

2. Provide an analysis of the knowledge and skills needed to meet the 
employment needs of the employers in the region, including employment needs 
in in-demand sectors and occupations (data will be compiled from (a) and (b) 
and will include common skills and educational requirements as defined in 
O*Net) As noted with some of the current in-demand occupations, training 
might indicate a high school education (for example, carpenters or first 
line supervisors); however, increasingly, local businesses indicate a need 
for employees with some level of post-secondary education. The array of 
skills needed to fill local needs runs the spectrum from basic post-
secondary training to Associate and Bachelor degrees. Across industries, 
businesses increasingly cite that soft skill development is critical to 
secure, and keep, employment. 
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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 trendsand the 
educational and skill levels of the workforce in the region, including individuals with 
barriers to employment. (Regional economists will provide a series of formatted tables 
and graphs describing these trends at the WDA and state levels. Locally, the 
unemployment rate in FVWDB’s six counties is among the lowest in the state. 
More troubling is our declining Labor Force Participation Rate, which has fallen in 
every county between 2006 and 2016: 
 2006 2016 
Calumet 72.45 69.5% 
Fond du Lac 71.4% 70.2% 
Green Lake 67.6% 63.7% 
Waupaca 68.5% 65.2% 
Waushara 65.4% 59.4% 

Winnebago 72.2% 69.4% 
AVERAGE 69.6% 66.3% 

 
An article from the Brookings Institute: In “Men Without Work,” 
researcher Nick Eberstadt provides a meticulously-documented account 
of a “flight from work.” Eberstadt concludes that the problem largely lies 
in the supply of skilled, able, and willing workers, and points to the rise in 
reliance on disability insurance. Researcher Alan Krueger shows that 
self-reported disability and pain is significantly higher among men out of 
the labor force: one-third of prime-age men not in the labor force have a 
disability, compared to 2.6 percent of prime-age employed men. Half of 
those not in the labor force take pain medications daily. Researchers 
Anne Case and Angus Deaton show that midlife mortality rates due to 
addiction, depression, and suicide are rising—but only for white, prime-
age adults. Their research does not imply that the skyrocketing mortality 
rates are caused by declining labor force participation, but these trends 
are worrisome nonetheless. Researcher Ron Haskins points to the 
importance of reducing work disincentives in existing safety net 
programs. Francine D. Blau and Lawrence M. Kahn show that America’s 
lack of “family-friendly” policies are preventing women from working at 
the same rate as our international peers (a federal paid leave policy 
would be a good start). Most importantly, transforming education and 
training programs to prepare workers with the skills demanded by 
today’s economy will be critical to putting Americans back to work. 
Another author argues that with the rise of machines, workers are being 
frustrated by the lack of roles and leaving the workforce. 
 
High School educational attainment demonstrates some differences 
throughout the WDA; overall higher rates of high school completion 
throughout the WDA but lower than WI averages in some rural areas. 
Some college or associate degrees are higher than WI averages but 
overall, college completion is less than the state average for the local 
WDA which seems consistent with local industry/occupational 
concentration in the area. 

 
 

4. Describe any WDA specific labor market characteristics not reported in 1.a. and b 
N/A 
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C. Assessment of Current Workforce Investment Activities in the Local Area 

 
1. Provide an analysis of the type and availability of workforce development 

activities for adults and dislocated workers, including education and training, 
in the local area. This analysis must include the strengths and weaknesses 
of workforce development activities and capacity to provide workforce 
development activities to address the education and skill needs of the 
workforce, including individuals with barriers to employment, and the 
employment needs of employers. Describe plans to address any 
weaknesses identified. [§108(b)(1)(D)] Through FVWDB subrecipients, a 
variety of activities are provided to get AP/DW participants actively 
engaged in the workforce. Once eligibility is determined and 
assessments (formal/informal) are given, an Individual Employability 
Plan is developed with specific activities to accomplish a successful 
outcome. Some of the activities include: 1) counseling and career 
planning; 2) ABE/ELL literacy; 3) prevocational and other training 
services; 4) support and follow-up services. These activities are 
currently being met by current subrecipient. As the economy has 
improved, the number of participants with strong work histories has 
decreased. FVWDB and partners have been addressing this challenge 
and have engaged with local employers. ‘Soft skills’ are often cited as 
being weak for this particular group. As a result, FVWDB is working on 
a pilot project that includes a component on soft skills. Within our job 
centers job seekers can take the Work Keys assessment, state typing 
tests, along with free tutorials on Microsoft Office Suite and typing 
tutorials. In addition to WIOA subrecipients, partnership efforts with 
DVR, Veterans, TANF, etc. will continue to shape efforts to find 
qualified talent locally. 

 
2. Provide a description and assessment of the type and availability of youth 

workforce investment activities in the local area including activities for youth 
who are individuals with disabilities. This description must include an 
identification of successful models of such activities being used and/or 
planned. [§108(b)(9)] Through FVWDB subrecipients, a variety of 
activities are provided to get youth actively involved with education and 
employment. Once eligibility is determined and assessments 
(formal/informal) are given, an Individual Service Strategy is developed 
with specific activities listed for a successful outcome. Some of the 
activities include: 1) tutoring and study skills; 2) access to alternative 
schools or transition to post-secondary education; 3) work experience 
opportunities; 4) leadership and mentorship; 5) support services; 6) 
follow-up services; 7) financial literacy; 8) occupational and 
entrepreneurial skills training; 9) labor market and employment 
information in the local area. When appropriate, referrals to 
partner/community agencies are made (e.g. DVR). 

 

3. Describe the strategy to identify business requirements within the local area 
and provide support in meeting their needs. [§682.320] To address needs of 
the local business community, FVWDB has worked closely with local 
business alliances (NEW Manufacturing Alliance, Fox Valley Healthcare 
Alliance, Amplify IT, NEW North IT Alliance), works closely with economic 
development throughout the region and at the state level, local technical 
colleges and local chamber of commerce entities. In addition to 
conversations, surveys from alliances, chambers, and partners provide 
direction about the needs of companies. Close partnerships with state 
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LMI staff gives FVWDB access to business trends and emerging needs. 
With the creation of Wisconsin Fast Forward funds, FVWDB has had the 
opportunity to form business collaborative efforts to create new training 
programs tailored to the specific needs of a particular industry and this 
process is now being replicated to address entry level manufacturing 
skill deficiencies within the WDA. To align efforts across the system, 
local Business Solutions team meetings are held weekly (to address day-
to-day activities) and monthly (to address strategic issues); these 
meetings give partners focus and reduce the duplication of effort in 
reaching out to business partners. 
Partners included in strategic and day-to-day activities include: Job 
Service, DVR, Veterans, FVWDB, FVTC, MPTC, WEDC, DWD LMI, Forward 
Service, Fox Cities, and Oshkosh Chamber of Commerce, Bureau of 
Apprenticeship, UMOS National Farm Workers Job Program (NFJP), and 
ADVOCAP. 

 
4. Provide a description and assessment of the type and availability of services 

available to employers in the local area. Area employers are encouraged to 
list positions on www.jobcenterofwisconsin.com and to search for 
candidates via the on-line matching tools. In addition, companies can 
recruit at area job centers, attend local job fairs, labor law clinics and 
events sponsored by workforce partners. Local workforce teams have 
attended a number of company tours which increases system 
understanding of jobs available and company culture; which, in turn, 
increases appropriate referrals to host companies. Employer use/access 
to state LMI websites is encouraged and special requests are forwarded 
to state staff as needed. Workforce participation and guidance through 
local alliance and collaborative efforts have given partners increased 
visibility to the quality/quantity of positions available. As needed, 
referrals to economic development and other partners are made to 
further assist local businesses. WDB staff have been part of the creation 
of a state Business Solutions training to better serve businesses and 
additional staff training will be held twice per year to ensure that the 
local workforce system operates in a demand driven manner. 

 
II. Vision and Workforce Development Area Goals 

 
A. Provide a description of the Board's strategic vision and goals for preparing an 

educated and skilled workforce including youth and individuals with barriers to 
employment. Include goals relating to the performance accountability measures 
based on primary indicators of performance in order to support regional economic 
growth and economic self-sufficiency. [§108(b)(1)(E)] In September and October 
of 2015, two half-day long strategic planning meetings were held and the 
Board once again began a strategic planning effort in July 2018. The Board’s 
vision is to continue to meet/exceed goals for WIOA Adult, Dislocated 
Worker and Youth Programs, but also delve into serving individuals who still 
have great need of workforce development, but do not meet the criteria for 
WIOA. 

 

B. Describe strategies to work with the entities that carry out the core programs that 
align resources available to the local area to achieve the strategic vision and 
goals described in II.A. [§108(b)(1)(F)] Over the past several years, FVWDB has 
heavily emphasized partnership and strategic collaborations. Several prime 
examples of this include the recognition received from the Statewide 
Economic Development Association for developing the partnership that lead 
to the expansion of bus service to the South Neenah Industrial Park to 
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accommodate the transportation needs of low income workers and the 
recognition by the Fox Cities Post Crescent newspaper (Gannet 
Publications) of the FVWDB for their partnership award recognizing the 
partnership between the Fox Valley Technical College, Plexus Corporation, 
and Kelly Services in creating 70 new jobs at Plexus Corporation. More 
recently, through our Business Solutions Team, a local Collabor8 meeting 
was held in early December with 58 participants from partners, contractors, 
and economic development professionals. Key topics at that session were 
panel discussions from local employers highlighting employment needs to 
program and career planners. 

 
 

C. Describe the measures the WDB will use to track progress toward these goals. 
Each month a written report is sent to every Board member and CEO 
describing key activities done in the last month particularly as they relate to 
the strategic actions that were established. These written reports are used 
to share detailed information regarding initiatives and progress towards 
goals. In addition, at the quarterly One-Stop Committee meetings, a detailed 
performance score card of all programs is reviewed with the Committee 
showing progress against goals of every key measurement of every 
program. The Committee, in turn, has the opportunity to ask questions, 
provide input and suggestions, and then the Committee reports to the 
Board as a whole. These goals will be tracked via ASSET and reported via 
the WIOA Performance SharePoint Site. 

 
 

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. See response to A above. Industry partnerships will be 
leveraged through our active involvement and commitment with local 
industry alliances including Northeast Wisconsin Manufacturing Alliance 
(NEWMA) and the Fox Valley Healthcare Alliance. In addition, FVWDB has 
been actively involved in the formation of the local NEW IT Alliance and 
Amplify IT. 

 
 

E. In order to achieve the goals identified above, implementation strategies need to 
be developed. Describe the strategies the WDB will use to achieve the WDA's 
vision and goals for the local area. FVWDB holds a unique position in the local 
area given the broad and diverse makeup of our Board of Directors and the 
mandate provided under WIOA. We plan to provide the leadership and 
connectivity between employers who serve on our Board, economic 
development partners, and others that we work with through sector 
partnerships and the professionals in the workforce system who work with 
job applicants and program participants. Examples of this include: plant and 
facility tours for partner personnel; leading and facilitating a very active and 
engaged Business Solutions Team; and continuing the success of our first 
local Collabor8 to bring local employers in front of program professionals so 
they are better equipped to communicate current job market conditions to 
participants. 

 
III. Governance and Structure 

 

A. Plan Input and Review Process 

 
1010



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. The 
plan was posted to our website on June 26, 2018. Official notices of the local 
plan were placed in local newspapers directing interested individuals to our 
website to review the plan and to provide feedback. The plan remained 
available to view and comment on our website for an additional 30 days and is 
always available for review on our web site. 

 
To provide adequate opportunity for public comment, the Local Board must: 

 

a. Make copies of the proposed local plan available to the public through electronic 
and other means, such as public hearings and local news media; 

 

b. Include an opportunity for comment by members of the public, including 
representatives of business, labor organizations, and education; 

 

c. Provide no more than a 30-day period for comment on the plan before its 
submission to the Governor, beginning on the date on which the proposed plan 
is made available, prior to its submission to the Governor; 

 
d. The Local Board must submit any comments that express disagreement with the 

plan to the Governor, along with the plan, the WDB's response to those 
comments, and a copy of the published notice; and Comments will be 
considered and copies of the comments will be included with the plan 
submission in attachment 6. The Public Notice is attached (attachment 5). 

 
e. Consistent with WIOA section 107(e), the Local Board must make information 

about the plan available to the public on a regular basis through electronic means 
and open meetings. In addition to the Local Plan, meeting minutes are 
posted on the FVWDB website and available to anyone who wants to view 
it. 

 
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. We enjoy very collaborative partnerships with 
other workforce entities in the area through the efforts of our Business 
Solutions Team which holds monthly meetings to establish strategic initiatives 
common to the partners and weekly case management meetings to review “hot 
jobs” in the area. Working together, this team has initiated numerous efforts 
including most recently Collabor8. As a result of these partnerships, their 
input has been built into the plan and furthermore a draft of the plan has been 
reviewed by the Business Solutions Team. Partners include: Job Service, 
DVR, Veterans, FVWDB, FVTC, MPTC, WEDC, DWD LMI, Forward Service, Fox 
Cities and Oshkosh Chamber of Commerce, Bureau of Apprenticeship, UMOS 
National Farm Workers Job Program (NFJP), and ADVOCAP. 
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B. Chief Elected Official(s) (CEO) 
 

1. Describe the role of the CEOs in the governance and implementation of WIOA in the 
local area. In local areas consisting of more than one unit of government, describe 
the decision making process between the local elected officials. If this is addressed 
in a WDB/CEO Agreement, please state that it is included in that Agreement and 
provide the section where it can be found. The Chief Elected Officials of the six 
counties that comprise the Fox Valley Workforce Development Board have 
formed a Consortium. They provide fiscal and other oversite to the work of the 
Board. They meet quarterly and two of those meetings are joint with the Board 
of Directors. They have also developed a Joint Agreement between Board of 
Directors and their Consortium. The decision making process followed by the 
CEOs within the consortium is described in Section II.B.5 of the Consortium 
Agreement. A copy of that agreement can be found as an attachment. The 
CEOs were invited to participate in the planning process of the strategic plan 
and they receive the monthly program and fiscal report as the BODs do. 

 
2. Section 683.710(b)(2) states that when a local workforce area is composed of 

more than one unit of general local government, the liability of the individual 
jurisdictions must be specified in a written agreement between the CEOs. Please 
provide this document or specify its location, if it is within another document. A 
copy of the Consortium Agreement referenced above is attached 
(attachment 8). 

 
3. Please submit a WDB/CEO Agreement and/or the CEO Consortium Agreement. A 

copy of the Joint Agreement of the Workforce Development Board and the 
CEOs is attached (attachment 7). 

 
C. WDB Functions 

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

or be in addition to those specified in the Act and regulations. Please identify where 
these responsibilities are listed in the WDB/CEO Agreement. The duties are listed 
in Section III of the Joint Agreement (attachment 7). 

 
2. Identify the fiscal agent or entity responsible for the disbursal of grant funds. If a 

fiscal agent is used, attach the current contract and identify who has signatory 
authority. Submit the WDB/Fiscal Agent Agreement. FVWDB Inc., serves as the 
grant recipient of funds. See Section II.B of the Joint Agreement (attachment 
7). 

 
D. WDB Composition 

 
The Governor shall, once every two years, certify one local board for each local area in 
the State. Such certification shall be based on criteria established under section 
107(b), and for a second or subsequent certification, the extent to which the local 
board has ensured that the workforce investment activities carried out in the local area 
have enabled the local area to meet the corresponding performance accountability 
measures and achieve sustained fiscal integrity. For PY15, DWD issued 
Administrator's Memo 15-05 which details the requirements that must be met for 
certification of a local board. A WIOA compliant board must be in place by December 
31, 2015. For the following questions, if the response is provided in the CEO 
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Consortium Agreement, the WDB/CEO Agreement or in the WDB By-Laws, indicate 
which agreement the description can be found in and the section where it is stated. If 
not included in any of these documents, provide the response below: 

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

representatives to the WDB. Local business representatives are recruited by 
one of the following methods: the Chief Elected Officials (CEO); another 
Board member; or Workforce Board staff. In turn they are then nominated 
by a local business association, such as the Chamber of Commerce, and 
then submitted to the CEO for that county for their approval.  Oftentimes 
those elected officials will have the nomination approved by the local 
County Board of Supervisors prior to appointing them to the Board. 

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

implementing policy, and oversight for the local workforce investment system. The 
diverse makeup of the Board of Directors of the Workforce Development 
Board allows a comprehensive insight into the needs of both job seekers 
and local businesses. Through the very active Committee structure of the 
Board of Directors, their input is used to shape policy and direction. In 
addition, we review in detail performance of all WIOA programs showing the 
progress against goals of every key measurement, on a quarterly basis as 
part of our continuous improvement program. Furthermore, CEOs and BOD 
have empowered FVWDB to convene and lead various partnerships to 
advance workforce system goals throughout the area. Examples of this 
include: pursuing Fast Forward grants to upgrade skills of area workers; 
taking a lead role in developing the Collabor8 event; approving a short term 
training initiative to address the need for workers in manufacturing; 
successful completion of the H1B healthcare grant; involvement in the local 
health care, manufacturing and IT alliances; and recent activities to improve 
public transportation for job seekers. 

 
3. Identify the circumstances that constitute a conflict of interest for, or any matter 

that would provide a financial benefit to a Board member, a member's immediate 
family, or a representative entity. Include actions to be taken by the Board or 
Board member in the event of a conflict of interest. If this question is addressed in 
your conflict of interest policy, state what section(s) contain the response. Submit 
the WDB's conflict of interest policy. [ §107(h)(1 & 2)] Article XI of the By-Laws 
address conflict of interest and define our ethical standards. Similarly, 
Article XII defines our policy on nepotism. A copy of the By-Laws 
(attachment 13) and Conflict of Interest form is attached (attachment 11). 

 
4. Provide a complete and current WDB membership list. A copy is 

attached (attachment 10). 
 

5. Attach a diagram, description of roles and responsibilities, and regular meeting 
schedule of the WDB and subcommittees. A description of the subcommittees 
of the Board can be found in Article XVII, Sections 1 and 2 of the By-Laws 
(attachment 13). A copy of the FVWDB structure and meeting schedule is 
attached (attachment 12). 

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

activities are accessible to the public (including persons with disabilities). 
[§107(e)] 
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All Board and CEO meetings of the FVWDB are subject to the provisions 
of Wisconsin’s Open Meetings Law. Meeting notices are sent to the 
County Clerks of the FVWDB area counties for posting, as well as, posted 
on our website no less than a week prior to the meeting. All meeting 
notices contain contact information should a person require assistance to 
attend the meeting or if they need an interpreter. Quite often, meetings 
are held at board member sites and there are protocols followed to 
ensure the meetings are open to the public and handicap accessible. 

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

those vacancies with appropriate representatives. The process is specified in 
Section VI.B of the Joint Agreement (attachment 7). 

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

The by-laws must comply with the parameters listed in Admin Memo 15-05. The By- 
Laws are attached (attachment 13). 

 
E. Youth Standing Committee 

 

WIOA eliminates the requirement for Local Boards to establish a youth council; 
however, the Local Board may choose to establish a standing committee to provide 
information and to assist with planning, operations, and other services to youth, which 
must include community-based organizations (CBOs) with a demonstrated record of 
success in serving eligible youth. Additionally, an existing youth council may be 
designated as the youth standing committee if they are fulfilling the requirements of a 
standing committee which means that they have members of the Local Board who 
have the appropriate experience and expertise in youth educational and workforce 
development. 

 
The youth standing committee must include a member of the Local Board as the chair, 
members of CBOs with a demonstrated record of success in serving eligible youth and 
other individuals with appropriate expertise and experience who are not members of 
the Local Board. The committee may also include parents, participants, and youth. 

 
If local boards choose not to delegate this function to a standing youth committee, they 
are responsible for conducting oversight of youth workforce investment activities under 
WIOA section 129(c). Boards that choose not to have a standing youth committee 
must respond to question 5. For those questions that do not apply to your WDB, 
please answer "Not Applicable". 

 

1. Describe the role and responsibilities of the Standing Youth Committee. 
Activities of this committee were folded into the Board͛s One Stop 
Committee during fiscal year 2016-2017. 

 
2. Describe how the Standing Youth Committee is involved in developing policy. NA 

 
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. NA 
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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. NA. 

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

investment activities under WIOA section 129(c). All WIOA youth activities 
are discussed at the One Stop Committee level and ratified through Board 
of Directors. Youth remains a very strong focus for this Board. 

 
 

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. Attached is the 
FVWDB Organizational Chart listing of current staff, their roles, and FTE 
(Attachment 15) and the Position Description (Attachment 34). Direct 
WIOA services to participants are contracted to third parties not affiliated 
with FVWDB. 

 
2. Include an organizational chart with an 'effective as of date' of WDB staff, 

administration and support. See attached organizational chart (attachment 
15). 

 
3. Provide a copy of the Administrative Entity/Fiscal Agent's organizational chart 

with an 'effective as of date'. See attached organizational chart 
(attachment 15). 

 
4. Attach a copy of the WDB’s current Cost Allocation Plan. See Attachment 17. 

 
5. Describe and submit the WDB's cash management policy and procedures. 

Attached is the FVWDB Cash Management Policy (Attachment 35). 
 

6. Is an Indirect Cost Rate or de minimis rate of 10% used? The de minimis 
rate of 10% is used (attachment 17). 

 
7. Describe fee for service(s) activities, and how the funds are accounted for. 

Submit the WDB's local policy regarding fee for services. FVWDB does not 
have a specific standalone policy on fee for services. However, we do 
have a Revenue Recognition Policy (Section 8-1, Item 5 ͞Fee for service 
income͟). Fee for services is also referenced under Billing/Invoicing 
Procedures (Section 11-1͛ ͞Fee service income͟). Essentially, fee for 
service income is billed according to contract requirements based on 
number of units or services provided. These fees are appropriately 
accounted for in our financial reports to our Board of Directors. 

 
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. FVWDB does not have a policy regarding employee health and 
welfare costs, however the FVWDB fringe benefits available to employees 
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(including health insurance) are referenced in Section IV of the FVWDB 
Personnel Policy (Attachment 36) 

 
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. Incentive compensation is referenced in 
Section II.G (page 3), of the FVWDB personnel Policy (Attachment 36) 

 
10. Submit the WDB's personnel policies and procedures. Attached is the 

FVWDB Personnel Policy (Attachment 36) 
 

IV. One-Stop System and Service Delivery 
 

A. One-Stop Service Delivery 

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

resource contributions of one-stop partners. [§121(a)] Include a list of the 
comprehensive One-Stop centers and the other service locations in your job 
center network. Use Form D. The One-Stop delivery system in the FVWDA is 
comprised of three DWD recognized comprehensive centers. FVWDB is 
identifying the comprehensive centers as the Fox Cities Job Center (aka 
Menasha Job Center), Fond Du Lac Job Center and the Oshkosh Job 
Center. 
 
In addition, the comprehensive centers have affiliate service locations 
which include the Waupaca Job Center, the Berlin Job Center and the 
Waushara Job Center. The three comprehensive centers are full-time. The 
affiliated service locations have various levels of partner colocation and 
service provision. 
 
The FVWDB strives to promote integration of services through the One-
Stop system through the utilization of One Stop Operator Consortium 
consisting of organizations with a vested interest in the success of our Job 
Centers. The Consortium is called the Fox Valley WDA4 One-Stop Operator 
Management Consortium and is made up four agencies: LETC, DWD-Job 
Service, DWD-Office of Division of Vocational Rehabilitation and DWD-
Office of Veterans Services. 

 
2. Is each of the required WIOA partners included in your One-Stop delivery 

system? Describe how they contribute to your planning and implementation 
efforts. If any required partner is not involved, explain the reason. [§121(b)] 
Beginning in spring 2017 and continuing through this year, the Board has 
convened ongoing meetings of our Required Partners to discuss the 
operation of our Job Centers, discuss and agree to an MOU to clarify 
referrals and help spread out the cost of the operation of our Job Centers. 
All required partners have been engaged in these discussions and signatory 
on required documents. 

 
3. Identify non-required partners included in the local One-Stop delivery system. 

Other partners include Goodwill, school districts, county agencies 
(housing agencies, behavioral health) ADVOCAP and CAP Services. We 
refer to these groups as community partners. 

 

4. Describe how entities within the one-stop delivery system, including one-stop 
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operators and one-stop partners, will comply with Section 188 and the 
Americans with Disabilities Act regarding physical and programmatic accessibility 
of facilities, programs and services, technology, and materials for individuals with 
disabilities, including providing staff training and support for addressing needs of 
individuals with disabilities. Describe how the WDB incorporates feedback 
received during consultations with local Independent Living Centers regarding 
compliance with Section 188 of WIOA. All resource room staff and partners 
comply with the Section 188 for the physical requirements of the job 
centers, along with technology, materials in the job center and along with 
staff training on new information from ADA, state and/or DOL. Job centers 
have accessibility work stations, computers with language translation, 
voice recognition, posters, handouts in languages that are common in that 
particular county. Equal Rights information and language line information 
can be used by staff and job seekers at the centers. Each center has a 
website which describes services available to individuals with disabilities. 
The centers have signage in the resource room informing customers of the 
availability of accommodations. Each center has funds available for 
individuals not enrolled in a specific partner program, to meet their 
accommodation needs. It is expected that center partners will fund 
accommodation needs of individuals enrolled in their programs. 

 
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. 
Participants enrolled in any WIOA Program (Adult, Dislocated Worker and 
Youth) are given a copy of the Grievance and Appeals Procedures, which 
explains the participants rights while being in the program and if they are 
unsatisfied with services how to file a grievance and the person they would 
contact through FVWDB. Career planners would first try and resolve the 
issue with the client by meeting with the participant and gather more 
information on their grievance. If after their conversations the participant 
is still not satisfied they can then contact FVWDB staff person who is in 
charge of handling any grievances. If any job seekers who are in a job 
center who may not be in a WIOA program and they feel they need to file a 
grievance staff in the job centers would first talk to the individual to find 
out if they are referring to general job center issues or if they are enrolled 
in a program are they referring to a grievance within that program. If the 
job seekers is referring to general services within the job center then job 
center staff will give the job seeker the compliant officer responsible for 
that job center’s phone number where job seeker can then file a grievance. 
Job seekers filing a grievance within the On-Stop System, who may not be 
enrolled in a WIOA program would first go through a Compliant 
Coordinator within the job center system. Each job center has the name 
and contact info of that staff person and these staff members are on file 
with DWD. The FVWDB will follow procedures as required by the EEOC, 
USDOL and WSDOEd. 

 

6. Helping veterans obtain training and employment is the responsibility of all Job 
Center staff. The local Job Center must provide priority of service to all veterans 
and eligible spouses to ensure that the full range of employment and training 
services are provided in a comprehensive, customer-driven, and seamless manner. 
Describe processes in place at the point of entry to the system to identify veterans 
and eligible spouses who are entitled to priority of service (including signage and/or 
designated areas and staff training). Submit any implementing policies or 
procedures describing how priority of service is implemented uniformly and 
appropriately across the local workforce system. All jobseekers coming into the 
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job centers are greeted and asked for his/her Veteran status. All Veterans are 
asked to fill out a questionnaire and the form will be given to the Veteran 
Representative in a sealed envelope. A Veteran Representative will contact 
that job seeker about services available. Veterans have priority over training 
dollars if enrolled in WIOA programs. 

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

and employed workers. Services offered in the job centers are offered 
collaboratively by staff and partner staff which can include: resume 
assistance, workshops, mock interviews, job fairs, tutorials, assessments, 
assistance with job searching, and referral to onsite recruitments. RES 
sessions are conducted by DWD staff. As of 7/1/18, Resource Room 
activities are staffed by FVWDB subrecipient, LETC, with the assistance of 
DWD staff. A DWD Career Counselor provides assessments and career 
counseling. Work Keys assessments are available to job seekers and local 
employers; support for Work Keys/NCRC is provided by DWD staff. As 
appropriate, clients will be referred to partner agencies and those clients will 
complete agency required evaluations as dictated. 

 
8. Describe the strategy to identify business requirements within the local area 

[682.320]. In addition, describe the business services available to area employers 
through the One-Stop system, and who provides these services. Provide details 
about any fee-for-service business services. As noted previously, local 
Business Services/Solutions staff work closely with community, technical 
college, and economic development partners. Services are provided 
throughout the WDA by a team approach consisting of WDB, Job Service, 
DVR, Vet, and partner staff. Business outreach is documented using 
Salesforce.com for users with full licenses (10 licenses) and additional 
business intelligence is shared across the system using a new system 
selected locally called SLACK. WDA4 partners are also ramping up to begin 
actively reporting all employer contacts on Job Center of Wisconsin. 
Services offered include promotion of online postings at 
www.jobcenterofwisconsin.com; on-site recruitment; access to workforce 
sessions with a business focus (includes annual labor law clinic and session 
that specifically is tailored for local employers); job fairs; other recent events 
include both a EEOC speaker and creation of a local Industry Liaison Group 
(ILG) for local companies that are federal contractors and are interested in 
being compliant with OFCCP regulations. Additionally, staff are connected 
to a number of industry alliance efforts to both learn more about business 
needs and connect workforce initiatives to those companies. Fee for service 
activities are minimal but do include fees for job fairs and some on-site 
recruitment efforts within one-stop centers. Business Solutions staff are 
increasingly requesting company tours and inviting partner staff to those 
tours to increase knowledge about local jobs, company culture and ability to 
refer qualified candidates to opportunities. 

 
9. Describe how "center-based" business services are provided. This description 

should include how all programs that conduct business services are included in the 
system and the coordination practices; and how input and feedback from all 
partners is received and implemented equitably. Weekly business services 
meetings are held within WDA 4 to solicit feedback from partners who have 
recently met with companies or have updates to share; following weekly 
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meetings, minutes are posted on Salesforce.com Chatter for other staff to 
have full access to updates. In addition, monthly strategic sessions are held 
and include representation from all major partners within the system and 
subgroups actively plan events to support the business community and 
serve business needs. To ensure that all partners are aware of the breadth 
and depth of services provided throughout the local system, a WDA 4 
Collabor8 conference has been held each year since 2015 to highlight efforts 
across the system and further foster collaboration. 

 
10. Describe actions taken by the WDB to promote maximum integration of service 

delivery through the One-Stop delivery system for both business customers and 
individual customers. Attach any local policies or procedures in support of this. 
Business access to One-Stop services are provided upon request and 
availability. In rare cases, a business might be ineligible for recruitment 
events if they do not meet the requirements of posting on 
www.jobcenterofwisconsin.com. Businesses are encouraged to do onsite 
recruitments or to be “Employer of the Week” at the centers. Participants 

and the general public are encouraged to use the centers for job search 
needs to include resume and interviewing assistance, workshops, and 
tutorials. FVWDB is currently redesigning the website for the centers; this 
update should be more informative to job seekers and businesses alike. 

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

improvement throughout the One-Stop centers. Regular communication allows 
center partners to work in conjunction to improve overall services, promote 
shared responsibility, avoid duplication of effort and make appropriate 
customer referrals. 

 
The FVWDB, in conjunction with the various center management teams, has 
promoted a philosophy of continuous improvement throughout the One- 
Stop system. It has incorporated a system to provide customer feedback on 
universal services received in each center. Customer feedback includes 
completion of the “Your Comments Count” surveys (available daily in the 
resource room/career centers), customer evaluation of workshops, and 
semi-annually a survey is sent via email to all customers who provide their 
email addresses at sign in and is administered by FVWDB. In addition, all 
locations, both comprehensive and affiliated sites, utilize a standard data 
collection system as it relates to universal and partner activities which has 
increased the ability to gain immediate data collection and reduce PII 
exposure as it relates to universal and partner activities. The information 
collected and the results of customer feedback are provided to 
comprehensive center management teams as well as to the FVWDB One- 
Stop Committee. This provides both groups with the information necessary 
to implement program modifications for the continuous improvement of 
services. The centers have regularly met or exceeded customer 
expectations. 

 
12. Describe how the WDB facilitates access to services provided through the local 

delivery system, including remote areas, through the use of technology and 
through other means. [§108(b)(6)(B)] In two of the rural job centers (Waupaca 
and Waushara), job seekers, partner staff and employers have use of video 
conferencing through one of the technical colleges or another partner 
agency. Skype, Go-to-Meeting, or other similar software tools are also 
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available. If training or conferences can be recorded via the computer, those 
sessions are archived and can be watched and/or listened at a later time. 

 
13. Describe the connection between the local board WIOA Youth Program and the 

Job Center service delivery system. WIOA youth program participants have the 
right and opportunity to use all the services available in all job centers. This 
can include use of computers, resume assistance, mock interviews, 
handouts and any workshops available. Due to the WIOA youth program now 
expanding to the age of 24, all services for all WIOA youth programs should 
be equal and seamless, and not just one space devoted for teens. The job 
centers should be welcoming to all age groups. FVWDB is currently piloting 
a local manufacturing training project and three youth are enrolled to start 
training on February 8, 2016. With an increased focus on DVR services for 
youth, referrals will be made to maximize services when possible. 

 
14. Describe the WDB's activities/actions with local partners to ensure the 

development and implementation of common intake for all Resource Rooms per 
State (to be issued). Also include a description of how activities will be coordinated 
with other points of intake such as the Division of Vocational Rehabilitation. In the 
fall of 2015, FVWDB and partner agencies established a committee to 
develop a common intake process for all of the job centers in WDA 4. The 
common intake form is a referral form for job seekers; no PPI is added to the 
form at any time so no PPI is subject to violation. The form is retain by the 
job seeker and is neither left with the Job Center Partners, nor destroyed. 
This sign-in intake process has been refined each year since. 

 
Before the common intake form was developed, a survey was distributed to 
any job seekers that were currently enrolled in a program. Such programs 
include; DVR, WIOA, Veterans, TAA, FSET/W2, RES, etc. The survey was 
administered to gather information from those participants regarding prior 
knowledge of other programs within the job centers that they may be 
qualified for. The survey helped the team to have a baseline of how to 
develop a common intake form. In addition to the common intake form, a 
matrix was developed (this matrix is used for staff purposes only), to include 
partner programs, a description, eligibility requirements, and contact 
information for partner services. 

 
The common intake form is now being utilized in all six job centers in WDA 4 
and is a one page questionnaire for all job seekers. By answering the 
questions, staff can make job seeker referrals to other partner programs. The 
common intake form is not to determine eligibility, however, it is a way to 
guide individuals to other programs that he/she may be eligible for but did 
not known about previously. Once screened, job seekers are given the 
contact information to those programs they may be eligible for. 

 
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. This is a 
way to increase job seeker awareness of all the programs available in WDA 4, 
have partner agencies work together in support of all programs, and increase 
co-enrollment. This will help reduce duplication of services, help foster 
teamwork across programs, increase joint appointments, and help with such 
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things as training, supportive services, counseling, etc. It will also help to 
make cross referrals and increase staff knowledge about other programs that 
are available to job seekers. 

 
16. Describe activities to promote Job Center of Wisconsin (JCW), and address the 

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

and; 
Frequently, job seekers coming into job centers who use JCW are not 
familiar with computers or need extra help with computer literacy. Staff 
will assist job seekers with navigating through JCW, assist with JCW 
registration and also developing a resume. Staff will then refer job 
seekers to a computer basics workshop and tutorials on Microsoft Office 
that are available in job centers. Staff are proactive in working with 
customers, addressing their needs, and making referrals as necessary. 

b. How the WDB is coordinating with workforce partners, including Veterans' 
Services staff, to ensure that JCW is the vehicle for posting job orders for 
optimal competition of job seekers and available candidates for employers of 
the job openings. Job seekers and businesses are encouraged to use job 

centers and JCW. Having full participation and support for JCW is the 
best way to ensure that the candidate matching feature within JCW 
operates optimally. Additionally, by having company job orders posted 
on JCW, job seekers have full visibility of the array of jobs available 
locally and Veterans are provided 24-hour preference regarding postings. 
WDA 4 coordinates efforts with all partner agencies and encourages 
those partners to use JCW with all job seekers and clients. 

 
 

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

a. Systems in place to assess and place job seekers (include all IT services 
owned or subscribed to).Computers are provided to career planners and 
resource room staff directly to aid job seekers as necessary. 
Additionally, computers are made available in each center for the general 
public to use for job search related tasks. A variety of formal and informal 
assessments are used to assist in placing job seekers, including the 
Career Ability Placement Survey (CAPS), the use of Myers Briggs 
assessment, Career Cruising, Skill Explorer, My Skills My Future, and My 
Next Move. 

b. Systems used for employer management (include all IT services owned or 
subscribed to). JCW reporting and “Slack” are used to coordinate 
employer activities throughout our WDA and share information 
throughout the WDA. 

c. Systems used to track participant services (include all IT services owned or 
subscribed to). ASSET is the primary tool for WIOA subcontrators. DVR 
uses IRIS. 

d. Coordination of local IT systems with Job Center of Wisconsin, ASSET, and 
other federally or state provided systems. FVWDB regularly participates in 
ASSET Users Group meetings and subscribes to various list-servers to 
ensure our computer systems are compatible with DWD systems. DVR 
uses Talent Acquisition Portal. 

e. Other systems the WDB is utilizing and the purpose of these systems. Aside 
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from DWD prescribed systems and Slack, FVWDB is not using any other 
systems. 

f. The assessment process utilized to determine IT needs. FVWDB participates 
in peer groups (e.g. ASSET Users’ Group, various business solutions 
groups (statewide/regional/local) in order to stay abreast of technology 
trends. When a trend is identified as being essential to our mission, 
steps are taken to determine support requirements. 

 
B. Memorandum(s) of Understanding (MOUs) 

 

The local board, with the agreement of the chief elected official, shall develop and 
enter into a memorandum of understanding between the local board and the one-stop 
partners. 

 

C. One-Stop Operators (OSO) 
 

1. Identify the current One-Stop Operator in the local area and attach the 
current WDB/One-Stop Operator Agreement. The Chief Elected Officials 
(CEOs) in conjunction with the Fox Valley Workforce Development 
Board, Inc. (FVWDB) selected a consortium to serve as the One Stop 
Operator in program year 2017 and 2018. The consortium is called The 
Consortium is called the Fox Valley WDA4 One-Stop Operator 
Management Consortium and is made up four agencies: LETC, DWD- 
Job Service, DWD-Office of Division of Vocational Rehabilitation and 
DWD-Office of Veterans Services. The One Stop Operator Agreement is 
attached (Attachment 37). 

 
2. 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. See the One Stop Operator Agreement. 

 
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. 
TBD. 

 
V. Results-Driven Talent Development System 

 
One of WIOA's principal areas of reform is to require States and local areas to plan 
across core programs. This reform promotes a shared understanding of the workforce 
needs within each State and local area and fosters development of more 
comprehensive and integrated approaches such are career pathways and sector 
strategies, for addressing the needs of businesses and workers. The expansion of 
sector strategies must continue in order to enhance and strengthen Wisconsin's 
economic vitality through addressing employer and job-seeker talent requirements. 
Sector partnerships implement effective coordinated responses and integrate 
resources to develop the talent and workforce needs of key industries of a regional 
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labor market. Wisconsin’s system must use labor market information as the basis to 
map and assess current sector activities; and regional sector partnerships are not 
defined by artificial boundaries. Rather, they are determined through labor market 
analysis. Business service teams will represent the one-stop system to offer a 
coordinated set of services through the inclusion of all WIOA stakeholders. Sector 
partnerships must be closely aligned with the education system to develop flexible and 
response career pathways. 

 
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: 

 
 Schools: FVWDB and its partners will provide assistance with 8th grade 

career fairs at area schools in conjunction with the Fox Cities Chamber of 
Commerce and the Oshkosh Chamber of Commerce. Committee members 
can volunteer their time to assist with working at these events and provide 
information and guidance to youth on various careers, training and labor 
market information. FVWDB has partnered with CESA 6 to provide 
financial literacy program for middle and high school students on 
budgeting, housing, etc. FVWDB continues to partner with various 
alliances (e.g. healthcare, manufacturing, IT, etc.) that promote careers to 
youth. In Spring 2018, the Board tested a “job center light” in two Oshkosh 
high schools to do a better job with workforce development among high 
schoolers.

 
 Local technical colleges: FVWDB continues to collaborate with the local 

tech colleges to develop programs that fit the needs of local employers. 
We worked with Fox Valley Tech and a number of employers on 
developing an “Introduction to Manufacturing” boot camp for early 
2016 that is now part of the regular FVTC curriculum. Also, the 
technical colleges are part of the ‘rapid response’ process when 
appropriate. FVWDB has also collaborated with our local colleges on 
Fast Forward grants, alliances, and business expansion opportunities.

 
 Local University of Wisconsin campuses: FVWDB has approved training 

programs with the UW campuses within our area.
 

 Regional economic development entities: FVWDB works with local ED 
entities to align resources to meet the demands of local employers for 
recruitment, retention and expansion of businesses. We are able to use all 
the resources of the One-Stop system from job posting (e.g. Job Center of 
Wisconsin), to recruitment and screening of potential candidates.
FVWDB will work with DWD to identify opportunities for waivers that allow 
us to better serve employers while meeting the demands of job seekers. 
At times, the Board takes a leadership role by bringing in the ED entities 
when FVWDB is aware of an employer who is hiring, expanding, or 
downsizing. FVWDB also has representation on local ED committees 
which furthers our ability to collaborate and avoid duplication of effort. 

 
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 

2323



services for eligible individuals, particularly eligible individuals with barriers to 
employment. Include how the WDB will facilitate the development of career pathways 
and co-enrollment, as appropriate, in core programs, and improve access to activities 
leading to a recognized postsecondary credential including a credential that is an 
industry-recognized certificate or certification, portable, and stackable. [Section 
108(b)(3)] FVWDB’s “common intake project” is intended to capture the needs 
of all potential clients as they walk into the centers. The project will maximize 
exposure to possible solutions with partners which should also decrease 
duplication of services and increase successful outcomes. Lifelong education is 
a key component and is an integral part of the career pathways concept. 

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

employment and training opportunities. Non-Traditional Occupations are part of 
the initial orientation with potential participants (checkbox on program 
application). Career planners provide information and resources related to 
NTOs, as well as all items on the ASSET check box list. 

 
4. Describe the WDB's use of initiatives such as incumbent worker training 

programs, on- the-job training programs, customized training programs, industry 
and sector strategies, career pathways initiatives, utilization of effective business 
intermediaries, and other business services and strategies, designed to meet the 
needs of employers in the local area to meet the needs of businesses. [Section 
108(b)(4)(B)] Incumbent Worker Training will be new for us going forward. 
OJTs are promoted to local companies but have resulted in limited contracts 
locally. In addition, FVWDB has worked closely with local employers in 
order to understand their needs. The ͞Introduction to Manufacturing Boot 
Camp͟ mentioned previously was a collaboration between the FVWDB, Fox 
Valley Tech, and three local employers. This effort designed a curriculum 
based on the needs of three diverse manufacturers and ultimately produced 
employees. We anticipate running anther iteration of this model in fall 2016. 
Customized and incumbent worker training are possible solutions that meet 
the needs of local employers. Our business solutions manager continues to 
work with employers on many different levels throughout the area through 
local SHRMs, chambers, the NEWNorth and other similar initiatives. Our 
involvement with Fast Forward has also created some possibilities for future 
training which may benefit WIOA participants. 

 
5. Describe mechanisms that are currently in place or will be in place to provide 

microenterprise and entrepreneurial training, support programs and co-enrollment, 
where appropriate, in core programs. [134(a)(3)(A)(i)] Throughout the region 
entrepreneurial training and support exists with FVTC E-Seed, Fond du Lac 
Ignite Activities, and through other local ED organizations. Where 
appropriate, FVWDB would support entrepreneurial training through WIOA 
and has, in the past, had cohort training when needed. In addition, FVWDB 
serves on the Steering Committee for Ignite in Fond du Lac. Referrals are 
made as opportunities arise. 

 
6. Describe how the WDB enhances the use of apprenticeships to support the local 

economy and individuals' career advancement. Describe how job seekers are 
made aware of apprenticeship opportunities in the area's job centers. With the 
launch of the WAGE$ Apprenticeship grant, FVWDB has been growing in its 
promotion of Apprenticeships as a way for individuals to become trained in 
the skilled trades and earn while they learn. The Board shares information on 
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Apprenticeships with those seeking additional training, but also in our 
presentations to schools and other venues. Apprenticeships have quickly 
become a key talking point in our training efforts. 

 
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. Through a collaborative effort 
involving economic development entities, local employer groups (e.g. NEW 
North, Fox Valley Healthcare Alliance, SHRM, etc), and the local tech 
colleges, we are continuously looking to develop new methods/partnerships 
to support the local economy. We also rely on labor market analysis 
expertise provided by Ryan Long, our DWD area labor market economist, 
and have connected him to several partner agencies to provide insight and 
assistance. 

 
8. Identify how the WDB plans to better align its resources to support and meet the 

training and employment needs of key industry sectors inthe local area. Describe 
policies adopted or planned for aligning training initiatives and Individual Training 
Accounts (ITA) to sector strategies and demand occupations. FVWDB has 
identified six core and three broader sub-core areas that support the 
demands of the local economy. These areas are outlined in local training 
policy which drives clients towards sustaining careers that meet the needs 
of our local employers. Refer to ITA Policy, Attachment 22. 

 
 

VI. Program Services 
 

A. Priority of Service 

 
1. DET will provide a process for establishing priority of service for the Adult 

program for public assistance recipients, other low-income individuals, and 
those who are basic skills deficient. Describe any additional priority groups for 
the adult program other than those required by the Act. The Board will 
review this matter periodically. 

 
2. For participants who receive priority of service, WIOA Section 680.600 requires 

local areas to establish criteria by which the one-stop operator will apply priority 
of service. Such criteria may include the availability of other funds for providing 
employment and training-related services in the local area, the needs of the 
specific groups within the local area, and other appropriate factors. Provide the 
WDB's local criteria and/or policy. [134(c)(3)(E)] See Attachment 19, Priority 
of Service. No additional groups. 

 
3. Provide a copy of the WDB’s local policy that addresses how priority of 

service to veterans and eligible spouses will be applied. In addition, describe 
the local procedures developed to implement the requirements under the Jobs 
for Veterans Act (P.L.107-288)(38 USC 4215). See Attachment 19, Priority 
of Service. 

 
Priority of Service for all DOL-Funded Programs: 

 
(1) Veterans/eligible spouses 

 
(2) Non-covered persons 2525



Priority of Service for 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) Any other person. 
 
FVWDB does ensure that the ‘Pre-Screening Form’ for veterans is 
given when somebody states they are a vet. We confirmed with OVS 
that the two forms are the same. 

 
B. Funding 

 

1. Describe any plans for transferring up to 100% of the funds between the adult and 
dislocated worker programs. If planned, include the circumstances applicable toa 
transfer request, the measures to assure no loss of service to the original program 
population, and the expected impact on program performance. Due to very few 
dislocations, the Board is expected to transfer a portion of DW funds to AP 
sometime after 7/1/18. 

 
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. None at this time. 

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

for both adults and dislocated workers. Show the percentages for career services 
and training allocations for the Adult and Dislocated Worker programs. FVWDB 
reviews the previous year’s allocation for training and then makes 
adjustments based on PY goals and subcontractor input for training. 
Current / projected economic conditions are also taken into consideration. 
AP training is currently 24.7% and career services are 63%. DW (local, NEG, 
SRR) training is approximately 19.2% and career services are 65.8%. 

 
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. Inputs 
gained from the recently closed Disability Navigator series of grants have 
strengthened our abilities to identify and service protected groups. Staff 
have been trained to better assist individuals with disabilities. Section 188 
reviews of the centers were accomplished earlier this year and we are 
actively working with DWD to ensure we are EO compliant from a 
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programmatic perspective, which we believe will improve service for all 
users using the system. We are in the process of developing a ‘common 
intake’ process with our partners to ensure those seeking service are made 
aware of what is available. FVWDB Business Solutions promotes inclusion 
to local companies through EEOC and OFCCP (Office of Federal Contract 
Compliance Programs) initiatives. Workforce partners from 
Apprenticeships, W2, FSET and technical colleges all participants in a 
regional FVWDB Business Solutions Meetings to share ideas, project and 
align services where possible. We believe these initiatives will increase 
awareness of the requirements and allow us to improve our services to all 
users of the workforce system. 

 
2. Describe the methods and procedures that have been developed (or are planned) 

to ensure coordination and collaboration with the following programs: FVWDB 
collaborated with local partners on a “common intake project” that was 
meant to maximize exposure to available resources within our area which 
will reduce service duplication and increase successful outcomes. 
Additionally, where applicable, partners (see below) are integrated with the 
management and/or business solutions teams in our WDA. Information is 
shared and collaboration is encouraged within these groups through 
meetings that are held on a regular basis throughout the year. 

 
a. TANF 
b. Food Share Employment and Training 
c. Adult Basic Education and English Language Learning Programs Authorized by 

Title II of WIOA 
d. Registered Apprenticeship 
e. Jobs for Veterans State Grants Program [38 U.S.C. §4102A(c)] 
f. National Farmworker Jobs Grant Program 
g. Senior Community Service Employment Program (SCSEP) 

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

statewide offender reentry initiatives supported by the Department of Corrections, 
as required by 2015 Wisconsin Act 55, 106.36(2)(b). The description should 
include the following: how labor market information and assessment tools will be 
utilized, how the board will collaborate with local work release facilities, plans for 
coordination of case management services, and coordination with programs 
authorized under WIOA Section 225(a). FVWDB has a “Windows to Work” 
(WtW) contract and is working directly with DoC on their initiatives. In 
PY2018, we received a funding increase from DOC to allow us to hire a part- 
time worker Every participant enrolled into the WtW Program completes the 
Work Skills Inventory Assessment provided at Career Locker. This 
assessment is given to the participant as a guide for potential career 
opportunities. Each WtW participant is given the WIOA application just prior 
to release. A brief overview of the program is given which includes some of 
the potential resources available (e.g. tuition assistance, case management, 
labor market information, etc.). The FVWDB is currently facilitating the WtW 
program at both Oshkosh Correctional and Red Granit Correctional. 
Additionally, the WtW Case Manager has been granted permission to meet 
with WtW participants who have transferred to both the Drug Abuse 
Correctional Center (Oshkosh) and the Winnebago Correctional Center 
(Oshkosh) once enrolled in the program. The WtW Case Manager has 
recently piloted a two hour workshop at Winnebago Correctional Center on a 
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quarterly basis for those inmates approaching release. This workshop is 
designed to give them some resources, strategies, and techniques regarding 
a successful job search once released. Topics include: job center resources, 
resume and interview skills, as well as information regarding FoodShare, 
community resources and the WIOA program. Per the DOC contract, the WtW 
Case Manager will continue to work with the released participants for up to 
one year following their re-entry to society. The case manager will 
communicate with other individuals the participant is working with (parole 
officers, WIOA Career planners, etc.) to ensure everyone is on the same page 
and to ensure we aren’t duplicating services and requirements. If co-enrolled 
with WIOA, participants may qualify for some of the services listed under 
Section 225 (a). 

 
Labor Market information is utilized in the WtW program to give participants 
an outlook of the jobs/careers they are interested in upon release. When 
requested, WtW Coach will bring in wage information, employment 
opportunities in a specific area and educational needs. Resources often 
utilized are: O-Net, Wisconsin Careers, Skill Explorer, Career Locker, Job 
Center of Wisconsin, etc. 

 
WtW Coach does work with non WtW offenders on a referral basis. Coach 
will meet with non-WtW offenders and discuss strategies and techniques to 
use to overcome criminal background and obtain gainful employment. Most 
of the time the Coach works with the non-WtW offenders to create a resume, 
cover letter, and letter of explanation. Coach will also look up jobs and job 
requirements if requested by the offender. Coach will administer a Career 
Interest Survey (Career Locker) if offender is interested. Once results are 
obtained, Coach will provide additional information regarding employment, 
schooling, and needed training. 

 
WtW Coach doesn’t typically work with non-WtW offenders while 
incarcerated. Coach has conducted workshops at Winnebago Correction 
Center (WCC) on two occasions for inmates who are approaching their 
release. These workshops focus on job strategies and techniques for the 
offenders to use upon release when looking for work. Coach does 
encourage the offenders to schedule appointments upon release with Coach 
if further assistance is needed. Offender must be residing in WDA-4 to 
receive further assistance. 

 
WtW Coach will schedule around the interested participants educational 
programs to ensure those interested get the opportunity to participate in the 
program. 

 
WtW is not available to all offenders in the WDA. The DOC has the following 
criteria for eligibility: 

 

 Currently incarcerated at a participating institution 
 Established agent of record is in participating county (WDA-4) 
 Participant is releasing from incarceration no less than 60 days or 

more than 12 months after enrollment into program 
 At least one year remaining on community supervision after release 

 Not medically identified as “no work” status (participant must be 
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planning to seek employment upon release) 
 No detainers that would prevent participation post-release 
 Mental health stability adequate for participation in competitive full 

time employment 
 COMPAS recommended supervision level of medium, medium with 

override consideration, or high (This is a screening tool used to 
assess someone’s likelihood to re-offend upon release) 

 No history of SSI/SSDI benefits within 12 months preceding current 
incarceration and will not be eligible of SSI/SSDI upon release 
 

For those inmates/offenders/community members who aren’t working with 
the WtW program, the WtW Coach will still work with them on a one on one 
basis. Most times these individuals are referred to Coach from a different 
program or job center. Coach will meet with them as long as they are 
residing in WDA-4. Coach currently conduct a bi-weekly workshop in Fond 
du Lac (Fond du Lac Job Center) for community members who are seeking 
employment and have a criminal background. Coach did advise other Job 
Centers located within WDA-4 that he would be happy to conduct workshops 
for community members with a criminal background if enough are interested. 

 
As of now, the DOC governs that the WtW program be facilitated at Oshkosh 
Correctional and Redgranite Correctional and we are accepting individuals 
who were being coached in other WDAs and then relocating in our area. 

 
The Board continues to move forward by encouraging other agencies to refer 
individuals to contact the WtW Coach if those individuals have a criminal 
background. 

4. Describe how the WDB will ensure collaboration with Adult Basic Education and 
English Language Learning programs so that adults who need to improve their 
reading, writing, math and/or language skills have access to integrated instruction 
and accelerated entry into post-secondary education to earn an industry 
recognized credential. FVWDB subrecipients and partner agencies will 
collaboratively work with individuals to ensure any barriers they might have 
are identified and acted upon. The ‘Common Intake’ project will help identify 
potential barriers and make the referral process more efficient. If barriers 
aren’t identified initially, there is another opportunity to address them if a 
more formal training is taking place. “Accuplacer” is used by the local 
technical colleges and provides insight on whether an individual is prepared 
for an upcoming training program. If the individual does not score high 
enough, steps are taken to remedy the challenges. Remedial classes can be 
taken prior to the formal training to get the individual to the level they need to 
be in order to be successful. FVWDB partners with local technical colleges 
for Adult Basic Education, which can include GED testing. (Our FVWDB sub 
recipients also have trained staff to provide GED testing). TABE testing is 
given to youth participants during the eligibility process into the WIOA youth 
program, and tested yearly if the participants are testing below 8th grade 
level, and retested until they reach bout that threshold. 

 
5. Provide a description of plans, strategies and assurances to maximize coordination 

of services provided under the Wagner-Peyser Act and WIOA (for example, WIOA 
Title 1 staff document workshop services provided by WIOA Title 1 staff in ASSET). 
The description should include how improved service delivery and avoidance of 
duplication of services will be achieved. [§108(b)(12)] It’s believed that the 
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‘common intake’ project has helped identify all of the services an individual 
may be eligible for. This should allow for better coordination amongst 
partners and reduce the chance for duplication of services. If participants 
are working with more than one agency, career planners will work 
collaboratively to make sure services are not duplicated. For example if a 
participant is working with WIOA and DVR, the case manager/career planner 
will make every effort to have joint meetings and come up with common 
goals and work collaboratively to achieve those goals. Participants’ 
participation in multiple programs are documented in the files prepared by 
their case managers. 

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

Plans (IEP). Include if the process is used for every participant or if there are 
exceptions, how frequently it is done, and how it is documented in the participant 
file and ASSET. IEPs are periodically reviewed during client visits. Any 
updates to the IEP are documented at the time of the meeting. This update is 
either through ASSET or on a paper copy maintained in the file. If any major 
changes occur such as training or job searching into a new field of study or 
career path, those IEPS will also be updated and signed by participant and 
case manager. At a minimum IEP͛s should be updated every 6 months or if 
any major goals change for the participants. If training goals change or a 
new career path change then the IEP should be updated accordingly. 

 
7. Attach the WDB's policy on Needs Related Payments, or, indicate that the WDB 

does not use this WIOA provision. Not used. 
 

8. Attach the WDB’s supportive services policy. See Attachment 26. All participants are 
eligible for ‘Other Support Services’ as outlined in the policy. Participants in training 
are potentially eligible for all support services outlined in the policy. Regarding 
Memo 13-05, local monitoring of sub recipients happens twice a year; this includes 
file review and ASSET review along with assessment and documentation of need for 
the service. If participants are requesting supportive services, documentation needs 
to be present that all other resources were first contacted for those resources. After 
all other resources were explored then the appropriate forms within the supportive 
services policy will be filled out to determine eligibility, i.e., transportation, childcare, 
etc. The case manager will then determine the proper eligibility for those services in 
need. The documentation is in the participant file and proper supportive services is 
documented in ASSET. Community resources are accessed by referrals, ‘211 
Directories’, word of mouth, etc. Those resources are used when the system is not 
able to provide services (e.g. budget issue). 

 

 “Costs of supportive services must demonstrate a direct connection to 
participation in employment’ (pg.1) 

 “Supportive services are only to be provided to participants who: are 
participating in Individualized Career or training services; or in the youth 
program…”(pg. 1) 

 “Costs of supportive services must demonstrate a direct connection to 
participation in employment activities or education and training programs” 
(pg. 2) 

 “Each…participant may apply for childcare assistance when the participant is 
attending an approved training program…(pg. 2) 

 “a participant will be considered for mileage reimbursement if he/she lives 

3030



more than 20-miles (one-way) from the educational/OJT facility they are 
attending…” (pg. 3) 

 “Although primarily intended for clients in training, ‘other support services’ 
may be appropriate for clients not receiving a training service.” (pg. 3) 

 “If the participant is job searching and needs support services to 
accept/obtain or necessary to retain a job” 

o Transportation and child care services are not available if the 
participant is job searching and needs support services to 
accept/obtain or necessary to retain a job, but other supportive 
services such as tools and drug tests are acceptable for 
reimbursement. 

o “If the participant is job searching and needs support services to 
accept/obtain or necessary to retain a job” 

o Books are reimbursed as supportive services when the participant is in 
training 

o Limited services are potentially available to all based on need; typically 
though, are given to those in training or preparing to accept 
employment, rather than those searching for employment. 

o Partcipants can be both “Job Searching” and “need support services 
to…retain a job”. The word ‘or’ is in the statement implying that one 
condition or the other exists. 

 
9. Describe the process for contacting active participants (adults/dislocated workers 

and youth). Include if the process is required for every participant or if there are 
exceptions, how frequently contact attempt is required, how it is documented, and 
what the procedures are for successful contact attempts. Active participants are 
contacted primarily via email or phone. Participants in training are typically 
contacted when new training periods are about to start and sometimes 
during the training depending on the unique needs of the individual. Contact 
is documented in ASSET and/or the case file. Participants not in training are 
in active job search mode and are to keep in regular contact with their case 
manager. Job seekers will contact their case manager monthly or bi- 
monthly. But normally job seekers contact their case manager more often. 
Contact can be through emails or phone calls which can provide more 
information. 

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

a participant (adults/dislocated workers and youth). For example, no contact with 
case manager, employment plan goals have been met, participant becomes 
employed at the locally-defined self-sufficiency wage or certain percentage of 
federal poverty limit, has been employed for minimum number of days, etc. When 
goals from the IEP have been met (i.e. training is complete and unsubsidized 
employment secured), the case manager will schedule an exit of the 
participant. Additionally, if there is no contact from participant for at least a 
90 day period and is documented in ASSET customer notes (e.g. phone 
calls, emails, letters, etc.) the case manager will attempt to schedule anexit. 

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

follow-up requirements (follow-up on all participants or exceptions), frequency of 
contact, and required documentation. See Attachment 27, Follow-Up Services 
Policy. Just prior to exit, all participants are advised about follow-up 
services. The frequency of the follow-up contact is based on the individual 
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being served as outlined in the policy. The contact attempts are 
documented in ASSET Customer Notes. 

 
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. This 
determination is made when the dislocated workers are laid off from 
positions with skill sets that are considered obsolete or if the local market 
is saturated with similar skill sets and retraining would increase their 
chances for successful employment at a self-sufficient wage or better. This 
would also apply to military service members who are separating from the 
service. 

 
2. Describe WDB policies and procedures to support Re-employment Services (RES) 

activities. For example, participation in RES in-person sessions. WIOA career 
planners are advised of briefing sessions and coordinate participation with 
Wegner Peyser staff as applicable. This is a venue that allows further 
connection with job seekers and employment initiatives offered locally. 

 
3. Describe the process for providing rapid response services to worker groups on 

whose behalf a Trade Adjustment Act (TAA) petition has been filed. 
[§134(a)(2)(A)] This description must include how the local area disseminates 
benefit information to provide trade-affected workers in the groups identified in the 
TAA petitions with an accurate understanding of the provision of TAA benefits and 
services in such a way that they are transparent to the trade-affected dislocated 
worker applying for them. If a TAA petition is filed or being considered prior to 
a Rapid Response Activity, the impacted workers are made aware of the 
services TAA can offer. TAA petition confirmations distributed by DWD are 
shared with the local WIOA subcontractor staff. TAA eligible participants 
are referred to a TAA case manager for more detail and to begin the co- 
enrollment process. 

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

the following items: 
a. Identification of WDB and Job Service leads (Rapid Response Practitioners): 

Collaborative efforts between FVWDB and DWD identified team 
members with the right mix of experience and skill to staff this 
important function. 

 Debra Warga, DWD Job Service WDA 4 District Border 
 Kim Lemieux, WIOA Program Manager, FVWDB 
 Bobbi Miller, Business Solutions Manager, FVWDB 
 Donna Janda, Career Planner, LETC 

b. Clarification of roles and responsibilities for the WDB and Job Service: 
FVWDB had already started to modify the Rapid Response process 
locally and collaborated with partners prior to DWD’s most recent 
initiative. We see this as an evolving process designed to meet the 
demands of any given situation. Leveraging business contacts, 
initial contact is made with the company by FVWDB Business 
Solutions. An initial meeting is requested to gain more information 
about the layoff; both Business Solutions and Program staff attend 
this meeting to facilitate future handoff to plan job seeker 
activities. If TAA is a consideration, local Job Service staff are 
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notified. 

 Initial information is added to the RRETS system. 
Additional updates are posted as activity continues with the 
company and impacted workers (for example, surveys are 
added, TAA petitions, employee lists, etc.) Both Job 
Service and FVWDB practitioners have access to the 
RRETS System. 

 Rapid Response meetings and job seeker activities (resume 
creation, mock interviews, workshops, etc.) are scheduled 
and participation is these activities is a joint effort with 
workforce systems partners. 

c. Mechanisms for routine communication between the WDB and Job Service: 
Email, phone, team meetings and tools such as “Slack”. 

d. Integration of the minimum level of required transition services (see list on the 
Rapid Response Practitioners' webpage, 
https://workweb.dwd.state.wi.us/det/bwt/dw/default.htm). The impacted 
employer is contacted in order to gain more information on the 
situation. An overview of the services available at the local centers is 
given. The actual size of the layoff ultimately determines the level of 
response as outlined by DWD. FVWDB understands these are the 
minimal requirements based on the size of the layoff; however, we can 
offer more if we feel it͛s necessary. Additionally, lack of employer 
engagement may not make all services practical or possible. 

e. Identification of flexible and innovative services and solutions to address 
both employers' and workers' transition needs: FVWDB and local DWD 
staff are committed to a ‘demand driven’ environment. It is expected 
that services and solutions will be responsive to the needs at the time 
and within the scope of the legislation. FVWDB in the past has 
provided Rapid Response seminars that include a number of system 
partners in order to provide a good idea of what type of resources are 
available in the local area. We have also set up specific job fairs that 
target the skill sets of the layoff groups. We have also held on-site 
individualized resume development/review sessions with the impacted 
workers. We envision to continue with this type of practice going 
forward. 

f. Mechanisms for leveraging staff and other resources: FVWDB is interested 
in being able to get the most out of existing resources and being more 
efficient. As mentioned earlier, FVWDB had initiated a project to refine 
the Rapid Response process with our local partners prior to DWD 
mandates. Enhanced communication amongst those involved is one 
method for leveraging the resources of others. The FVWDB is under 
the impression that the local response plan is currently on hold by 
DWD. Email sent to DWD on 6/24 for update. 

g. Effective utilization of materials: Knowing ‘who’ is responsible for 
bringing ‘what’ when responding to a layoff event is critical. The local 
process developed by FVWDB addressed this concern. 

h. Engagement of appropriate partners: Collaboration up front is key. 
Building relationships in advance can lead to more efficient solutions. 

We have a ͞RR Communication Team͛ (e.g. WIOA subrecipient, local 
tech school, DWD contact, and other local resources) that is made 
aware of the initial and subsequent developments relating to a 
potential layoff event. 
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5. Describe the mechanisms that are currently in place or will be in place to identify 
employers at risk of layoffs. [§682.330(g)(1)] Business Solutions staff 
participant in forums (e.g. HR groups) that involve local business leaders 
which in turn gives an employer an opportunity to learn more about WIOA 
services in advance. FVWDB has established relationships with local 
chambers of commerce and economic development agencies within the area 
in an effort to stay involved with the business community in general. 

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

expand coordination of service delivery with the Trade Adjustment Assistance 
program. The Department of Labor expects the State (via the WIOA program)to 
offer Rapid Response and wrap-around services to TAA-eligible dislocated 
workers, prior to and post training services. 

 

The description should include all phases of the dislocation response process, 
such as rapid response on receipt of petition notice, participation in program 
orientation, assessment and Employment Plan development, preparation for re- 
employment and skill training, and provision of placement services. Due to the 
referral process in the centers, individuals are co-enrolled in TAA and 
WIOA DW when appropriate. Petition notices are shared with 
subrecipients to make them aware and to expedite the co-enrollment 
process. WIOA subrecipients are invited to TAA orientations. FVWDB will 
coordinate responses with TAA staff once a certification is announced. 
Typically, TAA certification takes place after WIOA has started to serve; 
TAA case managers will leverage the work already performed by WIOA 
which allows the TAA manager to focus on the advantages their program 
brings to the table. This coordination can be extended to assessments, 
IEP development, discussion on training and wrap around services, 
including placement and follow-up. 

 
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. To complement the 
career services specified, various job seeking skills workshops (e.g. 
resume development, interviewing, etc) are provided locally. Computer 
basic workshops are also offered in the three comprehensive job centers. 
These workshops are considered to be ͚universal access͛ and therefore 
available to anybody who accesses the centers. They are provided on a 
space available basis. 

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

services are coordinated with Wagner-Peyser Labor Exchange to provide 
universal services in the comprehensive Job Centers. Neither Wagner- 
Peyser resources nor WIOA provide full staffing in the various center 
resource rooms. FVWDB provides WIOA basic career service funds for the 
provision of resource room staff via an RFP in addition to dedicated Wagner- 
Peyser staffing. Unless the individual is already recognized by the staff, all 
individuals are asked if they have been in the center before. If they have not, 
staff will provide a brief overview of the services provided and they’re asked 
if there is a specific service/assistance being sought. The common intake 
form is used in all 6 job centers, and is the tool for job seekers to gather 
knowledge about all the services and programs they may be eligible for. It is 
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strictly a referral form and not used for eligibility. By answering yes/no to 
certain questions job seekers can then gather contact information to those 
certain programs they may be eligible for. 

 
3. Under WIOA, there is no requirement that a participant must receive career 

services prior to training services. However, at a minimum, to be eligible for 
training, an individual must receive an eligibility determination for training services. 
Describe how the WDB will manage this for participants being fast-tracked into 
training. [§680.220)]. The ITA Policy describes the requirements for a person 
to become training eligible. Although participants can be fast-tracked into 
training, due-diligence must still be completed making sure the individual is 
making a move that they are suited for (aptitude and interest) and where 
there is long term opportunity (LMI). 

 
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. None at this 
time. 

 
2. Describe how individualized career services will be coordinated across 

programs/partners in the One-Stop Centers, including Vocational Rehabilitation, 
TANF and Adult Education and Literacy activities. Specify how the local area will 
coordinate with these programs to prevent duplication and improve services to 
customers. FVWDB is currently evaluating a ‘common intake’ process that 
identifies the needs of a potential participant and matches them up with the 
appropriate program partner at the time of first contact. This process should 
both enhance the services provided and reduce duplication of services. 

 
3. DET is currently developing a statewide definition for economic self-sufficiency, 

including the process for applying the definition. Until that is implemented, WDBs 
are to use their current definition and processes. WDBs are required to adopt the 
State's definition and processes once it is issued. The following language should 
be added to the WDB's local plan: "TheWDB will continue applying its previously 
approved self-sufficiency definition until the State's uniform 'economic 
selfsufficiency' definition, policy, and process for application have been issued. 
Once issued, the WDB will cease using its local definition and adopt the uniform 
definition, policy and process for application." See Attachment 30, Self- 
Sufficiency Policy. FVWDB will continue applying its previously approved 
self-sufficiency definition until the State͛s uniform ͚economic self- 
sufficiency͛ definition, policy, and process for application are issued. Once 
issues and agreed upon, the WDB 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. 
Otherwise, confirm that this is not an allowable process within the local area. 
Typically FVWDB would have to evaluate this situation on a case-by-case 
basis as any deviation from the training policy requires. It may be allowed if 
there’s a reasonable chance that the individual would become self-sufficient 
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over time (e.g. Career Pathways concept). 

 
 

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. FVWDB budgets for ITA, 
GED/ELL/Prevocational Services, and OJT. Of those categories, 94.5% is 
ITA, 2.4% OJT, and 3.1% GED & related. If a need for one of the other types 
of training exists, it is funded by transferring between subcategories (if 
feasible), otherwise a formal budget revision is done (with board and CEO 
approval) or alternative grants/funds are sought out. 

 
2. Describe any plans for using up to 20% of local area dislocated worker and adult 

formula funds to provide the Federal share of the cost of providing training through 
a training program for incumbent workers. Submit the local policy and forms, 
including an itemization of the non-federal reimbursement share [§680.800, 
134(d)(4)(A)(i) and TEGL 3-15] As the budget allows, the Board will be 
piloting an Incumbent Worker training program in PY18 and beyond. 

 
3. Describe any plans for using up to 10% of local area dislocated worker and adult 

formula funds to provide transitional jobs, including the process to identify 
individuals with barriers to employment, chronically unemployed or have an 
inconsistent work history; identify appropriate employers, planned reimbursement 
amounts, what supportive services will be included, and any limits on duration. 
Submit the WDB's local policy and forms. [134(d)(5), §680.840a and TEGL 3-15] 
Not at this time. Will be periodically reviewed. 

 
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. 
Information about Wisconsin Career Pathways, formerly the RISE Initiative, can be 
found at https://www.wicareerpathways.org [§101(d)(5)] FVWDB engages with 
local employers, economic development agencies, and local technical 
colleges to get a better understanding of the strengths and shortcomings of 
the local workforce. FVWDB brings the three entities together to collectively 
work on solutions. This group is currently working on a project that will 
result in the successful participant earning a full credit towards ‘workforce 
readiness’ at the tech college, two credits for adult basic education, and two 
certifications (basic forklift and OSHA safety). This approach demonstrates 
the ability to stack credentials and allows participants to continue working 
towards higher level credentials which is central to the Career-Pathways 
model. See Attachment 31, Career Pathways Model. Individuals with barriers 
would be referred to the appropriate partner agency (e.g. DVR) as a result of 
the ‘common intake form’. If co-enrolled, the partners would coordinate 
services in order to provide an efficient wraparound service. The policies of 
each partner involved would have to be followed. 

 
5. Describe the WDB’s policy for its Individual Training Account (ITA) system 
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including limits on duration and amount. This description (and policy) must include 
the (1) specific process and/or method used by which WIOA training funds are 
coordinated with other sources of funding for training and, (2) process by which 
WIOA funds are utilized if other sources of funding are pending approval, and how 
those WIOA funds are accounted for when other sources of funding are 
approved/disapproved. Submit the WDB’s ITA policy. Training limits are 
reviewed periodically. Other training grants (e.g. NEG/SRR) are used instead 
of formula funds when appropriate. Other sources (GI Bill) are encouraged 
(not mandated) to be used in conjunction with WIOA funding. A ‘needs 
assessment’ is conducted by case managers to help identify any gaps and 
potential resources (e.g. Pell Grants). See Attachment 22, ITA Training 
Policy. 

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

removing training providers from the ITA list. LMI data is reviewed for potential 
programs that align with FVWDB’s ITA Policy before being added to the list. 
FVWDB relies on input from subrecipients on the effectiveness of ITA 
programs as they are able to speak directly with their participants and 
assess feedback given. If a program becomes ineffective, FVWDB would 
follow DWD guidelines for removing it. 

 
7. Describe the WDB’s intent to use exceptions (contracts) instead of or in 

conjunction with the ITA system. Address the following issues as applicable: 
 

a. Describe the WDB’s policies for OJT and Customized Training opportunities 
including the length and amount. Submit the WDB’s OJT policy and 
customized training policy. No less than six weeks and no more than six 
months (OJT Policy Attachment 23, Paragraph 4 B - C OJT Procedures). 
The OJT amount is tied to the lifetime limit (which is reviewed 
periodically). The customized training would be tied to the same lifetime 
limit. 

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. N/A 

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. We are at capacity in our 
area. However, we would welcome technical assistance in the form of 
criteria used by areas that are planning to implement this process. All 
allowable types of training will be considered. 

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

Attachment 33, Training Form. 
 

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, 

3737



please provide the following information: 

 
a. WDB's approach to meeting the required 75% minimum youth expenditure, 

including the planned program design. FVWDB started to move towards 
serving OSY exclusively in PY13. Currently, 90+% of youth are OSY. 

b. Current and planned recruitment strategies to expand and market services to 
out of-school youth. The FVWDB communicates with and markets its 
services to area schools, community agencies, businesses, county 
human service agencies, police departments, and other organizations. In 
addition, FVWDB has created brochures marketing the Youth Program 
and case managers actively recruit participants and promote the 
program. Staff periodically review networking and marketing tactics. 

c. Current and planned strategies to target services to youth, and to ensure 
seamless, year-round services to out-of-school youth. FVWDB is focused on 
serving OSY and our subrecipients are targeting that population group 
who are facing barriers (6a – j). We have recently placed an emphasis on 
year round work experience activities so they are able to respond to 
unsubsidized employment opportunities when they occur. 

d. Current and planned strategies to encourage 16-17 year old dropouts/non- 
attenders to return to school. The importance of education is stressed 
throughout the program. When an alternative school or GED/HSED are 
appropriate, frequent contact with the participant and school staff is 
maintained to foster an environment that values the importance of 
completing this element. 

e. Current and planned retention strategies to retain out-of-school youth in 
employment or post-secondary education. Elevating participants’ esteem 
and confidence provides a platform for them to remain employed or in 
school. Setting reasonable goals/expectations and monitoring progress 
of such helps the participants realize that they moving forward and are 
more likely to continue along this trajectory. Addressing basic unmet 
needs and formulating a plan to meet those needs plays a significant role. 

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. For those participants determined to be operating at a 
lower functioning level, they will receive tutoring specific in the areas 
where they require the most assistance. This will be done through a 
combination of direct, one-on-one sessions through an FVWDB service 
provider or through a partner/referral agency. They will also be made 
aware of adult basic education resources at local technical colleges or 
the community in general and encouraged to use them. Referrals to DVR 
may be appropriate and when identified, will need to be co-managed. 

g. Strategies to ensure career pathways information will be included in the 
participant's Individual Service Strategy. FVWDB subrecipients will target 
post-secondary education which is consistent with the youth's ISS. Post- 
secondary education will complement the youth's career choice. Non- 
traditional orientation will occur at the beginning of the program during our 
youth orientation process. The importance of lifelong education and the 
concept of career pathways will be stressed. 

 
2. Provide the name of the assessment tool(s) the local board will administer to in- 

school and out-of-school youth to assess their academic levels. The TABE 
Placement Test will be used initially followed by TABE Form9/10. 
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3. Describe how the local board will assess the youth for occupational skills, prior 
work experience, employability, interests, aptitudes, supportive service needs, and 
developmental n e e d s . A variety of formal and informal assessments are 
used. The Career Ability Placement Survey (CAPS), the use of Myers Briggs 
assessment, Career Cruising, Skill Explorer, My Skills My Future, and My 
Next Move. Youth also complete a Personal Profile form along with the 
application to the program, this helps the case manager understand where 
the youth interests are, what academic needs they are looking for or 
supportive service needs such as transportation. Likewise, DVR can provide 
assessment, guidance and counseling, career exploration services for those 
who have disabilities. 

 
4. Describe the activities the local board will provide that lead to the attainment of a 

secondary school diploma or its equivalent, or a recognized post-secondary 
credential. Secondary school diplomas/equivalents are important; therefore, 
obtaining a GED/HSED Certificate for participants who have dropped out of 
high school is a priority. Adult Education Specialists (directly or through 
referral) will provide one-on-one assistance to those with deficient skills. 
Some may be referred to the ABE opportunities at area technical colleges 
or to literacy council services for very low skilled individuals, needed extra 
tutoring. Some subrecipients have GED trained staff who are able to 
provide direct service. Post-secondary training will be made accessible by 
collaborating with local technical colleges and colleges. FVWDB will target 
post- secondary education which is consistent with the participant’s ISS. 
Non- traditional orientation will occur at the beginning of the program along 
with the potential to job shadow or area of study they are interested in. This 
could lead to either a paid or unpaid internship or limited OJT opportunity. 

 
5. Describe the activities the local board will provide to prepare the youth for post- 

secondary educational and training opportunities. A major focus will be on 
improving numeracy and literacy levels and obtaining a GED/HSED 
Certificate for participants who have dropped out of high school. Adult 
Education Specialists (directly or through referral) will provide one-on-one 
assistance to those with deficient skills. Some may be referred to the ABE 
opportunities at area technical colleges or to literacy council services for 
very low skilled individuals, needing extra tutoring. Some subrecipients 
have GED trained staff right on staff so they are referred to those staff to 
work on those skill areas that need upgrading. Additionally, DVR could 
provide assessment, work experiences, youth on-the-job training and 
rehabilitation technology. 

6. List the agencies and/or organizations the local board will partner with to provide 
services to youth that are: Please note the examples listed below are a sample 
of those that serve within the FVWDA. 

 
a. Subject to the juvenile or adult justice system; County juvenile restitution 

programs or county court system working with probation and parole as 
applicable. 

b. Homeless; Father Carr’s, a local homeless shelter, Day by Day Warming 
shelter, another local agency, and the Fox Cities Housing Coalition are 
examples for our area. 

c. Runaway; Local courts 
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d. Pregnant or parenting; County W2 program and/or FSET, school districts 
depending on age 

e. Individuals with a disability; DVR 
f. Foster children; County agencies and Bay Area WDB (Independent Living 

Grant) 
g. Aging out of foster care; See previous. 
h. English language learners; Local Literacy Councils and technical colleges. 
i. School dropouts; Local schools (including alternative) will be contacted 

and WIOA case managers will contact them about services. 
j. Within the age of compulsory school attendance, but have not attended school 

for at least the most recent complete school year quarter. See previous. 
 

7. List the resources or services the agencies and/or organizations could provide 
these youth. Some resources provided include transportation assistance, 
housing, clothing, tuition assistance, tutoring, work experiences, job 
shadowing, and assistance with returning to school or alternative school 
system. 

 
Resources provided by ADVOCAP and CAP Services include: 

 Transportation assistance 
 Housing 
 Clothing 
 Tuition assistance 
 Tutoring 
 Work experience 
 Job shadowing 
 Assistance with returning to school or alternative school system 
 Financial literacy programs 

 
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. If the youth is 
under 18, a parent is required in the planning process to include the ISS and 
other necessary documents. WIOA Youth services are promoted to all 
required One Stop partners, school districts, and community/county 
agencies. 

 
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. 
FVWDB feels that the ‘common intake’ project is leading to potential 
participants being advised of all options they may be eligible for. 

 
10. Describe how the local board will partner with the following programs to 

serve youth and young adults through the Youth Program: 
a. YouthBuild; ADVOCAP is a current WIOA subrecipient 
b. AmeriCorps;N/A 
c. Job Corps; N/A (FVWDB will contact Chad Harrie with Vet Corps AmeriCorps 

program to assist serving vets in Fond du Lac and Winnebago Counties) 

d. Youth Apprenticeship; FVWDB is reaching out to DWD and local 
apprenticeship entities to learn more on how we can collaborate more 
going forward. 
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e. Registered Apprenticeship. See previous.  
 
11.Describe any regional efforts the local board is involved with or is planning with regarding 
youth initiatives. FVWDB is collaborating with Bay Area WDB on their Independent Living 
Grant (foster care). BAWDB is making referrals to FVWDB on potential WIOA 
participants while BAWDB is addressing any foster care concerns. Regional alliance 
efforts (Amplify, NEW Manufacturing Alliance, and Healthcare Alliance) seek to inform 
youth of career opportunities in those targeted efforts.  
 
12.Describe how the local board will provide the fourteen required program elements for the 
WIOA youth program design. FVWDB will provide the elements through services provided 
by our subrecipients and with referrals to partners. We are preparing for the PY16 RFP 
process and have included the elements in the RFP so bidders can design their 
programs accordingly.  
 
13.Describe the process for reviewing and updating the Individual Service Strategy (ISS), 
including frequency and documentation requirements. ISSs are periodically reviewed during 
client visits. Any updates (e.g. goals or training) to the ISS are documented at the time 
of the meeting. This update is either through ASSET or on a paper copy maintained in 
the file. Necessary signatures are gathered.  
 
14.Specify if the local area plans to offer incentives or stipends for youth. If yes, attach the local 
policy (refer to WIA Policy 13-02: Youth Incentive Awards and Stipend Payment Policy for 
additional information). Yes, see Attachment 28, Youth Stipend Policy. All FVWDB policies 
need to be approved by our Board of Directors. In reference to the ͞vides...could be for 
entertainment purposes, and that is not permitted under Part 200 of the Uniform 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards. Specifically, section 200.438 Entertainment Costs, ͟we will work with DWD to 
reflect updates to both the incorrect use of WIA and remove any incorrect stipends and 
incentives as noted at our next FVWDB meeting in Fall 2016.  
 
15.Describe the WDB's approach to comply with the required minimum 20% expenditure for 
work experience. [§129(c)(4)] Our current subreceipient is now actively tracking and 
meeting the 20% expenditure.  
 
16.  Provide the WDB's definition of the in-school youth eligibility criterion – "An individual who 
requires additional assistance to complete an educational program, or to secure or hold 
employment."   The locally developed eligibility criterion must be specific, measurable, and 
different from the eligibility categories listed for the in- school youth.   
 
   -  The youth applicant and/or the family have poor employment history. 
   -  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. 
 
17. Provide the WDB's definition of the out-of-school youth eligibility criterion – "A low- income 
individual who requires additional assistance to enter or complete an educational program or to 
secure or hold employment." The locally developed eligibility criterion must be specific, 
measurable, and different from the eligibility categories listed for the out-of-school youth.  
 
    - The youth applicant and/or the family have poor employment history. 



- 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. 

 
18. Attach a list of the current youth service providers. Youth provider in PY18 will 

be LETC. 

 
I. New Service Strategies for WDAs Failing Performance Measures 

 
As required by WIOA, in response to any WDA failing to meet local performance 
accountability measures for Adult, Dislocated Worker, or Youth programs in any 
program year, the Governor (state) will provide technical assistance. Technical 
assistance may include assistance in the development of a performance improvement 
plan or the development of a modified local plan. WDAs that fail to meet local 
performance accountability measures for any program year must describe all new or 
innovative service delivery strategies the WDA has employed or is planning to employ. 
The description must also describe how the initiative maximizes resources, improves 
service levels, improves service quality, achieves better integration or improves 
performance levels. In addition, the initiative's general design, anticipated outcomes, 
partners involved and funds leveraged must be described. N/A 

 
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. Local partner, LETC is a CBO. LETC provides 
case management services to Adults, Dislocated Workers, and Youth 
participants and they also staff resource rooms. We intend to increase our 
local outreach with a local CBO and FBO. World Relief is a CBO and a 
referral source as they are World Relief job seekers who could be enrolled in 
our WIOA system. We have a weekly session in the Oshkosh Job Center 
where job seekers form World Relief use the job center computers to work 
on tutorials, resume development and job searching. For FBOs, we are 
increasing our partnership with Salvation Army to begin efforts to have them 
serve as a referral source for WIOA participants. We are always seeking out 
organizations (all types) that can improve the efficiency of the system and 
successful outcomes for our participants. 

 
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. Service providers are aware of a wealth of alternative 
resources available in the local area. Resources are discussed at 
management team meetings.  When made aware of, applicable FBO/CBOs 
are shared at case manager and resource room staff meetings. 

 
 

VII. Service Providers and Oversite 
 

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

area for activities carried out under WIOA Title 1. WIOA One-Stop Job Center 

Resource Room/Career Center services are procured through a request for 

proposal process. Scoring is done by members of our committees or the Board 

of Directors. 

 
Where possible, all contracts for training or services, other than those operated 

directly by FVWDB are secured through a Request for Proposal (RFP) process. 

The RFP process is open and available to any agency or entity, including non- 

profit organizations, private for profit organizations, educational agencies or 

local government units capable of administering and operating job training 

programs which will confirm to the mission and goals of the FVWDB. A public 

notice indicating the availability of the RFP is placed in several area newspapers. 

In addition, the RFP availably notice is posted on the FVWDB website. 

Verification of posting in the newspapers is maintained by the FVWDB. 

Interested parties can request an RFP package by telephone, mail or access the 

RFP electronically on the FVWDB website. 

 
The RFP contains, at a minimum, a standardized proposal format and 

instructions for completing the proposal, the estimated amount of funding 

available for the WDA by Dislocated Worker, Adult and Youth categories, the 

expected amount to be allocated by county, all evaluation factors and their 

relative importance and the expected cost and performance outcomes for the 

WDA as a whole. In addition, the proposal format includes: 

 
(1) A narrative section describing the nature and scope of the work to be 

performed and the target groups to be served in exchange for the 

funding provided by FVWDB, 

(2) A budge section describing planned expenditures by cost category 

(i.e. overhead, training, participant support) and a line item within 

each cost category (i.e. staff wages, fringe benefits, staff travel, rent, 

supplies, etc.) 

(3) A program plan form indicating the relationship between 

expenditures vs. enrollments/outcomes across the passage of time 

within the specified grant period 

(4) A signed Debarment & Suspension Certificate for lower-tier covered 

transactions attesting to the fact that the proposer has not been 

prohibited by the Federal government from receiving the funds being 

requested. 

 
In addition, FVWDB requests and reviews an ascertainment that applicable 

WIOA related findings have been or will be resolved, the most recent audit 
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reports of successful bidders in order to ensure that only responsible agencies 

receive WIOA awards. 

 
ACCEPTANCE OF PROPOSALS IN RESPONSE TO THE RFP 

As a general rule, the grantor agencies like the FVWDB are limited to funding 

only ͞responsive proposals͟ form ͞responsible proposers͟ as those terms are 

defined below: 

 
A responsive proposal is one which: 

(a) Arrives at the FVWDB office on or before the date and time 

established in the RFP, 

(b) The proposal bears the signature of an authorized signatory from 

the agency requesting funds (i.e. someone authorized by the 

proposing agency to either enter into binding financial obligations 

on behalf of the institution requesting funds), and 

(c) The proposal follows the prescribed proposal format described in 

the RFP. 

A responsible proposer is one which: 

(a) Documents by signing the Debarment and Suspension Certificate 

provided in the RFP that is not prohibited from receiving federal 

funds, and 

(b) If the proposer is an existing WIOA sub grantee, has provided a 

copy of its Annual Audit Report to the Finance Director and 

cooperates with the FVWDB in resolving any questioned costs or 

disallowances involving WIOA funds, or 

(c) As a new grantee (sub grantee) permits an appraisal of the 

adequacy of its financial management system by the FVWDB 

Financial Officer prior to contract signing. 

 
RECEIPT OF PROPOSALS 

It is the sole responsibility of the offeror to ensure that the FVWDB receives the 

proposals no later than the date and time specified in the RFP. The FVWDB 

staff person identified in the RFP to receive the proposals will have the 

responsibility of stamping in receipt of proposals and maintaining a list of 

proposals received on time. If proposals are received electronically, a copy of 

the e-mail transmittal document, which includes date and time of receipt, is 

maintained. The FVWDB refuses the delivery of proposals after the date and 

time specified in the RFP. 

 
PROPOSAL REVIEW 

The CEO assigns staff, as well as the designated review committee members to 

independent proposal review. The staff individuals assigned to review the 
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proposals will be sufficiently experienced programmatically and be able to 

analyze the proposals and presentations using an objective standardized rating 

instrument. The designated review committee provides an unbiased and 

objective evaluation of proposals assigned to review. The rating instrument 

has instructions explaining how to assign numerical scores ot the proposers 

response to specific items identified in the RFP. Some questions which ask 

about numerical outcomes can be measured precisely and are calculated by 

one staff person and provided to the remainder of the reviewers. The rating of 

other areas requires the application of sound, unbiased, professional 

judgement, i.e., the adequacy in meeting goals and objectives. Only after total 

points are assigned will proposals for the same activity be compared against 

each other. 

All proposals received are reviewed by the Financial Officer for reasonableness 

of costs. The scores for these items are then provided to the reviewers for 

inclusion on the rating sheet. 

All expenditure of funds must pass a financial analysis test to determine that all 

costs are allowable, allocable, necessary and reasonable. Following are 

explanations of these items which will help the rater conclude whether the test 

is met. 

1. ALLOWABLE – The expenditure in question is specifically identified in 

Federal or State laws or regulations as an allowable cost and is not 

specifically prohibited by any state or local regulations or ordinances. 

2. ALLOCABLE – The expenditure is properly allocated, in whole or in part, 

to the particular program, title, cost category and program activity to 

which it has been assigned. The DWD Policies and Procedures Manual 

will be consulted for definitions of titles, cost categories and program 

activities within the WIA program. The DHSS Administrator͛s Memo 

series or other varies DHSS directives, as appropriate, will be used for 

definitions of cost categories and program activities within any DHSS 

program. 

3. NECESSARY – The expenditure is necessary for achieving the purpose 

described by the applicable program, title, cost category and program 

activity to which it has been assigned and is not incompatible with the 

narrative description of the proposed activity found elsewhere in each 

proposal. 

4. REASONABLE – Each expenditure by line item (i.e. the subcategories 

like staff wages, staff fringe benefits, staff travel, rent, etc., found within 

each major cost category) is reasonable in relation to: 

(a) The scope and complexity of the work to be performed, and/or 

(b) The number of participants to be served, and/or 

(c) The outcome planned to be achieved on behalf of participants, 

and/or 

(d) The costs of the same or similar goods or services being 

purchased elsewhere in the immediate geographic area or similar 
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areas of the state, with particular attention to the staff wages line 

item as this is generally by far the largest cost item in most 

employment and training activities. The DWD Wage surveys for 

the area and State LMI data and/or the local Job Service Labor 

Market Analyst will be consulted regarding information about 

wage rates for specific occupations or groups of occupations. 

 
DEMONSTRATED EFFECTIVENESS 

The proposal review and rating process contains a point system which gives 

demonstrated effectiveness due consideration. Demonstrated performance 

criteria are based primarily upon previous vendor subcontracting experience 

within the WDA (based on most recent information available). The principle 

criterion includes attainment of performance standards, planned vs. actual 

enrollment goals, and other criterion described in the RFP. If proposers have 

provided WIOA services in geographic areas other than the FVWDA, past 

performance from those WDA͛s will be accepted, if available, and similar to the 

aforementioned criteria. 

 
The awarding of points for demonstrated effectiveness is the responsibility of 

the specified WDB Program Officer/Director/Administrator. The ratings then 

incorporate the criteria calculated by the financial department and the points 

specified are awarded. The points awarded are then included on the proposal 

review sheet, which is forwarded to the appropriate WDB review committee. 

 
The assigned staff and committee members independently review and award 

points for each proposal received. 

 
Each proposal submitted may be given the opportunity to verbally appear 

before the review committee to answer questions or provide a program 

summary. 

 
A single composite rating for each proposal is compiled, which includes staff 

and committee member review and past performance. The specified review 

committee recommends proposal awards to the full WDB who then make the 

final determination regarding the awarding of contracts. 

 
2. Describe how and where the services will be provided and who will provide them for the 

following types of services: Career Services – In accordance with the Workforce 

Innovation and Opportunity Act (WIOA) legislation, eligible individuals who are 

assessed to be unable to obtain employment through core services will receive 

intensive services at their local job center. Such as resume development, 

interview prep workshops, computer tutorials, etc. are provided at the local Job 

Centers for the One Stop. WIOA Case Management Services are also provided at 
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the local job centers. Our current service provider is LETC. 

 
Youth Services – In accordance with the Workforce Innovation and Opportunity 

Act (WIOA) legislation, eligible individuals who are assessed to be unable to 

obtain employment through core services will receive intensive services at their 

local job center, or other youth facilities which were approved during the RFP 

process. Are predominately at the Job Centers for OSY. The Fresh Start 

Program is held at local worksites; our current service provider for Youth 

Services is LETC. 

 
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. Each subrecipient must submit monthly reports to the 

Program Directors on number of participants served, performance related exits, 

new enrollments, etc. FVWDB also does annual monitoring of participant files to 

make sure they are meeting goals and objectives. At the end of the program year, 

subrecipients are required to submit a year-end report to FVWDB providing data 

on total enrollments, expenditures, performance goals, objectives to ensure 

required service elements were met. When monitoring sub recipients annually we 

request a copy of their equal opportunity policies and procedures to ensure they 

are in compliance with EEO practices. We also request their EEO policies and 

procedures when bidding on our RFP Process. The FVWDB provides a 

designated representative to monitor the Contractor’s financial and 
programmatic operation of the Program. Such monitoring may consist of on-site 

review of fiscal and program operations and inspecting of program reports, 

documents, records and activities with or without prior notice of the Contractor. 

In addition, the contractor is responsible for monitoring its own activities 

including documentation of program and participant evaluations and participant 

progress during training. The contractor is also required to monitor its WIOA 

worksites and maintain the necessary documentation in the participant file. In 

addition, the contractor shall, on a regular basis, monitor its internal process and 

participant files for program compliance. 

The Program Officer/Director(s)/Finance are primarily responsible for the contract 
administration of sub-grantees. This includes contract modifications per DWD 
policies and program monitoring on an annual basis as well as a monthly desk 
review of planned vs. actual information. 

 
Fiscal Monitoring: The fiscal department is responsible for an annual financial 
monitoring of each sub-grantee. FVWDB reserves the right to inspect all WIOA 
financial and participant related information maintained by sub-grantees upon 
reasonable notice. The CFO is a member of the sub grant monitoring team and will 
perform the Financial Section of the sub grantee monitoring. The financial 
monitoring procedures are contained in the Fiscal Monitoring Guide. 

 

2. Provide a brief description of how the WDB will ensure the continuous improvement of eligible 
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providers of service and ensure that such providers meet the employment needs of local 

employers, workers and jobseekers. One Stop - The FVWDB, in conjunction with the 

various partners, has promoted a philosophy of continuous improvement throughout the 

one-stop system. It has incorporated a system to provide customer feedback on 

universal services received in each center. Customer feedback includes completion of 

“Your Comments Count” surveys available daily in the resource room/career centers, 
customer evaluation of workshops offered and a semi-annual customer satisfaction 

survey administered by the FVWDB. In addition, all locations, both comprehensive and 

affiliated sites, utilize a standard data collection system as it relates to universal and 

partner activities. The information collected and the results of customer feedback are 

provided to comprehensive center management teams as well as to the FVWDB One Stop 

Committee. This provides both groups with the information necessary to implement 

program modifications for the continuous improvement of services. The centers have 

regularly met or exceeded customer expectations. 

 
The FVWDB, in conjunction with its partners, continues to operate a WDA wide 

Business Solutions team which coordinates and connects employer services with 

the various centers. The Business Solution team’s activities include; LMI, employer 
on-site recruitment, employer of the week displays, Job Fair and Career Day events 

and coordination of OJT activities and employer volunteer activities which assist job 

seekers in the various centers. 

 
WIOA Dislocated Worker, Adult, and Youth - FVWDB evaluates each subrecipient 

and our own policies. Performance based on data provided by DWD. A trend analysis 

is performed to identify any training or policy shortfalls. 

 
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 (local policies, DET issuances and DOL guidance) and training opportunities. 

WIOA program management staff are provided Department of Labor Training and 

Employment Guidance Letters, and DWD Administrative Memos and Policy 

Updates. Policy and Procedure Manuals from DWD are available electronically and 

in hard copy at the FVWDB administrative office. Additional technical assistance is 

requested from DWD for staff as needed (this has been mainly through Local 

Program Liaison). When new programming other than WIA is introduced, 

informational meetings are provided to staff. FVWDB administration meets with 

partner agencies no less than two times per year to discuss programming and 

services. 

 
WIOA program management staff provides technical assistance to subrecipients 

through bi-monthly case management meetings. Participants include the business 

solutions team representative, career planners, subrecipient directors, FVWDB 

administration and others based on agenda items. FVWDB website 

(www.foxvalleywork.org) provides a portal for information that can be accessed at 

any time. FVWDB staff is readily available to provide technical assistance. 
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Additional sources include information received from the Wisconsin Workforce 

Development Association – Executive Committee (WWDA-EC) ASSET Users͛ Group 

and the Business Services Group; this information is provided to staff, partners and 

contractors as needed. These groups provide technical information, which is then 

given to all subrecipients and partner agencies when appropriate. 

 
New Subrecipients are trained by the Program Staff at the FVWDB, often FVWDB will 

ask DWD to train new subrecipients on specific items when necessary. 

 
4. Describe local processes for monitoring and ensuring timely and comprehensive entry of 

participant information into the ASSET system. Program Directors annually monitor 

case files and the ASSET system. We discuss timely and comprehensive entry of 

participant information at Case Management Meetings. 

 
5. Describe any local data systems in use to record and track participant services. PAS 

(Payment Authorization System) is used for tracking training/support services 

from a fiscal perspective. ABILA system is used for budgetary tracking. Monthly 

Reports are used for tracking programmatic contract goals. 

 

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. FVWDB doesn’t currently have 
additional performance standards. 

 
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 

providers where appropriate), and the frequency, on ASSET and performance 

measures. FVWDB evaluates subcontractor performance based on data provided 

by DWD. Corrective action is taken based on results of the data review. 

Appropriate subrecipients are advised to make corrections where applicable or 

provide explanation for why corrections cannot be made. A trend analysis is 

performed to identify any training or policy shortfalls. Technical assistance is 

provided to Case Managers to correct program deficiencies. When there have 

been significant repeat offenses, the contractor is placed on probation and may 

lose their contract. 

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

primary indicators of performance outlined in Section 116(b). After setting adjusted 

levels of performance with the State, update the Local Plan to provide the adjusted 

targets. FVWDB is constantly trying to improve outcomes for participants. A 

holistic approach is taken whereby input from job center partners, 

employers/chambers, other community agencies, and feedback from the general 

public/participants is taken into consideration. Through collaboration, current 
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services are updated or removed accordingly and new solutions are put into 

action. This process is evolutionary in nature within the confines of the laws that 

the partners must operate. 
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CONSORTIUM AGREEMENT 

FOR THE CHIEF ELECTED OFFICIALS  

OF THE FOX VALLEY 

WORKFORCE DEVELOPMENT AREA 

Adopted 3/12/19 

 

 

This Agreement is made and entered into by and between the Counties of Calumet, Fond du Lac, Green 
Lake, Waupaca, Waushara and Winnebago in the State of Wisconsin (hereinafter "the Counties).  

 

WITNESSETH: 

WHEREAS, Sec. 66.0301(2) of the Wisconsin Statutes provides that”…any municipality may 
contract with other municipalities, for . . . the joint exercise of any power or duty required or authorized 
by law."  

WHEREAS, Sec. 66.0301(2) of the Wisconsin Statutes titled "Intergovernmental Cooperation" 
authorizes counties to make the most efficient use of their power by cooperating with each other on the 
basis of mutual advantage and thereby provide job training and related services in the manner that will 
accord best with geographic, economic, population, and other factors influencing the needs and 
development of local communities;  

WHEREAS, the Counties have a mutual interest in forming a single purpose Workforce 
Development Area (WDA), as defined in Public Law 113-128, of the Federal Workforce Innovation and 
Opportunity Act of 2014 (hereafter referred to as WIOA) to increase occupational skills, employment, job 
retention and earnings, and as a result, improve the quality, reduce welfare dependency and enhance the 
productivity and competitiveness of the workforce within the boundaries of the units of counties that are 
parties to this Agreement;  

WHEREAS, the chief elected officials of the Counties participating in this Agreement have been 
previously authorized by their respective County Boards of Supervisors to create the Fox Valley 
Workforce Development Area under Sec. 66.0301(2), Wisconsin Statutes, and to participate as active 
partners, pursuant to Section 107(c)(1)(B), in the provisions of said Public Law 113-128;  

WHEREAS, the County Board of Supervisors of each of the aforementioned counties has 
adopted a resolution authorizing the County Board Chairperson of County Executive to sign this 
“Agreement of the Fox Valley Wisconsin Counties Consortium under the Workforce Innovation and 
Opportunity Act (Public Law 113-128)” (hereinafter, the “Agreement”): 

NOW, THEREFORE, in consideration of the above premises and the mutual covenants of the 
parties hereinafter set forth, the Counties do hereby agree to the following Agreement:  
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AGREEMENT 

That the Counties of Calumet, Fond du Lac, Green Lake, Waupaca, Waushara and Winnebago, under 

Sec. 66.0301(2) Wisconsin Statutes, do hereby constitute themselves to be a consortium for the purposes 

of Section 107 (c)(1)(B) of Public Law 113-128, the Workforce Innovation and Opportunity Act.   

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 the above paragraph shall constitute the Workforce 

Development Area Consortium of Commissioners (hereinafter, the “Consortium”) which shall appoint the 

Workforce Development Board under Section 107(c)(1)(A) of the Act.   

I. PURPOSE: The Purpose of this Agreement shall be to:  

A. Enable the Counties to organize a Workforce Development Area (WDA) as described in Sec. 106 
of Public Law 113-128, the Workforce Innovation and Opportunity Act of 2014, which:  

1. is comprised of two or more units of local government 

2. will promote and coordinate effective delivery of job training services  
within the aforesaid Counties; and  

3. is consistent with labor market areas or areas in which related services  
are provided under other State and Federal Programs.  

B. Enable chief elected officials from the Counties entering into this Agreement to appoint members 
to a local Workforce Development Board (WDB) under Section 107(c)(I)(B)(i)(I) of the 
Workforce Innovation and Opportunity Act; and  

1. determine procedures for the development of a Local Plan, pursuant to Section 107(d) of the 
WIOA, and interface with the WDA by such methods or institutions as may be provided in 
such agreement;  

2. select a grant recipient, if other than the Chief Elected Official as stated in Section 
107(d)(12)(B)(i) of the WIOA, and/or an entity to administer the Local Plan; and  

3. other functions and tasks as appropriate.  
 

II. ADMINISTRATION & GOVERNANCE 

The Counties participating in this Agreement select the County Executives of Fond du Lac and 
Winnebago Counties and the County Board Chairpersons/Vice-Chairpersons of Calumet, Green Lake, 
Waupaca and Waushara Counties to be their authorized representatives, also referred to as Chief Elected 
Officials (CEOs), to serve as a CEO Consortium. The Consortium shall approve the Local Plan (or 
modifications); jointly submit such a plan (or modifications) along with the local WDB to the Governor 
for approval; and carry out other responsibilities for the Counties in accordance with their agreement with 
the local WDB.  

A. Meetings. The CEO Consortium shall establish the time, place and date of its meetings.  

1. Notices.  All notices, requests, demands or other communications hereunder shall be in 
writing and shall be deemed to have been duly given, if delivered electronically, faxed, or  
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mailed to the Counties at the following addresses, subject to the Wisconsin Open Meeting 
Law:  

 

Board Chairperson 

Calumet County Courthouse 

206 Court Street 

Chilton, WI 53014-1198  

 

County Executive 

Fond du Lac County Courthouse 

City/County Government Center 

160 S. Macy Street 

Fond du Lac, WI 54935 

Board Chairperson 

Green Lake County Courthouse 

571 County Road A 

PO Box3188 

Green Lake, WI 54941-3188 

 

Board Chairperson 

Waupaca County Courthouse 

811 Harding Street 

Waupaca, WI 54981-0354  

 

Board Chairperson 

Waushara County Courthouse 

Box 898 

Wautoma, WI 54982 

County Executive 

Winnebago County Courthouse 

P.O. Box 2808 

Oshkosh, WI 54903-2808 

 
 

B. Officers: Chairperson, Vice-Chairperson, Secretary 
 

Each County Executive or Chairperson, or their designees, will serve as officers of the Consortium. 
Rotation of officers will be based upon alphabetical order of the names of the Counties for two year 
terms. The first Chairperson shall be from Calumet County, the Vice-chairperson from Fond du Lac 
County and the Secretary from Green Lake County. The order of succession from thereon shall be that the 
Vice-Chairperson shall be elevated to Chairperson, the Secretary shall be elevated to the Vice-
Chairperson, and the Secretary shall be appointed from the county which is next in the alphabetical order. 
After serving as Vice-Chairperson, if a County is unable or unwilling to serve as the Chairperson of the 
CEOs, that County may request that the Consortium appoint the current Secretary as Chairperson. The 
Vice-Chairperson and/or Secretary shall then be appointed from the Counties which are next in the 
alphabetical order.  The Chairperson may appoint a staff person of one of the consortium member 
counties or the administrative entity to serve as board clerk.  Vacancies shall be filled by election for the 
remainder of the unexpired term.   
 
Officers of the CEO Consortium and their responsibilities are as follows:  

1. The Chairperson of the Consortium will preside over all meetings and shall be the Chief 

Elected Official (CEO) for purposes of the Workforce Innovation and Opportunity Act. 

This person shall have signatory authority and authority to speak for the consortium in all 

matters regarding the WIOA.  The term of this designation shall be identified. 

2. The Vice-Chairperson will preside over meetings in the absence of the Chairperson.  

3. The Secretary will ensure proper notice of all meetings of the Consortium, the keeping of 

minutes for the Consortium meetings and circulate those minutes as directed by the 

Consortium. In the absence of the Chairperson and Vice- Chairperson, the Secretary shall 

perform the duties of the Chairperson.  

4. The Chairperson may appoint a staff person of one of the consortium member counties, 
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otherwise the administrative entity shall serve as clerk. In the absence of FVWDB staff, the 

clerk performs the duties of the secretary.   

5. Roberts Rules of Order, Newly Revised, 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.   

III. TERM 

This Agreement shall be reviewed annually and renewed unless the Counties choose to terminate 
pursuant to Section VII herein, or termination of Public Law 113-128, the Workforce Innovation and 
Opportunity Act of 2014.  

IV. POWERS 

The Counties participating in this Agreement shall have the power to:  

A.  The Consortium shall appoint the Workforce Development Board (WDB) of the area, in 
accordance with the requirements of 29 U.S.C. 3122(b) and 3122(c)(1)(B) (WIOA 
Sections 107(b) and (c)(1)(B)) and applicable rules thereunder, and consistent with any 
procedures set forth in Attachment A that may be adopted by the Consortium. When a 
vacancy occurs on the Board in a position representing a particular county, the Chief 
Elected Official for that county shall be entitled to select the qualified replacement 
member and the CEO shall facilitate appointment of that member to the Board. 

B. Select an individual or individuals as their Authorized Representative (CEO) to approve the 
Local Plan (or modifications) and jointly submit such plans (or modifications) to the Governor 
for approval as set forth in Section II of this Agreement. ) 

C. Perform other powers assigned to chief elected officials authorized Sec. 66.0301(2) of the 
Wisconsin Statutes, or Public Law 113-128, the Workforce Innovation and Opportunity Act of 
2014, as each now exists or is hereafter amended.  

D. The Consortium shall execute an agreement with the Workforce Development Board for the 
operation and functions of the Board under Section 107 of the WIOA, and shall approve all Local 
Plans under Section 108 of the WIOA.  

V. FISCAL MANAGEMENT 

The Counties consenting to this Agreement, along with the local WDB, will select the WIOA Grant 

Recipient and Administrative Entity. The WIOA Grant Recipient is responsible for the job training and 

related services. The Administrative Entity shall keep itemized and detailed records covering all 

expenditures under the budget incorporated in the jointly approved and submitted Local Plan from the 

Authorized Representative and the WDB. The local WDA Administrative Entity shall conform to all the 

fiscal requirements of all applicable laws.  

VI. CONTRACTS AND CONTRACTUAL SERVICES 

The WDA Grant Recipient and Administrative Entity may exclusively enter into contracts, concerning 

job training and related services authorized under WIOA, with the State or Federal governments, and may 

subcontract with any municipal, profit or non-profit corporation, or individual to provide job training and 

related programs and services for residents identified in the Local Plan.  
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TERMINATION 

A. Any county entering into this Agreement may withdraw from the Workforce Development Area 
pursuant to the relevant provisions in State and Federal laws.  

B. The Counties forming the Fox Valley Workforce Development Area may terminate this 
Agreement in the event expected or actual funding from the State, Federal governments, or other 
source is withdrawn or substantially reduced in such a fashion as to make the continued operation 
of the WDA unfeasible. In such case, termination of this Agreement shall be effective upon 
written notice of termination with receipt acknowledged by all Counties and the Governor.  

C. The Governor will re-designate a local Workforce Development Area under Section 106 of 
WIOA and thereby terminate this Agreement if the WDB and Chief Elected Officials fail to reach 
agreement on the development of the Local Plan, the choice of the Administrative Entity or Grant 
Recipient.  

D. 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. 

E. Any county that withdraws from the Consortium shall remain liable for its proportionate share of 
liabilities related to the period prior to its withdrawal, as determined by the CEO Consortium.   

VII. ACQUISITION AND DISPOSAL OF PROPERTY  

The Administrative Entity shall acquire, hold, and dispose of real and personal property in the same 

manner as counties within the State of Wisconsin, as provided for in Sections 59.06, 66.28 and 75.35 of 

the Wisconsin Statutes, as well as consistent with WIOA regulations and guidelines.  

VIII. APPLICABLE LAW  

The Counties agree that this Agreement shall be construed pursuant to and in accordance with the laws of 
the State of Wisconsin.  

IX. AMENDMENT 

The Consortium may adopt operational and procedural By-Laws consistent with this Agreement, 
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.  

X. IMPACT OF LEGISLATIVE CHANGES  

Any terms and conditions which may be rendered inapplicable by a change in State, Federal or local laws 
shall not affect the validity of those portions of this Agreement not impacted by the change in legislation. 
It is further understood by the Counties that certain terminology in this Agreement may change as Federal 
and State laws governing this Agreement dictate.  

XI. LIABILITY 

To the extent permitted by law, liability which arises pursuant to this Agreement shall be apportioned as 
follows: 
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A. Workforce programs in the Fox Valley Workforce Development Area shall be administered 

prudently to minimize liability; 

B. Contracts for service delivery shall require indemnification by the contractor in the event that 

contractor errors or omissions result in disallowed costs or other liability; 

C. The FVWDB shall maintain adequate errors and omission insurance as described in the Joint 

Agreement, to cover CEOs and the FVWDB members;  

D. The Consortium is liable for any misuse of the grant funds allocated to the local area under 

sections 128 and 133 of the Workforce Innovation and Opportunity Act.   

E. In the case of any misuse of grant funds allocated to the local area, the Consortium agrees to 

assume liability as follows (Section 20 CFR 683.710) Liability will be determined by the CEO 

Consortium based upon the particular facts of the situation as to the responsibility of individual 

Consortium members for the particular funds.  

F. Finally, after every possible method to reduce liability is exhausted, any remaining liability, as 

determined by the CEO Consortium shall be apportioned between the six counties in proportion 

to their respective percentage of the workforce allocation in the year the disallowed cost or other 

liability occurred. For example, if $10,000 in liability remained and a given county received an 

allocation of 10% of the workforce funding in the year the $10,000 was expended, that county 

would be liable for $1000.  

This Agreement shall be effective when executed by the authorized official of each county of the 
Consortium thereof and shall thereupon act to repeal and supersede any and all prior written or oral 
consortium agreements.   
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ATTACHMENT A 
(Described in Section IV. A. of the Consortium Agreement) 

SELECTION OF THE  
WORKFORCE DEVELOPMENT BOARD 

Appointment of the Workforce Development Board (WDB) shall be carried out as described in Section 
107 of the Workforce Innovation and Opportunity Act of 2014.  

A. Members of the WDB shall consist of representatives of:  
1. A majority of the members of each local board shall be representatives of business in the local 

area, who- 

 

(i) are owners of businesses, chief executives or operating officers of 

businesses, or other business executives or employers with optimum policymaking or 

hiring authority; 

 

(ii)  represent businesses, including small businesses, or organizations 

representing businesses described in this clause, that provide employment opportunities 

that, at a minimum, include high-quality, work-relevant training and development in in-

demand industry sectors or occupations in the local area; and 

(ii) are appointed from among individuals nominated by local business 
organizations and business trade associations.    

2. Not less than 20 percent of the members of each local board shall be representatives of the 
workforce within the local area, who-  

 
(i) shall include representatives of labor organizations (for a local area in 

which employees are represented by labor organizations), who have been nominated by 

local labor federations, or (for a local area in which no employees are represented  by 

such organizations) other representatives of employees; 

 

(ii) shall include a representative, who shall be a member of a labor 

organization or a training director, from a joint labor-management apprenticeship 

program, or if no such joint program exists in the area, such a representative of an 

apprenticeship program in the area, if such a program exists; 

 

(iii) may include representatives of community-based organizations that have 

demonstrated experience and expertise in addressing the employment needs of 

individuals with barriers to employment, including organizations that serve veterans or 

that provide or support competitive integrated employment for individuals with 

disabilities; and 

 

(iv)   may include representatives of organizations that have demonstrated 

experience                       and expertise in  addressing the employment, training, or 

education needs of eligible youth, including representatives of organizations that serve 

out-of-school youth; 

 

3. Each local board shall include representatives of entities administering education and training                 

activities in the local area, who— 
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(i) shall include a representative of eligible providers administering adult 

education and literacy activities under Title II; 

 

(ii) shall include a representative of institutions of higher education 

providing workforce investment activities (including community colleges); 

 

(iii) may include representatives of local educational agencies, and of 

community-based organizations with demonstrated experience and expertise in 

addressing the education or training needs of individuals with barriers to employment; 

 

4.  Each local board shall include representatives of governmental and economic and community 

development entities serving the local area, who— 

 

(i) shall include a representative of economic and community development 

entities; 

 

(ii) shall include an appropriate representative from the State employment 

service office under the Wagner-Peyser Act serving the local area; 

 

(iii) shall include an appropriate representative of the programs carried out 

under                       Title I of the Rehabilitation Act of 1973 serving the local area; 

 

(iv) may include representatives of agencies or entities administering 

programs serving the local area relating to transportation, housing, and public assistance; 

and 

 

(v) may include representatives of philanthropic organizations serving the 

local                      area; and 

 

5.  Each local board may include such other individuals or representatives of entities as the chief 

elected official in the local area may determine to be appropriate. 

 

6.  The State of Wisconsin has also directed that a representative from Unemployment Insurance be 

placed on each board. 

 

 
B. All members will be appointed by the Counties based on the requirements of the law and other 

locally defined considerations with the exception of those positions appointed by DWD.  
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Category Minimum Required Requirement 

Business 
at least 51% of total 
board Shall 

Workforce Representatives 
at least 20% of total 
board Shall 

Labor Organizations 1 Shall 

Labor Training/Apprenticeship 1 Shall 

Community Based Organization N/A May 

Youth Organization  N/A May 

Adult Basic Ed & Literacy 1 Shall 

Higher Education Organization 1 Shall 

Local Education Organization N/A May 

State Employment Service (W-P) 1 Shall 

Vocational Rehab 1 Shall 

Housing / Transportation Agency 1 Shall 

Philanthropic Organization N/A May 

State Unemployment Rep (DWD 
mandate) 1 Shall 

 

C.  WDB members will reviewed annually by the Chief Elected Officials present for approval.  

D.  The WDB will select its chairperson from the private sector business members.  

E. WDB members shall be appointed for fixed and staggered terms. 

F.  Vacancies will be filled according to the established by-laws.  

G.  The WDB must be comprised of at least 20% female members.  

H. One minority representative must be appointed to the WDB if there is at least 3% minority 
population in the WDA.  
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FVWDB Meeting Schedule for Remainder of 2018 

 

Group Date Time Comment 

        

Chief Elected Officials (CEO)  8/18/18 3:00 PM   

      12/4/18 10:00 AM  
        

Board of Directors 8/12/18 12:00 PM   

  11/6/18 2:00 PM  
        

Finance Committee  8/28/18 1:00 PM   

  10/30/18 1:00 PM   

        

One Stop Committee 8/21/18 2:00 PM   

  10/23/18 1:00 PM   

        

  Executive Committee 10/11/18 1:00 PM   

  12/13/18  1:00 PM   
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BYLAWS 
OF 

FOX VALLEY WORKFORCE DEVELOPMENT BOARD, Inc. 

ARTICLE I. 

The name of the corporation shall be Fox Valley Workforce Development Board, Inc. (herein after 

also referred to as FVWDB). 

ARTICLE II. 

The period of existence shall be perpetual. 

ARTICLE III. 

A. The purpose for which this corporation is organized is to provide policy guidance with respect to 

activities provided under the Workforce Investment and Opportunity Act (Public Law 113-128) 

within the Workforce Delivery Area covering the counties of Calumet, Green Lake, Fond du Lac, 

Waupaca, Waushara, and Winnebago in the State of Wisconsin or such other Workforce Delivery 

Area as subsequently redesignated by the Governor of the State of Wisconsin. The basic purpose of 

the corporation shall be to integrate, coordinate and oversee the implementation and use of funds 

granted under the provisions of the Workforce Innovation and Opportunity Act. The corporation may 

also engage in any lawful activities within the purposes for which corporations may be organized 

under the Wisconsin Non-Stock Corporation Law. 

B. No part of the earnings or funds of the corporation shall inure to the benefit of or be 

distributable to its members, director, officers, or other private persons except that the corporation 

shall be authorized and empowered to pay reasonable compensation for services rendered. 

C. The activities of the corporation shall not be substantially related to the influencing of legislation and 

the corporation shall not participate in or intervene in any political campaign on behalf of any 

candidate for public office. 

D. Upon dissolution of the corporation, the Board of Directors shall be responsible to pay and make 

provisions for assets by either completing the granting of funds assigned to the corporation or by 

returning said funds and any other assets to the state funding agency from whence such funds came. 

ARTICLE IV. 

The corporation shall have and continuously maintain in Wisconsin a registered agent as required by the 

Statute. 

ARTICLE V. 

The corporation shall have all powers permitted by law to the extent that said powers do not conflict with 
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either funding source regulations and/or regulations as imposed by Section 501(c)3 of the United States 

Internal Revenue Code of 1954 as it may be amended from time to time. 

ARTICLE VI. 

Location of the principal office of the corporation shall be Fox Valley Workforce Development Board, 

Inc., Neenah, Wisconsin 54956. The address of the registered office may be changed from time to time 

by the Board of Directors as deemed necessary. 

ARTICLE VII. 

Membership ratio shall be as set forth in the Workforce Innovation and Opportunity Act and the 

Consortium Agreement for the Fox Valley Workforce Development Area. Specific details pertaining to 

the membership requirements and designations are found in the CEO Consortium Agreement which is 

reviewed annually (Attachment 1). The designation shall be at the discretion of the County CEOs 
responsible for appointments with exception to DWD appointed positions. Please note that ‘public 

sector’ members may fill more than one position if applicable. If a specific category does NOT exist, it 

does not need to be filled. 

Board members may be appointed based on their county of employment or residence. The Board and 

County Consortium will ensure that each county is represented by a total number of individuals based on 

a calculation of resident population. Alternate or proxy Fox Valley Workforce Development Board 

Directors shall not be appointed or designated 

Section 1: 

The terms of the Board of Directors shall be fixed and staggered in accordance with the Workforce 

Innovation and Opportunity Act. Terms of the Board of Directors shall be for three years and may be 

reappointed beyond that. The Board will ensure that not more than one-third of all Board members have 

expiring terms each year through an annual review of the Board roster. Terms expire on June 30th. 

Section 2: 

Members of the WDB shall be appointed by their respective county CEOs consistent with the 

requirements of the County Consortium Agreement and in compliance with Section 107 (c) (1) of the 

Workforce Innovation and Opportunity Act. Nomination and appointments shall be made in accordance 

with applicable Local or State criteria, conform to the Federal legislation, and meet the requirements of 

any plan of representation adopted by the Board. Some Board directors, by virtue of their employment, 

may represent multiple counties. However, they shall be appointed by one elected official. 

Section 3: 

If a member of the Board of Directors resigns, he or she shall notify either the Fox Valley Workforce 

Development Board Chair or staff of FVWDB. The Fox Valley Workforce Development Board Chair or 

staff of the FVWDB, will inform the Chief Elected Official from the member’s county of employment or 

residence of the resignation and request a reappointment to fill the remainder of the member’s term. All 
vacancies on the Board shall be filled in the same manner as they were appointed. 
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Section 4: 

A member of the Board of Directors may be removed for good cause at any meeting of the Board by 

the affirmative vote of two-thirds of the Directors. Attendance at Board and Committee meetings is 

important in order to conduct Board business. If a member misses two meetings (Board and/or 

Committee) in a row with unexcused absences, they are notified by the CEO representing their county 

and placed on probation. If a member misses three meetings (Board and/or Committee) in a row with 

unexcused absences, they will be dropped from membership, pending above Board action. 

Section 5: 

The Board may authorize compensation for services rendered to the corporation, consistent with funding 

source guidelines and law. Board members and technical advisors are eligible to be reimbursed directly 

by the Workforce Development Board for travel expenses to attend meetings called by the Chair in 

accordance with the Bylaws. 

(1) Mileage may be reimbursed based on current federal or state rates. 

(2) Meals: Based on current federal or state rates. 

(3) Lodging: Based on current federal or state rates. Receipts required. 

Section 6: 

When a vacancy occurs on the Board for reasons other than resignation, the vacancy shall be filled to 

carry out the balance of the term in accordance with the procedures of Article VII of these Bylaws. 

ARTICLE VIII. The Board of Directors Shall: 

1) Act within the scope of the FVWDB/CEO Joint Agreement. 

2) Approve Workforce Innovation and Opportunity Act Plans and oversee the programs conducted 

under the Workforce Innovation and Opportunity Act according to procedures developed by the 

Board. 

3) Act as the grant recipient and administrating entity. 

4) Establish the corporation’s overall priorities, projects, and programs. 

5) Allocate Workforce Innovation and Opportunity Act funds on the basis of the priorities established. 

6) Manage the affairs of the corporation and receive and extend all funds made available to it in 

accordance with contractual requirements of the funding sources. 

7) Coordinate and approve, modify or reject all projects submitted to it. 

8) Designate a depository for corporate funds and establish proper monetary controls and accounting 

procedures. 

9) Appoint the necessary standing committees to effectively carry out the purposes of the corporation. 

10) Establish corporation policies either directly or indirectly through the committee process as necessary. 
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ARTICLE IX. Officers 

The Board shall elect by simple majority from its membership a Chair, Vice-Chair, Secretary and 

Treasurer. The Chair and Vice-Chair shall be a private sector representative. 

Section 1: 

The principal officers shall be elected at the annual meeting (May) of the Board of Directors and those 

elected shall take office July 1 until June 30 of the following calendar year. Thereafter the Board at the 

annual meeting shall elect the principal officers or any special meeting called for such purpose and serve 

one-year terms. Each officer may succeed himself or herself not to exceed two years total. 

Section 2: 

If any office on the Board becomes vacant, the Board shall elect a successor at the next regular meeting, 

or a special meeting to fulfill the remainder of the term. 

Section 3: Duties and Qualifications of Officers:  

(1) Chair: Shall be from among the Directors who are representatives of the private sector; shall 

preside over all meetings of the Board of Directors and the Corporation; shall be ex-officio 

member of all committees of the corporation; shall make all appointments to committees and task 

forces, subject to the approval of the Board of Directors, and shall have the general powers and 

duties usually associated with the office of President, pursuant to Chapter 181, Wisconsin 

Statutes, such as the ability to sign certificates, contracts, and other instruments of the Corporation 

which are authorized by the Board. The Chair shall have the same rights as other members to 

discuss any questions before the Board, but shall have the right to relinquish the chair to offer 

resolutions, to make motions, or to second motions. 

(2) Vice-Chair: Shall be from among the Directors who are representatives from the private sector; 

shall serve in the Chair’s stead if the Chair is unable to perform other duties as the Chair and 

Board of Directors may direct. At such times, the Vice-Chair shall have all the powers of the 

Chair. 

(3) Secretary: The Secretary of the FVWDB shall attend the meetings of the Board of Directors and 

the Corporation and shall ensure accurate records of its proceedings, filing, and preservation of the 

FVWDB’s records and vouchers in a manner convenient for reference. The Secretary shall approve 

meeting minutes before dispersal to the Board. Upon request, the Secretary shall report minutes of 

the regular and special meetings which are to be published in accordance with the Wisconsin 

Statutes and shall perform other duties as the Chair and Board of Directors may direct. 

(4) Treasurer: Ensure all funds collected and spent are recorded and that a current account of the 

assets and liabilities of the corporation are kept. The books of account shall, at all reasonable 

times, be open to inspection by any Director. The Treasurer shall be bonded. The Chair shall 

assign the Treasurer as the Finance & Personnel Committee Chair. 

(5) Any document required or permitted by Wisconsin Statutes Chapter 181 to be signed by the 

Chair, Vice-Chair, Secretary, or Treasurer may be signed by the Chair (or Vice-Chair in the 

Chair’s absence). 
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ARTICLE X. Meetings  

Section 1: 

The annual meeting of the corporation shall be held each year during the month of May for the purpose of 

seating new officers for the transaction of the business as may come before the corporation and election of 

new officers. 

Section 2: 

The regular meeting of the corporation shall be held at least quarterly at a time and place designated by 

the Board of Directors. 

Section 3: 

Special meetings of the corporation may be called at the request of the Chair. 

Section 4: 

Notice of each regular and annual meetings shall be given by written notice delivered electronically (e.g. 

email) or through the mail no less than seven (7) days prior to the meeting, such notice shall be deemed to 

be delivered when the email is sent or the notice is deposited in the United States mail so addressed with 

postage thereon prepaid. Notice of special meetings shall be given not less than five (5) days prior to the 

meetings, except in emergency situations. All meetings and notices thereto shall be subject to the 

provisions of the Wisconsin Open Meetings Law. 

Section 5: 

A simple majority must be present at a board meeting to establish a quorum and one (1) member present 

must be an officer. 

Section 6: 

At all corporate meetings, each Director shall have one (1) vote. No proxy votes shall be permitted. 

Simple majority vote of Directors present shall prevail in all matters except the removal of a member of 

the Board of Directors for good cause (Article VII, Section 4) and approval of all Workforce Investment 

Plans. Revisions/ modifications to the plans only require a majority vote of members present at the 

meeting where the plan is subject for action, and if the established quorum is present. 

Section 7: 

The Board shall keep minutes that reflect a correct and complete record of all corporate proceedings. 

Section 8: 

The Bylaws, or standing rules of the corporation shall govern the procedure for all meetings of the 
corporation. 

Section 9: 
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Chief Elected Officials of the Fox Valley Workforce Development Area shall be granted speaking 

privileges at board meetings, but shall have no voting rights. 

Section 10: 

The use of technology, such as phone and Web-based meetings, will be used to promote Board and 
Committee member participation. 

ARTICLE XI. Conflict of Interest 

The FVWDB Board members shall comply with the following provisions regarding Conflict of Interest: 

a. Casting of Votes: No member of FVWDB, Advisory Committee, or committee thereof, nor the Chief 

Elected Official shall cast a vote on the provision of services by that member (or any organization which 

that member directly represents) or vote on any matter which would provide direct financial benefit to 

that matter. 

(This requirement, in and of itself, does not preclude Fox Valley Workforce Development Board 
members or their businesses from participation in training contracts.) 

b. Wisconsin Statutes Governing Conflict of Interest:  
Wisconsin Statutes define misconduct in public office, as well as conflicts of interest, in Sections 946.12 

and 946.13. The conduct constituting misconduct in public office and conflict of interest under Sections 

946.12 and 946.13 are, therefore, prohibited by these By-Laws. 

c. In order to guide the ethical conduct of the FVWDB, the Board shall adopt the following:  

(1) Code of Standards: The FVWDB shall maintain a written code of standards of conduct which 

will govern the performance of its directors, employees and agents in contracting with or 

otherwise procuring supplies, equipment, or services. These standards will conform to state 

regulations applicable to public contracts. 

(2) Use of Position: The FVWDB shall prohibit its directors, employees, and agents from using 

their positions for a purpose that is, or that gives the appearance of being, motivated by a desire 

for private gain for themselves or those with whom they have family, business, or other ties. 

(3) Appearance of Conflict: The FVWDB and its directors, employees, and agents shall avoid 

organizational and personal conflict of interest and the appearance of conflict of interest. (Please 

see Attachment #2 for the Annual Conflict of Interest – Media Consent Form to be signed 

annually.) 

ARTICLE XII. Nepotism 

a. No FVWDB director or employee of the FVWDB shall effectively recommend or decide to hire, 

promote, or establish the salary of another person when the person affected is a member of his or 

her immediate family. 
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b. No FVWDB director or employee of the FVWDB shall give preferential treatment in the 

supervision or management of another employee who is a member of his or her immediate 

family. 

c. The term “immediate family” means wife, husband, son, daughter, mother, father, brother, 

brother-in-law, sister, sister-in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew, 

stepparent, and stepchild. 

ARTICLE XIII. Maintenance of Effort 

The FVWDB shall comply with the Maintenance of Effort provisions described as follows: 

a. Displacement: FVWDB shall comply with the following: 

(1) WORKFORCE INNOVATION AND OPPORTUNITY ACT programs shall result in an 

increase in employment and training opportunities over those that would otherwise be 

available in the area. 

(2) WORKFORCE INNOVATION AND OPPORTUNITY ACT programs may not result in 

the total or partial displacement of currently employed workers or reduction in hours of 

non-overtime work, wages or employment benefits; and 

(3) WORKFORCE INNOVATION AND OPPORTUNITY ACT programs may not impair 

existing contracts or grants for services nor substitute federal funds to pay for services that 

would have been funded by other sources. 

b. Supplanting Funds: WORKFORCE INNOVATION AND OPPORTUNITY ACT funds shall 

be used to supplement and not supplant funds that would otherwise be available from nonfederal 

sources for planning and administering programs. 

c. Hiring Freezes: WORKFORCE INNOVATION AND OPPORTUNITY ACT participants may 

not be hired into or remain in a position when the same or a substantially equivalent position is 

vacant due to a hiring freeze. 

d. Layoffs and Recalls: WORKFORCE INNOVATION AND OPPORTUNITY ACT 

participants may not be hired into or remain working when any person who is WORKFORCE 

INNOVATION AND OPPORTUNITY ACT funded is one of the following: 

(1) A person is on layoff from the same, or substantially the same, or equivalent job in the same 

organizational unit of the same employer; or 

(2) A person is on layoff or has been bumped and has recall or bumping rights to that position 

according to a personnel code or practice or a collective bargaining agreement of the same 

employer. 

(3) For purposes of this paragraph, a layoff is in effect until the expiration of the period required 

by a recall list, or if no recall list or re-employment rights exists, for a period of one year 

from the last layoff or until the next operating year of the department or agency, whichever 

occurs later. 
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e.        Promotions: No jobs shall be created in a promotional line that will infringe in any way upon 

the promotional opportunities of currently employed individuals. 

ARTICLE XIV. Deposits  

Section 1: 

No indebtedness for borrowed money shall be contracted on behalf of the corporation and no evidence of 

such indebtedness shall be issued in its name unless authorized by or under the authority of a resolution of 

the Board of Directors of the corporation. 

Section 2: 

A director or FVWDB designated employee shall sign all checks, drafts, or other orders of payment of 

money, notes, or other orders of indebtedness issued in the name of the corporation. Bonding or insurance 

protection shall be provided to those eligible to disburse funds. 

Section 3: 

The corporation shall have all powers permitted by law. 

ARTICLE XV. 

These Bylaws may be amended by the affirmative vote of a majority of the Board of Directors in office at 

a duly called meeting, provided the proposed amendment shall have been submitted in writing to all 

Directors in advance of such meeting. 

ARTICLE XVI. 

The corporation’s fiscal year shall be July 1 to June 30. 

ARTICLE XVII. 

The Board shall establish such standing committees and ad-hoc committees as it chooses from time to time. 

Except as herein provided for the Executive Committee, the Board shall set the number of Directors or other 

designees to sit on said committees. Any Fox Valley Workforce Development Board member may attend 

and provide input, but only members of that committee may vote. 

A simple majority of more than one-half, shall constitute a quorum at any regular standing committee 
meeting. 

Section 1: Executive Committee:  

(1)       The Executive Committee shall function for the Board between meetings of the Board. The 
Executive Committee shall have authority to act on behalf of the Board and the corporation between 

meetings of the Board and report back to the full Board for those issues set forth in subsection 6. 
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(2) The Executive Committee shall consist of the Chair, Vice-Chair, Secretary, Treasurer and 

Immediate Past Chair of the corporation, along with one representative from each county not already 

represented by the officers listed. The Chair of the Chief Elected Officials Consortium will serve in 

a non-voting ex-officio position. 

(3) If an Executive Committee position becomes vacant during said term the Chair shall appoint a 

replacement to fill the position for the remainder of the term. 

(4) Meetings of the Executive Committee shall be held at a time, place, and date selected by the 

members. The Chair, as needed, shall call special meetings of the Executive Committee. 

(5) The Executive Committee shall recommend board organizational procedures and policies not under 

the purview of the other standing committees, changes in the Bylaws, and Fox Valley Workforce 

Development Board/Chief Elected Officials Joint Agreement. 

(6) The Executive Committee shall: 

a. Deal with issues regarding the corporate status of the Board. 

b. Act as liaison with Chief Elected Officials on major issues. 

c. Establish ad hoc committees and recommend standing committees. 

d. Provide direction on applicable policy, evaluate performance and establish direction for the 

Chief Executive Officer. 

e. Deal with issues regarding membership and attendance. 

f. Review annually the Fox Valley Workforce Development Board/CEO Joint Agreement with 

the Chief Elected Officials. 

g. Function as the authorized representatives of the Board to meet with the County Chief Elected 

Officials from each of the counties within the Workforce Development Area which shall 

constitute a committee for negotiation of any disagreements/issues over any Workforce 

Innovation and Opportunity Act related matter. 

h. Approve local performance standards negotiated with the state. 

i. Delegate program funds to go under specific committee oversight. 

j. Recommend the five year strategic plan to FVWDB. 

Notice of Executive Committee meetings shall be subject to the provisions of Wisconsin’s Open Meetings 

Law. 

Written notices of all regular Executive Committee meetings shall be given five (5) days in advance 

indicating, time, place, and agenda. All members will be notified in advance. 

A simple majority of the filled seats of the Executive Committee shall constitute a quorum at any regular or 

special meeting of the Executive Committee. 

Section 2: Other Standing Committees  

1) Strategic Programs Committee shall:  

a. Oversee the system-wide operational issues in the Job Centers. 

b. Determine process for identifying One Stop Operator(s). 

c. Designate and certify Job Centers. 
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d. Identify funding needs related to Workforce Innovation and Opportunity Act “Core” Services for 

Job Centers. 

e. Promote and participate in the development of a school-to-work system that connects youth to 

employment and training opportunities. 

f. Oversee the allocations of adult, dislocated worker and youth program funds. 

g. Oversee the process of developing MOUs with the required Job Center partners. 
h. Carry out any required competitive process for WIOA contracts and for other available funds. 

i. Regularly review the quality and performance of all services. 
j. Conduct oversight and evaluate outcomes of Workforce Innovation and Opportunity Act and other 

FVWDB customer-facing programs. 
k. Act as a strategic planning body for all customer-facing programs. 

 
2) Finance & Personnel Committee shall:  

a. Review financial information and expenditure reports. 
b. Review and make recommendations to financial procedures. 

c. Review and make recommendations to Program Year (PY) budgets to the Board. 

d. Review and make recommendations on personnel policies/issues. 

e. Conduct review of salary ranges and benefit packages from a cost and recruitment/ retention 

perspective on a cycle determined by the board. 

 

3) Ad Hoc Committee(s) shall:  

a. Be established by the Board or Executive Committee. 
b. Function as appropriate until the objective is reached or the Board dissolves the committee. 
c. Have their purpose reviewed on a quarterly basis unless a specific timeframe is otherwise 

determined. 

Section 3: 

Each standing committee member shall serve for a period of one (1) year and may succeed himself or herself 

not to exceed two consecutive years (three years total). 

Section 4: 

The Board Chair appoints Chairs and members of the committees. Vacancies, voting, and quorums shall be 

consistent with the Board policies. 

Section 5: 

Individuals appointed to any Committees do not have to be an Officer or Director on the Board. Standing 
committees must include a minimum of two (2) non-Board members as per WIOA requirements. 

Section 6: 
All committees of the FVWDB shall be subject to the provisions of Wisconsin Open Meetings Law. 
 

FVWDB is an Equal Opportunity Employer and Service Provider 
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Attachment 1 CEO Consortium Agreement Excerpt 

SELECTION OF THE 

WORKFORCE DEVELOPMENT BOARD 

Appointment of the Workforce Development Board (WDB) shall be carried out as described in Section 107 of the 

Workforce Innovation and Opportunity Act of 2014. 

A. Members of the WDB shall consist of representatives of: 

1. A majority of the members of each local board shall be representatives of business in the local area, who-  

(i) are owners of businesses, chief executives or operating officers of businesses, or 

other business executives or employers with optimum policymaking or hiring authority; 

(ii) represent businesses, including small businesses, or organizations representing 

businesses described in this clause, that provide employment opportunities that, at a minimum, 

include high-quality, work-relevant training and development in in-demand industry sectors or 

occupations in the local area; and 

(ii) are appointed from among individuals nominated by local business 
organizations and business trade associations. 

2. Not less than 20 percent of the members of each local board shall be representatives of the workforce 
within the local area, who-  

(i) shall include representatives of labor organizations (for a local area in which 

employees are represented by labor organizations), who have been nominated by local labor 

federations, or (for a local area in which no employees are represented by such organizations) 

other representatives of employees; 

(ii) shall include a representative, who shall be a member of a labor organization or a 

training director, from a joint labor-management apprenticeship program, or if no such joint 

program exists in the area, such a representative of an apprenticeship program in the area, if such a 

program exists; 

(iii) may include representatives of community-based organizations that have 

demonstrated experience and expertise in addressing the employment needs of individuals with 

barriers to employment, including organizations that serve veterans or that provide or support 

competitive integrated employment for individuals with disabilities; and 

(iv) may include representatives of organizations that have demonstrated experience 

and expertise in addressing the employment, training, or education needs of eligible youth, 

including representatives of organizations that serve out-of-school youth; 

3. Each local board shall include representatives of entities administering education and 

training activities in the local area, who— 

(i) shall include a representative of eligible providers administering adult education 

and literacy activities under Title II; 

(ii) shall include a representative of institutions of higher education providing 

workforce investment activities (including community colleges); 
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Attachment 1 CEO Consortium Agreement Excerpt 

(iii) may include representatives of local educational agencies, and of 

community-based organizations with demonstrated experience and expertise in addressing the 

education or training needs of individuals with barriers to employment; 

4. Each local board shall include representatives of governmental and economic and community 

development entities serving the local area, who— 

(i) shall include a representative of economic and community development entities; 

(ii) shall include an appropriate representative from the State employment 

service office under the Wagner-Peyser Act serving the local area; 

(iii) shall include an appropriate representative of the programs carried out under 

Title I of the Rehabilitation Act of 1973 serving the local area; 

(iv) may include representatives of agencies or entities administering programs 

serving the local area relating to transportation, housing, and public assistance; and 

(v) may include representatives of philanthropic organizations serving the local 

area; and 

5. Each local board may include such other individuals or representatives of entities as the chief elected 

official in the local area may determine to be appropriate. 

6. The State of Wisconsin has also directed that a representative from Unemployment Insurance be placed on 

each board. 

B. All members will be appointed by the Counties based on the requirements of the law and other locally 
defined considerations with the exception of those positions appointed by DWD. 

Category Minimum Required Requirement 

Business 

at least 51% of 
total board Shall 

Workforce Representatives 

at least 20% of 
total board Shall 

Labor Organizations 1 Shall 

Labor Training/Apprenticeship 1 Shall 

Community Based Organization N/A May 

Youth Organization N/A May 

Adult Basic Ed & Literacy 1 Shall 

Higher Education Organization 1 Shall 

Local Education Organization N/A May 

State Employment Service (W-P) 1 Shall 

Vocational Rehab 1 Shall 

Housing / Transportation Agency N/A Shall 

Philanthropic Organization N/A May 

State Unemployment Rep 
(DWD mandate) 1 Shall  
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Attachment 1 CEO Consortium Agreement Excerpt 

C. WDB members will be reviewed annually by the Chief Elected Officials present for approval. 

D. The WDB will select its chairperson from the private sector business members. 

E. WDB members shall be appointed for fixed and staggered terms. 

F. Vacancies will be filled according to the established by-laws. 

G. The WDB must be comprised of at least 20% female members. 

H. One minority representative must be appointed to the WDB if there is at least 3% minority population in 
the WDA. 
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Attachment 2 Annual Conflict of Interest - Media Consent Form 

 

FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC.  
ANNUAL CONFLICT OF INTEREST - MEDIA CONSENT FORM  

PROGRAM YEAR 2019 

SECTION 1:   

 

Name: (Please print)       ______________________________________ 

 

Affiliation with FVWDB        ________  Board Member            _______ Chief Elected Official         _______ Other 

         ________  Employee                       _______ One Stop Operator 

    

Do you or any of your immediate family have ownership interest in, investment in, employment with, contractual 
relationship with, fiduciary or professional relationship with, directly in a management, supervisory or governing body 
position, any organization or entity which receives, or to your current knowledge may be actively seeking to receive, funds 
from or which does business or may seek to do business with FVWDB? 

         __________Yes           _________No 

If you answered “Yes”, please completely explain your answer, giving the name of each and every such organization 
and the nature of your association with it. (Use additional paper as necessary). If you answered “Other”, please detail 
your affiliation below. 

  
 
 
 
 
SECTION 2: 

Do you agree to recuse yourself from matters that produce or assist in the production of a substantial benefit, direct or 
indirect, for yourself, one or more members of your immediate family, or an organization with which you are associated? 

Yes No 

SECTION 3: 

Do you give your consent to the Fox Valley Workforce Development Board to use your name and likeness to promote any 
workforce programs and/or activities during this program year? 

Yes No 

I hereby certify that the information on the information set forth above is true and complete to the best of my knowledge. 
Should circumstances change that require updating the information disclosed on this form, I agree to file a new 
declaration. 

Signature Date 
Revised December 2018 

FVWDB is an Equal Opportunity Employer and Service Provider 
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Fox Valley WDB, serving WIOA Title I, is an Equal Opportunity Employer and Service Provider 

 

MEMORANDUM OF UNDERSTANDING 

WORKFORCE DEVELOPMENT AREA 4 JOB CENTER PARTNERS 

PROGRAM YEAR 17 

I. Purpose 

The purpose of this Memorandum of Understanding (MOU) is to define the parameters within which 

education, workforce, economic development, and other partner programs and entities operating in the 

Fox Valley Workforce Development area create a seamless, customer-focused American Job Center 

network that aligns service delivery across the board and enhances access to program services. By 

realizing one-stop opportunities together, partners are able to build community-benefiting bridges, rather 

than silos of programmatic isolation. These partnerships will reduce administrative burden and costs and 

increase customer access and performance outcomes. 

This MOU is executed between the Fox Valley Workforce Development Board, the American Job 

Center network Partners and the Chief Elected Officials (CEO) Consortium. This MOU is developed to 

confirm the understanding of the Parties regarding the operation and management of the six (6) American 

Job Centers in the Fox Valley Workforce Development Area. The Fox Valley Workforce Development Board 

provides local oversight of workforce programming for WDA 4. The One-Stop Operating Budget and 

Infrastructure Funding Agreement, see attachment B (Infrastructure Agreement) and attachment C 

(Resource Sharing Agreement) to establish a financial plan, including terms and conditions, to fund the 

services and operating costs of the Fox Valley Workforce Development Board American Job Center 

network. The Parties to this MOU agree that joint funding is an essential foundation for an integrated 

service delivery system and necessary to maintain The Fox Valley Workforce Development Boards high-

standard American Job Center network. 

Through the American Job Centers, these partner programs and their direct service providers ensure 

businesses and all job seekers have access to information and services that lead to positive educational 

and employment outcomes, see attachment A (Required Partners) for services offered. Under WIOA, 

American Job Centers and partner staff strive to: 

1. Provide job seekers with the skills and credentials necessary to secure and advance in 

employment with wages that sustain themselves and their families 

2. Provide access and opportunities to job seekers, including individuals with barriers to 

employment, as defined in section 3(24) of WIOA, such as individuals with disabilities, 

individuals who are English language learners, and individuals who have low levels of literacy, 

to prepare for, obtain, retain, and advance in high-quality jobs and high-demand careers. 

3. Enable businesses and employers to easily identify and hire skilled workers and access other 

human resource assistance, including education and training for their current workforce, 

Attachment 17Attachment 18
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which may include assistance with pre-screening applicants, writing job descriptions, offering 

rooms for interviewing, and consultation services on topics like succession planning and 

career ladder development, and other forms of assistance. 

 

II. Duration and process for Amending the MOU 
 

a) This MOU shall remain in effect for one year (July 1, 2017 – June 30, 2018) until terminated 

by the repeal of the Workforce Innovation and Opportunity Act of 2014 (WIOA), otherwise by 

action of law, or in accordance with this section. 

 

b) When a Partner wishes to modify the MOU, the partner must first provide written notification 

to all signatories upon notification, the Fox Valley WDB Chair (or designee) must ensure that 

discussions and negotiations related to the proposed modification take place with partners in 

a timely manner and as appropriate. Depending upon the type of modification, this can be 

accomplished through email communications of all the Parties. If the proposed modification 

is extensive and is met with opposition, the Fox Valley WDB Chair (or designee) may need to 

call a meeting of the Parties to resolve the issue. 

 

c) If the modification involves substitution of a party that will not impact any of the terms of the 

agreement, it can be accomplished by the original party and the new party entering into an 

MOU that includes the Fox Valley WDB, wherein the new party assumes all of the rights and 

obligations of the original party. Upon execution, the Fox Valley WDB Chair (or designee) 

presents the agreement as a proposed modification to the MOU, and the remaining steps are 

followed. 

 

d) Withdrawal from the MOU; Any partner wishing to withdraw from the MOU should give all 

paƌtŶeƌs 6Ϭ days͛ ŶotiĐe iŶ ǁƌitiŶg; 
1. Notice of withdrawal shall be given to all parties at the addresses shown in Section 2 of 

this MOU, and to the contact persons so listed, considering any information updates 

received by the parties. 

2. Should any Job Center Partner withdraw, the MOU shall remain in effect with respect to     

other remaining Job Center Partners until the MOU is renegotiated. 

3. Any failure to execute an MOU between a local WDB and a required partner must be 

reported to the Governor or State Board. In addition, any local area in which a local WDB 

has failed to execute an MOU with all of the required partners is not eligible for State 

incentive grants. 
 

e) Resolution of Disputes; The parties agree to try to resolve policy or practice disputes at the 

lowest level, starting with the site supervisor(s) and staff. If issues cannot be resolved at this 

level, they shall be referred to the management staff of the respective staff employer and the 

one-stop operator, for discussion and resolution. 

f) Amendments: The MOU may be amended at any time by written agreement of all parties. 

Assignment of responsibilities under this MOU by any of the parties shall be effective upon 

written notice to the other parties.  
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f)    Severability of the MOU. If any part of this MOU is found to be null and void or is otherwise 

stricken, the rest of this MOU shall remain inforce. 

g) If federal oversight agencies charged with the administration of WIOA are unable to    

appropriate funds or if funds are not otherwise made available for continued performance for 

any fiscal period of this MOU succeeding the first fiscal period, a party unable to perform 

pursuant to MOU due to lack of funding shall notify the other parties as soon as the party has 

knowledge that funds may be unavailable for the continuation of activities under this MOU. 
 

 III.          Specific Responsibilities of the Chief Elected Official, Fox Valley WDB, One Stop Operator 

                       and the Workforce Innovation and Opportunity Act Partners 

 

The Chief Elected Official (CEO) for the Fox Valley WDA is Dick Koeppen, County Board Chair. The CEO will, 

at a minimum: In Partnership with the Fox Valley WDB and other applicable Partners within the planning 

region, develop and submit a single regional plan that includes a description of the activities that shall be 

undertaken by all Local WDBs and their Partners, and that incorporates plans for each of the Local areas 

in the planning region. Approve the Fox Valley WDB budget and workforce center cost allocation plan, 

approve the selection of the one-stop operator following the competitive procurement process, and 

coordinate with the Fox Valley WDB to oversee the operations of the Fox Valley WDA American Job Center 

network.  

The FVWDB dedicates time, talent and financial resources to: collaboration, flexibility, innovation, 

regionalism, customer focus, fiscal integrity and valuing people. The FVWDB is a non-profit organization 

that collaborates with businesses and workforce in the counties of Calumet, Fond du Lac, Green Lake, 

Waupaca, Waushara, and Winnebago to promote a healthy economy. We adapt to the changing economic 

environment and respond to the pressures felt by workers, businesses and communities in our six county 

region. FVWDB oversees the contracts for all WIOA programs including Dislocated Worker, Youth and 

Adult, along with operating job centers in all six counties. FVWDB has responsibly of developing request 

for proposals (RFP) and writing contracts and modifications for sub recipients. Along with the WIOA 

programs FVWDB oversees the Title V and Windows to Work (W2W) programs.                                 

 

The purpose of the one-stop operating system is to ensure that businesses and job seekers have access 

to information and services that lead to positive employment outcomes. Though not all partners will be 

physically located in the Job Centers, the management of the WDA 4 job center system is the shared 

responsibility of the State, Fox Valley Workforce Development Board, elected officials; the core WIOA 

required partners and One Stop Operator.  

The Fox Valley Workforce Development Board selected the one-stop operator, as a consortium of Title 1, 

Title III and Title IV partners to include; OVS, DWD- Job Service, DWD-DVR and LETC (WIOA) through a 

competitive process in accordance with the Uniform Guidance, WIOA and its implementing regulations, 

and Local procurement laws and regulations. All documentation for the competitive one-stop operator 

procurement and selection process is published and may be viewed on the Fox Valley WDB website at: 

www.foxvalleywork.org. The State requires that the one-stop operator is re-competed at least every three 

years and no later than every four years. Functional details are outlined in the Roles and Responsibilities 

of Partners section of this MOU. 
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The Job Center partners of this MOU agree to participate in joint planning, plan development, and 

modification activities to accomplish the following: 

1. AĐĐessiďility of the paƌtŶeƌ͛s appliĐaďle seƌǀiĐe;sͿ to Đustoŵeƌs thƌough the oŶe-stop delivery 

system. 

2. Participation in the operation of the one-stop system, consistent with the terms of the MOU and 

requirements of authorized laws. 

3. All partners and staff are adequately cross-trained as a result of their participation in capacity 

building and staff development activities. 

4. Continuous partnership building; requiring inclusiveness of all partners involved. 

5. Continuous planning in response to state and federal requirements 

6. Responsiveness to local and economic conditions, including employer needs 

7. Co-branding and system affiliation – each job center system partner will include the appropriate 

branding on any joint products, programs, activities, services, facilities, and materials used by 

the combined partnership of the one-stop system. 

 

IV. WIOA Required Partners 

The parties to this Memorandum of Understanding (MOU) are: 

Title 1 WIOA (FVWDB) 

Address: 1401 McMahon Drive Suite 200, Neenah, WI 54901 

Telephone # 920-720-5600 

Contact Person: Anthony Snyder 
 

Wagner - Peyser Title 3 Job Service/Trade Adjustment Programs 

Address: 1802 Appleton Road, Menasha, WI 54952 

Telephone # 920-968-6308 

Contact Person: Debra Warga 
 

Re-employment REO Programs W2W 

Address: 3099 E. Washington Avenue, Madison, WI 53704 

Telephone # 608-240-5035                                                                                                                                                             

Contact Person: Ray Woodruff 

Vocational Rehabilitation Programs – DWD-DVR 

Address: 219 Washington Avenue, Suite 105, Oshkosh, WI 54901 

Telephone # 920-517-2595 

Contact Person: Craig Wehner 
 

Title 2 - Technical College/Carl D. Perkins Career and Tech Education Programs (FVTC) 

Address: 1825 North Bluemound Road, Appleton, WI 54914 

Telephone # 920-735-5649 

Contact Person: Patti Jorgensen 
 

Title 2- Technical College/Carl D. Perkins Career and Tech Education Programs (MPTC) 

Address: 235 North National Avenue, Fond du Lac, WI 54936 

Telephone # 920-924-3289 

Contact Person: JoAnn Hall 
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Youth Build - Advocap 

Address: 19 West First Street, Fond du Lac, WI 54935 

Telephone # 920-922-7760 

Contact Person: Lu Scheer 
 

National Farmworker Jobs Program – DWD 

Address: 1802 Appleton Road, Menasha, WI 54952 

Telephone # 920-968-6312 

Contact Person: Silvia Carter 
 

The Senior Community Service Employment Program –Title V 

Address: 101 West Wilson Street, Madison, WI 53704 

Telephone # 608-267-9097 

Contact Person: Monica Snittler 
 

Jobs for Veteran State Grants – DWD OVS 

Address: 364 Grand Avenue, Wisconsin Rapids, WI 54403                                                                     

Telephone # 715-261- 8718                                                                                                                                  

Contact Person: Jessica Maple 

Community Services Block Grants - Advocap 

Address 19 West First Street, Fond du Lac, WI 54935 

Telephone # 920-922-7760 

Contact Person: Mike Bonertz 
 

Unemployment Compensation Programs 

Address: PO Box 7905, Madison, WI 53707                                                                                                      

Telephone # 608-266-3635                                                                                                                                                

Contact Person: Ben Peirce 

Temporary Assistance for Needy Families – Forward Service Corporation 

Address: 4600 American Parkway, Suite 301, Madison, WI 53718 

Telephone # 608-268-2251 

Contact Person: Marcia Christiansen 
 

Workforce Development Partner – Bay Area Workforce Development Board (Menasha Job Center) 

Address: 317 W. Walnut Street, Green Bay, WI 54303 

Telephone # 920-431-4100 

Contact Person: James Golembeski 
 

Chief Elected Official  

Address: 811 Harding Street, Waupaca, WI 54981 

Telephone # 715-823-5711                                                                                                                                

Contact Person: Dick Koeppen 

 

FVWDB Board Chair 

Address: 2600 American Drive, Appleton, WI 54914 

Telephone # 920-232-2819  

Contact Person: Jodie Larsen 
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The above mentioned partners are linked through the services provided by job center programs via 

American Job Center resource rooms and through cross-trained front desk staff and other, physically co-

located, partner staff who can provide support and information to job seeking individuals.  The above 

mentioned partners are required by the Workforce Innovation and Opportunity Act of 2014 to participate 

in the one stop comprehensive centers to contribute to the cost of the Infrastructure costs.  Additional 

services provided by job center related activities relative to the benefits received.  

 

V. ACCESSIBILITY:  

 

The Parties to the is agreement will work closely together to ensure that all Fox Valley Workforce 

Development Board American Job Centers are high performing workplaces with staff who will ensure high 

quality of service. 

Accessibility to the services provided by the American Job Centers and all partner agencies is essential to 

meeting the requirements and goals of the Fox Valley Workforce Development Board American Job Center 

network. Job seekers and businesses must be able to access all information relevant to them via visits to 

physical locations as well as in virtual spaces, regardless of gender, age, race, religion, national origin, 

disaďility, ǀeteƌaŶ͛s status, oƌ oŶ the ďasis of any other classification protected under state or federal law. 

One-stop centers will maintain a culture of inclusiveness and the physical characteristics of the facility, 

both indoor and outdoor, will meet the latest standards of accessible design. Services will be available in 

a convenient, high traffic, and accessible location, taking into account reasonable distance from public 

transportation and adequate parking (including parking clearly marked for individuals with disabilities). 

Indoor spaĐe ǁill ďe desigŶed iŶ aŶ ͞eƋual aŶd ŵeaŶiŶgful͟ ŵaŶŶeƌ pƌoǀidiŶg aĐĐess foƌ iŶdiǀiduals ǁith 
disabilities. 

Job center partners are to ensure the needs of workers and youth, and Individuals with barriers to 

employment, including Individuals with disabilities are addressed in the provision of necessary and 

appropriate access to services, including access to technology and materials, made available through the 

job center system. 

 

All paƌtŶeƌs agƌee to pƌioƌitize seƌǀiĐes as outliŶed uŶdeƌ WIOA. UŶdeƌ WIOA, the teƌŵ ͚͚iŶdiǀidual ǁith 

a ďaƌƌieƌ to eŵployŵeŶt͛͛ ŵeaŶs a ŵeŵďeƌ of ϭ oƌ ŵoƌe of the folloǁiŶg populatioŶs: 
1. Displaced homemakers 

2. Low-income individuals 

3. Indians, Alaska Natives, and Native Hawaiians 

4. Individuals with disabilities, including youth who are individuals with disabilities 

5. Older individuals 

6. Ex-offenders 

7. Homeless individuals or homeless children and youth 

8. Individuals who are English language learners, individuals who have low levels of literacy, 

and individuals facing substantial cultural barriers 

9. Eligible migrant and seasonal farm workers 

10. Individuals within 2 years of exhausting lifetime eligibility (for TANF) 

11. Single parents (including single pregnant women) 

12. Long term unemployed individuals 
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13. Other groups determined to have barriers to employment (e.g. as identified by the 

Governor) 

14. Veterans and eligible spouses continue to receive priority of service among all eligible individuals; 

however, they must meet the WIOA adult program eligibility criteria and meet the criteria under 

WIOA Section 134(c) (3) (E). 
 

All parties to this agreement shall comply with section 188 of the WIOA Nondiscrimination and Equal 

Opportunity Regulations (29 CFR Part 38; Final Rule, published December 2, 2016), Title VI of the Civil 

Rights Act of 1964 (Public Law 88-352), Section 504 of the Rehabilitation Act of 1973, as amended, The 

Americans with Disabilities Act of 1990 (Public Law 101-336),The Jobs for Veterans Act (Public Law 107-

288) pertaining to priority of service in programs funded by the U.S. Department of Labor, Training and 

Employment Guidance Letter (TEGL) 37-14, Update on Complying with Nondiscrimination Requirements: 

Discrimination Based on Gender Identity, Gender Expression and Sex Stereotyping are 

Prohibited Forms of Sex Discrimination in the Workforce Development System and other guidance 

related to implementing WIOA sec. 188, The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. 

§ 1232g; 34 CFR part 99), confidentiality requirements governing the protection and use of personal 

information held by the VR agency (34 CFR 361.38), the confidentiality requirements governing the use of 

confidential information held by the State UI agency (20 CFR part 603), all amendments to each and all 

requirements imposed by the regulations issued pursuant to these acts.  

The above provisions require, in part, that no persons in the United States shall, on the grounds of race, 

color, national origin, sex, sexual orientation, gender identity and/or expression, age, disability, political 

beliefs or religion be excluded from participation in, or denied, any aid, care, services or other benefits 

provided by federal and/or state funding, or otherwise be subjected to discrimination.   
 

All parties shall agree that the provisions contained herein are made subject to all applicable federal and 

state laws, implementing regulations, and guidelines imposed on either or all Parties relating to privacy 

rights of customers, maintenance of records, and other confidential information relating to customers, 

and agree that all equipment and furniture purchased by any party for purposes described herein shall 

remain the property of the purchaser after the termination of this agreement.  

 

VI. REQUIRED PARTNERS SERVICES OFFERED: 

See Attachment A - Required Partners  

VII. METHOD OF REFERRALS:  

The primary principle of the referral system is to provide integrated and seamless delivery of services to 

workers, job seekers, and employers. In order to facilitate such a system, partners agree; to familiarize 

themselves with the basic eligibility and participation requirements, as well as with the 

aǀailaďle seƌǀiĐes aŶd ďeŶefits offeƌed, foƌ eaĐh of the PaƌtŶeƌs͛ pƌogƌaŵs ƌepƌeseŶted iŶ the Fox Valley 

Workforce Development Board American Job Center network.  

1. Develop materials summarizing their program requirements and make them available to partners 

and customers,  

2. Develop and utilize common intake,  

3. Eligibility determination, assessment, and registration forms,  

131
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4. Provide substantive referrals to customers who are eligible for supplemental and complementary 

services and benefits under partner programs,  

5. Regularly evaluate ways to improve the referral process, commit to robust and ongoing 

communication required for an effective referral process and; (see attachment A, Required 

Partners) 

6. Commit to actively follow up on the results of referrals and assuring that Partner resources are 

being leveraged at an optimal level. 

7. All 6 job centers within WDA 4 will use the Common Intake form to make referrals to partner 

programs.           

VIII.     BUSINESS SERVICES 

The Fox Valley Workforce Development Board Business Solutions Team will consist of representatives 

from the all the WIOA required and any other partners as appropriate. The Business Solutions Team is 

guided by a Business Services Plan which delineates partners, service coordination and delivery, strategies 

driven by labor market data and employer engagement, and partner/public dissemination of data and 

information. Each partner that delivers services to business will: 

1. Participate in Business Solutions Team regular meetings and/or special events. 

2. Promote the Job Center of Wisconsin as the primary system for employers to place job orders to 

maximize the information available on workforce demand whenever reasonable and feasible. 

3. Utilize and support Job Center of Wisconsin and other agreed upon job order systems as the 

primary vehicles for posting job orders. 

4. Provide current information on agency services and programs, eligibility and referral processes 

to allow employers, customers, and Job Center partner agency staff to identify and provide access 

to appropriate services to meet employer needs. 

5. Allow appropriate staff to participate in training on regional business services and employer 

engagement. 

6. Respond to all employer contacts in a timely and courteous manner to enhance public 

perception of Job Center of Wisconsin and services offered. 

 

 

IX. REQUIRED PARTNERS SIGNATURES  

 

The required partners agree to the information in PY 17 Memorandum of Understanding and 

attachments:  

A. Required Partners 

B. Infrastructure Agreement 

C. Resource Sharing Agreement 

D. Budgets and Cost Allocations 

1. Oshkosh Job Center 

2. Fond du Lac Job Center 

3. Menasha Job Center 

4. Berlin Job Center 

5. Waupaca Job Center 

6. Wautoma Center 
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Any riders and attachments, attached to this Agreement are hereby made a part of this Agreement 

referenced and included as though set forth in full at this point. This Agreement when fully executed shall 

be binding upon the respective executors, administrators, successors, and assigns of the parties hereto. 
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SIGNATURES 

 

Title 1 WIOA, Title V, W2W, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)  

(Anthony Snyder) 
 

Authorized Signature:  _______________________________________________ 
 

Date: ___________________ 

 

Wagner - Peyser Title 3 Job Service, TAA, Seasonal Farmworker Program (Debra Warga) 

 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

Jobs for Veteran State Grants – DWD OVS (Jessica Maple) 
 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

Vocational Rehabilitation Programs – DVR (Craig Wehner) 
 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

Title 2 - Technical College/Carl D. Perkins Career and Tech Education Programs                                          

(FVTC) (Patti Jorgensen) 
 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

Title 2 – Technical College/Carl D. Perkins Career and Tech Education Programs                                          

(MPTC) (JoAnn Hall) 
 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

Community Services Block Grant, Youth Build – ADVOCAP (Mike Bonertz)  
 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

 

 

 

134

135
133



11 

 

Unemployment Compensation programs (Ben Peirce) 
 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

Temporary Assistance for Needy Families – Forward Service Corp. (Marcia Christiansen) 
 

Authorized Signature: _______________________________________________ 
 

Date: ______________________________ 

 

Bay Area Workforce Development Board (James Golembeski) 
 

Authorized Signature: ______________________________________________ 
 

Date: ______________________________ 

 

Chief Elected Official for Fox Valley Workforce Development Board (Dick Koeppen) 
 

Authorized Signature: ________________________________________ 
 

Date: _______________________________ 

 

Deputy Secretary – Workforce Development (Dave Anderson) 
 

Authorized Signature: ________________________________________ 
 

Date: _______________________________ 
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SIGNATURES

Title 1 WIOA, Title V, W2W, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)

(Anthony Snyder)

Authorized Signature:

Date:

___________

Wagner - Peyser Title 3 Job Service, TAA, Seasonal Farmworker Program (Debra Warga)

Authorized Signature:

Date:

____________________________________

Jabs for Veteran State Grants — DWD OVS (Jessica Maple)

Authorized Signature:

Date:

____________________________________

Vocational Rehabilitation Programs — DVR (Craig Wehner)

Authorized Signature:

Date:

___________________________________

Title 2- Technical College/Carl 0. Perkins Career and Tech Education Program5

(FVTC) (Patti Jorgensen)

Authorized Signature:

Date:

___________________________________

Title 2—Technical College/Carl D. Perkins Career and Tech Education Programs

(MPTC) (JoAnn Hall)

Authorized Signature:

Date:

___________________________________

Community Services Block Grant, Youth Build — ADVOCAP (Mike Bonertz)

Authorized Signature:

Date:

___________________________________
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SIGNATURES

Title 1 WIQA, Title V, W2W, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)

(Anthony Snyder)

Authorized Signature:

Date;

_____________________

Wagner - Peyser Title 3 Job Service TM, Seasonal Farmworker Program (Debra Warga)

Authorized Signature: I’ 47 -

Date:_______________

Jobs for Veteran State Grants — DWD OVS (Jessica Maple)

Authorized Signature:

Date:

_________________________________

Vocational Rehabilitation Programs — DVR (Craig Wehner)

Authorized Signature:

Date:

___________________________________

Title 2-Technical College/Carl D, Perkins Career and Tech Education Programs

(FVIC) (Patti Jorgensen)

Authorized Signature:

Date:

___________________________________

Title 2 — Technical College/Carl D. Perkins Career and Tech Education Programs

(MPTC) (JoAnn Hall)

Authorized Signature:

Date;

_________________________________

Community Services Block Grant, Youth Build — ADVOCAP (Mike Bonertz)

Authorized Signature;

Date:

______________________________

10

137

138136



SIGNATURES

Title a WIQA, Title V, W2W, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)

(Anthony Snyder)

Authorized Signature:

Date:

_____________________

Wagner - Peyser Title 3 Job Service, TAA, Seasonal Farmworker Program (Debra Warga)

Authorized Signature:

Date:

Vocational Rehabilitation Programs— DVR (Craig Wehner)

Authorized Signature:

________________________________

Date:

Title 2-Technical College/Carl D. Perkins Career and Tech Education Programs

(FVTC) (Patti Jorgensen)

Authorized Signature:

___________________________________________________

Date:

________________________________

Title 2—Technical College/Carl D. Perkins Career and Tech Education Programs

(MPTC) (ioAnn Hall)

Authoriied Signature:

___________________________________________________

Date:

________________________________

Community Services Block Grant, Youth Build — ADVOCAP (Mike Bonertz)

Authorized Signature:

___________________________________________________

Date:

Jobs for Veteran State Grants

Authorized Signature:

Date:
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SIGNATURES

Title 1 WIDA, Title V, WZW, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)

(Anthony Snyder)

Authorized Signature:

Oate:

_____________________

Wagner - Peyser Title 3 Job Service, TAA, Seasonal Farmworker Program (Debra Warga)

Authorized Signature:

Date:

_______________________________

Jobs for Veteran State Grants — DWD OVS (Jessica Maple)

Authorized Signature:

Gate:

_______________________________

Vocational Rehabilitation Programs — DVR (Craig Wehner)

Authorized Signature:

Date: C hr/I 7

Title 2-Technical College/Carl 0. Perkins Career and Tech Education Programs

(FVTC) (Patti Jorgensen)

Authorized Signature:

Date:

____________________________________

Title 2— Technical College/Carl 0. Perkins Career and Tech Education Programs

(MPTC) (JoAnn Hall)

Authorized Signature:

Date:

_________________________________

Community Services Block Grant Youth Build — ADVOCAP (Mike Bonertz)

Authorized Signature:

Date:

____________________________________
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SIGNATURES

Title 1 WIOA, Title V, W2W, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)

(Anthony Snyder)

Authorized Signature:

Date:

______________________

Wagner - Peyser Title 3 Job Service, TAA, Seasonal Farmworker Program (Debra Warga)

Authorized Signature:

Date:

__________________________________

Jobs for Veteran State Grants — DWD OVS (Jessica Maple)

Authorized Signature:

Date:

________________________________

Vocational Rehabilitation Programs — DVR (Craig Wehner)

Authorized Signature:

Date:

__________________________________

Title 2- Technical College/Carl D. Perkins Career and Tech Education Programs

(FvrC) (Patti JorgenetC

Authorized Signature:

Date:_______________

Title 2—Technical College/Carl D. Perkins Career and Tech Education Programs

(MPTC) (ioAnn Hali)

Authorized Signature:

Date:

________________________________

Community Services Block Grant, Youth Build — ADVOCAP (Mike Boner-ti)

Authorized Signature:

Date:

__________________________________
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SIGNATURES

Title 1 WIOA, Title V, W2W, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)

(Anthony Snyder)

Authorized Signature:

Date:

_____________________

Wagner - Peyser Title 3 Job Service, TAA, Seasonal Farmworker Program (Debra Warga)

Authorized Signature:

Date:

____________________________________

Jobs for Veteran State Grants — DWD OVS (Jessica Maple)

Authorized Signature:

Date:

____________________________________

Vocational Rehabilitation Programs — DVR (Craig Wehner)

Authorized Signature:

Date:

_________________________________

Title 2- Technical College/Carl D. Perkins Career and Tech Education Programs

(FVTC) (Patti Jorgensen)

Authorized Signature:

Date:

____________________________________

Title 2—Technical College/Carl D. Perkins Career and Tech Education Programs

(MPTC) (JoAnn Hall)

Authorized Signature...

Date: (-/-/ Y

Community Services Block Grant, Youth Build — ADVOCAP (Mike Bonertz)

Authorized Signature:

Date:

_________________________________
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SIGNATURES

Title 1 WIOA, Title V, WZW, FVWDB Board Chair (FVWDB CEO authority to sign for Board Chair)

(Anthony Snyder)

Authorized Signature:

Date:

______________________

Wagner - Peyser Title 3 Job Service, TM, Seasonal Farmworker Program (Debra Warga)

Authorized Signature:

Date:

_________________________________

Jobs for Veteran State Grants — DWD OVS (Jessica Maple)

Authorized Signature:

Date:

_________________________________

Vocational Rehabilitation Programs — DVR (Craig Wehner)

Authorized Signature:

Date:

______________________________

Title 2-Technical College/Carl D. Perkins Career and Tech Education Programs

(FVTC) (Patti Jorgensen)

Authorized Signature:

Date:

_________________________________

Title 2— Technical College/Carl D. Perkins Career and Tech Education Programs

(MPTC) (JoAnn Hall)

Authorized Signature:

Date:

_________________________________

Community Services Block Gran Vo h Build — A VOCAP (Mike Bonertz)

Authorized

Date: ///,7 •1
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Unemployment CompensaUo ograms (Ben Peirce)

Authorized Sig ture: 7

Date:

____________________________

Temporary Assistance for Needy Families — Forward Service Carp. (Marcia Christiansen)

Authorized Signature:

Date:

___________________________________

Bay Area Workfarce Development Board (James Golembeski)

Authorized Signature:

Date:

___________________________________

Chief Eiected Official for Fax Valley Workforce Development Board (Dick Koeppen)

Authorized Signature:

Date:

____________________________________

Deputy Secretary — Workforce Development (Dave Anderson)

Authorized Signature:

______________________________________________

Date:

____________________________________
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Unemployment Compensation programs (Ben Peirce)

Authorized Signature:

______________________________________

Date:

_________________________________

Temporary Assistance or y F mil s orward Service Corp. (Marcia Christiansen)

Authorized signature:

Date: 6(1 s-/i c

Bay Area Workforce Development Board (James Golembeski)

Authorized Signature:

__________________________________________________

Date:

___________________________________

Chief Elected Official for Fox Valley Workforce Development Board (Dick Koeppen)

Authorized Signature:

___________________________________________

Date:

____________________________________

Deputy Secretary — Workforce Development (Dave Anderson)

Authorized Signature:

___________________________________________

Date:
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Unemployment Compensation programs (Ben Peirce)

Authorized Signature:

_____________________________

Date:

________________________________

Temporary Assistance for Needy Families — Forward Service Corp. (Marcia Christiansen)

Authorized Signature:

__________________________________________________

Date:

________________________________

Say Area Workforce Development Board

Authorized Signature:

Date:

Chief Elected Official for Fox Valley Workforce Development Board (Dick Koeppen)

Authorized Signature:

________________________________________

Date:

____________________________________

Deputy Secretary — Workforce Development (Dave Anderson)

Authorized Signature:

___________________________________________

Date:
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Unemployment Compensation programs (Ben Peirce)

Authorized Signature:

__________________________________________________

Date:

__________________________________

Temporary Assistance for Needy Families — Forward Service Corp. (Marcia Christlansen)

Authorized Signature:

______________________________________________________

Date:

__________________________________

Bay Area Workforce Development Board (James Golembeski)

Authorized Signature:

_________________________________________________

Date:

________________________________

Chief Elected Official for Fox V ey orce Development Board (Dick Koeppen)

Authorized Sig u :

__________________________________________

Date: 6 16- 2o’r7

Deputy Secretary — Workforce Development (Dave Anderson)

Authorized Signature:

______________________________________________

Date:
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Fox Valley WDB, serving WIOA Title I, is an Equal Opportunity Employer and Service Provider 

 

ATTACHMENT B 

 

INFRASTRUCTURE FUNDING AGREEMENT  

 

PROGRAM YEAR 17 

 

I. INTRODUCTION 

 

This Infrastructure Funding Agreement (IFA) shall determine how the Local Board and related 

partners will fund the infrastructure costs at the: 

 

Berlin Job Center; 237 Broadway Street, Suite C; Berlin, WI  54923 

Fond du Lac Job Center; 349 North Peters Avenue; Fond du Lac, WI  54935 

Menasha Job Center; 1802 Appleton Road; Menasha, WI  54952 

Oshkosh Job Center; 219 Washington Street, Suite 107; Oshkosh, WI  54901 

Wautoma Job Center; 205 East Main Street, Suite 23; Wautoma, WI  54982 

Waupaca Job Center; 1979 Godfrey Drive, PO Box 467; Waupaca WI  54981 

 

The Fox Valley Workforce Development Board, the Chief Elected Officials, and the one-stop 

partners hereby agree to amounts and methods of calculating amounts each partner will 

contribute for one-stop infrastructure funding as determined herein. 

 

This agreement shall take effect on July 1, 2017, and expire on June 30, 2018. 

 

The Fox Valley Workforce Development Board (Fox Valley WDB) coordinates the delivery of 

services with the following partners: DWD-DVR, DWD-DET- Job Service, Moraine Park Technical 

College, Fox Valley Technical College, DWD-DET-Migrant Services, DWD-DET-OVS, DWD-UI, 

DHS, DCF, DWD-Workforce Training, Senior Employment Program and Re-employment Services 

(W2W). See the attached MOU for a list of services provided by each partner. 

 

 

II. COST ALLOCATION METHODOLOGY 

 

The One Stop Budget (Budget) and IFA for the above listed Job Centers was prepared under the 

guidelines established in the OMB Uniform Guidance Standards. The costs in this IFA are 

infrastructure costs that are shared jointly with the above partners. The one-stop partner 

prograŵ’s proportioŶate share of fuŶdiŶg has ďeeŶ ĐalĐulated iŶ aĐĐordaŶĐe with the UŶiforŵ 
Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards in 2 

CFR part 200.306 based upon a reasonable cost allocation methodology; whereby, 

infrastructure costs are charged to each partner in proportion to relative benefits received, and 

have been determined to be allowable, necessary, and allocable. 
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The Fox Valley WDB, as identified in the PY17 Memorandum of Understanding (MOU), hereby 

certifies that this plan has been prepared in accordance with the above mentioned guidelines.  

 

This Plan has identified and equitably distributed Job Center infrastructure costs by cost pools. 

The infrastructure costs are funded through cash and fairly evaluated in-kind partner 

contributions and include any funding from philanthropic organizations or other private 

entities, or through other alternative financing options, to provide a stable and equitable 

funding stream for ongoing one-stop delivery system operations. 

 

The Budget, attached hereto, was based on historical costs from the previous Fiscal Year 

expenditures and shall be reconciled against actual costs in the current fiscal year and adjusted 

accordingly within the first 30 days of the beginning of each next fiscal year. Any overpayment 

from any partner shall be credited towards that partner's future share of costs. Any 

underpayment shall be paid within 30 days of receiving a copy of the reconciled budget 

showing actual costs AND an invoice for the total amount due. 

 

 

III. DIRECT COSTS 

 

Each partner will pay its own direct costs relating to staff costs such as salaries and benefits. All 

other direct costs including, but not limited to, insurance, furniture, equipment, phones, etc. 

that are incurred by individual partners are the responsibility of the individual partner agency. 

 

 

IV. SHARED COSTS 

 

Costs that are common will be allocated based on various allocation methodologies. Shared, or 

Common costs, are broken down into two categories; Infrastructure Costs and Additional 

Delivery System Costs. Infrastructure Costs include, for example, rent, utilities, janitorial, 

supplies, equipment, copiers, and share internet/phones. These costs are allocated in this 

Infrastructure Funding Agreement.  Additional Delivery System Costs include, for example, 

salaries and fringe benefits of personnel such as receptionists, Job Center Manager, Workforce 

Development Board Administration, services provided by tech support, outreach marketing, 

etc. These costs are allocated in the Resource Sharing Agreement. 

 

 

V. ADDITIONAL COSTS 

WIOA sec. 121(i)(1); 20 CFR 678.760(a-(b), 34 CFR 361.760(a)-(b), 34 CFR 463.760(a)-(b) 

 

 Must include the costs of the provision of career services in WIOA sec. 134©(2) 

applicable to each program consistent with partner program's authorizing Federal 

statutes and regulations, and allocable based on Federal costs principals in the Uniform 

Guidance at 2 CFR part 200. 

 May include shared operating costs and shared services that are authorized for, and 

may be commonly provided through, the one-stop partner programs, including initial 

intake, assessment of needs, appraisal of basic skills, identification of appropriate 

services, referrals to other one-stop partners, and business services.  
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 Menasha Job Center only: Current partners: DWD-DET Job Service, Office of Veteran 

Services, Bay Area WDB, Fox Valley WDB, Division of Vocational Rehabilitation (DVR) 

and Goodwill Industries pay a monthly rental surcharge fee which helps to pay for the 

salary of the receptionist.  

 

 

VI. INFRASTRUCTURE COSTS 

WIOA sec. 121(h)(4); 20 CFR 678.700(a-(b), 34 CFR 361.700(a)-(b), 34 CFR 463.700(a)-(b) 

 

 Non-personnel costs 

 Costs necessary for the general operation of the one-stop center, including but not 

limited to:  

o Applicable facility costs (such as rent) including costs of utilities and maintenance 

o Equipment (including assessment-related products and assistive technology for 

individuals with disabilities) 

o Technology to facilitate access to the one-stop center, including technology used 

for the center's planning and outreach activities 

o May consider common identifier costs as costs of one-stop infrastructure 

o May consider supplies as defined in the OMB Uniform Guidance at 2 CFR 200.94, 

to support the general operation of the one-stop center. 

 

 

VII. PARTNER PROVISIONS 

 

The allocation of costs will be revised each time a partner begins or terminates delivery of 

service in the Job Center or at any time a partner agency substantially changes its leased 

premises or number of employees present at the Job Center. Accordingly, the Resource Sharing 

Agreement shall be adjusted to reflect changes in the allocations of Additional Delivery System 

Costs. All partners must agree on the initial allocation and any subsequent changes to the initial 

allocations.  

 

All purchases for the Job Center that may be pooled and allocated to all partners and are 

outside the course of normal business operations must be brought before the WDA4 One Stop 

Management Committee for discussion before a decision to make the purchase can be made. 

  

To ensure equitable benefit among the One-Stop partners, this Infrastructure Funding 

Agreement shall be reviewed quarterly and modified as deemed necessary.  The WDB will work 

with One-Stop partners to achieve consensus and informally mediate any possible conflicts or 

disagreements among the partners.   
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Fox Valley WDB, serving WIOA Title I, is an Equal Opportunity Employer and Service Provider 

 

 

ATTACHMENT C 

 

WORKFORCE DEVELOPMENT AREA 4 JOB CENTER RESOURCE SHARING AGREEMENT 

 

PROGRAM YEAR 17 

  

THIS AGREEMENT is made and entered into this 16th day of May by Fox Valley WDB and between DWD-

DVR, DWD-DET-Job Service, Moraine Park Technical College, Fox Valley Technical College, DWD-DET-

Migrant Services, DWD-DET-OVS, DWD-UI, DHS, DCF, DWD-Workforce Training, Senior Employment 

Program and Re-employment Services (W2W), CEO and Bay Area Workforce Development Board 

(Menasha Job Center) 

 

WHEREAS, Fox Valley WDB has established, through a Memorandum of Understanding (the "MOU"), an 

integrated employment and training center (the "Job Center") to serve the public at the following 

locations: 

 

 Berlin: 237 Broadway Suite C Berlin, WI 54923 

 Fond du Lac: 349 North Peters Ave. Fond du Lac, WI 54935 

 Menasha: 1802 Appleton Rd. Menasha, WI 54952 

 Oshkosh: 219 Washington Ave. Suite 107- Oshkosh, WI 54901 

 Wautoma: 205 E. Main St. Suite 23 Wautoma, WI 54982 

 Waupaca: 1979 Godfrey Dr. Waupaca, WI 54981 

 

WHEREAS, Fox Valley WDB anticipates that the Job Center will include as participants various 

governmental, quasi-governmental, and private not-for-profit organizations and each of said participants, 

including DWD-DVR, DWD-DET-Job Service, Moraine Park Technical College, Fox Valley Technical College, 

DWD-DET-Migrant Services, DWD-DET-OVS, DWD-UI, DHS, DCF, DWD-Workforce Training, Senior 

Employment Program and Re-employment Services (W2W), CEO and Bay Area WDB (Menasha Job Center 

only) will occupy certain space within the Building; and 

 

WHEREAS. Fox Valley WDB has established an annual budget (the "Budget") for the costs of goods and 

services required to operate the Job Center; and 

 

WHEREAS, DWD-DVR, DWD-DET- Job Service, Moraine Park Technical College, Fox Valley Technical 

College, DWD-DET-Migrant Services, DWD-DET-OVS, DWD-UI, DHS, DCF, DWD-Workforce Training, Senior 

Employment Program and Re-employment Services (W2W), CEO and Bay Area WDB (Menasha only) 

desires to participate in said Job Center’s Additional Delivery Costs. 
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NOW THEREFORE, in consideration of the mutual covenants contained herein, the amount and sufficiency 

of which are acknowledged by the parties hereto DWD-DVR, DWD-DET-Job Service, Moraine Park 

Technical College, Fox Valley Technical College, DWD-DET-Migrant Services, Job Corp, DWD-DET-OVS, 

DWD-UI, DHS, DCF, DWD-Workforce Training, Senior Employment Program and Re-employment Services 

(W2W), CEO and Bay Area WDB (Menasha only)  do hereby agree as follows: 

 

1. This Agreement shall become effective July 1, 2017, and expire on June 30, 2018.  This Agreement 

can be renewed in successive 12 month periods up until, but not to exceed, the termination date 

of the PY 17 MOU. Per Fox Valley WDB the MOU for this site terminates on June 30, 2018. 

 

2. DWD-DVR, DWD-DET-Job Service, Moraine Park Technical College, Fox Valley Technical College, 

DWD-DET-Migrant Services, DWD-DET-OVS, DWD-UI, DHS, DCF, DWD-Workforce Training, Senior 

Employment Program and Re-employment Services (W2W), CEO and Bay Area WDB (Menasha 

only) shall receive a pro-rata share of goods and services as specified in the Job Center Budgets for 

Oshkosh, Fond du Lac, Menasha, Wautoma and Waupaca as attached to, and part of, the MOU.  

 

3. DWD-DVR, DWD-DET-Job Service, Moraine Park Technical College, Fox Valley Technical College, 

DWD-DET-Migrant Services, DWD-DET-OVS, DWD-UI, DHS, DCF, DWD-Workforce Training, Senior 

Employment Program and Re-employment Services (W2W), CEO and  Bay Area WDB (Menasha 

only) for its allocated share of costs, by monthly or annual cash payment, or by providing staff, or 

by providing goods and services, or by a combination of any of the above as shown in the Table 1 

(Allocated Share of Costs).  

 

4. No later than July 31 each year, Fox Valley WDB shall reconcile its Job Center Budget with the 

actual costs of the goods and services provided for in the Budget. Any over-payments made by 

DWD-DVR, DWD-DET-Job Service, Moraine Park Technical College, Fox Valley Technical College, 

DWD-DET-Migrant Services, DWD-DET-OVS, DWD-UI, DHS, DCF, DWD-Workforce Training, Senior 

Employment Program and Re-employment Services (W2W), CEO and Bay Area WDB (Menasha 

only) shall be credited to towards its pro-rata share of costs to occur in the immediate following 

year. Any under-payment by agency shall be paid in full by Agency within 60 days of receipt of an 

invoice, which must be received by Agency no later than 90 days from the last day of the budget 

year.   

  

5. The default by DWD-DVR, DWD-DET-Job Service, Moraine Park Technical College, Fox Valley 

Technical College, DWD-DET-Migrant Services, DWD-DET-OVS, DWD-UI, DHS, DCF, DWD-

Workforce Training, Senior Employment Program and Re-employment Services (W2W), CEO and 

Bay Area WDB (Menasha only) of any covenant or agreement contained in any paragraph or 

provision of this Agreement shall constitute a material default and shall entitle the non-defaulting 

party to terminate this Agreement, PROVIDED, that prior to such termination, the non-defaulting 

party shall provide the party in default written notice of the nature of the default and shall grant 

the party in default a period of sixty (60) days from the date of service of such notice to remedy or 

cease such act of default, and upon such remedy or cessation by the party in default within said 

sixty (60) days, the non-defaulting party shall waive the right to terminate for such default.  In the 

event the act of default is such that it cannot be remedied within said sixty (60) day period, the 

non-defaulting party shall waive the right to terminate for such default if corrective actions are 

commenced within such period and diligently pursued to completion by the party in default. 
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6. Although eaĐh eŵployer is respoŶsiďle for its owŶ eŵployees’ health aŶd safety ;H&SͿ uŶder 
applicable Federal and State laws and regulations, all parties to this agreement consent to provide 

mutual cooperation in promptly resolving H&S issues commonly related to co-located partner 

employees. This includes prior project notification and provision of material safety data sheets 

(MSDS) by an agency to other agency on-site staff when local renovation, maintenance or cleaning 

work will be done by contractors or other representatives of that agency. The project notification 

and MSDS documents must be provided on-site no less than seven (7) work days prior to the 

anticipated start of the actual work. This cooperation also includes complying with reasonable H&S 

related requests provided by other affected agency representatives (e.g. on-site agency 

management staff or H&S Officer) that do not impart financial burden to the requested agency. In 

cases where a financial burden is necessary to comply, there shall be temporary suspension of the 

on-site operations creating the H&S issue until an equitable cost sharing agreement is negotiated 

among all affected parties to accomplish a resolution. If one participating agency under this 

agreement owns the office site or is designated to coordinate the physical facilities and building 

maintenance support for a multi-eŵployer offiĐe site, that ageŶĐy’s oŶ-site manager will serve as 

a primary local coordinating focal point for the prompt reporting and resolution of the local H&S 

issues for all on-site staff. 

 

7. The allocation of costs will be revised each time a partner begins or terminates delivery of service 

in the Job Center or at any time a partner agency substantially changes its leased premises or 

number of employees present at the Job Center. Accordingly, the Resource Sharing Agreement 

shall be adjusted to reflect changes in the allocations of Additional Delivery System Costs. All 

partners must agree on the initial allocation and any subsequent changes to the initial 

allocations.  

 

All purchases for the Job Center that may be pooled and allocated to all partners and are outside 

the course of normal business operations must be brought before the WDA4 One Stop 

Management Committee for discussion before a decision to make the purchase can be made. 

  

To ensure equitable benefit among the One-Stop partners, this Infrastructure Funding 

Agreement shall be reviewed quarterly and modified as deemed necessary.  The WDB will work 

with One-Stop partners to achieve consensus and informally mediate any possible conflicts or 

disagreements among the partners.   

 

8. The laws of the State of Wisconsin shall govern the validity, performance and enforcement of this 

Agreement.  The rights and remedies herein granted are cumulative and are in addition to any 

given by statute, rule of law, or otherwise, and the use of one remedy shall not be taken to exclude 

or waive the right to use another. 

 

9. This Agreement contains all the terms and conditions agreed upon by the parties hereto, and no 

agreement, oral or otherwise, regarding the subject matter of this Agreement shall be deemed to 

exist or be binding upon any of the parties hereto. 
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No modification, amendment, waiver or release of any provisions of this Agreement or of any right, 

obligation, claim or cause of action arising hereunder shall be valid or binding for any purpose 

unless in writing and duly executed by the party against whom the same is asserted. 

 

10. Any riders and attachments, attached to this Agreement are hereby made a part of this Agreement 

referenced and included as though set forth in full at this point. 

  

11. This Agreement when fully executed shall be binding upon the respective executors, 

administrators, successors, and assigns of the parties hereto. 
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FY18 Budget (July 1, 2017 - June 30, 2018)
Prepared by the: Fox Valley WDB Executive Leadership 

July 1,2017 

For the: Oshkosh Area Workforce Development Center

0 $0.00$0.00

0 $0.00$0.00

291 $0.00$52.16

0 $0.00$0.00

$0.00 $0.00

$1,000.00 $0.00

$0.00 $0.00

$0.00 $0.00

$83,152.04 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$3,938.52 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$400.00 $0.00

$18,412.48 $0.00

$0.00 $0.00

$2,500.00 $0.00

$0.00 $0.00

$0.00 $0.00

Rent

Receptionist

Office Manager

IT Services

Administration

Outreach

Business Services

Resource Room Materials

Strategic Data Gathering

Other

Janitorial

Utilities

Taxes

Insurance

Resource Room Phones and Internet

Security

Maintenance and  Repairs

Pest Control

Equip for Assistive Technology

Equip Copier,Computers,Furniture

Technology for Outreach Activities

Common Identifier Costs (Signs,Website)

General supplies (Copy Paper, ect.)

Other

Infrastructure Costs

Additional Delivery System Costs

Cash Contributions

$0.00

$0.00

$15,178.56

$0.00

      Budget     Actual   

Infrastructure Total $108,403.04 $0.00

Delivery System Total $16,178.56 $0.00

ExpendituresTotal $124,581.60 $0.00      

  

      Budget     Actual   

  

 

 

Hours   Rate/hr        Budget     Actual   

     

$0.00 $0.00

Wednesday, May 17, 2017 Page 1 of 2
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$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

Grant Cash Contributions

Reserve Draw-down

Employer Events

Room Rental

Other

Revenues Total $0.00 $0.00

Total Allocated Budget $124,581.60 $0.00      

   

Wednesday, May 17, 2017 Page 2 of 2
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FY18 Budget (July 1, 2017 - June 30, 2018)
Prepared by the: Fox Valley WDB Executive Leadership 

July 1,2017 

For the: Fond du Lac Area Job and Career Center

0 $0.00$0.00

0 $0.00$0.00

182 $0.00$52.16

0 $0.00$0.00

$0.00 $0.00

$500.00 $0.00

$0.00 $0.00

$0.00 $0.00

$55,625.43 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$2,336.86 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$400.00 $0.00

$15,234.48 $0.00

$0.00 $0.00

$2,500.00 $0.00

$0.00 $0.00

$0.00 $0.00

Rent

Receptionist

Office Manager

IT Services

Administration

Outreach

Business Services

Resource Room Materials

Strategic Data Gathering

Other

Janitorial

Utilities

Taxes

Insurance

Resource Room Phones and Internet

Security

Maintenance and  Repairs

Pest Control

Equip for Assistive Technology

Equip Copier,Computers,Furniture

Technology for Outreach Activities

Common Identifier Costs (Signs,Website)

General supplies (Copy Paper, ect.)

Other

Infrastructure Costs

Additional Delivery System Costs

Cash Contributions

$0.00

$0.00

$9,493.12

$0.00

      Budget     Actual   

Infrastructure Total $76,096.77 $0.00

Delivery System Total $9,993.12 $0.00

ExpendituresTotal $86,089.89 $0.00      

  

      Budget     Actual   

  

 

 

Hours   Rate/hr        Budget     Actual   

     

$0.00 $0.00

Wednesday, May 17, 2017 Page 1 of 2
159
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$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

Grant Cash Contributions

Reserve Draw-down

Employer Events

Room Rental

Other

Revenues Total $0.00 $0.00

Total Allocated Budget $86,089.89 $0.00      

   

Wednesday, May 17, 2017 Page 2 of 2
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FY18 Budget (July 1, 2017 - June 30, 2018)
Prepared by the: Fox Valley WDB Executive Leadership 

July 1,2017 

For the: Fox Cities Workforce Development Center

2080 $0.00$20.31

0 $0.00$0.00

145.5 $0.00$52.16

0 $0.00$0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$124,766.08 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$4,335.65 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$400.00 $0.00

$15,509.84 $0.00

$0.00 $0.00

$2,500.00 $0.00

$0.00 $0.00

$0.00 $0.00

Rent

Receptionist

Office Manager

IT Services

Administration

Outreach

Business Services

Resource Room Materials

Strategic Data Gathering

Other

Janitorial

Utilities

Taxes

Insurance

Resource Room Phones and Internet

Security

Maintenance and  Repairs

Pest Control

Equip for Assistive Technology

Equip Copier,Computers,Furniture

Technology for Outreach Activities

Common Identifier Costs (Signs,Website)

General supplies (Copy Paper, ect.)

Other

Infrastructure Costs

Additional Delivery System Costs

Cash Contributions

$42,244.80

$0.00

$7,589.28

$0.00

      Budget     Actual   

Infrastructure Total $147,511.57 $0.00

Delivery System Total $49,834.08 $0.00

ExpendituresTotal $197,345.65 $0.00      

  

      Budget     Actual   

  

 

 

Hours   Rate/hr        Budget     Actual   

     

$0.00 $0.00

Wednesday, May 17, 2017 Page 1 of 2
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$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

Grant Cash Contributions

Reserve Draw-down

Employer Events

Room Rental

Other

Revenues Total $0.00 $0.00

Total Allocated Budget $197,345.65 $0.00      

   

Wednesday, May 17, 2017 Page 2 of 2
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FY18 Budget (July 1, 2017 - June 30, 2018)
Prepared by the: Fox Valley WDB Executive Leadership 

July 1,2017 

For the: Berlin Job Center

0 $0.00$0.00

0 $0.00$0.00

36.5 $0.00$52.16

0 $0.00$0.00

$0.00 $0.00

$500.00 $0.00

$0.00 $0.00

$0.00 $0.00

$6,000.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$2,560.00 $0.00

$4,016.08 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$4,904.08 $0.00

$0.00 $0.00

$2,500.00 $0.00

$500.00 $0.00

$0.00 $0.00

Rent

Receptionist

Office Manager

IT Services

Administration

Outreach

Business Services

Resource Room Materials

Strategic Data Gathering

Other

Janitorial

Utilities

Taxes

Insurance

Resource Room Phones and Internet

Security

Maintenance and  Repairs

Pest Control

Equip for Assistive Technology

Equip Copier,Computers,Furniture

Technology for Outreach Activities

Common Identifier Costs (Signs,Website)

General supplies (Copy Paper, ect.)

Other

Infrastructure Costs

Additional Delivery System Costs

Cash Contributions

$0.00

$0.00

$1,903.84

$0.00

      Budget     Actual   

Infrastructure Total $20,480.16 $0.00

Delivery System Total $2,403.84 $0.00

ExpendituresTotal $22,884.00 $0.00      

  

      Budget     Actual   

  

 

 

Hours   Rate/hr        Budget     Actual   

     

$0.00 $0.00

Tuesday, May 16, 2017 Page 1 of 2
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$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

Grant Cash Contributions

Reserve Draw-down

Employer Events

Room Rental

Other

Revenues Total $0.00 $0.00

Total Allocated Budget $22,884.00 $0.00      

   

Tuesday, May 16, 2017 Page 2 of 2
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FY18 Budget (July 1, 2017 - June 30, 2018)
Prepared by the: Fox Valley WDB Executive Leadership 

July 1,2017 

For the: Waupaca Job Center

0 $0.00$0.00

0 $0.00$0.00

36.5 $0.00$52.16

0 $0.00$0.00

$0.00 $0.00

$500.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$328.21 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$4,416.08 $0.00

$0.00 $0.00

$2,500.00 $0.00

$500.00 $0.00

$0.00 $0.00

Rent

Receptionist

Office Manager

IT Services

Administration

Outreach

Business Services

Resource Room Materials

Strategic Data Gathering

Other

Janitorial

Utilities

Taxes

Insurance

Resource Room Phones and Internet

Security

Maintenance and  Repairs

Pest Control

Equip for Assistive Technology

Equip Copier,Computers,Furniture

Technology for Outreach Activities

Common Identifier Costs (Signs,Website)

General supplies (Copy Paper, ect.)

Other

Infrastructure Costs

Additional Delivery System Costs

Cash Contributions

$0.00

$0.00

$1,903.84

$0.00

      Budget     Actual   

Infrastructure Total $7,744.29 $0.00

Delivery System Total $2,403.84 $0.00

ExpendituresTotal $10,148.13 $0.00      

  

      Budget     Actual   

  

 

 

Hours   Rate/hr        Budget     Actual   

     

$0.00 $0.00

Tuesday, May 16, 2017 Page 1 of 2
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$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$1,400.00 $0.00

$0.00 $0.00

Grant Cash Contributions

Reserve Draw-down

Employer Events

Room Rental

Other

Revenues Total $1,400.00 $0.00

Total Allocated Budget $8,748.13 $0.00      

   

Tuesday, May 16, 2017 Page 2 of 2
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FY18 Budget (July 1, 2017 - June 30, 2018)
Prepared by the: Fox Valley WDB Executive Leadership 

July 1,2017 

For the: Wautoma Job Center

0 $0.00$0.00

0 $0.00$0.00

36.5 $0.00$52.16

0 $0.00$0.00

$0.00 $0.00

$500.00 $0.00

$0.00 $0.00

$0.00 $0.00

$1,405.56 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$2,500.96 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$4,036.28 $0.00

$0.00 $0.00

$2,500.00 $0.00

$500.00 $0.00

$0.00 $0.00

Rent

Receptionist

Office Manager

IT Services

Administration

Outreach

Business Services

Resource Room Materials

Strategic Data Gathering

Other

Janitorial

Utilities

Taxes

Insurance

Resource Room Phones and Internet

Security

Maintenance and  Repairs

Pest Control

Equip for Assistive Technology

Equip Copier,Computers,Furniture

Technology for Outreach Activities

Common Identifier Costs (Signs,Website)

General supplies (Copy Paper, ect.)

Other

Infrastructure Costs

Additional Delivery System Costs

Cash Contributions

$0.00

$0.00

$1,903.84

$0.00

      Budget     Actual   

Infrastructure Total $10,942.80 $0.00

Delivery System Total $2,403.84 $0.00

ExpendituresTotal $13,346.64 $0.00      

  

      Budget     Actual   

  

 

 

Hours   Rate/hr        Budget     Actual   

     

$0.00 $0.00

Tuesday, May 16, 2017 Page 1 of 2
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$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

$0.00 $0.00

Grant Cash Contributions

Reserve Draw-down

Employer Events

Room Rental

Other

Revenues Total $0.00 $0.00

Total Allocated Budget $13,346.64 $0.00      

   

Tuesday, May 16, 2017 Page 2 of 2
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WORKFORCE INNOVATION & OPPORTUNITY ACT 
 

 

Priority of Service Policy 
 

Summary of Changes 
 

 2016-8-05 Added verbiage to who has priority after Veteran priority 
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Approved 8/19/2016 

Updated: 10/28/2015, 8/5/2016 

 

 

 

Section 134 (c)(3)(E) of WIOA establishes a priority requirement with respect to funds allocated to a local area of Adult 

Program employment and training activities. Under this section, One-Stop center staff responsible for these funds must 

give priority to recipients of public assistance, other low-income individuals, and individuals who are basic skills deficient 

in the provision of individualized career and training services. 

 

Under WIOA, priority must be provided regardless of the level of funds. Veterans and eligible spouses continue to 

receive priority of service for all DOL-funded job training programs, which include WIOA programs. However, as 

described in TEGL 10-09, and DWD Admin Memo 16-06 when programs are statutorily required to provide priority for a 

particular group of individuals, such as the WIOA priority described above, priority must be provided in the following 

order: 

 

i. First, to veterans and eligible spouses who are also included in the groups given statutory priority for 

WIOA adult formula funds. This means that veterans and eligible spouses who are also recipients of 

public assistance, other low-income individuals, or individuals who are basic skills deficient would 

receive first priority for services provided with WIOA adult formula funds. 

ii. Second, to non-covered persons (that is, individuals who are not veterans or eligible spouses) who are 

included in the groups given priority for WIOA adult formula funds. 

iii. Third, to ǀeteƌaŶs aŶd eligiďle spouses ǁho aƌe Ŷot iŶĐluded iŶ WIOA’s pƌioƌity gƌoups. 
iv. Fourth, if the individual is determined to be ͞loǁ iŶĐoŵe͟ oƌ a ƌeĐipieŶt of puďliĐ assistaŶĐe, s/he ŵust 

be given priority of service and no further assessment for priority of service determination is required. 

v. Fifth, if the individual answers ͞NO͟ to aŶy of the ƋuestioŶs oŶ the sĐƌeeŶeƌ oƌ is uŶaďle to Đoŵplete the 
foƌŵ ǁithout assistaŶĐe, the iŶdiǀidual is ĐoŶsideƌed ͞ďasiĐ skills defiĐieŶt͟ aŶd ŵust ďe pƌoǀided 
priority of service. 

vi. Last, to non-covered persons outside the groups given priority under WIOA. 

 

Note: When past income is an eligibility determinant for Federal employment or training programs, any amounts 

received as military pay or allowances by any person who served on active duty, and certain other specified benefits 

must be disregarded for the veteran and for other individuals for whom these amounts would normally be applied in 

making an eligibility determination. Military earnings are not to be included when calculating income for veterans or 

transitioning service members for this priority, in accordance with 38 U.S.C. 4213 

 

If the individual is not low income or a recipient of public assistance, s/he must complete the ͞BasiĐ “kills DefiĐieŶt 
“ĐƌeeŶeƌ foƌŵ͟ 
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WORKFORCE INNOVATION & OPPORTUNITY ACT 
 

 

Incumbent Worker Training Policy 
 

Summary of Changes 
 

 

Page Comment Date Authority 

 Newly created policy 5/22/18 FVWDB 

 

 

  

Standing Committee Report
One Stop    7f
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FVWDB strives to increase company and worker competitiveness.  As such, Incumbent Worker Training (IWT) provided 

by WIOA (Section 134 (d) (4)) allows local workforce boards to use up to 20 percent of their adult and dislocated worker 

allocations to provide the federal share of the cost of providing Incumbent Worker Training (IWT).  The non-federal costs 

of IWT can include employee wages paid during training and other fairly evaluated in-kind contributions.   The minimum 

amount of the employer share of IWT depends upon the size of the employer as follows: 

 At least 10 percent of the cost for employers with 50 or fewer employees 

 At least 25 percent of the cost for employers with 51 to 100 employees 

 At least 50 percent of the cost for employers with more than 100 employees 

 

Incumbent worker training will be considered to address company needs for skilled workers and may also address the 

need to provide layoff aversion services to the company or advance sector strategy initiatives.  Incumbent workers 

will benefit from the training itself and also from an increase in wage and potential upward mobility.  

 

Incumbent workers must be employed full-time (32 or more hours per week), be over age 18, and have an established 

relationship with the company for at least 6 months (tenure as a temporary worker could be included and if cohort 

training is provided, a majority of trainees must meet the 6 month minimum).  Additionally, companies/employees must 

meet the Fair Labor Standards Act (FLSA) requirements for an employee-employer relationship.  Participating companies 

and incumbent workers must provide required documentation. 

 

 

 

 

 

 

 

Fox Valley WDB, serving WIOA Title I, is an Equal Opportunity Employer and Service Provider 

A Proud Partner of the American Job Center Network 

 

 

Workforce Innovation & Opportunity Act 

(WIOA) Incumbent Worker Training Policy 
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Transitional Jobs Policy – FVWDB does not have this policy. 

Attachment 21 
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WORKFORCE INNOVATION & OPPORTUNITY ACT 
 

 

Individual Training Services Policy 
 

Summary of Changes 
 

 

Page Comment Date Authority 

2 Clarified language on the six training areas   

3-4 ‘eplaĐed ͞IŶteŶsiǀe͟ ǁith ͞IŶdiǀidualized Caƌeeƌ͟   
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  Updated 02/18/16     Approved 7/22/13 

 

   
 

BACKGROUND 
 

Federal law established the Workforce Innovation and Opportunity Act (WIOA). Individual 

Training Accounts (ITAs) are the mechanism by which enrollees in the WIOA Adult and Dislocated 

Worker programs receive funding for training services (WIA Section 134 (d) (4) (G)).  For the Fox 

Valley Workforce Development Board (FVWDB), this includes training services through all 

funding sources.   
 

The only type of training services for which ITAs are not required is customized training and On-

the-Job Training (OJT). 
 

For additional guidance from the Department of Workforce Development (DWD), see DWD WIOA 

Interim Program Guidance for Adult, Dislocated Worker, and Youth Programs, Training Services 
 

Locally, FVWDB will focus on six specific training areas: including the career ͚suďsets͛ of: 
 

- Advanced Manufacturing 

- Call Centers / Business Services 

- Construction 

- Health Care 

- Modernized Agriculture 

- Logistics (CDL / Supply Chain) 

- The following subsets are included 

o Financial 

o Human Resources 

o Information Technology 
 

For example, a participant may be interested in accounting.  Accounting is NOT one of the specific 

focus areas; however, accounting positions can be found supporting the six specific areas, and as 

paƌt of the ͚fiŶaŶĐial͛ suďset, it is appropriate for training. 

FVWDB is committed to returning participants back to the workforce as quickly as possible.  

Training programs that result in "certificates" (typically four or more courses) or "technical 

diplomas" will be favored over the traditional two-yeaƌ assoĐiate͛s degƌee whenever possible.   

These alternative training programs usually take a year or less to complete for the full-time 

student.  While this approach may not be practical for every participant, it will allow the 

participant to return to work sooner and allow FVWDB to serve more people.   

 
  

ELIGIBILITY FOR ITAs 
 

Workforce Innovation & Opportunity Act 

Individual Training Account Policy 
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Participants eligible for ITAs must meet all of the following federal requirements: 
 

1. Have received an assessment which includes information on work history, education, 

skills, interests, abilities, aptitudes, and personal situation; 

2. Have received labor market information and/or career counseling on occupational 

projections; 

3. Have verification of receipt of Individualized Career Services, including the development 

of an Individual Employability Plan; 

4. Have, whenever possible, must first explore other alternative no-cost options such as Job 

Center tutorials/workshops and/or online tutorials/resources before expending WIOA 

funds for basic educational skills instruction. 

5. The training program is applicable to one of the six focus areas, and the Labor Market 

Information (LMI) outlook is positive as determined by the case manager or FVWDB. When 

a participant meets TAA requirements for training and funding is available, that funding should 

be used first; 

6. Have been unable to obtain and retain employment that provides self-sufficiency; 

7. Have been determined to have the skills and qualifications to successfully participate in 

the selected program of training services; 

8. Have selected a program of training services which is directly linked to demand 

occupations 

 

GUIDELINES 
 

1. All funding is on a semester-by-semester basis and is dependent on continued availability 

of federal funds. 

2. If applicable, participants are required to apply for Financial Aid (federal requirement). 

WIOA will only cover those costs (or unmet needs) not covered by the financial aid 

package or other sources.   

3. Temporary (interim) employment for WIOA participants is allowed during their training period 

(WIOA law).  

4. The following is locally determined: 

 

a) Funding limits for activities covered by the training policy are determined by FVWDB 

initially during the budget preparation process. The limits will be reviewed quarterly 

throughout the program year.  Adjustments will be made accordingly as the budget 

allows. The board will be advised of any revisions in a timely manner. 

 

b) Training can be for up to four semesters, if an extenuating circumstance exists a fifth 

semester may be authorized by staff (e.g. class not available during fourth semester, 

part time employment, etc.).  NOTE:  The additional semester cannot cause the 

participant to exceed the established lifetime maximum limit for funding. 

 

c) Only one ITA will be allowed per participant, unless extenuating circumstances exist 

and then must be approved by FVWDB. 
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d) All Individualized Career Services ;e.g. ͞pƌeǀoĐatioŶal͟Ϳ requiring funding fall within 

the lifetime funding limit. 

 

e) FVWDB has the authority to allow a WIOA participant to do an OJT (on a case-by-case 

basis) even if they received WIOA training previously.    

 

f) Short-term training is typically 12 weeks or less (exceptions may be approved by FVWDB 

on a case-by-case basis by training program). 

 

g) PaƌtiĐipaŶts puƌsuiŶg a BaĐheloƌ͛s Degƌee ŵay ďe eligiďle foƌ tƌaiŶiŶg if they are at 

junior status and will be completing the program within the four semester limit. 

Participants who already have a four-year college degree will be eligible for training 

costs only if a transferable skills analysis indicates the need for training to improve the 

paƌtiĐipaŶt͛s eŵployaďility.  
 

h) PayŵeŶt foƌ a Masteƌ͛s Degƌee is Ŷot alloǁaďle. 
 

i) Continuation of funding will be contingent upon maintenance of a 2.0 grade point 

cumulative average. Funding will not be utilized to pay for a repeat class due to a failed 

gƌade oƌ a sĐhool gƌade ƌeƋuiƌeŵeŶt to ƌepeat a Đlass due to a ͞D͟ gƌade oƌ loǁeƌ. 
The participant will be responsible for tuition payment, books and fees related to such 

class. 

 

j) A direct reimbursement voucher for allowable expenses must be signed by the case 

manager and participant.  Applicable receipts must accompany the voucher before 

any payment can be made.  

 

k) WIOA participants who enroll in training, drop out, or never start the training are not 

responsible for intangible costs such as expenses for a training required medical exam 

or for tuition, registration, book fees, or fees for certificates or licenses.  However, 

they can be asked to return tangible items (uniforms and work tools).    
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1 
On-The-Job Training  Developed 8/15/2004 
  Revised 09/15/2015 

WORKFORCE INNOVATION AND 
OPPORTUNITY ACT 

 
 

ON-THE-JOB TRAINING POLICY 
 

Summary of Changes 
 

 More responsibilities placed on business service managers, pages 4, 6, 7 & 9 

 ͞Reǀerse referrals͟ noǁ authorized ǁith stipulations, page 5 

 OJT eligible certificate modified, page 28 

 2014-05-22 restructured the policy and developed a procedure for the OJT. 

 2015-09-15 Updated WIA to WIOA 

FVWDB Local Plan page 147 of 249
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2 
On-The-Job Training  Developed 8/15/2004 
  Revised 09/15/2015 

Workforce Innovation and 

Opportunity Act (WIOA) FVWDB 

ON-THE-JOB TRAINING POLICY 

 
On-the-Job Training (OJT) is onsite training by an employer who is reimbursed up to 50% of 

the wage rate of the participant (over a determined period of time) to compensate for 

extraordinary costs of training. 
 

On-the-job training (OJT) as allowed by the Workforce Innovation and Opportunity Act 

(WIOA) is a viable training tool for eligible WIOA participants.  OJT can be an effective tool in 

assisting WIOA eligible participants to become gainfully employed after receiving core 

services, intensive services, and has been unsuccessful in finding adequate employment.  

This is because the training is conducted at the work place.  On-the-job training is one of the 

most successful forms of training under WIOA.  WIOA enrollees are either dislocated 

workers or economically disadvantaged (income less than 200% of poverty) persons with 

limited/outdated skills, and employers are often unwilling to take the risk of hiring and 

training these individuals. The OJT program encourages employers to take that risk by 

partially reimbursing wages for training. 
 

Payments made to employers are considered to be reimbursements for costs of training, 

including lower productivity, which are over and above normal training that would be 

provided to non-WIOA eligible new hires.  The OJT contract is not a subsidy to employers for 

normal hiring and training.  WIOA funds must be used to buy training, not placements and 

wage subsidies.  However, for an OJT to be most beneficial and productive for both the 

WIOA trainee and the employer, it should be planned.  Therefore, in the OJT procedure 

guidelines are designed to assist case managers and business service managers (BSM) in the 

planning of an OJT experience.  The 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, reasonable and allocable.  

 

The OJT funding source requirements are listed below and are the responsibility of the 

FVWDB and its subcontractors. 

 

 Identification of OJT Need 

 Selection of Participants for On-the-Job-Training 

 Employer Eligibility for Participating in On-the-Job Training 

 Occupational Eligibility 

 Content of the contract 

 Procedures 

 OJT Monitoring, Compliance & Modification 

 Recordkeeping 

 OJT Direction Outline 
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Customized Training Policy – Mentioned in Individual Training Services Policy (Attachment 22) 

Attachment 24 
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Needs-Related Payment Policy – FVWDB does not have this policy. 

Attachment 25 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 

SUPPORT SERVICES POLICY 

 

Summary of Changes 

 
Page Comment Date Authority 

2 Deleted refereŶĐe to ͚Đore͛ serǀiĐes ;WIA terŵͿ  2/18/16 FVWDB 

2 Updated ͚iŶteŶsiǀe͛ to ͚IŶdiǀidualized Career͛ (WIA vs WIOA 

changed) 

2/18/16 FVWDB 

4 Updated ͚Youth͛ age raŶge 14-24 2/18/16 FVWDB 
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Approved By: Board of Directors 

_________ 

2 

 

 

 
 

GENERAL 
 

It is the policy of the Fox Valley Workforce Development Board (FVWDB) to identify the support service 

needs of participants in the Fox Valley Workforce Development Area and to the extent possible, provide 

and secure unsubsidized employment.  For WIOA participants, this includes the provision of childcare, 

transportation services, and other support services considered necessary to participate in job search, 

employment and training programs.  The case manager approves support services following policy for 

Adult, Dislocated Worker, SRR, NEG, and Youth programs.  Since WIOA programs are not an 

entitlement, supportive services payments are made on a case-by-case basis only when determined 

necessary and reasonable. WIOA funding should be used as a source of last resort. The supportive 

services must be necessary for the customer to achieve the goals outlined in the employment 

plan/individual service strategy are consistent with what the customer intends to achieve. Costs of 

supportive services must demonstrate a direct connection to participation in employment, and assist 

in building skills needed to succeed and advance in the workplace. Payments should not be made for 

non-WIOA activities or for items that are not necessary for participation in the WIOA activity.  Support 

Services resources are limited and are not an entitlement.  The needs of each individual and 

availability of funding will be considered.  The FVWDB Program Director provides oversight for the 

support services policy. 

 

Supportive services are only to be provided to participants who: 

 

 Are participating in 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 provide these services; and  

 Demonstrate a need for assistance to enable him/her to participate in Title 1 activities. 

 

Supportive services available to participants, these services can only be provided after it is proven 

necessary to enable him/her to participate in WIOA funded activities. Examples include, but are not 

limited to: 

 

 Assistance with uniforms or other appropriate work attire; 

 Assistance with work-related tools, including such items as eyeglasses & protective eye gear; 

 Testing fees; 

 Assistance with transportation;  

 Assistance with child care and dependent care; 

 Linkages to community services; 

Workforce Innovation & Opportunity Act 

(WIOA) Support Service Policy 
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 Emergency housing; and  

 Referrals to medical services. 

 

The following supportive services are prohibited: 

 

 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 deposits, e.g. rental, 

lease, etc. 

 Medical services and procedures, including transportation to medical appointments. 

 

Since WIOA programs are not an entitlement, supportive service payments are made on a case-by-case 

basis only when determined necessary and reasonable. WIOA funding should be used as a source of 

last resort. The supportive services must be necessary for the customer to achieve the goals outlined 

in the employment plan/individual service strategy are consistent with what the customer intends to 

achieve. Costs of supportive services must demonstrate a direct connection to participation in 

employment activities or education and training programs which will eventually lead to unsubsidized 

employment, and assist in building skills needed to succeed and advance in the workplace. Payments 

should not be made for non-WIOA activities or for items that are not necessary for participation in the 

WIOA activity.  

 

CHILDCARE 
 

Childcare is based on assessed need and available funding.  Childcare will be authorized on a first come, 

first serve basis.  Each WIOA certified and enrolled program participant may apply for childcare 

assistance when the participant is attending an approved training program on a full- or part-time basis, 

this also includes individuals attending a third shift training. This doesŶ͛t ŵatĐh ǁith the Ŷeǆt paragraph 

Childcare will be paid at 50% of the prevailing childcare rate determined by the county department of 

human resources.   

 

Hours payable can include hours in class, reasonable travel time and study time. Study time must be 

approved and structured time for which a signature (professor or supervising professional) will be 

required.  The childcare provider may be certified or not.  The provider may be family or friend; 

however the child/children must be taken care of outside of the residence.  If a 

spouse/parent/adult/sibling residing in the household is not working or attending a training program, 

that person will be considered available to provide childcare without reimbursement.  (Consideration 

can be given to unique situations, e.g. time off work due to illness or pregnancy, inability to care for 

child, or need to hold childcare slot). 
 

TRADE ACT FUNDING (TAA) 
 

If a customer is enrolled in Trade Act this funding source must be utilized prior to WIOA funding. If the 

customer needs resources not covered by Trade Act, local policy should be followed to provide these 

wrap-around services. 
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TRANSPORTATION 
 

Transportation is based on assessed need and available funding, a participant will be considered for 

mileage reimbursement if he/she lives more than 20-miles (one-way) from the educational/OJT facility 

they are attending and are enrolled as either a full time or part time student.   
 

OTHER SUPPORT SERVICES 
 

Each WIOA registered and enrolled program participant may apply for other support service assistance.  

Although priŵarilǇ iŶteŶded for ĐlieŶts iŶ traiŶiŶg, ͚other support serǀiĐes͛ ŵaǇ ďe appropriate for ĐlieŶts Ŷot 
receiving a training service.  The case manager MUST determine that ALL of the following apply: 
 

Adult/DW: 

1) The participant is job searching and needs support services to accept/obtain or necessary to retain a job 

(with case manager discretion) and 

2) Other resources have been explored and are not available; and 

3) The employment, if applicable, is not related to temporary employment or with the dislocated employer. 
 

Youth (ages 14-24): 

1) Support services may be items that are necessary for the participant to receive training services and/or 

obtain employment.  These support service items may include, but are not limited to those detailed in 

the FVWDB/Subcontractor WIOA contract; and 

      2)    Other resources have been explored and are not available. 
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FVWDB FOLLOW-UP POLICY FOR 

 WIOA PROGRAM PARTICIPANTS 

 

 

 

Adults and dislocated workers who are registered participants and placed in unsubsidized 

employment will have follow-up services made available to them for not less than 12 months 

after the first day of the employment, as appropriate.  Youth participants must receive some 

form of follow-up services for a minimum of 12 months after they are exited.  As long as 

participants are receiving WIOA or WIOA funded partner services, they are considered active 

participants and are not eligible for follow-up services. The key date for initiating follow-up 

services is the exit date. 

 

WIOA funding for participant follow-up services is an allowable expenditure.  The emphasis of 

follow-up services for adults, dislocated workers, and Out of School Youth is job retention and 

advancement, lifelong learning and self-sufficiency, and provision of additional services as 

needed to assist program participants.  Follow-up should be conducted frequently enough to 

address on-the-job issues, prevent job loss, promote income improvement/job advancement, 

assist with re-employment if necessary.  For younger youth (14 to 18 years old) follow up 

services promote life-long learning and self-sufficiency.  The scope and intensity of follow-up 

services should be based upon individual participant needs and should be consistent with the 

individual service strategy for each participant.  While follow-up services must be made 

available, not all participants will need or want such services.   

 

 

Disallowed Costs 

Financial assistance such as needs-related payments for employed participants is not an 

allowable follow-up service.   

 

See “Follow-Up” procedures for additional guidance. 
 

 

 

Summary of change(s): 

 

Page Change Date Authority 

1-2 Removed procedures from document   
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Date of Issuance: February 2014 

Board Approval 2014-03 

Updated: 2015-10-09 

 

  

Purpose:  To provide policy for granting stipends and incentive awards to eligible youth enrolled in the  

Title I Workforce Investment Act (WIA) Youth program. 

 

Background:  The Workforce Investment Act of 1998, Section 129(a)(5), states WIA Youth funds can be  

used  to  provide  incentives  for  recognition  and  achievement  to  eligible  youth.  This is a FVWDB 

local policy to guide implementation of DWD policy.  Incentives and stipends are allowable to youth 

enrolled in the WIA Title I Youth program and are intended to be used to encourage and motivate area 

youth to reach  specific  goals  and  obtain  positive  outcomes  to  increase  education  and  workforce  

skill  sets. Incentive and stipend awards are not an entitlement. All incentive and stipend awards will be 

subject to availability of WIA Youth funds and applied at the discretion of the Fox Valley Workforce 

Development Board (FVWDB) staff.  Stipends and award incentives will come directly from the 

subcontractors current budgets.  No additional funds will be given for this policy.  Incentives and stipend 

payments will be administered in a manner to ensure that all participants receive equal rewards for 

equal achievements. 

 

A.  Stipend 

Definition: A stipend is a fixed regular small payment made to a WIA Youth participant during 

his/her enrollment to encourage participation in targeted specified activities. Stipends may not 

exceed  the  Federal  or  Wisconsin  minimum  wage,  whichever  is  higher  and  will  be  

calculated based on actual hours of attendance. Attendance in the activity must be documented 

as the basis of stipend payments and must include at a minimum, an attendance sheet signed by 

the participant and appropriate staff or teacher and case manager.  All documentation will be 

ŵaiŶtaiŶed iŶ the participaŶt’s file and included in the participants Individual Service Strategy 

(ISS). 

 

Stipends may be awarded for the following activities but are not limited to: 

 Attending General Equivalency Degree (GED) classes or earning a GED 

 Attending an alternative school or graduating from an alternative school 

 Attending  GED  classes  for  the  purpose  of  basic  skills  enhancement 

(individual must be basic skills deficient) or passing one or more GED tests 

 Completing a Work Readiness Skills class 

 Participating  in  community  service  projects,  service  learning  projects,  job 

shadowing 

 

Stipends may NOT be awarded for on-line or virtual classroom participation.  Payment must be based on 

actual hours of participation in the activity as documented by the attendance or time sheet. 

 

B.  Incentive 

 

Workforce Innovation and Opportunity Act (WIOA) 

Youth Stipend and Incentive Policy 
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Date of Issuance: February 2014 

Board Approval 2014-03 

Updated: 2015-10-09 

 

Definition: An incentive is a payment to a WIA Youth participant for the successful achievement 

of expected outcomes. The incentive must be linked to an achievement and must be related to a 

training and/or education activity that specifically addresses at least one of the ten required 

Youth Program elements. Such achievements must be documented in the participaŶt’s ISS as 

the basis for an incentive payment. 

 

This  list  of  cash  incentives  may  be  awarded  to  WIA  enrolled  Youth  for  full  completion  and 

achievement in a WIA activity.  These incentive payments may be awarded as cash incentives or  

in  the  form  of  plaques,  gift  card/certificates  (restaurants,  video,  retail,  bank  and  school  book 

stores). 

 

Incentives  and  Stipends  will  be  recommended  by  appropriate  staff  with  the  final  approval  by 

FVWDB  CEO.  FVWDB  reserves  the  option  to  include  incentives  and  stipends  in  established 

contracts with partner agencies in order to best serve demographic populations. 

 

Payment  limits  are  determined  annually  and  are  part  of  the  subcontractor  contract  as  

applicable;  otherwise,  limits  will  be  established  by  FVWDB  and  published  in  the  operational 

manual in the section for Youth Stipend Procedures. 

 

Incentives are awarded but are not limited to: 

 Basic Skills Improvement Incentive:  

o Can improve functioning level or grade level.  

 Attainment of GED or High School Diploma:  

o Youth participants are eligible for this one-time incentive following the submission of 

the appropriate respective certificate and/or official document from the test site 

verifying the participant successfully passed the testing requirements. 

 Un-paid Work Experience:  

o Youth participants are eligible for a one-time incentive if they participate in an un-paid 

internship or work experience.  

 Post-secondary School Incentive: 

o Youth participants attending post-secondary education in credit barring courses are 

eligible for this incentive upon completion. (Completion of a degree, certificate program 

or short term training) 

 

Questions  regarding  the  use  of  what  can  be  used  for  Stipends  or  Incentives other  than  listed 

here should be directed to the Programs Director of FVWDB. 

 

*FVWDB Programs Director is responsible for proper procedures to implement this policy. 
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List of Youth Providers 

Attachment 29 

 

 
LETC – Labor Education & Training Center 
 
All Counties (Calumet, Fond du Lac, Green 
Lake, Waupaca, Waushara, & Winnebago) 
 
2811 8th St S Ste 30 
Wisconsin Rapids, WI  54494 
 

 Office: 715-422-4716 
Fax: 715-422-4721 

Contact: Cynthia Kiesling – CWDP, Executive 
Director 

 cynkiesling@yahoo.com 
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  Approved 2/18/2016 

 
 

FOX VALLEY WORKFORCE DEVELOPMENT BOARD, Inc. 

 

SELF-SUFFICIENCY POLICY 

 

Self-Sufficiency for individuals participating in the WIOA Adult Program is 200 percent or more of the 

Federal Poverty Guidelines for family size.  An individual with a disability whose own income is below 200 

percent of poverty of the Federal Poverty Guideline for a family of one qualifies regardless of other family 

income. 

 

Individuals participating in the Dislocated Worker Program are not required to meet the same self-

sufficiency as Adult Program for enrollment into the program.  They must meet state and federal requirements 

for WIOA enrollment eligibility.     

 

Exit from program self-sufficiency for dislocated workers shall be defined as having attained an income 

which is greater than 200% of poverty or 80% of the individual’s dislocation wage.   
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Overview:  FVWDB views the Career Pathways model as a multi-tiered approach for delivering support to clients 

enrolled in the Workforce Investment Act (WIOA) program.  The model is structured in a way that allows individuals to 

enter and exit according to their needs and goals.  Career Pathways is a long-term approach designed to develop a 

quality workforce on multiple levels and will be implemented across all WIOA programs (Dislocated Worker, Adult, 

and Youth).   

 

Focus Areas:  FVWDB has elected to concentrate on six focus groups that play a vital role in our economic engine.  The 

intent is to provide a near continuous pipeline of qualified individuals who are able to meet the dynamic needs of our 

local workforce.  The focus areas with their additional career subsets include: 

 

1. Advanced Manufacturing 

a. Financial / Human Resources / Information Technology 

 

2. Call Centers / Business Services 

a. Financial / Human Resources / Information Technology 

 

3. Construction 

a. Financial / Human Resources / Information Technology 

 

4. Health Care 

a. Financial / Human Resources / Information Technology 

  

5. Modernized Agriculture 

a. Financial / Human Resources / Information Technology 

 

6. Logistics (CDL / Supply Chain) 

a. Financial / Human Resources / Information Technology 

Basic Guidance:  Although requirements may vary slightly amongst WIOA program areas, before any training can be 

provided, the training must meet current FVWDB policy. 

 

Action Plan:  The FVWDB version of the Career Pathways model is centered on three critical steps: 1) Assessments, 2) 

Career Planning, and 3) Action 

 

1. AssessŵeŶts:  NeĐessaƌy to deteƌŵiŶe ͞ǁheƌe͟ the iŶdiǀidual is at Ŷoǁ ;skillsͿ aŶd ǁheƌe do they ǁaŶt to 
be tomorrow and in the future.   

a. Various tools are currently in existence or are being planned within our Workforce Development 

Area (WDA), such as Workkeys and others as necessary with FVWDB approval. 

b. The assessments will be used to develop a comprehensive picture of what skills (hard/soft) the 

client currently possesses and how that impacts future plans. 

 

FVWDB Career Pathways  - Guidance  Model 

Attachment 31 
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2. Career Planning:  Necessary to determine or identify aŶy ͞skill͟ gaps oƌ ďaƌƌieƌs to eŵployŵeŶt, aloŶg 
ǁith stƌeŶgths.  This plaŶŶiŶg ǁill ďe used to iŶitiate the ͞ǁay ahead͟ foƌ the ĐlieŶt as a systeŵatiĐ ͞Đaƌeeƌ 
ƌoadŵap͟ is deǀeloped.  The foĐus of the ƌoadŵap should ďe oŶ ǁhat the pƌogƌaŵ ĐaŶ pƌoǀide to the 

client in order to reach their goals.  Goals outside the scope of the program need to be considered and if 

feasible, guidance on how to reach those goals can be given.  For example, a typical client may be working 

towards a two-year degree initially and then will go for a four year degree.  The two-year degree would be 

within the scope of the program; however, the four year degree would not in this case (Note: someone 

already in their third year may qualify as well).  The roadmap should address this limitation and give some 

guidance (or provide referral) on how to continue towards the advanced degree.   The roadmap will 

consist of the following components: 

a. TƌaiŶiŶg PlaŶ:  Cleaƌly outliŶe the tƌaiŶiŶg aĐtioŶs ŶeĐessaƌy to ƌeaĐh the ĐlieŶt’s goals.  If 
appliĐaďle, the plaŶ should tie iŶ diƌeĐtly ǁith the A““ET’s IŶdiǀidual EŵployŵeŶt PlaŶ ;IEPͿ / 
Individual Service Strategy (ISS) modules. 

b. Support Plan:   

i. Support services- If applicable, address transportation and childcare issues within the 

scope of the current FVWDB Support Services Policy. 

ii. Other barriers- If applicable, address other barriers (e.g. physical, mental, domestic 

environment, etc) that might impact training.  In some cases, addressing these issues (e.g. 

spousal abuse) must be accomplished pƌioƌ to the tƌaiŶiŶg phase if theƌe’s to ďe aŶy 
reasonable chance for success. 

3. Action: 

a. Assign an entry point for the client. 

b. Coordinate with partner agencies. 

c. Track progress. 

i. Current status / review goals. 

ii. Preparation for the next step (advanced training or program exit).  The exit brief should be 

a review of where the client initially started, where they are now, and where they want to 

be with their career. 

iii. Follow-up (WIOA).  Maintain contact with the client per program guidance and provide 

allowable services as necessary. 

 

 

Summary:  FVWDB believes that the Career Pathways model is the best approach for addressing the ever changing 

demands of employer workforce requirements.  This multi-tiered model in conjunction with a proactive case 

management system and partner agencies provides a flexible means for developing that workforce for now and into 

the foreseeable future. 
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FVWDB Career Pathways Model - Tier Descriptions 

 

Tier 1 – Intensive Work Readiness & Follow-up Supports 

 

Target Audience: 

 Desire to work 

 

Featured Instruction: 

 Assistance accessing income supports 

 Drug and/or alcohol treatment 

 Transitional employment 

 Intensive work-readiness preparation 

 Job placement and follow-up support for participant and/or employer 

 

Tier 2 – Lower Level Bridge (Workplace Basics, Vocational, English Language Learners (ELL), Adult Basic Education 

(ABE)) 

 

Target Audience: 

 5th – 6th grade reading level 

 Low-intermediate ELL level 

 With or without high school diploma or GED/HSED 

 Little work experience 

 Desire to improve basic skills to advance to a better-paying job 

 

Featured Instruction: 

 Basic reading, writing (sentences), speaking (workplace vocabulary), and math (arithmetic) taught in context 

of joď aŶd life ͞suĐĐess skills͟, suĐh as ǁƌitiŶg a ƌesuŵe, iŶteƌǀieǁiŶg foƌ a joď, providing customer service, 

using basic computer programs at home and on the job, workplace safety, workplace rights, and exploring life 

and work values and goals 

 Training in industry-specific vocabulary and skills 

 Workplace communication skills 

 Job placement assistance 

 

Tier 3 – Higher Level Bridge (Contextual Secondary-level ABE/ELL Bridge) 

 

Target Audience: 

 7th – 8th grade reading level 

 High-intermediate ELL level 

 With or without a high school diploma or GED/HSED 

 Stable work history 

 Desire to pursue postsecondary technical training or education 

 

Featured Instruction: 

 Outcome competencies set by employers and college occupational degree program facility (i.e. 4 hr. blueprint 

reading class, Microsoft Office Suites software program) 

FVWDB Local Plan page 162 of 249199200

201

199



 

4 

 Basic reading (reading for information), writing (paragraphs), speaking (presentations), math (pre-algebra), 

and computer applications (word processing, spreadsheet, presentation software) taught in the context of 

exploring careers and postsecondary training options and preparing a career plan 

 Learning success skills (for school and on the job), including note-taking, study habits, time management, 

financial literacy, and test-taking (i.e. Accuplacer) 

 Training in industry-specific vocabulary and technical fundamentals taught using workplace problems and 

tools and materials from introductory college-level courses (in field-specific programs) 

 College Đƌedits oƌ ͞Đƌedit eƋuiǀaleŶĐies͟ foƌ ĐoŵpeteŶĐies deǀeloped aŶd doĐuŵeŶted duƌiŶg ďƌidge tƌaiŶiŶg 

 Job shadowing and internships 

 Job and/or college placement assistance 
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WIOA Program Pre-screening/Eligibility 

WIOA Program Entry 
Assessment/Career Development Plan 

Individual Employment Plan (IEP) 
Individual Service Strategy (ISS) 

Workplace Basics, Vocational ELL/ABE 

Contextual Secondary-level ELL/ABE 

Plan, Review, Assessment, 
& Evaluation 

General Laborer 
(unskilled/entry level) 

Production Worker/Assembler 
(short-term training/certificate) 

Plan, Review, Assessment, 
& Evaluation 

CNC Operator 
(vocational/technical certificate) 

Plan, Review, Assessment, 
& Evaluation 

CNC Programmer 
(Associate Degree) 

Plan, Review, Assessment, 
& Evaluation 

Engineer 
(Bachelor’s Degree) 
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Unskilled 
Jobs 

Semi-skilled  
Jobs 

Entry-level 
Skilled 

Jobs 

Entry-level 
Technician 

Jobs 

Skilled 
Technician 

Jobs 

Technical 
Professional & 

Managerial 
Jobs 

Intensive Work Readiness & Follow-up Supports 

Developed 
10.19.07 
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WIOA Program Pre-screening/Eligibility 

WIOA Program Entry 
Assessment/Career Development Plan 

Individual Employment Plan (IEP) 
Individual Service Strategy (ISS) 

Workplace Basics, Vocational ELL/ABE 

Contextual Secondary-level ELL/ABE 

Plan, Review, Assessment, 
& Evaluation 

Office Clerk/Assistant 
(unskilled/entry level) 

Receptionist 
(short-term training/certificate) 

Plan, Review, Assessment, 
& Evaluation 

Customer Service Representative 
(vocational/technical certificate) 

Plan, Review, Assessment, 
& Evaluation 

Sales Representative 
(Associate Degree) 

Plan, Review, Assessment, 
& Evaluation 

Sales Manager 
(Bachelor’s Degree) 
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Unskilled 
Jobs 

Semi-skilled  
Jobs 

Entry-level 
Skilled 

Jobs 

Entry-level 
Technician 

Jobs 

Skilled 
Technician 

Jobs 

Technical 
Professional & 

Managerial 
Jobs 

Intensive Work Readiness & Follow-up Supports 

Developed 
10.19.07 
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WIOA Program Pre-screening/Eligibility 

WIOA Program Entry 
Assessment/Career Development Plan 

Individual Employment Plan (IEP) 
Individual Service Strategy (ISS) 

Workplace Basics, Vocational ELL/ABE 

Contextual Secondary-level ELL/ABE 

Plan, Review, Assessment, 
& Evaluation 

General Laborer 
(unskilled/entry level) 

Technician/Operator 
(short-term training/certificate) 

Plan, Review, Assessment, 
& Evaluation 

Journeyman 
(vocational/technical certificate) 

Plan, Review, Assessment, 
& Evaluation 

Foreman/First Line Supervisor 
(Associate Degree) 

Plan, Review, Assessment, 
& Evaluation 

Estimator/Project Manager 
(Bachelor’s Degree) 
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Unskilled 
Jobs 

Semi-skilled  
Jobs 

Entry-level 
Skilled 

Jobs 

Entry-level 
Technician 

Jobs 

Skilled 
Technician 

Jobs 

Technical 
Professional & 

Managerial 
Jobs 

Intensive Work Readiness & Follow-up Supports 

Developed 
10.19.07 
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WIOA Program Pre-screening/Eligibility 

WIOA Program Entry 
Assessment/Career Development Plan 

Individual Employment Plan (IEP) 
Individual Service Strategy (ISS) 

Workplace Basics, Vocational ELL/ABE 

Contextual Secondary-level ELL/ABE 

Plan, Review, Assessment, 
& Evaluation 

Health Care Aide 
(unskilled/entry level) 

Certified Nursing Assistant (CNA) 
(short-term training/certificate) 

Plan, Review, Assessment, 
& Evaluation 

Licensed Practical Nurse (LPN) 
(vocational/technical certificate) 

Plan, Review, Assessment, 
& Evaluation 

Registered Nurse (RN) 
(Associate Degree) 

Plan, Review, Assessment, 
& Evaluation 

Bachelor of Science Nursing (BSN) 
(Bachelor’s Degree) 
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Unskilled 
Jobs 

Semi-skilled  
Jobs 

Entry-level 
Skilled 

Jobs 

Entry-level 
Technician 

Jobs 

Skilled 
Technician 

Jobs 

Technical 
Professional & 

Managerial 
Jobs 

Intensive Work Readiness & Follow-up Supports 

Developed 
10.19.07 
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WIOA Program Pre-screening/Eligibility 

WIOA Program Entry 
Assessment/Career Development Plan 

Individual Employment Plan (IEP) 
Individual Service Strategy (ISS) 

Workplace Basics, Vocational ELL/ABE 

Contextual Secondary-level ELL/ABE 

Plan, Review, Assessment, 
& Evaluation 

Farm Hand 
(unskilled/entry level) 

Food Prep./Service Worker 
(short-term training/certificate) 

Plan, Review, Assessment, 
& Evaluation 

Meat Cutter 
(vocational/technical certificate) 

Plan, Review, Assessment, 
& Evaluation 

Food Inspector 
(Associate Degree) 

Plan, Review, Assessment, 
& Evaluation 

Processing Plant Manager/Supervisor 
(Bachelor’s Degree) 
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Unskilled 
Jobs 

Semi-skilled  
Jobs 

Entry-level 
Skilled 

Jobs 

Entry-level 
Technician 

Jobs 

Skilled 
Technician 

Jobs 

Technical 
Professional & 

Managerial 
Jobs 

Intensive Work Readiness & Follow-up Supports 

Developed 
10.19.07 
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FOX VALLEY WORKFORCE DEVELOPMENT AREA

Annual Average Employment by Subsector
WDA4: Calumet, Fonddu Lac, Green Lake, Waupaca, Waushara, and Winnebago Counties

Industry/NAICS Title
Year Change Percent Change

2014 2011 2011-2014 2011-2014

000000 • All NAICS Subsectors 183,670 179,023 4.647 2.6

111 Crop Production 404 463 -59 -12.7

112 Animal Production and Aquaculture 1,776 1,517 259 17.1

113 Forestnjand Logging 20 19 1 5.3

115 Support Activities forAgriculture and Forestry 276 235 41 17.4

212 Mining (except Oil and Gas) 473 419 54 12.9

221 Utilities 396 409 -13 -3.2

236 Construction of Buildings 2,650 2,459 191 7.8

237 Heavy and Civil Engineering Construction 1,011 879 132 15.0

238 Specialty Trade Contractors 4,914 5,090 -176 -3.5

311 Food Manufacturing 4,763 3,824 939 24.6

312 Beverage and Tobacco Product Manufacturing 75 138 -63 -45.7

314 Textile Product Mills 147 131 16 12.2

315 Apparel Manufacturing 198 228 -30 -13.2

321 Wood Product Manufacturing 958 955 3 0.3

322 Paper Manufacturing 6,386 6,617 -231 -3.5

323 Printing and Related Support Activities 2,587 2,760 -173 -6.3

325 Chemical Manufacturing 358 351 7 2.0

326 Plastics and Rubber Products Manufacturing 3,789 3,264 525 16.1

327 Nonmetallic Mineral Product Manufacturing 334 253 81 32.0

331 Primary Metal Manufacturing 3,753 3,792 -39 -1.0

332 Fabricated Metal Product Manufacturing 4,602 4,395 207 4.7

333 Machinery Manufacturing 7,785 6,457 1,328 20.6

334 Computer and Electronic Product Manufacturing 735 1,527 -792 -51.9
blectrical hquipment, Appliance, and Component

335 Manufacturing 899 846 53 6.3

336 Transportation Equipment Manufacturing 6,312 7,547 -1,235 -16.4

337 Furniture and Related Product Manufacturing 318 338 -20 -5.9

339 Miscellaneous Manufacturing 739 706 33 4.7

423 Merchant Wholesalers, Durable Goods 3,972 4,028 -56 -1.4
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424 Merchant Wholesalers, Nondurable Goods 1833 2606 -773 -29,7

425 Wholesale Electronic Markets and Agents and Brokers 573 491 82 16.7

441 Motor Vehicle and Parts Dealers 2,702 2,417 285 11.8

442 Furniture and Home Furnishings Stores 297 366 -69 -18.9

443 Electronics and Appliance Stores 528 551 -23 -4.2
building Material and Garden Equipment and Supplies

444 Dealers 1503 1.485 18 1.2

445 Food and Beverage Stores 3,454 2,861 593 20.7

446 Health and Personal Care SLores 867 828 39 4.7

447 Gasoline Stations 2,205 1,875 330 17.6

448 Clothing and Clothing Accessories Stores 953 954 -1 -0.1
Sporting Goods, Hobby, Musical Instrument, and Hook

451 Stores 423 450 -27 -6.0

452 General Merchandise Stores 4,003 4,068 -65 -1.6

453 Miscellaneous Store Retailers 906 807 99 12.3

454 Nonstore Retailers 1,635 1,563 72 4.6

484 Truck Transportation 3,878 3,928 -50 -1,3

485 Transit and Ground Passenger Transportation 1,068 854 214 25.1

488 Support Activities for Transportation 186 154 32 20.8

492 Couriers and Messengers 503 463 40 8.6

493 \Varehousing and Storage 414 382 32 8.4

511 Publishing Industries (except Internet) 1,858 1,894 -36 -1.9

512 Motion Picture and Sound Recording Industries 83 85 -2 -2,4

515 Broadcasting (except Internet) 149 145 4 2.8

517 Telecommunications 1,181 394 787 199.7

518 Data Processing, Hosting, and Related Services 94 118 -24 -20.3

519 Other Information Services 160 115 45 39.1

522 Credit Intermediation and Related Activities 3,526 3,542 -16 -0.5
Securities, Lommodity Lontracts, and Other hnancial

523 Investments and Related Activities 257 169 88 52.1

524 Insurance Carriers and Related Activities 2,890 2,236 654 29.2

531 Real Estate 726 749 -23 -3,1

532 Rental and Leasing Services 234 279 -45 -16.1

541 Professional, Scientific, and Technical Services 4,622 4,229 393 9.3

551 Management olCompanies and Enterprises 3,711 2,943 768 26.1

561 Administrative and Support Services 7,125 7,059 66 0.9

562 Waste Management and Remediation Services 398 298 100 33.6
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611 Educational Services 12,233 12,119 114 0.9

621 Ambulatory Health Care Services 7,017 6,215 802 12.9

622 Hospitals 5,645 6,106 -461 -7.5

623 Nursing and Residential Care Facilities 8,443 8,0S7 356 4.4

624 Social Assistance 4,087 4,712 -625 -13.3

711 Performing Arts, Spectator Sports, and Related Industries 111 127 -16 -12.6

712 Museums, Historical Sites, and Similar Institutions 70 61 9 14.8

713 Amusement, Gambling, and Recreation Industries 1,663 1,521 142 9.3

721 Accommodation 1,319 1,174 145 12.4

722 Fnod Services and Drinking Places 12,837 12,541 346 2.8

811 Repair and Maintenance 1,432 1,648 -216 -13.1

812 Personal and Laundry Services 1,629 1,648 -19 -1.2
Religious, brantmaking, Livic, Prolessional, anti Similar

813 Organizations 2,308 2,449 -141 -5.8

814 Private Households 388 505 -117 -23.2
Executive, Legislative, anti Other Ueneral (,overnment

921 Support 5105 5,180 -75 -1.4

922 justice, Public Order, and Safety Activities 2,459 2.496 -37 -15

923 Administration of Human Resource Programs 690 648 42 65

924 Administration of Environmental Quality Programs 191 176 15 8.5

926 Administration of Economic Programs lOS 103 2 1.9
Source; Longitudinal Eoiployer-Houselioid Dynomics (LEHDJ, Quarterly Workforce Indicator (QWi). Employment values ore on annual overage of the beginning of quarter
employment for each 3 NAlcs-digit industry.

Di,e to required BMsiippressinn, the sum of empioymenrfor the listed 3-digit industries may not cquoi the level reported for cii NAILS subsectors ‘OtiOOUO

Sopprcssed industries not listed
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FOX VALLEY WORKFORCE DEVELOPMENT AREA-LONG TERM INDUSTRY

PROJECTIONS, 2012-2022

WDA4: CALUMET, GREEN LAKE, FUN DU LAC, WAUPACA, WAUSHARA, AND WINNEBAGO COUNTIES

ToialAll lndusti7

Goods-Producing

_______ _______

Natural Resources and Mining

Construction

M anu ía ctu ring

Services-Providin

Trade, Transportation, and Utilities

Information 4,619

Financial Activities - 13177 14,204

Professional and Business Services 25,256 29,584

Education and Health Services 39,768 45,668

Leisure and Hospitality 25,856 28,361

Other Services (except Government] 9,333 10,023
uovernment, exciuaing I’ost Urrice, baucatlon ann

Hospitals 16,425 17,325

seifrrnpio,t ci and Unpaid Family Woe ken All

Jobs.-—.— —- 17,091

_____

17,406 H_315 1.84
* Due to confidentiality, data is suppressedandso detail may not add to totals.

Information is derived using annual 2Q12 QCEW unpublished data Irons the US Bureau ofLabor Statistics and current Population survey data Irons the us Census Bureau was

also used. To the extent possible, the projections take into account anticipated changes in Wisconsin’s economy Irons 2Q12 to 2022. it is important to note that unanticipated

events nsay affect the accuracy of these projections.

Source: Office offfcono,nlcAdelsors, Wisconsin Department of Workforce Development, September2015.

Projection Economists:

Blania Clariz Calderón-Cancel

(608] 267-7314

BIg n i a.Cg Id eron(Thdwd wisconsin any

Aziz Tursunov

(608) 267-9607

Azi z.Tu rsu novl d wd .wiscons i n.anv

Local Economist:

)eífSachse

(920) 448-5268

leftS a chce@ dwd .wisconsin.nv

284,6]_______

81,84t......... 87,067

2,251 2,442

13,976

65,617

I

5,223

191

2,760

2,272

16,736

67,889

8.49

185,700

51,266

19.75

203,226

53,891

4,170

3.46

17,526

2,625

-449

1,027

4,328

5,900

2,505

690

900

—t

5.12

-9.72

7.79

17.14

14.84

9.69

7.39

5.48

FVWDB Local Plan page 172 of 249209210

211209



FOX VALLEY WORKFORCE DEVELOPMENT AREA-LONG TERM OCCUPATIONAL

PROJECTIONS, 2012-2022

WDA4: CALUMET, GREEN LAKE, FON VU LAG, WAUPACA, WAUSHARA, AND WINNEBAGO COUNTIES
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           Date of Issuance: August 2013 

Updated 2015-10-08 
 

FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC. 
WIOA TRAINING ANALYSIS 

 
NAME ________________________________  

1. Is suitable employment available using current skill sets?  _____  YES    _____ NO   
If no, include information such as job search records, LMI data, etc. to support decision. 
 
 
 

 

2. Training meets FVWDB’s six specific focus areas and/or additional career subsets as required.     
_____ NO      _____ YES      if yes, explain and attach any necessary documentation (LMI data, 
etc.): 
           

 

 

3. Training is on the ITA list: _____ YES _____ NO 

If yes, list ITA # ___________________ 

 

 

4. Participant is qualified to undertake and complete training program: 

Copy of assessments in file _____ YES _____ NO 

  Math & Reading scores in file  _____ YES _____ NO 

5. Training is available within program limits, in accordance with current Training Services Policy. 
_____ YES _____ NO       

 
Additional Comments: 

 

Case Manager Signature below signifies training approval: 

_______________________________________________  __________________________ 
WIOA Case Manager       Date 
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Fox Valley Workforce Development Board Cash Management Policy and Procedure 

 

Cash Accounts   
 

General Checking Account (operating account): 
 

The primary operating account provides for routine business check disbursements.  All cash 

deposits are made to this account.  

 

Cash transfers are done on an as-needed basis to cover disbursements.  Excess funds in this 

account are transferred into short-term investments or higher interest-bearing cash equivalents.   

 

In addition, all advances of federal funds shall be deposited in an interest-bearing account and 

interest earned in excess of $500 shall be returned to the Federal Payment Management 

System (PMS).  Interest earned on such funds will be allocated to federal awards based on the 

percentage of funds received during the month for each award. 

 

Payroll Account: 
 

The Organization does not maintain a payroll bank account separate from the operating 

account.   

 

Savings Account: 
 

The Organization also maintains an interest-bearing savings account.  Any funds in excess of 

two months’ anticipated cash flow needs held in the operating checking account shall be 
transferred into the Organization’s savings account.  Transfers to or from the savings account 

shall be initiated by the Controller. 

 

Authorized Signers  
 
Authorized Signers 
It is the policy of FVWDB to limit signing of checks and release of EFTs (Electronic 
Funds Transfers 
drawn on the accounts held at financial institutions. 
 

The following FVWDB personnel are authorized to sign checks and release EFTs (Electronic 

Funds Transfers) drawn on the general operating and savings accounts: 
 

 Chair, Board of Directors 

 Treasurer, Board of Directors 

 Secretary, Board of Directors 

 Chief Executive Officer (CEO) 

 Chief Operations Officer (COO) / Chief Technology Officer (CTO) 

 Business Services Manager, located in Administrative office facility 
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The Controller will promptly notify the Organization’s financial institutions of changes in 

authorized signatures upon the departure of any authorized signer.  Refer to the section titled 

“Check Signing” for procedures. 
 

Bank Reconciliations  
 

A review of the original bank statement and items returned with the statement, as well as 

preparation or review of the bank reconciliation is a critical component of the segregation of 

duties that is essential to strong internal controls.  

 

Bank account statements are received each month and forwarded unopened to the Controller.  

The Controller shall open the statement and review its contents for unusual or unexplained 

items, such as unusual endorsements on checks, indications of alterations to checks, etc.  (This 

review must be performed in a timely manner so that reconciliation of the bank account is not 

delayed.) Unusual or unexplained items shall be reported immediately to the Finance / Audit 

Committee.   

 

On-line electronic access to the bank account to obtain electronic statements and copies of 

cancelled checks may be used in lieu of receiving mailed statements and cancelled checks.   

 

After this review is complete, the entire bank statement is forwarded to the designated 

Accounting and Finance Department staff who prepares the reconciliation between the bank 

balance and general ledger balance.  The bank reconciliation process will be completed no later 

than the 15th of the following month. 

 

The reconciliation process shall involve an inspection of the fronts and backs of cancelled 

checks returned with the bank statement.  The purpose of this inspection is to identify signs of 

forgery, altered or substitute checks, unusual endorsements, or other signs of fraudulent 

activity.  If the Organization’s financial institution does not return original cancelled checks or 
paper copies thereof, the person preparing the monthly bank reconciliation shall view electronic 

copies of cancelled checks provided by the financial institution via Internet access to the 

Institution’s website.  At a minimum, payments to new contractors and for large amounts are 

examined.  Quarterly, the Finance / Audit Committee reviews all payments of $5,000 or greater. 

 

All bank reconciliations, including any adjusting journal entries resulting from preparing bank 

reconciliations, are reviewed and approved by the Controller on a monthly basis. 

 

Bank reconciliations and copies of resulting journal entries are filed in the current year's 

accounting files. 
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Cash Flow Management  
 

The Controller monitors cash flow needs on a weekly basis to eliminate idle funds and to ensure 

that payment obligations can be met.  Cash transfers between accounts are performed on an 

as-needed basis.  

 

FVWDB adheres to the requirements of its grants which prohibit loaning funds between 

programs; therefore, cash management and reporting is performed at the program level as well 

as for the Organization as a whole. 

 

The Organization maintains bank account balance(s) with the intent that funds in any particular 

financial institution do not to exceed the federally-insured threshold ($250,000). 

 

Stale Checks  
 

FVWDB will make reasonable efforts to contact the payee/owner of stale, uncashed checks to 

resolve the issue prior to presuming abandoned property and writing off checks.  Uncashed 

checks which remain unclaimed by the owner for more than one year after becoming payable 

are presumed abandoned and unclaimed.  The amount below which the Organization need not 

perform due diligence and attempt to contact the owner prior to reporting funds as unclaimed 

property in the state of Wisconsin is the aggregate amount of $50. 

 

FVWDB will also comply with the Wisconsin escheat laws regarding unclaimed property.  

Accordingly, if uncashed checks are subject to a state reporting and transfer requirement, the 

Organization shall file all appropriate forms and remit unclaimed property to the appropriate 

jurisdiction. 

 

All stale checks that are written off within the same grant and fiscal year as they were written 

shall be credited to the same expense or asset account that was debited when the check was 

written or the expenditure incurred.  For stale checks written off in fiscal years subsequent to the 

year in which the check was written, the credit shall be to miscellaneous income unless the 

same program / funding stream has continued  and then the process is the same as when it is 

the same grant and fiscal year. 

 

Accounting and Finance Department staff will notify the Controller of all uncashed checks that 

are more than 45-days old.   

 

Petty Cash  
 

FVWDB may provide imprest funds for valid, minor office expenditures (not for travel or 

employee advances), and to periodically replenish these funds up to its authorized balance.  

The Petty Cash Custodian is responsible for ensuring that the petty cash fund is locked at all 

times. 
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Determination of the authorized balance is based on one month’s petty cash expenditures, up to 
$100. 

 

All disbursements from the petty cash fund must be accompanied by a completed and approved 

petty cash voucher.  Receipts are required for all disbursements from petty cash. 
 

The Petty Cash Custodian shall prepare a reconciliation of the petty cash account on a periodic 

basis. 

Petty cash reconciliations are subject to review by the Accounting and Finance Department who 

may also perform periodic surprise cash counts and reconciliations. 

 

Wire Transfers  
 

Wire transfers from FVWDB bank accounts are not authorized. 
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SECTION 1:  INTRODUCTION 
 

 

Thank You for Being Part of our Team 
 
Thank you for your employment with the Fox Valley Workforce Development Board.  (Also referred to as the 
“Board”). We value each one of our employees and hope that you find your work here rewarding and 
satisfying. 
 
We think it’s important for our employees to know what they can expect from the Board and what the Board 
expects from them. This handbook will familiarize you with the privileges, benefits, and responsibilities of being 
an employee with us. 
 
Enjoy the challenge of being a part of the Fox Valley Workforce Development Board and wish you great 
success in your future here! 
 
 
 

Purpose of Handbook 
 
This handbook highlights and summarizes some of the current practices followed by the Board. Its intent is to 
ensure uniformity in personnel practice and eliminate the need for personal decisions on matters of company-
wide policy.  
 
Nothing in this handbook is a contract or a promise. No employee handbook can anticipate every situation, 
circumstance, or question that may arise. The Board may revise, rescind or supplement any part of this 
document in whole or in part at any time, for any reason, without warning. If you have any questions regarding 
anything in this handbook, please see your supervisor or the CEO for assistance.  
 
This handbook supersedes and replaces any and all personnel manuals previously distributed, made available 
or applicable to employees. 
 
 
 

At-Will Employment 
 
All employment at the Fox Valley Workforce Development Board is at-will. An at-will employment relationship 
can be terminated at any time, with or without reason or notice, by either the Board or the employee. This at-
will employment relationship exists regardless of any statements by corporate personnel to the contrary.  
 
This handbook reflects a commitment to maintain an efficient and cooperative work environment and is not 
intended to alter the employment-at-will relationship. All procedures and practices will be carried out in a fair, 
non-discriminatory manner in accordance with the Board’s Equal Employment Opportunity Policy.  
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INTRODUCTION 

 
 

 

Administration of Policies & Procedures 
 
The Fox Valley Workforce Development Board of Directors is responsible for the adoption of the Board’s 
personnel handbook. The Chief Executive Officer (CEO) is responsible for administering the practices in this 
handbook and for directing the operations of the Board in the accomplishment of its objectives. To that end, the 
CEO may implement such operating procedures and work rules as are deemed necessary, except where 
regulated otherwise. The CEO is accountable to the Board of Directors of the Board. All other employees are 
accountable to the CEO and his/her management structure. 
 
This section introduces you to our Board’s mission, vision, and values. Please read it carefully so that you can 
better understand who we are and what we do. All employees are expected to incorporate this information into 
their day-to-day job performance and strive to reflect our Board’s values in everything they do. 
 
 

 

The Fox Valley Workforce Development Board, Inc. 
 
The Fox Valley Workforce Development Board, Inc., is a non-profit, 501(c)(3) organization that serves as one 
of Wisconsin’s 11 workforce investment boards.  FVWDB works to build a world-class workforce in northeast 
Wisconsin. Serving six counties – Calumet, Fond du Lac, Green Lake, Waupaca, Waushara, and Winnebago – 
FVWDB collaborates with a number of state and local agencies to help job seekers gain the skills needed to 
find employment, and to help businesses find the highly skilled workers they need. The board office is located 
in Neenah, WI. 
 
The FVWDB functions as a catalyst between public and private partnerships. By anticipating and developing 
workforce solutions, the organization achieves an environment of accessible, high quality, efficient and 
affordable training and employment opportunities. 
 
The FVWDB administers state and federal workforce programs and operates six Job Centers. More than 
50,000 visits are made annually to the Job Center resource rooms where job seekers take advantage of job 
search and resume writing assistance and the expertise of coaches who can assist with help understanding 
the labor market and use of the computer as a job search tool. 
 
The FVWDB assists companies to find solutions to workforce challenges by leveraging federal, local and 
workforce partner resources. The organization believes in collaboration and regularly partners with schools, 
colleges, agencies, and businesses to address local workforce needs. 
 
Ongoing successes include training and workforce skills building for seniors age 55 and up and programs to 
address incarcerated individuals soon to be released with the goal of reducing recidivism. 
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INTRODUCTION 
 

 

Mission 
 

Connect talent with career opportunities. 
 
 

Vision 
 

Build a world class workforce. 
 
 

Values 
 

The way FVWDB does business is just as important as the business itself. Employees understand the 
responsibility we have as we work together toward our common goal: to provide the highest quality and most 
effective workforce development services to the residents and businesses of Calumet, Fond du Lac, Green 
Lake, Waupaca, Waushara and Winnebago counties. FVWDB has developed a set of unifying values to guide 
us in achieving our mission. The values are the foundation of FVWDB’s reputation.  
 
 
 

o ALWAYS COMMUNICATE: We engage in clear, timely, and open communication 
 

o OWN IT: We take full accountability for our results, avoiding blame and excuses, and respond 
positively to feedback. 
 

o PRODUCE EXCELLENCE: We strive to exceed goals and achieve high-quality results in all that we do. 
 

o EMBRACE CHANGE: We continually seek opportunities for personal and professional growth. 
 

o BE INNOVATIVE: We pioneer creative solutions to drive results. 
 

o CHAMPION OUR CUSTOMERS: We put our customers’ best interests and satisfaction first. 
 

o ENGAGE IN COLLABORATION: We promote inclusive collaboration that embraces diversity and 
acceptance of new ideas. 
 

o VALUE  EVERYONE: We  value  all  of  our  team  members  and  take  time  to  recognize positive 
contributions. 
 

o HAVE FUN: We work hard and deserve to have fun while doing so.  
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INTRODUCTION 
 
 
 

Organizational Structure 
 
 

Wisconsin is divided into 11 Workforce Development Areas. Our area is Workforce Development Area 4 (or 
WDA4). A local Workforce Development Board consisting of representatives from business, education, labor, 
community-based organizations, economic development agencies, and one-stop center partners, oversees 
each area’s workforce investment system. The majority of the Fox Valley Workforce Development Board 
members represent the business sector. This volunteer Board meets not less than quarterly. In addition, Board 
members serve on various workforce-related committees that meet throughout the year. 

 
Fox Valley Workforce Development Board (FVWDB) serves as the administrative agent for the Board and is 
committed to increasing the employment, retention, earnings, and occupational skill of the regional workforce.   
Administrative staff provides overall program planning, management, and support services.   The Business 
Services area is responsible for establishing links to the business community. Our One Stop and Adult, 
Dislocated Worker and Youth area lead the marketing of job center services, while assisting clients with job 
development activities. Program staff, along with sub-recipient staff (subcontractors), provide individual case 
management services to eligible participants. 

 
In 2015, the Workforce Innovation and Opportunity Act (WIOA) replaced the Workforce Investment Act of 1998 
(WIA) and is expected to be in effect for approximately five years. The WIA replaced the Job Training 
Partnership Act (JTPA) and the local Private Industry Councils (PICs) with Workforce Investment Boards. The 
WIOA was created to provide state and local areas the flexibility to collaborate across systems in an effort to 
better address the employment and skills needs of current employees, job seekers, and employers. 

 
In addition to WIOA funded activities, the Board also leads an employment and training program for individuals 
aged 55 and over through the Title V Senior Community Service Employment Program.  

 
Our signature program in partnership with the Wisconsin Department of Corrections is Windows to Work. The 
Windows to Work program provides inmates from the FVWDB’s region with education, support and other case 
management services. It is a voluntary program designed to assist incarcerated men in making a successful 
transition back into the community. The program’s case managers serve as the client’s advocate, working with 
the Wisconsin Department of Corrections and other corrections personnel to help participants get on track and 
start a new life.  
 
The Board also receives funds that may not be governmental or WIOA funds. 
 

 
For further information, please consult the following sources: 
 

 Fox Valley Workforce Development Board: www.foxvalleywork.org 
 

 Workforce Innovation and Opportunity Act 
 

o Federal: www.doleta.gov/wioa/ 
 

o State: www.dwd.wisconsin.gov 
 

o WIOA Policy: www.dwd.wisconsin.gov/wioa  
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INTRODUCTION 
 

 

Responsibilities and Authority 
 
 
Clear delegations of authority and organization structure are essential to effective and efficient management.  
As a result, the responsibilities and authorities outlined in this section are meant to provide an operational 
mode for FVWDB personnel policies. 
 
 
 
Fox Valley Workforce Development Board/Executive Committee is Responsible for the Following: 

o Approve personnel adjustments 

o Select and hire the CEO 

o Advise the CEO on matters concerning implementation of personnel policy 

o Review proposed personnel policies and amendments as developed by the CEO and make 

recommendation to FVWDB for consideration and action 

o Review personnel action as reported by the CEO 

o Approve annual salary budget 

 
 
 
Fox Valley Workforce Development Board CEO is Responsible for the Following: 

o Maintain a list of all employees which shall include the position, title, pay, status, and other pertinent 

data 

o Develop and oversee the recruitment and selection program 

o Maintain employment and performance records of employees 

o Oversee the administration of salaries and benefits in accordance with established plans and budgets 

o Disseminate information regarding the personnel program, fringe benefits and conditions of 

employment to all employees 

o Monitor temporary and overtime assignments 

o Establish standards and procedures to ensure uniformity in the application of discipline and the 

processing of employee grievances 

o Coordinate programs to improve employee effectiveness and training 

o Select or serve as an Equal Opportunity Officer for FVWDB who will review and administer the Program 

o Investigate unemployment compensation claims and represent the agent at hearings 
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INTRODUCTION 
 

 

One-Stop Centers 
 
 
The job center or “one-stop” concept is a unique strategic alliance of business, education and government that 
was created in response to an identified need by the community at large. Partner agencies include county 
health and human services departments, economic development organizations, technical colleges, private for-
profit and non-profit agencies, Wisconsin Job Service, and Fox Valley Workforce Development Board staff. 
 
The Board’s employees and sub-recipient staff are located in six one-stop job centers in Calumet, Fond du 
Lac, Green Lake, Waupaca, Waushara, and Winnebago Counties: 
 
 
 

Berlin      Fox Cities     Fond du Lac 
237 Broadway St. Suite C   1802 Appleton Road    349 N. Peters Avenue 
Berlin, WI  54923   Menasha, WI  54952    Fond du Lac, WI  54935 
920-361-1164    920-997-3272    920-929-2921 
 
 
 
 
Oshkosh     Waupaca     Wautoma 
219 Washington Ave.   1979 Godfrey Dr.  205 E. Main Street  
Suite 107    PO Box 467     Suite #23 
Oshkosh, WI  54901  Waupaca, WI  54981  Wautoma, WI  54982 
920-232-6273    715-258-8832    920-787-3338 
 
 
 
 

For more information about the Workforce Development Centers in the Calumet, Fond du Lac, Green Lake, 
Waupaca, Waushara, and Winnebago area, including links to partner agency websites, visit 
www.foxvalleyjobcenters.com or the Board’s web site at www.foxvalleywork.org.  
 
 
  

258
257

258256

http://www.foxvalleyjobcenters.com/
http://www.wowwdb.org/


7 

 

 

 

SECTION 2:  WORKPLACE COMMITTMENT 
 

 

Equal Employment Opportunity Policy 
 
 
Fox Valley Workforce Development, Inc. is committed to providing equal employment opportunity to its 

employees, WDB members, and program participants.  FVWDB shall comply with all applicable Wisconsin 

Statutes, state regulations, and federal laws relating to nondiscrimination in employment and service delivery, 

as well as with any applicable statutes and regulations governing any applicable grants or contracts operated 

by Fox Valley Workforce Development, Inc. (including, but not limited to, those from the Wisconsin Department 

of Workforce Development and from the Wisconsin Department of Vocational Rehabilitation).  During the life of 

the contract Fox Valley Workforce Development, Inc. will comply with 16.765, Stats., state regulations and 

federal laws, and shall continue to work cooperatively with governmental and community organizations to 

ensure equal employment and advancement opportunities. 

No otherwise qualified person shall be excluded from employment, be denied benefits of employment, or 

otherwise be subject to discrimination in employment in any manner on the basis of age, race, religion, color, 

sex, national origin or ancestry, disability, physical condition, developmental disability, arrest or conviction 

record, sexual orientation, marital status, or military participation including membership in the national guard, 

state defense force or any reserve component of the military forces of the United States or this state.  Except 

with respect to sexual orientation, Fox Valley Workforce Development, Inc. will take affirmative action to 

achieve a balanced workforce and ensure equal employment opportunities.  All employees are expected to 

support our goals and programmatic activities relating to nondiscrimination in employment. 

No otherwise qualified applicant for services or service recipient shall be excluded from participation, be denied 

benefits, or otherwise be subject to discrimination in any manner on the basis of race, color, national origin, 

sex, religion, age, or disability.  This policy covers eligibility for and access to service delivery and treatment in 

all of our programs and activities. 

The responsibility for the coordination of this policy and the coordination of any discrimination complaint is 

assigned to the Workforce Delivery Area EEO Officer; the may be reached Monday through Friday from 8:00 

AM to 4:30 PM at 920 720-5600.  Information concerning the discrimination complaint resolution process is 

available upon request. 

 

Administrative Responsibility 
 
 
The CEO/the Equal Employment Opportunity (EEO) Officer of the Board shall  ensure  internal  monitoring  
and  the  compilation  of  appropriate  EEO  data,  analysis,  and  reports.  In addition,  the  CEO shall  
disseminate  the  EEO  Policy  Statement  to  all  employees  of  the  Board  to ensure that they are fully aware 
of these policies and of their related rights and/or responsibilities. 
 
 
 
.  
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WORKPLACE COMMITTMENT 
 

 

Sexual Harassment 
 
 
It  is  the  policy  of  the  Board  to  promote  a  productive  work  environment  and  to  not  tolerate  verbal  or 
physical conduct by any employee that harasses, disrupts, or interferes with another's work performance or 
that  creates  an  intimidating,  offensive,  or  hostile  environment.   Employees are expected to maintain a 
productive work environment that is free from harassing or disruptive activity. Special attention is paid to the 
prohibition of sexual harassment. 
 
Sexual harassment as defined by the U.S. Equal Employment Opportunities Commission: 
 
“Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual 
nature when: 
 

 Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment; 
 

 Submission  to  or  rejection  of  such  conduct  by  an  individual  is  used  as  the  basis  for  
employment decisions affecting such individual; or 
 

 Such  conduct  has  the  purpose  or  effect  of  unreasonably  interfering  with  an  individual’s  work 
performance or creating an intimidating, hostile, or offensive working environment.” 

 
Sexual harassment includes (but is not limited to): 

 

 Unwanted  sexual  advances,  propositions,  or  sexual  comments,  including  making  sexual  
gestures, jokes, or comments; 
 

 Posting  or  displaying  pictures,  posters,  calendars,  cartoons,  graffiti,  objects,  or  other  materials  
that could be construed as sexual or pornographic in nature; 
 

 Intentional  physical  conduct  that  is  sexual  in  nature,  including  but  not  limited  to:  touching,  
pinching, patting, or brushing up against another employee’s body; 
 

 Physical assaults on another employee, including but not limited to: rape, sexual battery, molestation, 
or attempts to commit these assaults; and 
 

 Stalking and using other methods of intimidation of a sexual nature. 
 
All forms of sexual harassment are strictly forbidden. 
 
Employees are responsible for reporting any incidents of sexual harassment to their supervisor, the CEO, 
and/or the Chair of the Board immediately after its occurrence. 
 
Complaints  of  harassment  shall  be  handled  and  investigated  by  the  CEO and/or assigned personnel 
unless special procedures are considered appropriate. All complaints of harassment shall be investigated 
promptly and in as impartial and confidential a manner as possible. Employees are required to cooperate in 
any investigation.  
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WORKPLACE COMMITTMENT 
 
 
 
 
 
Any employee found to be in violation of the sexual harassment policy will be subject to progressive discipline, 
up to and including termination. The investigating authority will follow up with the reporting employee and any 
other pertinent employees to ensure the matter has been resolved. 
 
Retaliation against any employee for filing a complaint or participating in an investigation is strictly prohibited 
and is subject to disciplinary action, up to and including termination. 
 
 
 

Whistleblower Protection 
 
 
It  is  the  policy  of  the  Board  to  treat  complaints seriously  and expeditiously.  
 
Employees  will  be  given  the  opportunity  to  submit  for  review  confidential  and  anonymous complaint. 
 
If requested by the employee, the Board will protect the confidentiality and anonymity of the employee to the 
fullest extent possible, consistent with the need to complete an adequate review.  
 
Any person may submit a written complaint to the CEO in person, via mail or via email: 
 

Anthony Snyder, CEO 
Fox Valley Workforce Development Board 
1401 McMahon Drive Suite 200 
Neenah, WI  54956 
asnyder@fvwdb.com 
 

Any person may also contact the Board Chair. 
 
Employees  submitting  the  information  need  not  provide  their  name  or  other  personal  information  and 
reasonable efforts will be used to conduct the investigation that follows a complaint in a manner that protects 
the confidentially and anonymity of the employee submitting the complaint.  
 
The CEO or Board Chair will review complaints under the direction of the Board of Directors. 
 
Complaints  and  any  resulting  investigations,  reports  or  resulting  actions  will  generally  not  be disclosed 
to the public except as required by any requirements or regulation or by any corporate policy in place at the 
time. 
 
The  Board  will  not  retaliate  against  employees  who  submit  complaints  under  these procedures 
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WORKPLACE COMMITTMENT 
 
 

 

Grievance Policy & Appeals Procedure 
 

For the purpose of maintaining harmonious relationships, the Board strives to give prompt consideration to 

employee grievances on an informal basis. Both supervisors and employees are expected to make every effort 

to resolve problems as they arise.  

It  is  recognized  that  at  times  employees  may  have  grievances  that  require  a  formal  process  of  review  

and appeal. The Board’s Grievance and Appeals Procedure has been established to cover such situations. 

This process is open to all employees. Grievances are limited to any cause of complaint arising between the 

Board and its employees with reference to a condition of employment. Employees are encouraged to file 

formal complaints at the local level first.  

Formal  complaints  should  be  filed  as  soon  as  possible  after  the  issue  has  arisen.   Deadlines  for  filing 

discrimination  complaints  at  the  state  and  federal  levels  should  be  taken  into  consideration  when  filing  

a complaint at the local level. 

Steps: 

1. In the event of a complaint of a non-criminal nature, the employee and his/her immediate supervisor 

shall attempt to resolve the issues of the complaint in an informal manner. 

 

2. If a person wishes to file a formal complaint, it must be in writing within 180 days after the issue has 

arisen. This establishes the filing date. The complaint should be directed to the Board’s CEO. 

 

3. The CEO or assigned personnel shall investigate the complaint and attempt to achieve a satisfactory 

settlement of the matter. 

 

4. If  the  CEO  or  assigned  personnel  cannot  resolve  the  complaint  within  15  working  days,  s/he  

shall inform the complainant, in writing, that a hearing will be scheduled. The CEO or assigned 

personnel will  forward  the  complaint  and  a  written  summary  to  the  Fox Valley Workforce 

Development Board Hearing Special Committee (composed of three members of the Fox Valley 

Workforce Development Board of Directors) and provide copies to the appropriate parties. 

 

5. Within two weeks after the Hearing Committee receives the complaint and written summary, the 

Hearing Committee shall hold a hearing on the complaint. (In no case will the hearing be held more 

than 30 days after the formal complaint was initiated in Step 2, unless a delay is warranted due to an 

unforeseen event). The employee, the immediate supervisor, and the Board’s  
CEO shall appear before the Hearing Committee at the hearing and present testimony on the issue. 

 

6. Within one week after the hearing, the Hearing Committee shall issue a written decision for resolution 

of the complaint to the complainant and other parties. The communication from the Hearing Committee 

shall explain the reasons for the decision. 
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SECTION 3:  EMPLOYMENT 
 
 
 
 
 

Job Position Creation, Salary & Employment Status 
 

The Fox Valley Workforce Development Board of Directors will approve the creation of positions, acting upon 
the recommendation of the CEO.  
 
Any position within the FVWDB will include title, duties and a salary range. Compensation  levels  will  be  
competitive  and  equitable  with  regard  to  the  local  labor  market  and  available funding. The CEO is 
authorized to fill job positions for approved position classifications within the budget constraints and personnel 
policies adopted by the Board of Directors. 
 
It  is  the  policy  of  the  Board  that  employees  should  be  considered  for  promotion  to  higher-level  open 
positions within the Board when they exhibit appropriate qualifications and their performance warrants it.  
 
The following definitions apply to the categories of employment status in the Board’s workforce: 
 

o Regular Employment: Employment is for no specific duration. 
 

o Temporary/Seasonal/Limited Term Employment: employed for a limited time period or to perform a 
specifically  defined  set  of  duties  or  to  work  on  a  specific  project,  after  which,  employment  will  
be terminated. 
 

o Full-Time Employment: employed to work 32 or more hours per week. 
 

o Part-time Employment: employed to work less than 32 hours per week. 
 

o Exempt  Employment:  exempt  from  wage/hour  requirements  of  the  Fair  Labor  Standards  Act  
as defined  by  the  US  Department  of  Labor.  This includes executive, administrative, and 
professional employees in the Board. 
 

o Non Exempt Employment: covered by the wage/hour requirements of the Fair Labor Standards Act. 
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EMPLOYMENT 
 

 

 

Recruitment & Selection 
 

The  policy  for  employee  recruitment  and  selection  was  established  to  ensure hiring of the best-suited 
applicants for available positions, making the best use of  employee abilities, promoting job satisfaction, and 
ensuring that appropriate communications, records  and  human  resource  systems  are  maintained.   
 
When possible, there  shall  be  an  open  recruitment  process  for  the filling  of  vacancies.  Such  vacancies  
may  be  advertised  through  area  papers,  Job  Center  of  Wisconsin, circulation  among  partner  agencies,  
and  any  other  methods  deemed  appropriate  to  reach  enough  qualified individuals. 
 
It is the policy of the Board to fill vacancies with individuals who have the qualifications that best meet the 
requirements of the position and are supportive of corporate goals. Current employees shall be considered for 
promotion into vacancies based on their qualifications and on past performance.  
 
All  applicants  must  complete  and  sign  a  standard  application  form  and  an  authorization  for  release  of 
information. Resumes are required as part of the application process.  
 
All  persons  interviewed  for  a  position  but  not  hired  will  be  notified  by  phone  or  written  
correspondence. The Fox Valley Workforce Development Board of Directors has designated the CEO to be the 
hiring authority. The CEO may also designate other corporate personnel to be the hiring authority in her/his 
absence.  
 

 

Background & Reference Checks 
 
 
Fox Valley Workforce Development Board trusts that hiring qualified individuals to fill positions contributes to 
the overall strategic success of the Board. Completing background and reference checks serve as an 
important part of the recruitment and selection process. 
  
The Board will conduct background and reference checks for all new hires, including full-time, part-time, 
temporary, seasonal, or limited term employees. If a former employee is being rehired following an absence of 
one year, Human Resources will conduct another background and reference check. 
 
All  employment  is  subject  to  the  receipt  of  acceptable  background  and  reference  checks.  All  
background checks  are  conducted  in  conformity  with  the  EEOC, Wisconsin  Fair  Employment  Act,  and  
other  applicable state and federal laws to ensure privacy and antidiscrimination laws. An offer of employment 
may be extended to applicants after the completion of acceptable background and reference checks.  
 
Reports are kept confidential and are only viewed by the CEO, other staff performing human resources 
functions or, when necessary, a hiring committee of the Board. 
 
Additional  checks  such  as  a  driving  record  or  credit  report  may  be  made  on  applicants  for  particular 
job categories, if appropriate and job related. 
 
The Board also reserves the right to conduct a background check requested by a third party if and when the 
program design requires it.  
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EMPLOYMENT 
 
 
 

 

Orientation 
 
 
All  applicants  who  are  hired  must  complete  the  Employment  Eligibility  Verification  Form  (I-9).   Every 
new employee will be provided with a copy of the following: 
 

 Job description  

 Employee Handbook: includes 
o Affirmative Action Statement & Administrative Responsibility 
o Equal Employment Opportunity  
o Grievance Policy & Appeals Procedure 

 

 

 

Introductory Period 
 
 
It is Fox Valley Workforce Development Board  policy  that  all  new  employees,  and  all current  employees  
promoted  to  a  new  classification, successfully complete a required 90-day introductory period.  This period is 
critical, as intensive training will take place and close supervision is required to ensure employee 
understanding and continued progress toward achieving position performance expectations. 
 
During or immediately after this period, the CEO or assigned personnel has the option to make a decision, with 
input from the immediate supervisor, written performance evaluation and other information, as to whether to 
continue employment or reclassify the employee. If the employee has not progressed sufficiently by the end of 
the required 90-day period, the CEO or assigned personnel also has the option to extend the period for an 
additional 90 days, up to a maximum of 6 months.  
 
The  employee  may  be  terminated  at  any  time  during  the  introductory period. As stated previously, all 
employment is at-will, and completion of the required 90 day period (up to a 6-month period with extended 
review) does not constitute a contract of employment. 
 
Employees may be assigned and stationed to more than one location as their official office location. An official 
office location may consist of where an employee spends the largest part of his/her daily working time and 
where business travel begins and ends. An employee’s official office location(s) may change throughout their 
employment as assignments require or other circumstances are warranted. 
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EMPLOYMENT 
 

 

Personnel Records 
 
A  personnel  file  will  be  kept  for  all  employees  of  the  Board.  These files shall include the following 
records: 
 

1. Employment application and resume 
 

2. Background and information on reference checks 
 

3. Job description 
 

4. Employment/job offer letter 
 

5. Salary 
 

6. Performance  evaluations  and  any  special  memorandums  regarding  employee  performance  or 
discipline 
 

7. Results of any employment testing (e.g. typing speed) 
 

8. Employee Handbook Acknowledgement Form 
 

9. Annual Conflict of Interest and Media Release Form 
 

10. Updated employee information (e.g.  changes  of  address,  telephone,  person  to  notify in  an 
emergency) 

 

The personnel files will be kept in a locked file drawer to safeguard confidentiality, with direct access to the files 

available only to the CEO and those with Human Resources roles. Relevant information will be made available 

as appropriate to supervisors for performance evaluations.  

Employees  have  a  right  to  examine  their  personnel  records  in  the  presence  of  the  CEO  or  Human 

Resources.  Information  concerning  an  employee’s  work  status,  salary  history  or  performance  may  not  

be released to someone outside of the Board, except as required by law, without the written consent of the 

employee or former employee.  

 

Employee Medical Records 
 

In some instances, the Board may have been provided medical reports on an employee. In accordance with 

the requirements of the American with Disabilities Act (ADA), this information will be kept in an Employee 

Medical File, separate from the employee’s personnel record.  
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EMPLOYMENT 

 

 

Disciplinary Action 
 

The Board desires effective employee-employer relationships in order to conduct business in an efficient and 

economical manner.  It  is  the  philosophy  of  the  Board  to  make  every  effort  to  avoid  involuntary 

termination  of  an  individual’s  employment.  However, conduct detrimental to the Board, customers or 

employees is not acceptable. Unsatisfactory job performance must be addressed with appropriate and timely 

actions. For these reasons, the Board has developed a policy for disciplinary action. 

Gross  misconduct  on  the  job,  theft,  possession  of  firearms  at  the  workplace,  reporting  to  work  under  

the influence of illegal drugs or alcohol, aggressive and/or threatening unprofessional behavior, violation of the 

sexual harassment policy, and/or other conduct as severe in magnitude are behaviors subject to immediate 

termination without prior notice or less severe disciplinary actions. 

Less severe violations, sub-standard work performance, and  poor attendance will be subject to progressive 

disciplinary  actions  to  allow  the  employee  to  correct  undesirable  conduct  without  losing  employment.  

The employee’s immediate supervisor must make a reasonable effort to resolve the problem with the 
employee. Progressive disciplinary actions generally consist of the following steps: 

 

1. Verbal Warning – The employee is told what conduct, performance or violations must stop or change. 

The  warning  includes  information  about further disciplinary  actions  up  to  and  including  

termination  if conduct does not change. Verification that a verbal warning was given is signed by the 

employee and documented in the employee’s personnel file. 
 

 

2. Written  Warning  –  The  employee  is  given  a  written  explanation  of  the  conduct,  performance  

or violations that must stop or change. The warning includes information about termination if conduct 

does not change.  A  copy  of  the  written  warning  is  given  to  the  employee.  The original, signed by 

the supervisor is kept in the employee’s personnel file. 
 

 

3. Disciplinary Action and/or Termination – The CEO will make a final determination on disciplinary 

action or termination. 

 

 

These disciplinary steps are to be considered a guideline only.  The  Board  reserves  the  right  to  fully 

consider  all  pertinent  facts  in  taking  disciplinary  action.   Numerous  minor  offenses,  at  various  levels  of 

discipline,  will  not  be  tolerated  and  may  accelerate  the  process.   When an employee commits a flagrant 

violation or has violated a series of separate rules in a short period of time, disciplinary stages may be skipped 

or accelerated. 
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Insubordination, Suspected Misconduct & Dishonesty 
 

Like all organizations, ours is faced with the risks that come from wrongdoing, insubordination, misconduct, 

dishonesty and fraud. As with all business exposures, we must be prepared to manage these risks and their 

potential impact in a professional manner. 

The impact of insubordination, misconduct and dishonesty may include but are not limited to: 

o the actual financial loss incurred 

o damage to the reputation of our organization and our employees 

o negative publicity 

o the cost of investigation 

o loss of employees 

o loss of customers 

o damaged relationships with our contractors and suppliers 

o litigation 

o damaged employee morale 

Our  goal  is  to  establish  and  maintain  a  business  environment  of  fairness,  ethics  and  honesty  for  our 

employees, customers, suppliers and anyone else with  whom  we have  a relationship. To maintain such an 

environment requires the active assistance of every employee and manager every day. 

Our Board is committed to the deterrence, detection, and correction of insubordination, misconduct and 

dishonesty. The discovery, reporting and documentation  of  such  acts  provides  a  sound  foundation  for  the 

protection of innocent parties, the taking of disciplinary action against offenders up to and including dismissal 

where appropriate, the referral to law enforcement agencies when warranted by the facts, and the recovery of 

assets. 

 

Purpose 
 

The purpose of this document is to communicate company policy regarding the deterrence and investigation of 

insubordination,  suspected  misconduct,  and  dishonesty  by  employees  and  others,  and  to  provide  

specific instructions regarding appropriate action in case of suspected violations. 
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Definition of Insubordination, Misconduct and Dishonesty 
 

For purposes of this policy, insubordination, misconduct, and dishonesty include but are not limited to: 

o conscious rebellion against established policies, procedures or practices 

o inappropriate and/or unprofessional behavior 

o acts which violate business ethics 

o theft or other misappropriation of assets, including assets of the company, our customers, suppliers or 

others with whom we have a business relationship 

o misstatements and other irregularities in company records, including the intentional misstatement of the 

results of operations 

o wrongdoing 

o forgery or other alteration of documents 

o fraud and other unlawful acts 

o any similar acts 

The  Board  specifically  prohibits  these  and  any  other  illegal  activities  in  the  actions  of  its  employees, 

managers and others responsible for carrying out the Board’s activities.  

 

Reporting 
 

It  is  the  responsibility  of  every  employee  to  immediately  report  insubordination,  suspected  misconduct  

or dishonesty to their supervisor. When supervisors are made aware of such potential acts by subordinates, 

they must  immediately  report  such  acts  to  the  CEO  or  in  his/her  absence  the Chair of the Board.  Any 

reprisal against any employee or other reporting individual because that individual, in good faith, reported a 

violation is strictly forbidden. 

Due to the important yet sensitive nature of the suspected violations, effective professional follow up is critical. 

Managers/supervisors, while appropriately concerned about “getting to the bottom” of such issues, should not, 
in  any  circumstances,  perform  any  investigative  or  other  follow-up  steps  on  their own. Concerned but 

uninformed managers represent one of the greatest threats to proper incident handling.  All relevant 

matters,  including  suspected  but  unproved  matters,  should  be  referred  immediately  to  those  with  

follow-up responsibility. 
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Additional Responsibilities of Managers/Supervisors 

 

In  addition  to  reporting  suspected  violations  as  required  above,  employees  with  supervisory  and  review 

responsibilities at any level have these additional deterrence and detection duties: 

 To become aware of what can go wrong in their area of responsibility 

 

 To  put  into  place  and maintain  monitoring, review  and  control  procedures  which  will  prevent  

acts  of wrongdoing 

 

 To  put  into  place  and  maintain  monitoring,  review  and  control  procedures  that  will  detect  acts  

of wrongdoing promptly should prevention efforts fail. 

Authority  to  carry  out  these  additional  responsibilities  is  often  delegated  to  subordinates.   However, 

accountability for their effectiveness cannot be delegated and will remain with supervisors and managers. 

 

 

Responsibility & Authority for Follow Up & Investigation 

 

The CEO or assigned personnel has primary responsibility for all investigations involving the Board. The CEO 

may request the assistance of other staff, partners, sub recipients or others in any investigation. 

Properly designated members of the investigative team will have: 

 Free and unrestricted access to all company records and premises, whether owned or rented. 

 

 The authority to examine, copy and/or remove all or any portion of the contents of files, desks, cabinets, 

and other storage facilities (whether in electronic or other form) without the prior knowledge or consent 

of any individual who might use or have custody of any such items or facilities when it is within the 

scope of investigative or related follow up procedures. 

All investigations of alleged wrongdoing will be conducted in accordance with applicable laws and company 

procedures. 
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Reported Incident Follow-Up Procedure 
 

Care must be taken in the follow up of insubordination, suspected misconduct and dishonesty to avoid acting 

on incorrect  or  unsupported  accusations,  to  avoid  alerting  suspected  individuals  that  follow  up and an 

investigation  is  underway,  and  to  avoid  making  statements  which  could  adversely  affect  the  company,  

an employee, or other parties. 

Accordingly, the general procedures for follow up and investigation of reported incidents are as follows: 

 Employees and others must immediately report all factual details as indicated above under “Policy.” 
 

 The  CEO  or  assigned  personnel  has  the  responsibility  for  follow  up  and,  if  appropriate,  the 

investigation of all reported incidents. 

 

 All records related to the reported incident will be retained wherever they reside. 

 

 Those  involved  in  the  investigation  should  carefully  consider  whether  communication  with  

the suspected individual(s) about the matter under investigation is warranted. 

 

 The CEO or assigned personnel will determine whether this matter should be brought to the 

attention of the Fox Valley Workforce Development Board’s Executive Committee. 
 

 The  CEO  or  assigned  personnel  may  also  obtain  the  advice  of  the Board of Directors  at  any  

time throughout the course of an investigation or other follow-up activity on any matter related to the 

report, investigation steps, proposed disciplinary action, or any anticipated litigation. 

 

 Neither  the  existence  nor  the  results  of  investigations  or  other  follow-up  activity  will  be  

disclosed  or discussed  with  anyone  other  than  those  persons  who  have  a  legitimate  need  

to  know  in  order  to perform their duties and responsibilities effectively. 

 

 All inquiries from an attorney or any other contacts from outside of the company, including those 

from law enforcement agencies or from the employee under investigation, should be referred to 

corporate counsel. 

Investigative or other follow-up activity will be carried out without regard to the suspected individual’s position, 
level or relationship with the company. 

 

Questions or Clarifications 
 

All  questions  or  other  clarifications  of  this  policy  and  its  related  responsibilities  should  be  addressed  

to  the Board’s  CEO  who  shall  be  responsible  for  the administration, revision, interpretation, and 

application of this policy. 
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Separation of Employment & Recalls/Reinstatement 
 

 Layoffs: Funding for the Board is primarily dependent upon allocations, grants and donations. It 

may become necessary for the Board to lay off an employee due to reduced funding availability 

and/or reduced workload. Any employee may be laid off due to lack of funding. The Board will make 

a reasonable effort  to  give  advanced  written  notice  of  layoff  to  an  affected  employee.  

 

 Recalls/Reinstatement: An employee on layoff may be recalled, without open recruitment, if the 

funding availability or workload needs change during the layoff status and the hiring manager 

believes the employee can be effective in the role. 

 

 Voluntary  Employment  Resignation:  If  an  employee  decides  to  resign,  s/he  is  requested  

to  give  two weeks written notice, not to include vacation days.  

 

 Termination and Job Abandonment:  Employees of the Board are employed on an at-will basis, 

and the company retains the right to terminate an employee at any time, with or without reason or 

notice. An employee who fails to show up for work for five consecutive work days without any notice 

or notification will be considered to have abandoned the job, and therefore will be terminated, 

unless some highly unusual circumstance has taken place.  

 

 Prior Employee Returns: For any employee who leaves the Board in good standing and returns at 

a later date, the Board will reinstate the employee with credit for previous years worked, following 

the 90 day re-introductory period. 
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Cobra Continuation, Benefits & Final Paycheck 
 

 For employees permanently laid off: 

 

o The employee’s retirement contributions remain in the 401K plan during the layoff period but 

no further payments to the plan will be made by the Board. 

 

o Insurance may be continued at the employee’s own expense.  Information on COBRA is 

provided to all employees. 

 

o Upon  permanent layoff,  the  employee  is  allowed  the  pro-rated  amount  of  PTO  earned  

as  of  the  date  of  layoff forfeiting the remaining amount that will not be paid. If the 

employee has a negative PTO balance as of the layoff date, the value of the overage will be 

deducted from the employee’s final pay check. If this amount  exceeds  the  amount  of  the  

employee’s  final  check,  the  employee  will  be  invoiced for  the remainder. 

 

 Voluntary Employment Resignation & Termination 

 
o Upon resignation or termination, the employee’s retirement contributions shall be made 

available to the employee according to the rules of the plan and applicable federal law. 
 

o Insurance may be continued at the employee’s own expense.  Information on COBRA is 
provided to all employees. 

 
o Upon resignation or termination, the employee is allowed the pro-rated amount of PTO 

earned as of the date of separation forfeiting the remaining amount that will not be paid. If 
the employee has a negative PTO balance, the value of the overage will be deducted from 
the employee’s final pay check. If this amount  exceeds  the  amount  of  the  employee’s  
final  check,  the  employee  will  be  billed  for  the remainder. 

 

 

Return of Property 
 

The  separating  employee  must  return  all  Board  property  at  the  time  of  separation,  including  but  not 

limited to keys/fobs, PCs/laptops, flash drives, corporate credit cards and any other materials in their 

possession. Failure to return all items may result in deductions from the final paycheck. The Board may also 

take other action to recover items or its value. 
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SECTION 4:  WORKPLACE EXPECTATIONS 
 

 

Confidentiality 
 
 
Our  customers  and  other  entities  with  whom  we  do  business  entrust  Fox Valley Workforce Development 
Board with important information relating to themselves or their business(es). It is the Board’s policy that all 
information considered confidential will not be disclosed to external entities and individuals or to employees 
without a “need to know.” If an employee questions whether certain information is considered confidential, s/he 
should first check with his/her immediate supervisor. 
 
This policy is intended to alert employees of the need for discretion at all times and is not intended to inhibit 
normal business communications. 
 
 

Public Relations 
 

 
The Board strives to provide the public accurate and timely information, communicated in a professional 
manner, and in accordance with the laws regarding public information and data practices.  
In  order  to  promote  our  customer  service  image,  it  is  important  to  respond  quickly,  courteously  and 
professionally to all media calls. All inquiries from the media must be referred to the CEO’s assistant or, in that 
individual’s absence, the CEO.  The CEO may direct and authorize any Employees, Sub recipient, Board 
Member, Partner, or Customer to speak on behalf of the Board. 
 
Media consists but is not limited to: 
 

o Reporters/journalists 

o Bloggers 

o Broadcasters 

o Radio 

o TV 

o Printed materials such as newsletters, articles, and brochures 

o Electronic materials such as email, postings to web sites or social media sites 

 
Additionally, the Board’s website and social media accounts are designed around our mission and vision. To 
protect the Board, its employees, and partners from criticism, litigation, or embarrassment that may result  from  
inaccurate  content,  the CEO will provide oversight over staff who administer  and  maintain  the  Board’s  
website(s)  and  social  media accounts.  
 
Questions associated with the Board’s website, Facebook, Twitter, Craigslist, amongst other accounts are to 
be directed to the CEO.  Unauthorized access or use of these accounts is strictly prohibited. 
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WORKPLACE EXPECTATIONS 

 
 
 
 
 

Work Schedule 
 

 
The operating days and hours are 8:00 A.M. to 4:30 P.M., Monday through Friday. All employees are expected 
to be at work during these hours unless approval is granted for a flexible work schedule (flextime). 
 
Flextime is a work schedule with time of arrival and departure that differs from the standard operating hours. 
Flextime is approved on a case-by-case basis. Full-time employees who have completed at least 1 year of 
employment are eligible for flextime. The employee must first discuss possible flextime arrangements with 
his/her supervisor and then submit a request to the CEO via email. Flextime requests will be approved or 
denied based on staffing needs, the employee’s job duties, the employee’s work record and the employee’s 
ability to temporarily or permanently return to a standard work schedule when needed or for any other reason. 
A flextime arrangement may be suspended or cancelled at any time. 
   
Lunch times are not prescribed.  However, employees at the Neenah office should work together to ensure at 

least one Board employee is in the office at all times during open hours. 

Exempt-employees are encouraged to take a one-half hour lunch break. 

Non-exempt employees are encouraged to take a one-half hour unpaid lunch break and two fifteen minute paid 

breaks each day. 

 

Attendance & Tardiness 

 

Regular attendance is a key factor in an employee’s job performance considered in granting promotions and 
salary increases. The  Board  expects  employees  to  be  reliable  and  punctual  when  reporting  to  work, 

meetings, conferences, and all work related activities/events. Employees are also expected to remain at work 

for their entire work schedule.  

Patterns  of  absenteeism  or  tardiness  (whether  excused  or  unexcused)  are  unacceptable  and  may  

result  in discipline up to and including termination of employment. 

Employees must notify and provide a reason for absence and/or tardiness to his/her immediate supervisor or 

the CEO at a minimum of 30 minutes before the Board’s scheduled start time.  
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WORKPLACE EXPECTATIONS 

 

 

 

 

Shortened Workdays on Friday 
 

Year round, employees may request an adjustment to their work hours, adding four hours of work Monday-

Thursday to allow for taking Friday afternoons off (12:30-4:30 pm). A request for a shortened Friday schedule 

must be submitted to an employee’s immediate supervisor and approved by the CEO. Arrangements need to 

be made with co-workers to ensure there will be adequate staff coverage during Friday afternoons. The 

employee’s work calendar shall be updated to reflect hours in and out of the office. The Board reserves the 

right to end the program at any time for any or all employees, including temporary halts to the program during 

busy periods. Due to the nature of some roles, this may not be an option for every employee. 

 

 

Closing of Job Centers and Corporate Office Locations 
 

In the event of severe weather, power outage, or other event which causes problems in getting to work or in 

keeping the office open, Board and sub recipient staff officed in a job center will follow the individual job center 

closing policies. Under some circumstances, FVWDB’s CEO also has the discretion to close the centers.  

In the event that a job center office or Board offices are closed due to reasons above, employees will be 

compensated as they had been regularly scheduled to work during those hours.  Employees  are  expected  to  

take  the  initiative  to  see  that  their  work  responsibilities are accomplished during such circumstances. 

If the office is not closed and employees have determined that bad weather or other circumstances make it 

impossible to get to work, with supervisor and CEO approval, the employee will be allowed to work extra hours 

during the week in order to be compensated for a full week’s pay. When inclement weather is predicted, 
employees are encouraged to take work materials and computers home in anticipation of a work-from-home 

day. Employees may use Paid Time Off (PTO) when the office is not closed and they are unable to get to work.  

Additionally, closing exemptions may be made by the CEO due to business and/or program needs such as 

grant applications, quarterly report deadlines, and Board/Committee meetings. 

While our work is important and everything possible should be done to minimize unscheduled closures for our 

customers, our first priority is the safety of those we employ and those we serve. In instances where weather 

or other issues limit your ability to get to the office safely, please err on the side of caution and stay home. 
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WORKPLACE EXPECTATIONS 

 

 

 

 
 

Leaving the Office 
 

Employees  must  indicate  where  they  can  be  reached  during  normal  business  hours as requested and in 

the manner designated in each location. All employee calendars should be updated frequently to ensure any 

staff member can determine your availability. 

 

 
 

 

 

Personal Appearance 
 

Personal appearance is instrumental to the image projected to customers, business partners, visitors to the 

Workforce Development Centers, and co-workers.  The  Board’s  employees  are  expected  to  be  neat, clean  
and  well-groomed  while  on  the  job.  Clothing must be consistent with the standards for a business 

environment and must be appropriate for the type of work being performed.  

Employees  who  are  not  involved  in  meetings  with  customers,  business  associates,  or  center  partners 

are allowed to wear “casual clothing” on any day they wish. Casual clothing must remain neat, clean, and 

appropriate for a professional business setting. 

The  Board  is  confident  that  employees  will  use  their  best  judgment  regarding  attire  and  appearance. 

Management has the right to determine appropriateness.  Any  employee  who  is improperly  dressed  will  be  

counseled  or,  in  certain  cases,  may  be  sent  home  to  change  clothes.  Continued disregard of this policy 

may be cause for disciplinary action or elimination of this benefit. Come on, don’t blow this for your co-workers! 
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WORKPLACE EXPECTATIONS 

 

 

 

 

Code of Professional Conduct & Ethics 
 

The  Board  is  committed  to  conducting  business  consistent  with  the  highest  ethical,  moral  and  legal 

standards. The trust of our customers, business partners, subcontractors, and the community we serve is an 

asset that cannot be purchased. It must be earned. Employee conduct is the cornerstone of this trust. In 

essence, each employee will conduct Board business with integrity, in compliance with applicable laws, and in 

a manner that excludes consideration of personal advantage. 

Of highest priority, all persons are to be treated in a fair and equitable manner. No employee shall take unfair 

advantage of any fellow worker, customer, subcontractor, or business partner.  Representatives of the Board 

are expected to display dignity and courtesy in all business dealings. 

The resources of the Board, including its money, property, and the time and talent of its employees, are to  be  

used  solely  for  conducting  Board  business  and  meeting  the  needs  of  those  we  serve.   These 

resources are to be handled prudently by those to whom they are entrusted. They most certainly are not to be 

diverted to the personal use of any employee. 

The internal and external reporting and exchange of information is a critical part of the conduct of our business. 

Internal and external communication will be complete, candid and accurate, and reliable to the greatest extent 

possible. 

All decisions made on behalf of the Board are to be made in the best interest of its customers, business 

partners, subcontractors, the community served, and the good of the Board. Therefore, the acceptance, in  a  

business  context,  of  lavish gifts,  loans,  entertainment,  personal  favors,  or  anything  that  would  influence 

a business decision or appear to influence a business decision  is strictly prohibited and will result in 

disciplinary action up to, and including, termination of employment. 

It is critical that staff does not allow personal interests to affect the business they conduct for the Board. It is 

expected that all employees will be sensitive to the dangers presented by the potential or the perception of 

conflicts  of  interest  and  to  consult  with  supervisors  or  other  reliable  sources  of  advice  when  doubtful  

or confusing situations arise. The general rule for recognizing conflicts is that employees must avoid any 

activity that compromises their judgment, causes them to show or give the perception of undue favoritism, or 

causes them to receive a benefit of any kind. 

Adherence  to  this  policy  will  protect  the  Board  and  its  employees  from  criticism,  litigation,  or 

embarrassment that might result from alleged or real conflicts or unethical practices. Any suspected violations 

should be reported to the CEO and Human Resources. 
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WORKPLACE EXPECTATIONS 

 

 

Fraternization Policy 
 

Activities  that  compromise judgment,  gives  the  perception,  or  causes  undue  favoritism  may  create  

unwanted  problems  for  the Board. For this reason, the Board desires to avoid situations where there is a 

romantic or marital relationship between a supervisor and a subordinate, between co-workers, between an 

employee and sub recipient or an employee and a program participant.  

Employees  with,  or  who  develop,  such  relationships  must  immediately  notify  and  disclose  all  relevant 

circumstances  to  the CEO.  Although we have no prohibition regarding such relationships, we discourage 

such relationships and reserve the right to take appropriate action should it become necessary. 

Any  failure  to  disclose  the  nature  of  such  relationships,  as  expected  in  this  policy,  will  result  in  

disciplinary action up to and including immediate termination of employment.  

 

 

Conflict of Interest 
 

Annually, all  employees  of  the  Board  are  required  to  disclose  information  regarding  ownership  interest  

in, investment in, employment with, contractual relationship with, or fiduciary or professional relationship with 

any organization or entity which receives or may seek to receive funds from or which does business or may 

seek to do business with the Board. All new employees will be required to complete a disclosure form. 

No employee of the Board may participate in the making of a contract or in the procurement of supplies, 

equipment, or services in which s/he or a member of his/her immediate family has a private pecuniary interest, 

direct or indirect. Nor may any employee accept a gratuity or favor of value for any contract, goods, or services 

which the Board procures. 

No employee will hold a job with the Board while s/he or any member of his/her immediate family serves on the 

Fox Valley Workforce Development Board’s Board of Directors. 

No  employee  shall  effectively  recommend  or  decide  to  hire,  promote,  establish  the  salary  of,  or  give 

preferential treatment in the supervision of any person who is a member of his/her immediate family. 

The  term “immediate family”  in  this  section  means  spouse,  child,  parent,  sibling,  aunt/uncle,  
niece/nephew, stepparent, stepchild, or any in-law relationship of the same. 

All  employees  shall  abide  by  the  federal  Hatch  Act  in  regard  to  political  activity.   Employment shall not 

be offered as a consideration or reward for the support or defeat of any political party or candidate for elected 

office. 

No employee shall support either religious or anti-religious activities in the capacity of his/her employment. 
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WORKPLACE EXPECTATIONS 

 

 

 

 

 

Outside Employment 
 

An employee may hold other employment only if it does not distract, discredit or otherwise interfere with 

employment at FVWDB. No outside employment may be in contradiction to the Board’s mission and values or 
can, in any way, be in violation of our conflict of interest policies. 

An employee is not required to disclose outside employment. However, any potential conflict of interest must 

be disclosed to the CEO. Non-compliance may result in discipline, up to and including termination. On  an  

annual  basis,  all  employees  of  the  Board  will  be  required  to  complete  a  conflict of interest form.  By 

signing,  an  employee  understands,  accepts  and  agrees  to  comply  with  the  policy  listed  above  during 

employment with the Board.  

If at any time following the submission of the conflict of interest form, an employee becomes aware of any 

actual or potential conflicts of interest, or if the information provided becomes inaccurate or incomplete, the 

employee must promptly notify the Board’s CEO in writing.  

 

 

 

Solicitation of Funds, Signatures & Distribution of Leaflets, 

Notices or Other Materials 
Employees may not engage in solicitation at any time during their working time or during the working time of 

the employee being solicited. 

Employees may not engage in distribution of literature of any kind during their working or during the working 

time of the employee receiving literature.  Persons  who  are  not  Board  employees  may  not  solicit  or  

distribute literature for any purpose anywhere on the Board’s property.  

Working time includes authorized breaks or meal periods and working areas include break rooms, restrooms 

and parking lots. 
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WORKPLACE EXPECTATIONS 

 

Information Technology, E-mail, Internet & Social Media Use 
 

The Board provides employees with computer hardware and software products, Internet access and email 

connections in order to maximize productivity. 

We recognize that employees may, on occasion, use Board equipment for personal use. This should be kept at 
a minimum whenever possible. 

The Board will monitor all computer systems and the files, e-mails, Internet sites and software packages used 

or created by employees.  Noncompliance  with  this  policy  is  grounds  for  disciplinary  action  up  to  and 
including termination. 

Information Technology 
 

 Workstation  computers,  laptops,  iPads,  copiers,  printers  and  fax  machines  are  the  property  of  

the Board. The contents of any of these items, including online applications and email accounts, are not 

the private property of the employee using them, and the  Board  reserves  the  right  to  access  any  

information  stored  therein,  as  well  as  monitor  and track Internet usage.  Accordingly, employees 
may not delete browsing history or disable cookies from their Internet usage. 

 

 Employees are expected to respect and safeguard these resources. Their use are privileges, not rights, 
and may be limited or revoked at any time.  Violations will lead to removal of unauthorized or 
unacceptable data and/or applications, followed by appropriate disciplinary action, up to and including 
termination and/or legal action. 
 

 An  employee  who  wishes  to  add  a  software  program,  cloud  based  applications,  and  services  
to enhance  job  performance  needs  the  written  permission  of  the  immediate  supervisor  and  the  
IT Manager. The  Supervisor  will  determine  if  the  Board  will  purchase  the  program  and  the  IT  
Manager  will ensure that the equipment is adequate to accommodate the software. Employees who 
have purchased their own software must also obtain written approval to add it to their PC’s through the 
IT Manager. Unapproved use and installations are prohibited. 
 

 User accounts and login credentials for network access, email accounts, online applications and MIS 
systems must not be shared with anyone. 
 

 Employees  who  work  with  participants  and  participant  data  in  any  cloud  based  application,  
CRM database or MIS system must ensure that any Personally Identifiable Information (PII) is 
safeguarded. PII is defined by s.  19.62(5) Wis.  Stats.  as  “information  that  can  be  associated  with  
a  particular individual through one or more identifiers or other information or circumstances.” PII 
usually involves information such as social security numbers, addresses and phone numbers. 
 

 Employees should regularly perform virus checks of their assigned PC. They should ask IT staff for 
assistance if needed. Virus checks should be performed on any medium coming from an outside 
source or that originated from another computer. 
 

 Employees should always seek assistance if they are unsure about any computer function or task. 
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WORKPLACE EXPECTATIONS 

 

 

 

 

 

E-mail 
 

The purpose of e-mail is to conduct corporate business.  The messages sent and received on the e-mail 
system are the property of the Board and are subject to monitoring. 
 

 Any  e-mail  communication  that  contains  harassing,  discriminating,  obscene,  sexual  or  
demeaning content is prohibited. 
 

 Employees  are  prohibited  from  engaging  in  illegal,  fraudulent  or  malicious  activities  using  the  
email system. 

 
 Employees are prohibited from sending or storing offensive, obscene or defamatory material. 

 
 Employees  are  prohibited  from  using  another  individual’s  account  or  identity  without  explicit 

authorization. 
 

 Employees  are  prohibited  from  attempting  to  test,  circumvent  or  defeat  security  or  auditing  
systems without prior authorization. 
 

 Employees are prohibited from permitting any unauthorized individual to use the Board’s email system. 
 

 Employees  are  expected  to  report  to  their  immediate  supervisor  the  receipt  of  any  e-mail  that  
is harassing, obscene, discriminatory and/or offensive. 
 

 Do not forward or reply to chain letters, junk e-mail or phishing correspondence. Do not download or 
open questionable attachments, and check the address of the sender. Best practice is to notify the IT 
Manager of emails suspicious in nature, then delete. 
 

 When sending any e-mail the “Subject” line should be clearly defined. 
 

 Do not email personally identifiable information (PII) of individual(s) or participant(s) across domains. If 
necessary, information must be encrypted before sending. 

 
 All emails are expected to be responded to or acted upon within 48 hours, unless employee is out of 

the office. Failure to respond to emails in a timely manner may be considered unprofessional behavior, 
and subject to disciplinary procedures. 
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WORKPLACE EXPECTATIONS 

 
 
 

 

 

 

 

 

 

Internet & Social Media 
 

 Use of the Internet is intended for business purposes only. Internet usage and site destinations may be 
monitored. 
 

 Use of the Internet to access, distribute or download inappropriate Internet content is prohibited. 
(Examples are sites that offer or contain material that is obscene, profane, abusive, derogatory, etc.) 
 

 Downloading  and/or  installing  any  software  or  executable  files,  and  using  cloud  based 
applications/services  are  prohibited  without  prior  approval  from  an  employee’s  supervisor  and  IT 
Manager.  This  includes  but  not  limited  to,  software,  games,  music,  streaming  music  radio/video, 
screensavers, and Google Apps and Docs. 
 

 Board email accounts must not be used for non-Board business communication or representation.   
 

 Federal, state and software copyright/licensing laws must not be violated. 
 

 Internet usage/site destinations of all employees can and will be monitored when mandated.  
 

The Workforce Development Centers may have additional policies regarding the use of information technology, 

Internet and e-mail for all center partners. Board employees are expected to adhere to all policies. 
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WORKPLACE EXPECTATIONS 

 

 

 

 

 

 

Drug-Free Workplace 
 

The Board is committed to promoting and maintaining a drug-free workplace in order to protect the health and 
safety of all its customers and employees. In accordance with this policy, the unlawful use, possession, 
solicitation  for,  or  sale  of  narcotics  or  other  illegal  drugs,  alcohol,  or  prescription  medication  without  a 
prescription by any employee in any workplace or off-site work assignment location is strictly prohibited.  
 
Because  prescription  medication  can  also  affect  an  individual’s  demeanor  and  job  performance,  it  is  
the employee’s responsibility to advise her/his immediate supervisor if s/he is taking legal prescription drugs 
which may impact performance. Such prescription drugs must be given under medical supervision. 
 
All employees are required to abide by the terms of this policy and are also required to notify the CEO in 
writing if any conviction that results from a violation of a criminal drug statute occurring in the  workplace  or  
outside  of  work  within  five  calendar  days  after  such  a  conviction.  Failure to provide such notification may 
result in disciplinary action up to an including termination of employment.  
 
The Company will conduct drug and/or alcohol testing under any of the following circumstances: 
 

 Random Testing: Employees may be selected at random for drug and/or alcohol testing at any interval 
determined by the Board. 
 

 For-Cause Testing: The Board may ask an employee to submit to a drug and/or alcohol test at any 
time it feels that the employee may be under the influence of drugs or alcohol, including, but not limited  
to  the  following  circumstances:  evidence  of  drugs  or  alcohol  on  or  about  the  employee’s 
presence  or  in  the  employee’s  vicinity,  unusual  conduct  on  the  employee’s  part  that  suggests 
impairment  of  influence  of  drugs  or  alcohol,  negative  performance  patterns,  or  excessive  an 
unexplained absenteeism or tardiness. 
 

 Post-Accident  Testing:  Any  employee  involved  in  an  on-the-job  accident  or  injury  under 
circumstances that suggest possible use or influence of drugs or alcohol in the accident or injury event 
may be asked to submit to a drug and/or alcohol test.  
 

Tests resulting in positive findings for drug and/or alcohol abuse will be subject to disciplinary action up to and 
including termination of employment. In such a case, the employee will be given an opportunity to explain the 
circumstances prior to any final employment action becoming effective. 
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WORKPLACE EXPECTATIONS 

 
 
 
 
 
 
 
 
 
 
 
 
 

Smoke Free Workplace 
 

 
By policy, no smoking is allowed inside any facility owned, leased, or rented by the Board. The Board will abide 
by the technical colleges no smoking policy on campus premises and similar policies on state owned buildings.  
 
 
 
 
 
 
 
 
 

Scent Reduction in the Workplace 
 

 
Board employees will do their part to reduce unnecessary scents in the office.  To accommodate staff and 
customers who are sensitive to fragrances and other scented products, please do not apply scented products 
during working hours including cologne, perfume, after shave lotions, scented lotions, fragranced hair products 
and/or similar products. Air fresheners and fragrance sprays should be used sparingly. In addition, be careful 
with food cooked in the microwave that has a lingering odor. Be a good neighbor and don’t stink the place up. 
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SECTION 5:  COMPENSATION 
 

 

Administration of Compensation Policies 
 
The Fox Valley Workforce Development Board of Directors shall adopt a wage/salary for each position. The 
Board of Directors shall determine for the beginning of each fiscal year to what degree, if any, the levels of 
wage/salary shall be changed due to inflation, funding availability, and other considerations. 
 
The CEO is authorized to approve a specific salary level for each employee within the salary range of the 
position into which a new employee is hired. Annual salary adjustments at the beginning of each fiscal year, or 
other times during the year, shall be considered for each employee based on (but not limited to) employee 
performance and any inflationary increase in the overall budget approved by the Board of Directors. 
 
The  following  wage  placement  guidelines  shall  be  generally  utilized  in  establishing  at  what  point  each 
employee’s salary is placed within his/her salary range and for administering the progression within that range. 
 

 Salary adjustments for employees remaining in the same position: Each employee shall have their 
salary reviewed at least once during each 12-month period. Their supervisor will conduct a 
performance evaluation prior to this review. Based upon performance evaluation results, goals, 
attendance record, any other  relative  written  personal  documents,  and  available  funding,  the  
supervisor  will  make  a recommendation regarding adjustment. Wage increases are within the sole 
discretion of management and there is no guarantee that wage increases will be made every year or 
that every employee will get a wage increase. 
 

 Salary adjustment for employees entering a new classification: This can occur in two possible 
ways: through promotion or re-classification through applying and being selected for a posted opening. 
In each case, a salary adjustment will be made based upon the new salary range, the employee’s 
previous salary, and the employee’s perceived competency level in handling the new responsibilities. 
 

All starting salaries and salary adjustments require the CEO’s approval. The Executive Committee of the Board 
of Directors shall determine the salary level of the CEO. The  Board’s  payroll  procedures,  as  outlined  in  the  
Board’s  Financial  Procedure  Manual,  shall compensate employees at approved salary levels. 
 
In accordance with the Fair Labor Standards Act (FLSA), non-exempt employees are eligible for overtime pay 
at a rate of one and one-half times their regular pay for work performed in excess of forty (40) hours per week.  
 
Exempt employees are not eligible for overtime payment. Such employees are compensated on the basis of 
the work and responsibilities of their positions and not for the hours worked.  The compensation levels for 
employees in these positions take into consideration the responsibility level of the job and the need for 
occasional hours in excess of 40 per week. 
 
When the job requires it, salaried (exempt) employees may need to work longer than 8 hours per day or on 
weekends. The Board will recognize Compensatory (“Comp”) Time for salaried employees on an occasional 
basis and when possible. The recognition of Comp Time may be eliminated at any time, for any reason.  
 
Hourly/non-exempt  employees  who  anticipate  the  need  for  overtime  to  complete  the  week’s  work  must  
notify  their supervisor  in  advance  and  obtain  written  approval  prior  to  working  hours  that  extend  
beyond  their  normal schedule. Hourly employees who fail to obtain approval prior to working hours that 
extend beyond their normal 40 hour work week will be subject to disciplinary action. 
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COMPENSATION 

 

 

 

 

 

Performance Evaluation & Salary System 
 
 
The Board shall maintain an employee performance evaluation system. Performance reviews provide an 
opportunity for an employee and supervisor to review strengths and areas where improvement is needed. The 
performance evaluation system shall be based upon and encourage significant communication between the 
employee and supervisor. 
 
Generally, an employee will receive a written performance review following the completion of the required 90 
day introductory period as either a new employee, or as a promoted employee. Thereafter, the employee’s 
performance will be formally reviewed on a semi-annual basis.  The employee shall have the opportunity to 
review the evaluation and provide written comment. A copy of each evaluation will be kept in the employee’s 
personnel file.  
 
Performance evaluations represent an important factor in determining salary adjustments. Typically, salary 
adjustments, if offered, will be made by/on July 1 of each year. Circumstances may require this to be delayed 
or eliminated. Those completing a 3-month or 6-month introductory period may have their salary evaluated at 
the end of their introductory period. 
 
Recognizing  that  funding  is  primarily  grant-driven,  a  salary  increase  may  be  considered  when  a  new  
grant necessitates an expansion of an employee’s responsibilities. 
 
The CEO or assigned personnel shall ensure that the performance evaluation system is fair, operational and 
practical. A common format will be utilized. The CEO or assigned personnel shall review completed 
performance evaluations for consistency and fairness.   Indications of minor weaknesses should not be 
construed as a negative assessment of the employee’s contributions to the Board, but as potential for growth.   
Evaluations  that  indicate  significant  under-performance  should  include  a  corrective  action  plan consisting 
of goals, methods, and timelines for addressing deficiencies. 
 
 
 
 

Payroll Procedures 
 
 
Employees are paid every two weeks for time worked over the previous two-week pay period. They are paid by 
direct deposit into their checking or savings account and no exceptions will be granted. 
 
For direct deposit, a voided check is required to prove the employee’s bank account number and bank routing 
number.  In  general,  direct  deposits  occur  on  Fridays, but  may  happen  earlier  or  later  if  circumstances 
warrant. 
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COMPENSATION 

 

 

Time Reporting 
 
 
All employees are required to complete a bi-weekly time card for review and approval to Payroll by Monday at 
9 a.m. to ensure timely processing. Due to holidays or other unforeseen circumstances, this due date and/or 
time may need to be adjusted. 
 
Employees may not submit timesheets for another employee.  
 

An unsigned timesheet or an incomplete timesheet may result in the employee not being paid on the 
anticipated date. If so, the employee will be paid on the following pay day when the timesheet has been 
completed, signed or corrected. 
 
 
 

Incentive Awards & Severance Pay 
 
 
Incentive awards can be used as a reward or a retention mechanism, and they do not increase the base 
annualized salary or wage for pension benefit calculations.  Severance pay, on the other hand, is to ease the 
transition from employment to a permanent layoff.  Incentive awards and severance are normally a one-time 
payment for a designated period. 
 
The CEO may approve up to a $250 incentive award to an employee, provided the dollars are within the 
budget as approved by the board. Any incentives larger than $250 shall be recommended by the Finance & 
Personnel Committee and approved by the Executive Committee or Board of Directors. 
 
Severance pay is to be recommended for award amount and method of distribution by the Executive 
Committee or Board of Directors. 
 
 
 

Employee Recognition, Celebrations and Retirement Recognition 
 
 
The Board wants to recognize employees for long-term service to the Board. After five years of service and at 
every five year increment thereafter, employees will be recognized with a small gift selected by the CEO. The 
dollar value will not be more than $50.  
 
The Board will hold an annual holiday event for all employees. At this event, the Board will purchase a meal 
and arrange for an activity that fills the hearts of all employees with joy. The average cost for this event will be 
less than $25 per person. 
 
For employees who have achieved at least five years of service, have reached the age of 62 and have decided 
to retire from their position, the Board wishes to honor the individual for their years of service. The CEO is 
empowered to purchase a gift of not more than $100 and plan for a recognition lunch or dinner for the honoree 
and his/her immediate family. The average cost of the event should be less than $25 per person. 
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Telephones, Cell Phone, Fax, Printers and MFDs 
 
 
The Board may provide employees with a Board-issued cell phone for work purposes only. Employees may 
also be provided with a desk phone and have access to a Fax machine, copier/multi-function device, and a 
printer. The expectation is that personal use of these items will be kept to a minimum. The Board does not 
reimburse employees with a cell phone stipend for use of their personal device. The Board does not reimburse 
employees for use of personal equipment at a home office. 
 
 
 
 
 
 
 
 
 

Work-Related Expenses 
 
 

Expenses 
 
 
There may be times when you may incur expenses in the course of doing your job. This may include, but are 
not limited to: parking fees, tolls, public transportation costs or other minor costs. As long as your supervisor or 
CEO is aware of the expense in advance and an appropriate purchase order has been prepared (for items 
over $50) and a receipt is provided (when available) with your expense report, reimbursement will be granted. 
No item over $50 will be reimbursed without a receipt. When reimbursements are made from a federal or state 
grant, sales tax will not be reimbursed. Employees are reminded to show the Board’s tax exempt certificate 
when making a Board purchase to see if eliminating the sales tax is possible. Should the merchant refuse to 
the honor the certificate, the employee should purchase elsewhere. 
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Travel 
 
 
All  employees  will  be  reimbursed  for  travel  expenses  incurred  as  a  result  of  work  assignments.  
Mileage reimbursement  is  meant  to  cover  only  those  miles  incurred  above  and  beyond  the  employee’s 
normal commute from home to his/her official office location. Commuting between home and office location is 
not qualified business mileage. 
 
All employees will be assigned an office location, which may be changed at any time.  
 
When possible, when two or more employees are attending the same event or meeting, employees are 
encouraged to carpool to reduce mileage expenses. In addition, employees should make every effort to 
consider teleconferences over face-to-face meetings when possible. 
 
Work related travel will be reimbursed to the employee based on the shortest distance taken. Whether 
departing from your residence or assigned office or returning to your residence or assigned office, the 
employee should submit the shortest distance. 
 
The easiest way to calculate your mileage may be to track all mileage from the time you leave your home and 
arrive at your first work stop and then return home. When complete, subtract the actual miles of your standard 
commute to come up with reimbursable mileage. 
 
The IRS allows tax-free mileage reimbursement only for driving directly related for work. Travel from an 
employee’s residence to their official office location is non-reimbursable. Employees may be assigned and 
stationed to more than one location as their official office location. An official office location may consist of 
where an employee spends the largest part of his/her daily working time and where business travel begins and 
ends. An employee’s official office location(s) may change throughout their employment as assignments 
require or other circumstances are warranted. 

 
All employees traveling outside of the state must have written pre-approval from their immediate supervisor 
with final approval made by the CEO. 

 
Employees who have travel expenses will complete an expense account form. Travel advances are not 
permitted. 

 
The  corporate  mileage  reimbursement  rate  will  match  the  IRS  approved  mileage  rate  and  will  be  
adjusted whenever the IRS rate changes. Mileage reported on the travel voucher may be based on odometer 
readings. Only the person driving may be reimbursed for mileage. 

 
All employees must possess a valid driver’s license. All employees using an owned vehicle must maintain state 
minimum liability and property damage insurance coverage.   In  the  event  of  an  accident,  the  employee’s 
coverage  will  be  exhausted  before  liability  claims  can  be  made  against  the  Board’s  non-owned  auto 
liability insurance. All employees are strongly encouraged to verify they have appropriate insurance coverage 
for using their personal vehicle for work travel. 
 
All employees are required to abide by the terms of this policy and are also required to notify the CEO in 
writing of any conviction that affects his/her driving privileges within five (5) calendar days after such a 
conviction. Failure to provide such notification may result in disciplinary action up to and including termination 
of employment. 

 
Transportation expenses which are not reimbursable include: repairs and maintenance, towing, traffic citations, 
or parking tickets. 
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COMPENSATION 

 
 

 

 

Meals & Lodging 
 
 

The cost of meals, lodging, and other travel-related expenses will be reimbursed for any employee traveling on 
official business.  Reimbursement  will  be  based  upon  properly  signed  travel  reimbursement form with  
necessary documentation.  Itemized  receipts  must  be  attached  to  the  travel  reimbursement forms for  
lodging,  common  carrier transportation, and  parking  fees  incidental  to  official  corporate  business. No 
receipt is required for tips to housekeeping staff. Meals are reimbursed via per diem and no receipts are 
required. Lodging costs must be reasonable and pre-approved by the immediate supervisor with final approval 
made by the CEO.  
 

 

Meal Allowance While Travelling 
 
When travelling on business, an employee will be reimbursed for meals at the rate of the federal per diem 
guidelines. Such expenses are permitted when authorized personnel are involved in a work related activity 
away from their official office location over a mealtime. These expenses should be added to the regular 
expense report. Current per diem rates can be found at: www.gsa.gov/portal/category/21287. 
  
Employees, with pre-approval by the CEO, may submit for reimbursement the meal costs of Committee 
members or Board members when official Board business is conducted during the meal. The CEO, as needed, 
may include meal costs of employees when official Board business is being conducted. This should be done 
sparingly and only when necessary. 

 

 

Preparing Monthly Expense Account Forms 
 
The monthly expense form will be totaled, signed by the employee, and submitted to their supervisor with 
supporting documentation attached as soon as possible after the last day of the month. The supervisor will 
submit the reimbursement form to the CEO after they have reviewed/approved. 

 
The review of expense accounts is made easier by reports that are clear and complete. Adherence to the 
following directions will facilitate this review. 

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

 
An accounting staff member, or assigned personnel will verify the expense account form and validate the 
amount of total travel reimbursement. 

 
Checks will be prepared in accordance with cash disbursement procedures.  Board members may be 
reimbursed for meals, lodging, and transportation costs for special conference/conventions.   Reimbursement 
is subject to the procedures stated in this manual. 
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The expense account form is made up of five major sections: date, destination of travel, purpose, miles, and 
meals.  These sections should be filled out as follows: 
 

 Date    Self-explanatory 
 

 Destination of Travel:   Record where the trip started as well as the destination. 
The destination should include the name of the  
Company/school/building/individual/etc., visited, and the location.  
If more than one destination is planned for the trip, each 
destination must have its own line/mileage. 
 

 Purpose:   Explain why the trip was made in concise but  
understandable terms. 

 
 Miles    An employee may fly or take alternative transportation  

for a work-related trip. Only the least expensive way will be 
reimbursed. Employees are permitted to attach personal travel to 
a work related trip, but the Board will only cover the work portion 
of the trip. Mileage calculations can be made using the automobile 
odometer. 

 
 Meals    Cost for meals should be documented in accordance 

with established limits. Receipts are not required when using per 
diem rates 
 

 Hotel    Receipt required.  
 
Any questions should be directed to the Board Accountant or the CEO. 
 
 
  

292

291

292290



41 

 

This page intentionally left blank. 

  

293292

293291



42 

 

 

 

SECTION 6:  BENEFITS, PTO, & LEAVE OF ABSENCE 
 

 
 
 
 
 

The Fox Valley Workforce Development Board, Board of Directors has approval of the following benefits. 
These benefits are subject to change based on board action from the Board of Directors.  
 
 
 
 
 

Insurance/Retirement/Other Benefits 
 
 
The Board shall provide the following benefits to its employees working 32 hours or more a week, should there 
be enough interest to meet minimum coverage levels: 
 

1. Health Insurance – Shared Cost 

2. Dental Insurance – Shared Cost 

3. Vision Insurance – Shared Cost 

4. Life Insurance – Board Cost  

5. Long Term Disability Insurance – Board Cost 

6. 401(K) Plan – Percentage Matched by Board 

 

The Board shall provide the following benefits to all employees regardless of number of hours worked: 

7. Worker’s Compensation Insurance – Board Cost 

8. Unemployment Insurance – Board Cost 

9. Employee Assistance Program – Board Cost 

 
The Board may administer other employee-paid benefit options. 
 

 
All plans are subject to eligibility and applicable waiting periods. 
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BENEFITS, PTO, & LEAVE OF ABSENCE 

 
 

Health/Dental/Vision Insurance 
 
 
It  is  the  policy  of  the  Board  that  employees  shall  pay  a  portion  of  the  premium  for  health, dental, and 
vision insurance. The Board will annually designate the shared premium costs. Additional coverage for 
spouses, partners and children may be available at the employee’s expense. 
 
All benefits listed above are for employees working 32 hours or more. Those working less than 32 hours are 
not eligible for Health/Dental/Vision insurance.  
 
Any employee eligible for the Health Insurance benefit and who chooses not to accept the coverage is entitled 
to two (2) additional weeks of PTO, accrued and managed in the same way as standard PTO. 
 
In  accordance  with  federal  legislation,  employees,  their  spouses,  and  dependent  children  are  entitled  
to COBRA continuation coverage under certain circumstances. This allows for a temporary extension of health 
coverage  at  group  rates  in  certain  instances  where  coverage  under  the  plan  would  otherwise  end.  
Those instances and specific details regarding this coverage are provided to employees following their 
termination from employment.  
 
When it makes sense financially, the CEO may decide to pay an active employee’s COBRA (if they are coming 
to the Board from another employer) or other portable health insurance in lieu of enrolling the employee in the 
Board’s insurance coverage. In instances where the Board is paying these insurance premiums, the employee 
would not be eligible for the additional two weeks of PTO. In addition, the employee is responsible for 
applicable taxes. 
 
The Board requires that if an employee’s spouse has the option to take health insurance with their employer, 
they will utilize their spouse’s insurance. Dependents who are eligible to participate in their employer’s plan are 
not eligible for coverage under the Board’s plan. 
 
The CEO is authorized to enter into contracts with insurance or other agencies to provide these benefits, with 
budget constraints adopted by the Board and within the policies of this section or others adopted by the Board. 
 
 

Life Insurance 

 
 
Life insurance shall be provided at 1-1/2 times the employee’s annual salary level up to a maximum of 
$100,000. 
 
 

401(K) Plan 

 
 

The Board will match up to 5% of the contributions employees make to their 401(K) Plan. The match 
percentage may be revisited in the future. The employee may begin investing in their 401(K) plan after 
completion of their introductory period. Following 1 year of employment and 1000 hours of service, the 
employee becomes eligible for company matches in a three-year tiered process. In the first year, the employee 
is zero percent vested. At the beginning of the second year, the employee is 50% vested. In the third year and 
beyond, the employee is 100% vested. All employee contributions are 100% vested and property of the 
employee at all times. 
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BENEFITS, PTO, & LEAVE OF ABSENCE 

 
 

 

 

 

Long Term Disability Insurance 
 
 
Long term disability insurance is provided to each employee that works 32 hours or more, with the premium 
100% paid by the Board. Consult the provider for information on waiting periods and coverage. 
 
While on long-term, or any type of leave of absence where the employee is not receiving pay from the Board, 
PTO will not be earned or accrued and 401K contributions will not be made. 
 
 
 
 

Social Security/Workers Compensation/Unemployment Insurance 
 
 
All employees will have the required amount of their Federal Social Security taxes deducted from their pay and 
the Board will provide its required contribution as the employer. 
 
The Board, as a qualified employer, contributes to the Wisconsin Unemployment Compensation Fund. 
 
Employees of the Board are covered for benefits under the workers’ compensation laws of the State of 
Wisconsin. Job related injuries are required to be reported as soon as possible and an accident report filed. 
 
 
 
 

Employee Assistance Program 
 
All employees, both full and part-time, are eligible for benefits under an Employee Assistance Program or EAP. 
The objective of EAP is to reduce problems in the workforce and retain employees through a comprehensive 
mental health program. Any contact between the employee and EAP will remain confidential. EAP is available 
to any employee and eligible family members.  
 
 
 
 
 
A current summary of fringe benefits will be distributed to new employees upon hire. 
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Staff Training & Development 
 
 
The Fox Valley Workforce Development Board believes that a responsible  employer values  its  employees  
and is  dedicated  to  support  their  growth  with  the developmental and technological tools needed to achieve 
excellence on the job. 
 
Training and development activities are needed to help employees build the technical, human relations and 
conceptual skills vital to sustain the organization’s development. 
 
Within this broad context, the Board will strive to: 
 

o Think  strategically  about  training  and  staff development,  relating  activities  to  the  
achievement  of  the organization’s mission. 
 

o Recognize staff training and development as an investment in organizational capacity-building 
rather than just a benefit. 

 
o Create  a  climate  of  continuous  learning  that  promotes  and  encourages  professional  

training  and development. 
 

o Involve employees in planning and developing their own professional careers. 
 

o Be open and creative in considering a diverse range of methods for professional development. 
 

o Maintain  consistency  between  messages  sent  to  customers  concerning  the  importance  of  
workforce development and the manner in which staff training and development is handled 
internally. 

 
It is expected that employees share a vested interest and responsibility in planning and pursuing personal and 
professional development opportunities. 
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BENEFITS, PTO, & LEAVE OF ABSENCE 
 

 

 

 

 

 

Allowable Training Activities 
 

Employees will be encouraged to participate in training and development activities that will build knowledge 

and skills related to their work or profession. Full reimbursement will be available for short-term, non-accredited 

courses and seminars. Such activities may include: 

1. Courses or programs at educational institutions; 
 

2. Seminars or training sessions on specific topics; 
 

3. Work-related conferences; and 
 

4. Specialized training arranged for a group of employees. 
 
Employees will also be reimbursed for their training-related travel costs as consistent with the Work-Related 
Expense policies. Training participation will generally be on a voluntary basis, although an employee may be 
required to take training to develop skills needed to function on the job. 
 
As  part  of  each  employee’s  annual  performance  review,  the  employee  will  review  his/her  skill  
development needs  with  the  supervisor  and  together  determine  whether  a  plan  of  training  activities  is  
needed  for  the subsequent year. When such a plan is needed, the employee and supervisor will develop it 
together. 
 
Prior to any training, the employee should obtain approval for the training in writing. The CEO may choose to 
deny the request for any reason, which will take into account workload issues if the training would occur during 
regular work hours. 
 
All employees are strongly encouraged to become a Certified Workforce Development Professional and the 
Board will reimburse the employee for course materials and testing costs incurred upon successfully earning 
the designation. Any required continuing education courses to maintain designation will be considered as part 
of the allowable training activities. 
 
While membership in local or national associations is encouraged and earning other designations is desirable, 
the Board will not reimburse any employee nor pay for any membership dues, designation fees or installation 
cost for any employee unless the CEO has determined it is critical toward completion of an employee’s duties. 
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Reimbursement for College Courses 
 
 
 
Tuition, fees and material for accredited courses related to your job will be reimbursed after completion of the 
training as follows: 
 

 100% reimbursement for achievement of grade “C” or better 
 

 Courses  must  be  directly  work-related  and  must  be  approved  by  the CEO prior to enrollment. 
 

 The maximum fees and tuition reimbursed per calendar year shall not exceed $2,500. This amount may 
be reduced, refused or eliminated depending on the Board’s budget constraints.  
 

 Any employee who receives reimbursement for college coursework is required to remain employed by 
the Board for one year after reimbursement. Any employee who received reimbursement and then 
terminates his or her employment before the 1 year anniversary of the payment will be required to 
reimburse the Board, in full, for the amount received.  
 

The  CEO  will  be  allowed  the  discretion  to  determine  a  limit  for  total  spending  on  training/development 
activities for any one employee during a fiscal year. 
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Paid Time Off Policy 
 
 
Paid Time Off (PTO) provides employees with a bank of time which can be used for time away from work for 
any reason. 
 
Employees are accountable and responsible for managing their own PTO hours to allow for adequate reserves 
if there is a need to cover vacation, illness, appointments, emergencies or other needs that require time off 
from work. 

 

 

Eligibility 
 
 
The Board offers PTO benefits to all regular full-time and part-time employees.    
 
Employees (either part-time or full-time) earn hours of PTO based on the number of hours they are scheduled 
to work.   
 
PTO is available to new hires after they have successfully passed their 90 day introductory period. PTO is  not  
available  to  full-time  or  part-time  employees  employed  under  a  temporary,  seasonal,  or  limited-term 
status. 
 
The Board operates on a fiscal year (July through June) but PTO is earned and managed on the calendar year 
schedule.  
 
PTO is provided in a lump sum at the beginning of the calendar year with the amount based on what the 
employee is expected to accrue over the entire year. If an employee terminates employment having used more 
PTO than what has been earned at the time of departure, the value of the overage will be deducted from the 
employee’s final paycheck. If the amount exceeds the amount of the employee’s final check, the employee will 
be billed for the remainder.  
 
An employee who leaves the organization prior to the end of the calendar year or who has been permanently 
laid off will receive a payout of all accrued PTO based on the departure date. They will not receive non-accrued 
PTO. Employees terminated for cause will not receive accrued and unused PTO. 
 
PTO accrues based on eligibility and length of employment. Employees earn additional PTO with increasing 
years of service using this accrual schedule: 
 

Years of 
Service 

40 hours 
 Full Time 

32 hours 
Part time 

20 hours 
Part time 

0-5  80 64 40 
6-8 120 96 60 
9-10 160 128 80 

More than 10 200 160 100 
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The increased amounts are recognized as of January 1 of the year of the anniversary. For example, an 
employee beginning their 6th year of service in August would begin accruing 3 weeks of PTO as of January 1. 
 
A new employee will have his/her PTO pro-rated based on start date. For example, an employee starting in 
July would accrue 50% or 1 week of PTO. 
 
Each employee is permitted to carry-over a maximum of two weeks of PTO from one calendar year to the next. 
Any additional unused PTO will be forfeited.  
 
As previously mentioned, employees who are eligible but do not take health benefits will receive two additional 
weeks of PTO, added to the amounts in the chart above and treated as standard PTO, including pro-rated to 
hire date. 
 
PTO for hourly, non-exempt employees shall be taken in units of 1 hour or more. 
 
PTO for salaried, exempt employees should be taken in 4 hour increments.  It is expected that any salaried 
employee who needs occasional time out of the office may do so without taking PTO.  Employees are 
encouraged to ensure there is proper coverage for their role on the occasions where this is necessary. It is 
assumed that any salaried employee is, on average, working 40 or more hours per week. 
 
 
 

Request and Approval of PTO 
 
 
 
Employees requesting to use PTO are required to submit request(s) as follows:  
 

 Planned PTO: employees are required to submit planned PTO requests to their immediate supervisor 
in advance. 
 
Supervisor will review and recommend approval to the CEO based on a number of factors, including 
department operating peaks and staffing requirements. The Board reserves the right to deny  PTO  
requests  which  may  have  an  adverse effect  to  its  operations  or  canceling  previously approved 
PTO requests if unexpected circumstances arise which require the employee’s attendance at work. 
 
Employees will be notified of approved or denied PTO requests. 
 

 Unplanned PTO: employees must notify and provide a reason for absence and/or tardiness to his/her 
immediate supervisor and Human Resources as soon as possible. 

 

Regardless of the reason, should employee’s unplanned PTO occur with such frequency so as to 
adversely affect operations  and  prevent  the  employee  from  meeting  their  job  duties,  the  Board  
may  take disciplinary action up to and including termination of employment.  
 

 
All planned and/or unplanned PTO are to be reported in bi-weekly timesheets. 
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Holiday 
 

PTO does not replace the Board’s holiday schedule. FVWDB will continue to have designated paid holidays 
each year as follows: 
 

 New Year’s Eve Day 
 New Year’s Day 
 Martin Luther King Day 
 Memorial Day 
 Independence Day 
 Labor Day 
 Veterans Day 
 Thanksgiving Day 
 Day after Thanksgiving 
 Christmas Eve Day 
 Christmas Day 
 One Floating Holiday 

 
In general, if the holiday falls on a Saturday, the paid holiday will be taken on the Friday immediately before it.  
If the holiday falls on a Sunday, the holiday will be taken the following Monday. The CEO will consider all 

factors before determining the actual days off in those cases. 

Full-time (32 – 40 hours worked per week), salaried exempt employees, will receive on day’s pay (eight hours). 

Full-time (32 – 40 hours per week), hourly non-exempt employees, a holiday will be considered eight hours of 

pay.  If the holiday falls on a day in which the employee is not scheduled to work, the supervisor/manager will 
reduce the working hours during the week so that the employee does not have more hours at the end of the 

week than they are allotted to be paid.  

For part-time (20 – 31.75 hours per week), hourly non-exempt employees, a holiday will be considered four 
hours of pay. If the holiday falls on a day in which the employee is not scheduled to work, the 

supervisor/manager will reduce the working hours during the week so that the employee does not have more 

hours at the end of the week than they are allotted to be paid. 

Employees who terminate employment will not be compensated for any paid holidays after their last day of 

employment. 

  

302
301

302300



51 

 

BENEFITS, PTO, & LEAVE OF ABSENCE 

 

 

 

 

 

Sick Leave 
 
 
All full-time employees (working 32 hours or more per week) earn sick leave at the rate of 8 hours per month. 
All part-time employees (working less than 32 hours per week) earn sick leave at a rate of 4 hours per month.  
Unused sick leave may be accumulated to a maximum of 320 hours.   
 
Sick leave is intended for employees to be paid while they are not able to work because of their medical 
condition or while they are caring for someone else. If you are sick, please stay home. 
 
Sick leave for hourly, non-exempt employees shall be taken in units of 1 hour or more. 
 
Sick leave for salaried, exempt employees shall be take in increments of either 4 or 8 hours.  It is understood 
that you may need to be out of the office for medical appointments for yourself or someone you care for; 
therefore, sick time does not have to be taken if the absence is less than 4 hours.  However, all employees 
should ensure they have adequate coverage for their work and, when possible, medical appointments should 
be made before or after working hours. 
 
Should an employee become ill during the workday, the employee should immediately depart, taking either 4 
or 8 hours of sick time, depending on the closest time lost in the workday when they departed. 
 
For all employees, sick time can be combined with PTO as needed.  However, no combination of work hours, 
PTO and sick time on a timesheet will allow the employee to be paid for more than 40 hours in a 1 week 
period. 
 
Upon termination, any accumulated sick time will be forfeited. 
 
 
 
 

Personal Leave 
 
 
A leave of absence without pay for reasons other than those described in this section may be granted to 
fulltime  regular  employees  at  the  discretion  of  the  CEO,  providing  that  satisfactory  arrangements  can  
be made for the employee’s responsibilities to be covered during the leave period.   
  

303

302

303301



52 

 

BENEFITS, PTO, & LEAVE OF ABSENCE 

 

 

Bereavement Leave 
 
 
Employees are provided three-to-five consecutive working days of paid leave, as needed, for the bereavement 
of a close family member. 
 
The CEO is authorized to approve paid bereavement leave in some instances if there is a death of a person 
who is very close to an employee but is not a family member.  
 
A copy of the obituary or funeral program may be required to be submitted with timesheet for the period of the 
bereavement leave.  
 
Employees may use PTO for additional time needed. 

 

Military Leave 
 
 
Military  leave  will  be  granted  pursuant  to  Federal  and  State  Laws.  The  Board  will  pay  the  difference 
between military pay and the employee’s pay level (where the Board pay is greater) for up to 15 days of 
mandatory  annual  active  duty  per  year,  but  not  for  extended  active  duty  of  either  voluntary  or  
mandatory nature. The employee must utilize all available PTO time prior to this policy taking effect. 
 
 

Jury Duty and Witness Service 
 
 
Full-time regular employees who are called for jury duty, or witness service related to corporate business, will 
be given time off with pay that equals the difference between what  they are paid for jury duty and their regular 
pay,  up  to  a  maximum of  ten  days  in  a  calendar  year.  The employee must present a copy of the jury pay 
voucher in order to receive payment. If the employee is excused early while on jury duty or is not required to 
report until later on any given day, s/he must report to work as scheduled. 
 
 

Paid Voting Leave 
 
 
Employees should be able to vote either before or after regularly assigned work hours. However, when this is 
not possible due to work schedules, supervisors are authorized to grant time off to vote. In compliance with 
Wis. Stat. § 6.76, the Board allows employees three (3) consecutive hours of leave during polling hours in  
order  to  vote  in  federal,  state,  or  local  elections,  both  primary  and  general  elections. Employees must 
submit time for voting in writing or via email in advance. The request for leave must clearly state that the 
employee needs leave in order to vote. The employee’s calendar shall be updated to reflect time in and out of 
office.   
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 Some Thoughts on PTO: 

 

 

    DISCUSS YOUR PLANS 
 

 

 With your supervisor 

 With your team 

 Before you book your trip 

 Request > Approve > Book 

 

 

BE RESPONSIBLE 
 

 

 Wrap up your projects 

 Make sure you have coverage 

 Don’t leave people hanging 

 Send an email reminder before you go 

 Ensure your calendar is updated 

 

 

GET OUTTA HERE 
 

 Visit your loved ones 

 Attend a conference 

 Take a vacation 

 Try to unplug (including both personal and  

work emails and calls) 

 

 

     COME BACK REFRESHED! 
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HANDBOOK ACKNOWLEDGEMENT FORM 
 
 
Employee Handbook Acknowledgement Form 
 
I understand and agree that nothing in the Employee Handbook creates, or is intended to create a promise or 
representation of continued employment, and that employment at the Fox Valley Workforce Development Board is 
employment at-will, which may be terminated at the will of either The Fox Valley Workforce Development Board or me. 
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document. I understand 
and agree that employment and compensation may be terminated with or without cause and with or without notice at any 
time by The Fox Valley Workforce Development Board or me.  
 
By my signature below, I acknowledge receiving the Fox Valley Workforce Development Board Employee Handbook. 
 
 
 
___________________________________________________________________________________ 
Employee Name (Print) 
 
 
___________________________________________________________________________________ 
Employee Signature  
 
 
___________________________________________________________________________________ 
Date 
 
 
*Employee keeps original; make copy for Board.  
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FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC. 

ANNUAL CONFLICT OF INTEREST - MEDIA CONSENT FORM 
 

SECTION 1: 

 

 

Name: (Please print)             

 

Affiliation with FVWDB:

  

 

 

Do you or any another member of your immediate family have ownership interest in, investment in, employment with, contractual 

relationship with, fiduciary or professional relationship with, directly in a management, supervisory or governing body posit ion, any 

organization or entity which receives, or to your current knowledge may be actively seeking to receive, funds from or which does 

business or may seek to do business with FVWDB?    

 

 Yes  No 

 

If you answered ͞Yes͟, please completely explain your answer, giving the name of each and every such organization and the nature 

of your association with it.  (Use additional paper as necessary).  If you answered ͞Other͟, please detail your affiliation below. 

____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

 

SECTION 2: 

Do you agree to recuse yourself from matters that produce or assist in the production of a substantial benefit, direct or ind irect, for 

yourself, one or more members of your immediate family, or an organization with which you are associated?   

 

 Yes  No 

 

 

SECTION 3: 

Do you give your consent to the Fox Valley Workforce Development Board to use your name and likeness to promote any workforce 

programs and/or activities during this program year? 

 

 Yes  No 

 

I hereby certify that the information on the information set forth above is true and complete to the best of my knowledge.  Should 

circumstances change that require updating the information disclosed on this form, I agree to file a new declaration. 

 

 

  

Signature  Date 

        

FVWDB is an Equal Opportunity Employer and Service Provider 

 
    

  Revised August, 2017 

 Board Member  Employee 

 Chief Elected Official  Other 
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FOX VALLEY WORKFORCE DEVELOPMENT BOARD, INC. 

EMPLOYEE DISCIPLINE REPORT 
 

 Verbal Warning            Written Warning            Suspension            Discharge 
 
Employee Name:       Job Title:     
 
1. Explanation of reason for disciplinary action, including specific dates, and examples.  
 (Attach additional comments as necessary.) 
                

               

          

 
2. Has employee previously been counseled or disciplined for the same or similar reason? 

 No   Yes  How long ago? 
               

            

 
3. What must employee do to improve? 
                

            

 
4. What are the time frames for improvements? 
                

            

 
5. What disciplinary action will follow for failure to improve? 
                

            

 
6. Employee Comments: 
                

            

 

         

 Employee Signature   Date  Signature by employee indicates 

        review; not necessarily agreement. 

         

 Supervisor Signature   Date 

 
A MEMO TO EMPLOYEE MUST ACCOMPANY ALL WARNINGS OTHER THAN VERBAL. 
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ONE STOP OPERATOR CONTRACT
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OSOMC (One Stop Operator Management Consortium)

WIOA FVWDA One Stop Operator

PY 2017 July 1,2017 —JUNE 30, 2018

ONE STOP OPERATOR STATEMENT OF WORK:

The current WDA4 Management Team is a collaboration of workforce development partners who

address the delivery of core service to the six Job Centers within the district. The Workforce

Development organizations who represent thLs team include:

• Fox Valley Workforce Development Board (FVWDB), WI Senior Employment Program (Title

V)

• State of WI, Department of Workforce Development, Job Service — (Title 3)

• State of Wisconsin, Division of Vocational Rehabilitation — (Title IV)

• State of Wisconsin, Office of Veterans Services — (Title Ill)

• Moraine Park Technical College/Fox Valley Technical College — (Title III)

• ADVOCAP/LETC, Subcontractors for WIQA Adult & Dislocated Worker/Youth Programs —

Title I and DVR

• Forward Services — W2/FSET Provider

• Other Workforce Development and Community Partners

STATEMENT OF WORK:

The issues addressed by the current WDA4 Management Team center around two major themes:

• System-wide operational concerns relating to the six Job Centers within the district.

• Development of strategic initiatives, sharing of information and building relationships with

stakeholders of the workforce development partners, including area businesses, educational

organizations and other community resources.

The One Stop Operator Management Consortium (OSOMC) will separate these two issues, and delineate

certain tasks and responsibilities to separate groups:

• The OSOMC, which will include FVWDB as a voting partner, and one of our two current Title

I subcontractors, LETC, as advisory partners, will address the coordination and service

delivery of the required one-stop partners and service providers for all six Job Centers. Each

partner, with the exclusion of the Title I subcontractor, LETC, will have one vote on all 050

matters.

• Proposal of a separate group, the Workforce Development Stakeholders Group, which will

be comprised of those on the OSOMC and other workforce development, business,

education and community partners which will address issues such as strategic planning for

050 Contract

Date of Issuance: 2017-06-20

P g e 2 I 10

312

313311



collaboration, education about programs and resources and the building of strong partner community

relationships. The FVWDB will administer this group.

Other partners of WDA5 Bay Area Workforce Development Board which is co-located at the Menasha

Job center, may attend meetings but will not be a part of the consortium.

The compilation of advisory partners in the OSOMC can be modified to include or remove any partner

based on future subcontract awards for Title I programs.

The OSOMC will provide input and oversight to the day-to-day coordination of core services that occur

in the six Job Centers, as well as establish policy and ensure that said policy is adhered to by staff. Core

services required under WIQA include: career services, employment and training activities and business

services. These services are supported by the various partners.

In addition, the OSOMC will establish and enforce access to programs and activities that are carried out

by the one-stop partners.

The OSOMC partners agree that they are unable to provide the time and resources necessary to manage

the administrative and monitoring duties as requested under this proposal. While they are willing and

able to assume the coordination and oversight of the service delivery of required one-stop partners and

service providers, it is the intent of this proposal that the OSOMC will delegate all administrative duties

and monitoring of core services to the FVWDB.

The vision and mission of all workforce development partners associated with this OSOMC ensures that

businesses and job seekers have access to information and services that lead to positive employment

outcomes. While many partners work with a targeted population, the co-existing of these separate

partners in one location allows for better customer access to services and provides for increased

opportunities for collaboration between the partner staff. These benefits are routinely touted to job

seekers and businesses by marketing that “there is no wrong door you can enter” come to the Job

Center, and we will help to assess your needs and connect you with the services and partners who can

assist you.

Adherence to other governing bodies is required including the Department of Labor, State of WI-DWD,

and FVWDB. Several of the partners sit on the Board of Directors for the FVWDB. All partners have

experience in following Robert’s Rules of Order.
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ONE STOP OPERATOR AGREEMENT (attachment)

The One Stop Operator Agreement includes:

• The Purpose of the agreement

• Members of the consortium

• Job center locations

• Functionality of the consortium

• Roles and Responsibilities

GOALS AND OBJECTIVES: The following goal and objectives will be achieved by June 30, 2018:

1. Separate the current management team meetings to allow better focus on the

relevant issues under the jurisdiction of the various workforce development

partners

a. The OSOMC will address the coordination and service delivery of the

required on-stop partners and service providers for all six Job Centers.

b. The FVWDB will initiate a Workforce Development Stakeholders Meeting

that will be comprised of those on the OSOMC and other workforce

development, businesses and community partners which will address

issues such as strategic planning for collaboration, education about

programs and resources and the building of strong partner community

relationships.

c. Proposed Benefits:

i. The OSOMC meetings can effectively deal with the day-to-day

management of the Job Centers. These issues are little concern to the

larger stakeholder meeting and, in some ways, can be detrimental to

us building strong relationships with our outside community partners

if they are witness to staffing issues, training needs, equipment

concerns, etc.

ii. The Workforce Development Stakeholders Meeting can focus on

building stronger community relationships, understanding available

resources and increasing referrals to the Job Centers.

2. Develop a strategic plan for branding and marketing the Job Center partners and

services.

a. While all partners have agreed that there is a need for a cohesive

branding and marketing plan, said plan does not exist. The OSOMC will

initiate discussions to develop needs and action steps to build an

effective brand of the WDA4 job centers.

b. The OSOMC will develop a timeline to change job center names as

previously determined. (Fond Valley Job Centers — City)

c. Develop a plan to address signage needs and payment of such

OSO Contract
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d. Determine where the American Job Center Network (MCN) tagline must

appear and plan for costs of such

e. Draft and implement consistent messaging for partners and staff.

f. Benefits:

i. Consistent branding with increase community awareness of our

Job Centers.

ii. Consistent messaging for partners and staff that is then shared

with customers, businesses, and community partners helps to

bring better awareness of our value to the community.

iii. Increased marketing of our job centers with special attention to

population demographics that do not regularly use our services

will increase awareness and use of our good programs/services.

3. Address the issue of merging the individual Job Center funds into one combined

fund which will be overseen by the OSOMC.

a. Benefit:

i. A combined fund can better serve the needs of all the job centers,

especially those centers where few, if any, opportunities to raise

funds is available.

ii. A combined fund will encourage a more collaborative effort to

provide consistent services across the district.

iii. A combined fund will eliminate the decision where to place the

proceeds of WDA4 events.

PROGRAM METHODOLOGY

Within 60 day5 of the contract start date, the OSOMC will assemble to adopt bylaws for its governance

and will do the following:

1. Develop a formal referral process for services within and outside the Job Center. Implement

minimum standards for referrals, referral follow-up and documentation of referral outcomes.

a. Initial referral processes in the Resource Rooms have been developed and implemented

under the current Management Team in WDA4. There isa need to review the screening

process to ensure WIOA compliance, determine ease of customer use and validate

information received and next steps.

b. The OSOMC will be responsible for the review and implementation plan of any

modifications to the initial referral process.

c. The DSOMC will delegate the FVWDB to manage any administrative/report duties that

are necessary to support these functions.

2. Ensure there is adequate access to customer services.

050 Contract

Date of Issuance: 2017-06-20

Page 5110

315

316
314



a. The OSOMC will be responsible for the review and implementation plan for adequate

technology needs, staff education, interpreter/accessibility issues, etc.

b. The OSOMC will delegate the FVWDB to manage any administrative/report duties that

are necessary to support these functions.

3. Conduct regularly scheduled meetings with the OSOMC.

a. The OSOMC will determine a schedule of meetings for each calendar year. For the

remainder of 2017, said calendar will be set within 30 days of contract award.

b. The OSOMC agrees that each partner member of the OSOMC, will attend a regularly-

scheduled OSOMC meeting, in person or via phone, or in the event they are not

available, will name a designee in his/her place who has voting or advisory rights. The

OSOMC will be responsible for the agenda and facilitation of said meetings.

Responsibility will be shared between the OSOMC partners.

c. The OSOMC will require that the FVWDB will also have one voting member of their

organization at each meeting and will also provide one staff person to assume the

administrative duties of said meetings to include the taking of minutes and distributing

such to the OSOMC.

4. implement training or staff development, such as customer service training, cross training on

partner services, or other services, for the One Stop Center staff.

a. The OSOMC acknowledges that staff training is essential to provide strong customer

service, accurate and timely initial assessments, up-to-date career exploration/job

searching services and good partner referrals. Additionally, ongoing knowledge and

updates of partner and community resources must regularly occur.

b. All Resources Room staff are currently being facilitated by the FVWDB, with the input of

other management partners. These meetings provide opportunities for staff to hear

updates on partner programs, address customer service/program issues to ensure good

practice and service consistency, receive practices with other Resource Room staff. No

change in the current delivery method of these meetings is proposed at this time. The

FVWDB, with the input of the OSOMC, will continue to facilitate these Resource Room

meetings.

c. The current Business Services Groups annually plans and facilitates a WDA4

Collaborating to succeed event. This day-long programming educates One-Stop partners

and other workforce development/community partners on current topics of interest in

workforce development issues. It encourages collaboration and relationship building

between partners and provides opportunities to learn how our programs have affected

the lives of those who use them. The OSOMC will strongly encourage this annual event

to continue.

d. Other staff training will be addressed by the OSOMC.
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e. FVWDB will manage any administrative/report duties that are necessary to support

these functions.

5. Develop an outreach and recruitment plan for the One-Stop Center staff.

a. The OSOMC will work collaboratively to develop a strategic plan to effectively market

the programs and services offered by the Job Centers.

b. FVWDB will manage any administrative/report duties that are necessary to support

these functions.

6. Implement and oversee technology solutions to manage and support enhanced cooperation and

coordination of core partner programs (activities and resources).

a. The OSOMC will routinely review the technological needs of our customers. The issues

of technology equipment purchases and IT support of equipment will be addressed in

the upcoming Infrastructure Agreements. As a district, any technology needs over and

above those covered in the Infrastructure Agreements will be addressed by the OSOMC

based on need, technological changes and funding for the expenditures.

b. FVWDB will manage any administrative/report duties that are necessary to support

these functions.

7. Ensure compliance with all federal, state and local policies and procedures related to the One-

Stop Centers. I.e. serve as compliant officer, conduct American Disabilities Act Section 188

monitoring (ADA), equal opportunity and accessibility compliance reviews and arrange technical

assistance as needed.

8. Physical location support:

a. Responsible for coordinating physical space planning, monitoring, upkeep and

facilitating adjustments

b. Enforcing One-Stop Center facility standards in regards to customer service and

accessibility.

i. The OSOMC will provide input and approval/denial of the recommendations of

the FVWDB.

ii. FVWDB will manage any administrative/report duties that are necessary to

support these functions.

9. Prepare and submit reports to the Board.

a. The OSOMC agrees to review and approve/deny reports and metrics compiled by the

FVW D B.

b. FVWDB is responsible for all administrative report duties that are necessary to support

all roles delineated in items 1-9.

Staffing of the Resource Rooms within the Job Centers is done by individual partner agencies who are

responsible to ensure that delivery of services is done in a timely manner and adheres to the Priority of

Service to Veterans and identified spouses in compliance with 20 CER Part 1010 and 38 U.S.C 4215; Job

Centers included are: Berlin, Fond du Lac, Menasha, Oshkosh, Waupaca, and Wautoma.
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Each partner is responsible to ensure that there is adequate coverage of the Resource Rooms that they

control.

By the end of program year 2017, Memorandum of Understanding (MOUJ and Infrastructural

Agreements (IFA) are to be executed by all WDA4 partners to allocate the cost-sharing of the core

services that are delivered by the individual job centers. While the OSOMC partners are participants in

these MOUs and IFAs, the FVWDB is responsible to ensure that all MOU’s and IFA’s are completed and

executed by all the partners. WIQA TEGL 15-16 indicates that these “shared” core services will be

allocated to the various Title program participants in an equitable fashion and discussions to determine

the allocations will ensue soon. The allocations may assist in the conversations of back up staff coverage

in our Resource Rooms by other partners who don’t have regular Resource Room duties.
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AGREEMENT

3.30 Notice and Demands, Any notice or demand required to be given under this Agreement by either party to

the other shall be sufficiently given or delivered if it is dispatched by registered or certified mail, return

receipt requested) postage prepaid or delivered personally to the following address:

a. Contractor: Debra Warga, District Director WDA 4 State of WI-DWD-Job Service

Menasha Job Center 1802 Appleton Rd Menasha, WI 54952

E-mail: Debra.WargacThdwd.wisconsin.gov

Cindy Kiesling, LETC Executive Director AFL-CIO Labor Education and Training

Center, Inc.

2811 8’ Street South, Suite 30 Wisconsin Rapids, WI 54494-6281

E-mail: cynkieslinizWyahoocom

Jessica Maple, Office of Veterans Services

Employment & Training Region 1 Supervisor

364 Grand Avenue, Wausau, WI 54403

Email: jessica.mapledwd.wisconsin.gov

Craig Wehner, WDA 4 Director State of Wl-DWD

Division of Vocational Rehabilitation

219 Washington Ave. Suite 105 Oshkosh, WI 54901

Email: ci;nj:.vlt R’v

b. FVWDB: Anthony Snyder, Chief Executive Officer

Fox Valley Workforce Development Board, Inc.

1401 McMahon Drive Neenah, WI 54956

Email: asnydenafvwdb.com

3.43 Contract Outcomes. The FVWDB and the Contractor mutually agree to the follDwing contract outcomes

and performance standards for the program under this Agreement:

1. Develop a strategic plan for branding and marketing the Job Center partners and services.

2. Address the issue of merging the individual Job Center funds into one combined fund which will

be overseen by the OSOMC.

IN WITNESS WHEREOF, the parties hereto have caused this Agreement to be signed and executed on the first date

appearing above by their representative(s) thereunto duly authorized.

Fox Valley Workforce Development Board, Inc.

,t*S-%\r Nh7
/ Anthony yder Date

Chief Executive Officer
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