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General Program Requirements 

The Northern Kentucky Workforce Investment Board (NKWIB) provides oversight for NKY Adult and 
Dislocated Worker Programming as evidenced in the Vision, Mission and Core Value Statements: 

Vision Statement 

Every Northern Kentucky community thrives as a result of sustained economic prosperity. 

Mission 

We drive innovative policy and direct funding for workforce investment through strong community 
partnerships to promote engaged employers, skilled jobseekers, and collective impact.  

Core Values 

• Collaboration We value the strengths of our community partners and work together to 
ensure effective and efficient service delivery. 

• Continuous Improvement We critically review our own methods and metrics to chart our 
path toward success. 

• Customer Focus We respond to employer and individuals’ needs with exceptional and 
culturally competent services. 

• Equity We are a catalyst for equity, inclusion and life-changing results for all our clients. 
• Innovation We step beyond traditional thinking by using creativity to develop policy and 

direction. 
• Independence We empower customers to set their own course toward self-sufficiency and 

continued growth. 

Diversity, Equity, and Inclusion Statement 

The Northern Kentucky Workforce Investment Board embraces the need for diversity, equity and 
inclusion to be a component of everything we do.  We strive to create a network that meets business 
needs while it also supports the dignity of our clients.  We respond to regional employment needs 
through the perspectives of local employers’ demand for talent and economic empowerment.  We are a 
catalyst for equity, inclusion and life-changing results for all our clients.  These priorities are supported 
through the values below and outlined in our diversity, equity and inclusion action plan. 

• Collaboration 
We value the strengths of our community partners and collaborate to ensure effective and 
efficient service delivery. 

• Continuous Improvement 
We foster a culture of continuous improvement through regular evaluations of programs and 
activities using measurable goals and targets. 
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• Customer Focus 
We respond to employer and individuals needs with exceptional and culturally competent 
customer service. 

• Equity 
We are a force for equity, inclusion, and life-changing results for all of our clients. 

• Innovation 
We step beyond traditional thinking by using creativity to develop policy and direction. 

EEO Policy 

It shall be the policy of the Northern Kentucky Workforce Investment Board (NKWIB) to foster and 
ensure equal opportunity and nondiscrimination in the operation of WIOA funded programs 
consistent with the guidelines of WIOA Public Law 113-128 programs and activities.  

General Principles  

• Programs shall be open to all qualified individuals. No one shall be excluded from participation, 
denied benefits, subjected to discrimination, subjected to retaliation, or denied gainful employment 
because of race, color or national origin, age, disability, sex, sexual orientation, gender identity, 
religion, political affiliation or belief, veteran status, or citizenship. In addition, sexual harassment is 
against the law. Acts of sexual harassment are grounds for a discrimination complaint based on sex 
under Title VII of the Civil Rights Act of 1964.  

• Clients, applicants, participants, and provider staff shall be free to file complaints and participate 
in hearings, alternative dispute resolution, investigations, or compliance reviews without the threat 
of intimidation, coercion, or discrimination. There shall be no retaliation or reprisal against an 
individual who has opposed a practice prohibited by the nondiscrimination and equal opportunity 
provisions of the WIOA or an individual who has otherwise exercised any rights and privileges under 
the WIOA nondiscrimination and equal opportunity provisions.  

• Programs shall be open to citizens and nationals of the United States, lawfully admitted 
permanent resident aliens, lawfully admitted refugees and parolees, and other individuals 
authorized by the United States Attorney General to work in the United States.  

• Efforts shall be made to develop programs that contribute to lifelong learning, occupational 
development, upward mobility, development of new careers, and overcome sex stereotyping in 
occupations traditional to the other sex.  

• Fair employment practices shall be maintained in recruiting, hiring, transferring, promoting, 
training, and compensating all staff. These same principles shall apply to layoffs and terminations.  
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Introduction 

The Workforce Innovation and Opportunity Act (WIOA) designed to help job seekers access employment 
as well as enhance employment for those underemployed. WIOA can also provide education, training, 
and support services to assist participants to succeed in the labor market and match employers with the 
skilled workers they need to compete in the global economy. The purposes of WIOA described in the Act 
include: 

• Increase access to and opportunities for employment, education, training, and support services 
that individuals need, particularly those with barriers to employment. 

• Support the alignment of workforce investment, education, and economic development 
systems, in support of a comprehensive, accessible, and high-quality workforce development 
system. 

• Improve the quality and labor market relevance of workforce investment, education, and 
economic development efforts. 

• Promote improvement in the structure and delivery of services. 
• Increase the prosperity of workers and employers. 
• Provide workforce development activities that increase employment, retention, and earnings of 

participants and increase post-secondary credential attainment and as a result, improve the 
quality of the workforce, reduce welfare dependency, increase economic self-sufficiency, meet 
skill requirements of employers, and enhance productivity, and competitiveness of the nation. 

 
WIOA Adult and Dislocated Worker Services 

The WIOA Adult and Dislocated Worker formula programs, required partners, in coordination with 
Wagner-Peyser (WP) Employment Services (ES), are pivotal pieces of the career center delivery system, 
which is the foundation of the workforce system. The system provides universal access to meet the 
diverse needs of adults and dislocated workers. Under WIOA, adults and dislocated workers may access 
career and training services. WIOA also provides enhanced access and flexibility for work-based training 
options, such as Registered Apprenticeship (RA), on-the-job training, customized training, and 
incumbent worker training. 

Career Services  

WIOA authorizes "career services" for adults and dislocated workers. There are three types of "career 
services": basic, individualized, and follow-up. There is no sequence requirement for the delivery of 
services; basic and individualized career services can be provided in any order. This approach offers local 
areas and service providers the flexibility to target services to each customer's individualized needs.  

The three categories of service are defined as follows:  

Basic Career Services  

Basic career services must be made available to all individuals seeking services in the career center 
delivery system. Job seekers are required to verify the date of birth and veteran's status. Please refer to 
the co-enrollment section of this manual.  
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Basic Career Services include:  

• Eligibility determination for adult, dislocated worker, or youth programs,  

• Outreach, intake (including identification through the state's Worker Profiling and 
Reemployment Services system of unemployment insurance (UI) claimants likely to exhaust 
benefits), and orientation to information and other services available through the career 
center delivery system,  

• Initial assessment of skill levels including literacy, numeracy, and English language 
proficiency, as well as aptitudes, abilities (including skills gaps), and supportive service needs,  
• Labor exchange services, including-  

o Job search and placement assistance, and, when needed, career counseling, 
including: 

 Provision of information on in-demand industry sectors and occupations 
(as defined in sec. 3(23) of WIOA); and,  
 Provision of information on nontraditional employment (as defined in 
sec. 3(37) of WIOA.  

• Provision of referrals to and coordination of activities with other programs and services, 
including those within the career center delivery system and, when appropriate, other 
workforce development programs,  
• Provision of workforce and labor market employment statistics information, including 
the provision of accurate information relating to local, regional, and national labor market areas, 
including-  

 Job vacancy listings in labor market areas,  
 Information on job skills necessary to obtain the vacant jobs listed; and  

• Information relating to local occupations in demand and the earnings, skill 
requirements, and opportunities for advancement for those jobs, provision of performance 
information and program cost information on eligible providers of training services by program 
and type of providers,  

• Provision of information about local area performance on local performance 
accountability measures, as well as any additional performance information relating to the 
area's career center delivery system,  
• Provision of information relating to the availability of supportive services or assistance, 
and appropriate referrals to those services and assistance, including: child care; child support; 
medical or child health assistance available through the State's Medicaid program and Children's 
Health Insurance Program; benefits under the Supplemental Nutrition Assistance Program 
(SNAP); assistance through the earned income tax credit; housing counseling and assistance 
services sponsored through the U.S. Department of Housing and Urban Development (HUD) 1 ; 
and assistance under a State program for Temporary Assistance for Needy Families (TANF), and 
other supportive services and transportation provided through that program,  
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• Assistance in establishing eligibility for programs of financial aid assistance for training 
and education programs not provided under WIOA; and  
• Provision of information and assistance regarding filing claims under Ul programs, 
including meaningful assistance to individuals seeking assistance in filing a claim.  

 Meaningful assistance means providing assistance:  
 Onsite using staff who are properly trained in Ul claims, filing, and/or 

the acceptance of information necessary to file a claim, or  
 By phone or via other technology, as long as assistance is provided by 

trained and available staff and within a reasonable time,  
 The costs associated with providing meaningful assistance may be paid for by 

the State's UI program, the WIOA Adult or Dislocated Worker programs, the 
Wagner-Peyser Employment Service, or a combination of these funding 
sources.  

Individualized Career Services 

Individualized career services must be available in all career centers, if career center staff determine 
that individualized career services are appropriate to obtain or retain employment. Career center staff 
may use previous assessments (within the past six months) by partner programs to determine if 
individualized career services are appropriate. These services include: 

• Comprehensive and specialized assessments of the skill levels and service needs of adult and 
dislocated workers, which may include: 

 Diagnostic testing and use of other assessment tools; and  
 In-depth interviewing and evaluation to identify employment barriers and 

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

achievement objectives, and the appropriate combination of services for the participant to 
achieve his or her employment goals, including the list of, and information about, eligible 
training providers,  

• Group and/or individual counseling and mentoring,  
• Career planning (e.g., case management),  
• Short-term pre-vocational services, including development of learning skills, communication 

skills, interviewing skills, punctuality, personal maintenance skills, and professional conduct 
to prepare individuals for unsubsidized employment or training, in some instances pre-
apprenticeship programs may be considered as short-term pre vocational services,  

• Internships and work experience that are linked to careers,  
• Workforce preparation activities that help an individual acquire a combination of basic 

academic skills, critical thinking skills, digital literacy skills, and self- management skills, 
including competencies in utilizing resources, using information, working with others, 
understanding systems, and obtaining skills necessary for successful transition into and 
completion of postsecondary education, training, or employment,  

• Financial Literacy services,  
• Out-of-area job search assistance and relocation assistance; and  
• English language acquisition and integrated education and training programs.  
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Follow-up Services 

Follow-up services must be provided as appropriate for participants who are placed in unsubsidized 
employment for up to 12 months after the first day of employment. Counseling may be an appropriate 
service. Follow-up services do not extend the date of exit in performance reporting. 

All career services described above must be made available in career centers beginning on July 1, 2015. 
There is no operational requirement that services must happen in a specific sequence.  

In addition to providing career and training services to individuals who are unemployed, serving 
underemployed individuals is allowable. Individuals who are underemployed may include:  

• Individuals employed less than full-time who are seeking full- time employment.  
• Individuals who are employed in a position that is inadequate with respect to their skills and 

training,  
• Individuals who are employed and meet the definition of a low-income individual in WIOA sec. 

3(36); and  
• Individuals who are employed, but whose current job's earnings are not sufficient compared to 

their previous job's earnings from their previous employment, per State and/or local policy.  

Individuals who are underemployed and meet the definition of a low-income individual may receive 
career and training services under the Adult program on a priority basis (See priority of service policy). 
Underemployed individuals who meet the definition of an individual with a barrier to employment (see 
WIOA sec. 3(24)) may also be served in the Adult program. Individuals who are determined eligible for 
the Dislocated Worker program who are determined by State and/or local policies to be 
underemployed, may still be considered eligible for career and training services under this program.   

Training Services 

Training services can be critical to the employment success of adults and dislocated workers. Career 
center staff may determine training is appropriate regardless of whether the individual has received 
basic or individualized career services first. Under WIOA, training services may be provided if the career 
center staff determine, after an interview, evaluation or assessment, and career planning, that the 
individual:  

• Is unlikely or unable to obtain or retain employment, that leads to economic self-sufficiency or 
wages comparable to or higher than wages from previous employment through career services 
alone,  

• ls in need of training services to obtain or retain employment that leads to economic self- 
sufficiency or wages comparable to or higher than wages from previous employment, through 
career services alone, and  

• Has the skills and qualifications to successfully participate in a selected program of training 
services as indicated through the ‘Need to Train’ criteria outlined in state guidance.  
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Training services, when determined appropriate, must be provided either through an Individual Training 
Account (ITA) or through Work-based Training. Training services must be linked to in-demand 
employment opportunities in the Northern Kentucky Workforce Development Area.   

Adult Priority of Service  

Draft WIOA Policy on Adult Priority of Service  

Policy Number: Date of Issue:  # 16-006 December X, 2020  

Effective Date: December X, 2020  

 PURPOSE:   

 This policy provides guidance to priority of service requirements for WIOA Title I Adults for both 
Individualized Career Services and Training Services. Priority applies to recipients of public assistance, 
other low-income individuals and individuals who are basic skills deficient. Veterans (and eligible 
spouses) continue to receive priority of service for all DOL-funded training programs under 38 U.S.C. 
4215 and 20 CFR 1010. USDOL issued TEGL 7-20 to galvanize states to strengthen their policies and 
procedures to ensure compliance with the mandated priority of service. USDOL’s mandated priority of 
service requires that at least 50.1% of all WIOA Adult consumers fall within the priority categories, 
working towards the goal of 75% of all WIOA Adult services consumers fall within the priority categories. 
Priority must be given regardless of the funding levels, and the opportunities for training, education, and 
support services that individuals need, are given, particularly to those with barriers to employment.  

Recent changes to staffing flexibility, as well as new Co-Enrollment requirements allows states to 
provide Wagner-Peyser Act-funded or Trade Act-funded services through state merit staff, other state 
staff, sub-awards to local governments or private entities, a combination of these arrangements, or 
other allowable staffing solutions under the Uniform Administrative Requirement, Cost Principles, and 
Audit Requirements for Federal Awards (Uniform Guidance). This allows the priority of service consumer 
to receive all the services provided by all One Stop Partners from one individual KCC staff person, to 
ensure the consumer is receiving all services for which that consumer is eligible.  

POLICY:   

Section 194(1) requires that services be provided to those who can benefit from “and who are most in 
need of such opportunities.” The addition of Temporary Assistance for Needy Families (TANF) as a 
mandatory partner and the inclusion of Adult Education as a core partner in the one-stop delivery 
system highlight federal intent to bring the populations served by those programs into the opportunities 
provided by WIOA.   

“Priority of service” status is established at the time of eligibility determination for WIOA Title I Adult 
Registrants and does not change during the period of participation. Priority does not apply to the 
dislocated worker population. 20 C.F.R. Sec. 680.650 re-affirms that veterans continue to receive priority 
of service in all DOL-funded training programs but that a “veteran must still meet each program’s 
eligibility criteria.” Thus, for WIOA Title I Adult services, the program’s eligibility and priority 
considerations must be made first, and then veteran’s priority applied.[1]  USDOL, through TEGL 7-20, 

https://word-edit.officeapps.live.com/we/wordeditorframe.aspx?ui=en%2DUS&rs=en%2DUS&wopisrc=https%3A%2F%2Fnkadd.sharepoint.com%2Fsites%2Fworkforcedev%2F_vti_bin%2Fwopi.ashx%2Ffiles%2F326ab085c2ba42919385bee7c1fb3857&wdenableroaming=1&wdfr=1&mscc=1&hid=33FDA59F-F022-B000-A468-E30E62E1B4F9&wdorigin=ItemsView&wdhostclicktime=1611915482688&jsapi=1&jsapiver=v1&newsession=1&corrid=023346a5-fc34-416f-89a4-8a2b79f90342&usid=023346a5-fc34-416f-89a4-8a2b79f90342&sftc=1&mtf=1&instantedit=1&wopicomplete=1&wdredirectionreason=Unified_SingleFlush&rct=Medium&ctp=LeastProtected#_ftn1
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sets the floor that no less than 50.1% of all participants must be from a priority of service category, and 
asks each local area to ensure progress towards the target goal of 75% of all participants served fall into 
a priority of service category.    

WIOA Priority Service Categories are as follows:  

1) Recipients of public assistance – The term “public assistance” is defined at Section 3 (50), as follows: 
“The term “public assistance” means Federal, State, or local government cash payments for which 
eligibility is determined by a needs or income test.”  

2) Other low-income individuals. The term “low-income individual” is defined at Section 3(36) means an 
individual who:   

• Receives, or in the past 6 months has received,  or is a member of a family that is receiving 
or in the past 6 months has received, assistance through the supplemental nutrition 
assistance program established under the Food and Nutrition Act of 2008 (7 U.S.C. 2011 et 
seq.), the program of block grants to States for temporary assistance for needy families 
program under part A of title IV of the Social Security Act (42 U.S.C. 601 et seq.), or the 
supplemental security income program established under title XVI of the Social Security Act 
(42 U.S.C. 1381 et seq.), or State or local income-based public assistance;   

• is in a family with a total family income that does not exceed the higher of:  
• The poverty line; or   
• 70% of the lower living standard income level    
• is a homeless individual or  
• is an individual with a disability whose own income meets the income requirement above, 

but who is a member of a family whose income does not meet this requirement.   

3) Individuals who are basic skills deficient. The term “basic skills deficient” is defined at Section 3(5) to 
mean a youth or adult who is unable to compute or solve problems, or read, write, or speak English, at a 
level necessary to function on the job, in the individual’s family, or in society. The Office of Employment 
and Training is providing guidance for making this determination by defining it as an individual who 
meets ANY ONE of the following:  

• Lacks a high school diploma or equivalency and is not enrolled in secondary education; or   
• Scores 8.9 or below on the TABE; or Is enrolled in Title II adult education (including enrolled 

for ESL); or   
• Has poor English language skills (and would be appropriate for ESL even if the individual is 

not enrolled at the time of WIOA entry into participation); or   
• The case manager makes observations of deficient functioning and records those 

observations as justification in a case note.   

  Local areas must give priority of service in this order:    

i. First, veterans and eligible spouses who are included in the groups given statutory priority for 
WIOA Adult formula funding. This means that veterans and eligible spouses who are also 
recipients of public assistance, other low-income individuals, or individuals who are basic skills 
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deficient receive first priority for services with WIOA Adult formula funds for individualized 
career services and training services.  

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 veterans and eligible spouses who are not included in WIOA’s priority groups.  
iv. Fourth, priority populations established by the Governor and/or Local WDB.   
v. Last, to non-covered persons outside the groups given priority under WIOA.”  

ETA and DWI will consider other metrics proposed by the local areas, should other evidence exist to 
support the priority of service goals. Should a local area fail to meet the metrics established-- 50.1% of 
all participants in a priority category or other metric negotiated with USDOL and DWI--corrective action 
will be required to ensure success in meeting the priority of service metrics established for each local 
area.  

Local areas must record the priority of service category in the state’s case management system (KEE 
Suite). Available KEE Suite participant characteristics fields, including public assistance, low- income, and 
basic skills deficient, must be selected in KEE Suite. Veteran’s priority must be recorded in case notes as 
well as recorded in the case management system of record.   

Local areas must have written policies that delineate how they will give priority of service and must 
adhere to these policies. These totals must be reported monthly within the monitoring unit.  

DWI will conduct semi-annual desktop reviews and provide technical assistance to local areas that do 
not have at least 50.1% or more of their adult participants enrolled into one of the priority categories. 
Participants served as incumbent workers are excluded from the priority of service calculation.  

REFERENCE:  

20 C.F.R. Sec 680.600  

20 C.F.R. Sec 682.650  

20 C.F.R. Sec 1010  

38 U.S.C. 4215   

TEGL 7-20  

TEGL 19-16  

[1] For example, three individuals are applying for services. Two of them are receiving public assistance and one is 
not. The first two receive priority for enrollment over the third individual. Of the two who fall into the priority 
categories, one of them is a veteran and the other is not. The veteran, with a discharge that is anything other than 
dishonorable, would receive priority for enrollment.  

  

 

https://word-edit.officeapps.live.com/we/wordeditorframe.aspx?ui=en%2DUS&rs=en%2DUS&wopisrc=https%3A%2F%2Fnkadd.sharepoint.com%2Fsites%2Fworkforcedev%2F_vti_bin%2Fwopi.ashx%2Ffiles%2F326ab085c2ba42919385bee7c1fb3857&wdenableroaming=1&wdfr=1&mscc=1&hid=33FDA59F-F022-B000-A468-E30E62E1B4F9&wdorigin=ItemsView&wdhostclicktime=1611915482688&jsapi=1&jsapiver=v1&newsession=1&corrid=023346a5-fc34-416f-89a4-8a2b79f90342&usid=023346a5-fc34-416f-89a4-8a2b79f90342&sftc=1&mtf=1&instantedit=1&wopicomplete=1&wdredirectionreason=Unified_SingleFlush&rct=Medium&ctp=LeastProtected#_ftnref1
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Workforce Development System Service Glossary 

Basic Adult Education - The basic skills (reading and math) enhancement necessary to perform the 
functions of a job and to meet basic education requirements for a position.  

Career Assessments - Used to determine where a client's skills, interests, and background. Examples 
include:  Transition to Work Inventories (TWI), Career Personality Inventories (CPI), or the ONet 
assessment, My Next Move. 

Career Counseling - A process that will help an individual to know and understand themselves and the 
world of work in order to make career, educational, and life decisions – not only for now, but to give the 
individual the knowledge and skills they need to make future career decisions.  

Career Planning - Career planning is a partnership between an advisor and job seeker to define career 
goals and the steps need to successfully accomplish those goals. An example is the Individual Career 
Plan (ICP) that outlines goals, education, barriers, and skill sets.  

Career Resources - Sources of aid and support that can be drawn upon by an individual looking for 
employment. These can be wide and varied and can include: staff assistance with the Focus Career 
Online job search system, access to information about job fairs and newsletters with supportive advice, 
staff referrals to job fairs, job matching, and community resource information about basic needs.  

Case Management - A collaborative process of assessment, planning, facilitation, care coordination, 
monitoring, evaluation, and advocacy for options and services to meet an individual's or families' 
comprehensive needs through communication and available resources to promote quality outcomes. 
Case management can be short or long term and includes Individual Employment Plans. Activities such 
as Received Case Management Services and IEP must be, at a minimum, selected in KEE SUITE to record 
such process. 

Entrepreneurial Training and Start-Up - Training and ongoing technical assistance that is designed to 
prepare and assist individuals in starting their own business and to provide them with the ongoing 
management skills necessary to operate that business. Individuals are able to develop their own 
business idea, plan, and model. 

Evaluation/Assessment - Identifies a customer's interest, skill levels, abilities, barriers, and service needs. 
Assessments may be formal or informal and may include special diagnostic testing with an analysis of 
the testing documented in KEE SUITE cases notes and the IEP. Activities such as Initial Assessment, 
Career Assessment, and Interest Inventory must be, at a minimum, selected in KEE SUITE to record such 
process. 

Financial Coaching - Partnering one-on-one with individuals and families to create goals, increase their 
financial knowledge and skills, and help them to move through financial obstacles. This may include 
helping them to develop and maintain their budgets, how to establish or build credit, the reduction of 
their debt, increasing their net worth, and ultimately building assets for the future. 

Follow Up - Provision of professional support during the first year of employment that can assist with 
barriers to ensure job retention or support career advancement.  
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Foundational Services - Services that assist job seekers navigate and connect to services which mitigate 
crisis, reduce barriers, and provide stability - ultimately increasing the likelihood individuals find jobs, 
keep jobs, and thrive in the workforce. These are services that are important to an individual through 
their entire workforce development experience, and include career counseling, case management, work 
supports, financial coaching, and safety net services. 

Hiring Events/Job Fairs - Opportunities for job seekers to be connected to employers and learn about 
open positions. Job Fairs may be traditional, industry targeted, occupation or population specific, or 
company specific. Hiring events include open interviews.  

Individual Employment Plans (IEP) – Based on interview(s) and evaluation/assessment(s), an IEP should 
identify employment goals, appropriate achievement objectives and the place of action for the 
customer to achieve employment. An IEP is part of case management. Activities such as Received Case 
Management Services and IEP must be, at a minimum, selected in KEE SUITE to record such process. 

Interview – At a minimum, a conversation with a customer to collect information regarding income, 
living situation, education level and reason for visiting the Kentucky Career Center. The interview must 
be documented in KEE SUITE case notes and the IEP. Activities such as Orientation and Career Planning 
must be, at a minimum, selected in KEE SUITE to record such process. 

Job Development - Professional support in the job seeking process to help job seekers to secure 
employment.  

Job Placement - Job seekers are connected to employers using job referrals, system generated skill 
matches, personal references, or coordinated events.  

Job Search Resources - Resources available to individuals to assist them in finding appropriate 
employment in every career field. This includes job listings, Focus Career, online engines, referrals to 
community partners, and networking with employers and other job seekers. In addition, assessments, 
tests, and referrals can be provided to assist individuals with finding the appropriate career path.  

Networking and Support Groups - Designed to help develop skills, abilities, and confidence to increase a 
job seekers marketability and self-awareness by explaining the current job market and what employers 
expect. Examples of these groups includes: Green Light Group, YES Workshops, 2nd Act, and Northern 
Kentucky Networking Group. 

Occupational Training - Training for a defined occupation that can range from a skills class to a 
certificate program to postsecondary education to graduate training.  

On the Job Training - Training in a subsidized job where an employer agrees to provide the job seeker 
with temporary employment to help them develop their skills and abilities. The intention is to lead to 
regular employment.  

Performance Skills - The foundational skills necessary for obtaining and maintaining employment; basic 
work ethic skills…some examples include:  positive attitude, appropriate dress, tardiness and 
attendance, professionalism, basic computer skills, and communication. 
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Preparation for Interviewing - Offering individual or group help with mock interviews; review tips and 
give advice on answering difficult questions and good interviewing habits; and analyzing the job and 
how to relate the company's needs to the job seekers knowledge and abilities. 

Prior Learning Assessment - Prior tests, one-on-one counseling sessions, experience portfolios, and 
results from developing an individual career plan. Used to define the basic education and skill level to 
determine barriers that inhibit employment or educational attainment. An example of this would be the 
TABE (Test of Adult Basic Education). 

Professional Development Workshops - Instruction leading to specific skills necessary for professional 
growth and development.  

Resource Referral - A referral made to a resource to address a barrier, offer support, or provide linkage 
to ensure job retention. Examples may include child care, financial coaching, transportation supports, 
and the like.    

Resume and Cover Letter Assistance - Services available to create, edit, review, and discuss resumes and 
cover letters. Assistance with on-line applications and teaching customers to tailor resumes to meet 
employer needs.  

Safety Net Services - Services that are provided generally by public, or community or faith-based 
organizations that stabilize a families' crisis situation by addressing their presenting basic need; 
specifically help with housing, food, clothing, financial assistance, or healthcare issues. 

Skill Assessment - Assessing the technical competency skills of a job seeker and aligning those skills with 
the requirements of a job. An example includes the Work Keys Assessment. 

Work Experiences - Paid or unpaid work experiences where individuals will work a job for a specific 
period of time to learn and grow their skills. Examples include internships, externships, or Co-ops. May 
or may not lead to academic credit or employment.  

Work Supports - They are critical support services that assist individuals with educational or employment 
retention. These services may include but are not limited to access to quality childcare, assistance with 
child care subsidies, support with transportation barriers, access to quality health and dental care, public 
benefit access including food stamps or cash assistance, and legal services.  These services are vital on 
the journey to self-sufficiency and are particularly important to obtaining and maintaining employment.    

Worker Training - Continuing education through occupational training which is necessary for career 
advancement or job retention.  
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Co-Enrollment Initiative  

POLICY 
COMMONWEALTH OF KENTUCKY 
DEPARTMENT OF WORKFORCE INVESTMENT 
(502) 564-7456 
  
POLICY NAME: Co-Enrollment Requirements for all One-Stop Partners 
 POLICY NUMBER: 18-001 
DATE OF ISSUE: March 2018, reissued April 6, 2021  
EFFECTIVE DATE: April 6, 2021 
 
APPLIES/OF INTEREST TO: Kentucky Career Center (KCC) Staff and Local Workforce Development Area  

(LWDA) staff, Trade Staff, One-Stop Partner Agencies. 

POINT OF CONTACT: Rachel Adams, Division Director, Division of Technical Assistance, Department of 
Workforce Investment, Rachel.Adams@ky.gov 

PURPOSE: 

This policy shall modify the original 18-001, issued/effective March 2018. 

The One Workforce System embraces a culture of a united workforce so that a customer may be served 
by any staff member within a Kentucky Career Center. In order to implement this policy, all individuals 

enrolled in WIOA Title I Adult and Dislocated Worker Programs must be co-enrolled in both Wagner-
Peyser and the Trade Adjustment Assistance Programs, if applicable. Although WIOA encourages co-
enrollment in all four core programs (i.e., WIOA Title I, Wagner- Peyser, Vocational Rehabilitation and 
Adult Education), this policy addresses REQUIRED co-enrollment of participants under the WIOA Title I 
Adult and Dislocated Worker (DW) programs, Wagner-Peyser, and the Trade Adjustment Assistance. 

 BACKGROUND:  

Co-enrollment in multiple programs delivers comprehensive services to customers who have several  

barriers to employment. 20 C.F.R §679.560 describes the creation and content of the Local Board’s state  

plan. More specifically, (b)(2)(ii) dictates that Local Boards must describe how they will work with 
entities carrying out core programs to develop career pathways and co-enrollment, as appropriate.  

Coordinating services and eliminating barriers to success early in the process will reduce the likelihood 
that customers will have to re-enter the public workforce system in the future. WIOA gives states the 
authority to establish policies and guidelines related to verifying WIOA and Employment Services 
eligibility as long as the policies are consistent with WIOA, the WIOA regulations, the Wagner-Peyser 
Act, the Trade Adjustment Assistance Act, among other regulations, and federal statutes.  
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In addition to the USDOL required co-enrollment with the WIOA DW program, based on the needs of the 
trade-affected worker, co-enrollment can be further enhanced and expanded to include a broad range 
of services available through other workforce programs in order to produce successful outcomes. Such 
programs may include, but are not limited to, Wagner-Peyser Act Employment Service (ES) activities, 
WIOA Adult program, WIOA Dislocated Worker Grant (DWG) program, Unemployment Insurance (UI), 
other WIOA partner programs, faith-based and community-based programs, vocational rehabilitation 
services, and services for veterans. Partnerships may be facilitated at the state and local board level, as 
that leadership is deemed vital to the success of co-enrollment. 

POLICY: 

Adults and dislocated workers who receive KCC services other than self-service and informational 
activities will be co-enrolled in Wagner-Peyser, WIOA, and if eligible Trade Adjustment Assistance 
through an automated process in the state’s official system of record. Staff shall ensure the correct 
activities are recorded for the respective programs and verify DOB/Vets information in the system of 
record. Customers will then be co-enrolled and counted in both Wagner-Peyser, WIOA, and if eligible 
Trade Adjustment Assistance performance measures. 

Under 20 C.F.R §680.110(a), registration is the process for collecting information to support a  

determination of eligibility. Participation occurs after the registration process when the individual 
receives a staff-assisted WIOA service, which does not include self-service or information activities. 
Under 20 §C.F.R §680.110 (b), adults and dislocated workers who receive services funded under Title I 
other than selfservice or informational activities must be registered and must be a participant.  

The state has established a standard for paperless co-enrollment registration based on the definition of 
self-attestation and implemented through Focus Career System. Once a customer has registered in the 
Focus Career system, the information is electronically shared and integrated into the system of record. If 
the customer is receiving services at a Career Center, staff will log into the system of record and select 
the DOB/Vets Verification tab in the Customer Detail module. As part of the Welcome, Orientation, and 
Assessment (WOA), the staff will verify the customer’s DOB and Vets information, if applicable. Staff will 
also record any activities that have been completed. An overnight batch process will then look for 
activities that trigger co-enrollment and the customer will be enrolled in both WIOA, Wagner-Peyser, 
and if eligible Trade Adjustment Assistance. Eligible registrants may access self-service and informational 
services available at all locations. Customers may not receive any funded career or training services until 
additional WIOA eligibility documentation has been completed. Staff will check the DOB/VETS 
Verification tab in the system of record on customers already registered when they return to any Career 
Center for services, and update the record with the proper DOB/VETS information, as legacy records will 
not have the information completed. Staff should determine if the current DOB documentation has 
expired and update as needed.  

FAILURE OF THE CUSTOMER TO PROVIDE NEEDED DOCUMENTATION SHALL NOT PRECLUDE DELIVERY 
OF SERVICES TO THE CUSTOMER.  

TAA Program, WIOA DW, and DWG co-enrollment may provide trade-affected workers with career and  
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supportive services that are not available through the TAA Program. DWG co-enrollment can be used to 

provide potential trade-affected workers with career, training, and supportive services when state WIOA 
DW funds are not sufficient to provide such services. Eligible trade-affected workers may receive DWG 
funded training only if the available training is not covered by the TAA Program. 

DWG and TAA funds must be managed in a coordinated manner to best meet the needs of the trade 
affected workers while abiding by all applicable statutes, regulations, and federal policies. The DWG 
project guidance, TEGL No. 12-19, provides more details on the circumstances for provision of training.  

The Trade Act, as amended, allows states to pay for a training program approved under the Act with TAA 
funds or from other sources, but does not allow duplication of payment of training costs. (See 20 C.F.R 
§618.625.) Under certain circumstances, a state can use funding from more than one program to fund 
training; however, TAA funds can only reimburse training costs incurred after a trade-affected worker 
was certified and determined individually eligible for TAA, and that training must be TAA-approved.  

Additionally, 20 C.F.R §618.625(c) requires that the TAA Program be the primary source of assistance to  

trade-affected workers. To the extent trade-affected workers enrolled in the TAA Program require  

assistance or services not authorized under the TAA Program, or for which TAA Program funds are  

unavailable or insufficient (including for required employment and case management services), states 
must provide such assistance through other federal programs, including programs in the AJC network. 

 REFERENCE:  

• TEGL 12-19 
• TEGL 4-20 
•  20 C.F.R. §618.305 
• 20 C.F.R. §618.325 
• 20 C.F.R. §618.860(i)  
• 20 C.F.R. §618.625 

Eligibility Determination Process  

Individuals who are primarily seeking information are not treated as participants and their self-service or 
informational search requires no registration. When an individual seeks more than minimal assistance 
from staff in taking the next step towards self- sufficient employment, the person must be registered, 
and eligibility must be determined.   Registration is the point at which information that is used in 
performance information begins to be collected. The Talent Development Specialist will be responsible 
for eligibility determination and WIOA Registration that will enable the client to receive Individualized 
Career services. 
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Services will not be denied on the basis of residence to eligible participants.  The individual will be 
determined eligible as an Adult or Dislocated Worker using the WIOA-1 (See attachment 1).  That form 
and instructions are included in the Eligibility section of this manual (See attachment 2).  In addition to 
the WIOA-1 and WIOA-2 (if needed) eligible individuals must sign the following forms which are also 
included in the Eligibility section of this manual.  (See attachment 3 for WIOA-2) 

• Grievance Procedure (See Attachment 4) 
• Equal Opportunity is the Law (See Attachment 5) 
• Use and Confidentiality Form (See Attachment 6) 
• Follow Up Agreement (See Attachment 7) 

The eligibility determination process is not complete until all necessary documentation is provided, 
verified and the required forms have been completed and/or signed.   The NKWDA requires that 
eligibility be verified by a Talent Development Specialist and a supervisor employed by the Direct 
Workforce Services subcontracted provider.  Request for payment for any service offered to an 
individual prior to verification for that individual may be denied.   

 Effective 3/8/22 the NKWIB Job Search Policy: 

• If a customer is making below a livable/self-sufficient wage and does not have a 
degree/credential in a high demand industry, no job search is necessary (does not apply to 
TRADE cases). However, the file must still reflect why the participant is ‘unlikely to return to a 
previous industry or occupation’. If the participant holds a degree/certificate in a high demand 
sector then to prove ‘unlikely to return to a previous industry or occupation’, 10 relevant job 
searches will be required within the past 30 days starting at the time the WIOA – 1 is signed or 
Kee Suite determines the client is eligible. 

• TRADE – state policy – remains the same Ten relevant job searches will be required within the 
past 30 days starting at the time the WIOA – 1 is signed or Kee Suite flags the client as eligible 

For all other categories of Dislocated Worker Eligibility, refer to the instructions provided for the WIOA-1 

Title I Adult and Dislocated Worker 

Once the client has been determined eligible and this has been verified by the responsible staff persons, 
the client is ready to be registered in WIOA using Kee Suite.  The verified eligibility documentation will 
be inserted into a file folder and will become the basis for the Central Records Unit (CRU) file for that 
that client.  Please note per OET Policy Issuance, effective January 1, 2014 the client must be WIOA 
registered no later than 10 days from the date the WIOA-1 is signed.  If the client is not WIOA Registered 
by 10 days from the signature date, the WIOA-1 will have to be completed and verified again.   

Addition to Selective Service Policy  

Effective 8/10/2020: Please recognize that not every client’s gender is easily discernible.  This requires 
all staff to reconsider how to present some questions. Below is an example of how to ask ALL clients if 
they have registered for Selective Services.   

Example:  



 19 

If you are required to register for Selective Services, have you completed this requirement?  

 Registration Requirement  

Males 18 through 25 years old (up to 26 years old) are required to register within 30 days of turning 18 
but can register up to the age of 26. If the client was institutionalized the entire time of the registration 
requirement, they will be exempt but will need to prove the length of time of the institutionalization. If 
you were released for any period longer than 30 days during this window, you were required to 
register with the Selective Service System.  

US citizens or immigrants who are born male and changed their gender to female are still required to 
register. Individuals who are born female and changed their gender to male are not required to 
register.  

Gender KEE-Suite Policy  

Effective 8/10/2020:  Do NOT ask a client their gender. If the client would like to be identified differently 
than noted on their birth certificate, let them decide whether to share that information with you. Since 
we are not required to validate gender, the source documentation does not need to match the KEE-
Suite entry.   

If a client does identify differently than noted on their birth certificate, for KEE-Suite purposes, enter the 
information as the client identifies. This will require a note in Kee-Suite for monitors.  

Example KEE-Suite Note  

(Client’s Name) identifies as (XXXXX). This identification does not match their (birth certificate/driver’s 
license). However, out of respect for our client, we recognize their identification and entered their 
interpretation in KEE-Suite, as stated by the client. 

 A client is required to register under the name listed on their identification. If a client has a 
name change after registration it must be documented in case notes.  

(Effective 2/23/2022, per state guidance, Rachel Adams) 

Kee Suite Eligibility Process- Can’t start a service program before being determined eligible 

• Upload valid SS number verification: if SS card make sure that it is signed 
• Upload DOB verification: if a Driver’s license- make sure that it is not expired & address matches 

KS; DOB match KS,  
• Upload citizenship documentation  
• Upload Selective Service documentation 
• Upload Adult eligibility documentation 
• Upload DW- verification documentation 
• Case notes- clearly document that the client was not earning self-sufficient wages at the time of 

registration 
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• Case note- Need to train criteria clear and through 
• Upload verification documentation if the client is a veteran 
• Upload verification documentation if the client is a spouse of a veteran 
• Manage Activities Tab- enter Career Service Activity 
• Complete Assessment on Assessment Tab- Do not leave sections blank 
• Complete IEP- Do not leave sections blank 

WIOA Individualized Career Services 

Introduction  

Under WIOA, career services are classified into two categories: Basic and individualized career services. 
Basic career services must be made available to all job seekers and include services such as labor 
exchange services, labor market information, job listings, and information on partner programs.   

Individualized career services described in WIOA sec 134(c)(2)(A)(xii) and proposed 678.430(b) must be 
made available, if determined appropriate in order for an individual to obtain or retain employment. 
These services include the following, as consistent with program requirements and Federal cost 
principles:  

1) Comprehensive and specialized assessments of the skill levels and service needs of adults and 
dislocated workers, which may include—  

(i) Diagnostic testing and use of other assessment tools; and  

(ii) In-depth interviewing and evaluation to identify employment barriers and 
appropriate employment goals;  

(2) Development of an individual employment plan, to identify the employment goals, 
appropriate achievement objectives, and appropriate combination of services for the participant 
to achieve his or her employment goals, including the list of,  

and information about, the eligible training providers (as described in proposed § 680.180);  

(3) Group counseling;  

(4) Individual counseling;  

(5) Career planning;  

(6) Short-term pre-vocational services including development of learning skills, communication 
skills, interviewing skills, punctuality, personal maintenance skills, and professional conduct 
services to prepare individuals for unsubsidized employment or training;  

(7) Internships and work experiences that are linked to careers (as described in proposed § 
680.170);  
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(8) Workforce preparation activities;  

(9) Financial literacy services as described in sec. 129(b)(2)(D) of WIOA and proposed § 681.500; 

(10) Out-of-area job search assistance and relocation assistance; and  

(11) English language acquisition and integrated education and training programs.  

In order to receive Individualized career services, individuals must be determined eligible.  Please refer 
to the Eligibility section of this manual.  

WIOA individual Career Services 

An individual in need of WIOA Individualized Career Services must be determined eligible using the 
WIOA.1.  Once eligibility has been verified, the client must be registered in KEE Suite (or state approved 
WIOA CRM system), with the following documents uploaded into that system:   

• Initialed Eligibility Verification Transmittal;  

• WIOA.1 and other required eligibility documentation (see Eligibility Determination 
Process section for detail);  

 Prior to actual provision of Individualized Career Services the client will have been WIOA registered in 
KEE SUITE and have been attached to at least one WIOA funded service.    

Once initially WIOA Registered in KEE SUITE workforce case, the career counselor will continue to use 
this as a tool for collecting and updating information on the client. This workforce case is designed to 
provide in-depth information about the client relative to their work history, education, aptitudes, 
interests and other factors that may affect their employment goals.  It also provides a means to record 
the flow of services to the individual and outcomes.    

Case Notes  

KEE SUITE must include ongoing case notes detailing the client’s initial AND comprehensive assessment 
as well as job marketability, barriers to employments, self-sufficiency, education, work experience, 
program participation, need-for-training criteria (if applicable), and communication between staff and 
client. Effective case management practices include comprehensive case notes. Case notes document 
details about:  intake, evaluations, participation, outcomes, measurable skills gains, service decisions, 
one-on-one meetings, achievements, and follow-up services. The purpose of case notes is to provide a 
detailed description of an individual’s participation in services. Case notes must be clear, relevant and 
useful.  Case notes will be written at the time of the event or contact and entered into KEE SUITE as 
soon as possible, not to exceed three business days following the event or contact.  With performance 
reporting being a top priority at both the state and federal level, the above directive was issued by the 
Kentucky Education and Labor Cabinet beginning February 15, 2022. The purpose of this timeframe is 
necessary in order to extract and review correct data.  If data is entered after the 3 day deadline and 
issues/problems arise, the data will be considered questioned cost.    
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Contact with each client should ideally occur on at least a monthly basis, but in no case can there be 
more than 90 days between contacts as documented by case notes.  An excess of 90 days between 
documented services is a gap in service and is not permitted.  Instances of gaps in service may result in a 
Monitoring finding.    

Each customer will have case notes in KEE SUITE documenting relevant information beginning with 
intake and continuing through case management, training, and follow-up services.    

Detailed case notes will include the following:  

• The needs of the customer 
• history and details of the customer’s situation, including both strengths and barriers; 
• activities provided or planned (if applicable)  
• a description of how the customer will benefit from designated services;  
• details of significant events; 
• the need for modifications in the customer’s training or services;  
• information provided orally or electronically by service providers;  
• customer’s progress toward goals;  
• need for additional services;  
• any new information pertaining to a customer’s employability  
• verification of post-exit outcomes (must meet the requirements of data validation).  

Case notes should ONLY include fact-based information and details about the customer to the extent 
that the information relates to the likely employability and/or training success of that customer.  

Should the client obtain self-sufficient employment as a result of the provision of Individualized Career 
Services, this information will be reported in the Outcomes section of KEE SUITE.  This will be done once 
the client has obtained employment, if possible. Please see below for details about Supplemental 
Employment Data.  

 Supplemental Employment Data for Performance  

Employment data is crucial in measuring the success of the Workforce Development System.  Although a 
majority of employment situations will be covered by wage records, certain other types of employment, 
particularly self-employment, are either excluded from the sources of data or very difficult to access due 
to data confidentiality issues (e.g., access to State Department of Revenue or Tax records).  Talent 
Development Specialists may use supplemental sources of data to document a participant’s entry and 
retention in employment for those participants not covered by wage records.   

Allowable sources of supplemental information for tracking employment-related outcomes include case 
management notes, automated data base systems, One-Stop operating systems’ administrative records, 
KYNET (UI), surveys of participants, and employer feedback. All supplemental data and methods must be 
documented and are subject to audit/monitoring.  

When documenting outcomes on a participant in case management notes, the case notes must reflect 
the following:  
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• Name of Employer/Institution  
• Address of Employer/Institution  
• Phone of Employer/Institution  
• Person the case manager spoke with to verify the information  

The information should be documented thoroughly in order for any staff to be able to validate the 
outcome(s) that have been entered and are subject to monitoring.  

Best Practices 

Below are some examples of “best practices” case notes for various customer situations.  

Participant’s Initial Core Service Case Note  

Met with (Participant’s Name) to discuss employment and training goals. He/she has come to the office 
seeking assistance to increase marketable skills. Participant is seeking assistance with their resume, 
cover letter and job seeking skills. Will work with (Participant’s Name) on their job search skills and pre-
training program. Should the participant not be able to obtain/retain employment thru the efforts, 
participant will be referred to individualized career services.  

Adult Initial Case Note  

(Participant’s Name) is certified as an Adult in the WIOA program. He/she has not had income for the 
past six months. He/she has been receiving financial assistance from family members with a family size 
of (). (Documentation of family and income is in case file). (Participant’s Name) has been unable to 
obtain/retain employment with career services and is in need of individualized career services. 
(Participant’s Name) will be enrolled into the following service(s).  

NOTE: The case note will need to include all assessments, results of the assessments, as well as an 
analysis of the assessments.  

Dislocated Worker Initial Case Note  

(Participant’s Name) is certified as a Dislocated Worker in the WIOA program. (Participant’s Name) was 
laid off on (date) due to “lack of work” as a production worker at XYZ company at the (company name) 
making $20.00/hr. Documentation from the employer is on file. The UI determination letter confirms 
that (Participant’s Name) is eligible for UI benefits. Per documentation, participant is unlikely to return 
to his prior occupation because production occupations are listed as declining. A participant statement 
was signed and confirms that participant was a Production Worker at XYZ company making $20.00/hr. 
The participant has been unsuccessful in finding employment with career services; and is in need of 
training and/or individualized career services due to their barriers and the types of services that they 
need.  

Adult/Dislocated Worker Training Case Note  
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(Participant’s Name) was unable to obtain/retain employment thru career services; therefore, is in need 
of individualized career services, more specifically, training services. (Participant’s Name) will be 
enrolled into (service) effective (date).  

(Date) Contacted (Participant’s Name) and verified the participant began (service) today.  

WIOA Training Services  

If the customer is not able to obtain self-sufficient employment through the provision of Individualized 
Career Services, then Training Services may be required to help the customer reach their employment 
goal. Under WIOA, training services may be provided if the career center staff determine, after an 
interview, evaluation or assessment, and career planning, that the individual: 

• ls unlikely or unable to obtain or retain employment that leads to economic self--sufficiency or 
wages comparable to or higher than wages from previous employment through career services 
alone, 

• ls in need of training services to obtain or retain employment that leads to economic self-- 
sufficiency or wages comparable to or higher than wages from previous employment, through 
career services alone, and 

• Has the skills and qualifications to successfully participate in a selected program of training services 
as indicated through the 'Need to Train' criteria outlined in state guidance. 

Training services, when determined appropriate, must be provided either through an Individual Training 
Account (ITA) or through Work-based Training. Training services must be linked to in-demand 
employment opportunities in the Northern Kentucky Workforce Development Area.  

WIOA Training services are provided to equip individuals to enter the workforce, advance to self-
sufficient employment, and/or retain employment to help meet the ongoing needs of local employers 
while promoting regional economic development. Training services will be targeted towards high-
demand industries/ occupations and may include the following examples: postsecondary 
degree/certification/credential attainment, occupational skills training, OJT, cohort, work-based, and 
registered apprenticeship, which incorporates both OJT and classroom training, pre-apprenticeship 
training, workplace training with related instruction, training programs operated by the private sector, 
skill upgrading and retraining, entrepreneurial training, and transitional jobs. Training services are 
available for individuals who, after the interview, evaluation or assessment, and case management are 
determined to be unlikely or unable to obtain or retain employment that leads to self-sufficiency or 
higher wages from previous employment through career services alone. The participant must be 
determined to need training services and possess the skills and qualifications to participate in the 
selected program successfully. Some participants may need additional services to assist their vocational 
training, such as job readiness training, literacy activities, English language training, and customized 
training. 

Determining The Need for Training  

As detailed in § 680.210(b), it is required that individuals for whom training have been deemed 
appropriate, select a training program linked to employment opportunities in the local area or in an area 
to which the individual is willing to commute or relocate. The selection of this training program should 
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be fully informed by the performance of relevant training providers, and individuals must be provided 
with the performance reports for all training providers who provide a relevant program. 

Under WIOA sec. 134(c)(3)(A) training services may be made available to employed and unemployed 
adults and dislocated workers who: 

1. Talent Development Specialist (or designated staff) determines, after an interview, evaluation, or 
assessment, and career planning, are: 

a. Unlikely or unable to obtain or retain employment that leads to economic self-sufficiency or 
wages comparable to or higher than wages from previous employment through career 
services; 

b. In need of training services to obtain or retain employment leading to economic self-
sufficiency or wages comparable to or higher than wages from previous employment; and 

c. Have the skills and qualifications to participate successfully in training services; 
2. Have selected a program of training services from Kentucky's Eligible Training Provider List (ETPL) 

directly linked to the employment opportunities in the Northern Kentucky Workforce Development 
Area or the planning region or in another area to which the individuals are willing to commute or 
relocate. The ETPL site can be accessed via https://etpl.ky.gov.  

Targeted Industry Sectors- In the Northern Kentucky Workforce Development Area, only training 
programs linked to employment opportunities in the following targeted, high-demand industry 
sectors may be considered, provided the program is on the ETPL:   

• Advanced Manufacturing 
• Business, IT and Finance 
• Construction and Trades 
• Healthcare 
• Transportation, Distribution and Logistics 

If a training program does not fall under one of the approved sectors, a training vendor can apply to 
receive WIOA funding. The training vendor must demonstrate a hiring demand for the occupation 
and be supported by at least 5 regional employers as detailed in the Vendors Training in Non-
Approved Industry Sector Occupations Policy (Policy AD-2015-X) 

3. Are unable to obtain grant assistance from other sources to pay the costs of such training, including 
such sources as State-funded training funds, Trade Adjustment Assistance, and Federal Pell Grants 
established under title IV of the Higher Education Act of 1965, or require WIOA assistance in 
addition to other sources of grant assistance, including Federal Pell Grants. 

After an interview, evaluation or assessment, and case management, the customer are determined to 
be unlikely or unable to obtain or retain employment, leading to self-sufficiency or higher wages from 
previous employment through career services alone. The NKWIOA requires job search documentation to 
support this determination. In addition, the customer may be placed into training with the following six 
criteria documented in KEE SUITE notes:  
 

1. Is suitable employment available? Is there suitable employment currently available in the local 

https://etpl.ky.gov/


 26 

commuting area, or a reasonable prospect of such suitable employment becoming available in the 
foreseeable future? 

2. Will customer benefit from appropriate training? There must be a documented customer need for 
skills upgrading and training. It must also be documented that the customer will be job ready upon 
completion of the training program.  

3. Is there a reasonable expectation for employment following training? Documentation must 
indicate that there is a reasonable expectation that the customer will find a job in the labor market 
after completion of training. There should be a fair and objective projection of job market conditions 
expected to exist at the time of completion of training. This can be documented in case notes. 

4. Is training reasonably available? Documentation must indicate that training is reasonably accessible 
to the customer within the local community area. If not accessible with in the local community area, 
but is available outside the local commuting area, the cost must be reasonable and documented. 
This can be documented in case notes. 

5. Is the customer is qualified to undertake and complete the training? Documentations must 
indicate the customer's personal qualifications to undertake and complete approved training. 
Evaluation of the customer's personal qualifications must include physical and mental capabilities, 
educational background, work experience and financial resources, as adequate to undertake and 
complete the specific training program. 

6. Is training suitable and available on the Eligible Training Provider List (ETPL), if applicable? Suitable 
means the customer met criteria above. The training must be listed on the ETPL, if applicable, and 
be a viable option for the customer in obtaining employment. 

Interview is defined as, at a minimum, a conversation with a customer to collect information 
regarding income, living situation, education level and reason for visiting the Kentucky Career 
Center.  The interview must be documented in KEE SUITE case notes and the IEP.  Activities such as 
Orientation and Career Planning must be, at a minimum, selected in KEE SUITE to record such 
process.  
  
Evaluation/Assessment is defined to identify a customer’s interest, skill levels, abilities, barriers and 
service needs.  Assessments may be formal or informal and may include special diagnostic testing 
with an analysis of the testing documented in KEE SUITE cases notes and the IEP.  Activities such as 
Initial Assessment, Career Assessment, and Interest Inventory must be, at a minimum, selected in 
KEE SUITE to record such process.  
  
Case Management includes the development of the IEP based on interview(s) and 
evaluation/assessment(s).  The IEP should identify employment goals, appropriate achievement 
objectives and the place of action for the customer to achieve employment.  Activities such as 
Received Case Management Services and IEP must be, at a minimum, selected in KEE SUITE to 
record such process.   

 

Training Request Submission Process to the NKWIB (WIOA Adult, DW, Trade) 

Once the participant's job marketability, comprehensive assessment, six criteria, and need for training 
have been thoroughly completed AND documented, the Talent Development Specialist (or designated 
staff) will follow the steps below, and on the subsequent pages, to complete the submission process of 
WIOA Training Requests. 
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1. Upon completion of your internal (WIOA Direct Service Provider) training request review process, 
please compose all participant WIOA Training Request emails to the following recipients: 
Correy.Eimer@nkadd.org and david.klokner@nkadd.org, along with your supervisor. 

 
2. Use the following format for the subject line of Training Request submission email:  

TRAINING REQUEST (all caps) Customer first/last name, KEE #, A/DW/Trade (status),School name, 
Training program name, requested start date 

Example: "TRAINING REQUEST: Jill Smith, KEE000322145, DW, Gateway, Welding, 02/11/19" 

Please restate these details in the body of the email as you declare your request and include that 
you have identified the program of study on the ETPL site and that you have documented, in KEE 
SUITE, the six (6) criteria of the "Need to Train" policy.  

3. If the participant is required to submit job search documentation, attach documentation and save/ 
title the job search document in the following format: "last, first name job search". Example: 
"Smith, Jill - job search". The job search documentation should be assembled in one document/ file. 
Job Search documentation should also be uploaded in the document section of Kee Suite. Please 
note: job search documentation should only include positions that the participant is qualified for 
currently/prior to Training, rather than positions they will qualify for after Training is completed.  
See additional JOB SEARCH DOCUMENTATION and EMPLOYMENT DETAILS (for employed 
participants) below. 
 

Please allow up to a 10-business day turnaround in obtaining a response for approval. Please 
remember to leave yourself time between the 10th business day following request and the first day 
of class to sign ITA.  

 

 

Job Search documentation must include the following information (at a minimum): 

• If a customer is making below a livable/self-sufficient wage and does not have a degree/credential in 
a high demand industry, no job search is necessary (does not apply to TRADE cases). However, the 
file must still reflect why the participant is ‘unlikely to return to a previous industry or occupation’. If 
the participant holds a degree/certificate in a high demand sector then to prove ‘unlikely to return 
to a previous industry or occupation’, 10 relevant job searches will be required within the past 30 
days starting at the time the WIOA – 1 is signed or KS determines the client is eligible.  

• TRADE – state policy – remains the same Ten relevant job searches will be required within the past 
30 days starting at the time the WIOA – 1 is signed or KS flags the client as eligible for their job 
search activities (Attachment 10).  

Employment Details (for participants employed during the Training Request submission) 

mailto:Correy.Eimer@nkadd.org
mailto:david.klokner@nkadd.org
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To thoroughly assess job marketability and the need for training, all relevant employment details should 
be documented during the Training Request process. The following information must be provided in KEE 
Suite for ALL WIOA training request submissions of participants who are employed: 

• An entry of a designated KEE Suite Note in the individual's Workforce Case titled, "EMPLOYMENT 
DETAILS" to include the following: 

o Company name 
o Job Title 
o Dates employed/tenure 
o Wage/salary 
o # of hours/week  

Note: participants should only be considered "employed" when they are working for a verifiable 
employer (e.g., a company that has a Federal Employer Identification Number/FEIN); otherwise, 
participants will need to follow the job search policy.   

Special Note: Any training requests submitted that do not adhere to the guidelines listed 
above/previously, will be solely approved, or rejected, based on the NKWDA's/NKWIB's discretion with a 
full explanation of approval or rejection listed in the training request decision/ response email. 

Individual Training Accounts (ITA's) 

Individual Training Accounts (ITA's) are key tools used in the delivery of many training services. Under 
the ITA, eligible individuals will typically be provided by training providers who receive payment for their 
services through an Individual Training Account (ITA). The ITA is a payment agreement established on 
behalf of a participant with a training provider. The ITA is a means by which an individual can access 
training from an entity on the Eligible Training Providers List (ETPL). It is the responsibility of the NKWDA 
to coordinate funding for ITAs with funding from other Federal, State, local or private job training 
programs or sources to assist individuals in obtaining training. 

WIOA ITA Document and Trade Participant Agreement Revisions  

• The revised ITA and Trade Participant Documents are posted on the www.nkcareercenter.org/WIOA 
page. Please utilize these revised documents. (Individual Training Account (ITA)Agreement (rev. 
2022) (See attachment 1) 

Amended May 2021, the limits imposed under the NKWIB for ITA training (A/DW) are: 

• Up to $3,500 per fiscal year; up to $5,000.00 per ETPL approved program and required allowable 
expenditures, per policy for short-term programs 

• If education beyond the certificate program is pursued, client is still limited to $7,000.00, not     to 
exceed 104 weeks without prior approval by the NKWIB Director 

 

Policy for Vendors Training in Non-Approved Industry Sector Occupations  

http://www.nkcareercenter.org/WIOA
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The NKWIOA will only make referrals to programs training for occupations within the approved 
Northern Kentucky Industry Sector. The list of approved high demand sectors is below.   Schools training 
in occupations that do not obviously fall under one of the approved industry sectors must demonstrate 
there is a hiring demand for the occupation. In order to do this, the training vendor must provide at least 
5 of the surveys included in the Training section of this manual.  These surveys must be completed by 
employers in the Greater Cincinnati Metropolitan Area.    

  

Northern Kentucky High Demand Sectors:  

• Advanced Manufacturing  
• Business/ IT/ Finance  
• Construction and Trades  
• Healthcare  
• Transportation/ Distribution/ Logistics  

Completed surveys (See attachment 2) must be submitted by the training vendor.  They can be mailed 
to David Klokner at the address below or signed PDF copies can be scanned to his email address at 
david.klokner@nkadd.org. David Klokner, NKADD, 22 Spiral Drive, Florence, KY  41042  

 Surveys must be submitted each year at the point the training vendor submits an application to the 
Commonwealth of Kentucky Eligible Training Providers List (ETPL).    

Work-Based Training  

Work-based training is employer-driven with the goal of unsubsidized employment after 
participation.  Work-based training involves a commitment by an employer or employers to fully employ 
successful participants after they have completed the program.    

Registered apprenticeship training is a type of work-based training that can be funded in the WIOA Adult 
and Dislocated Worker programs; additionally, pre- apprenticeships may be used to provide work 
experiences that can help participants obtain the skills needed to be placed into a registered 
apprenticeship.  Work-based training can be an effective training strategy that can provide additional 
opportunities for participants and employers in both finding high quality work and in developing a high-
quality workforce. Each of these work-based models can be effectively used to target different job 
seekers and employer needs.   

OJT is primarily designed to provide a participant with the knowledge and skills necessary for the full 
performance of the job.  OJT Policies are detailed in their own section of this manual.  

Training Services Case Management 

Ongoing case management will be provided to participants in training services to ensure attendance and 
acceptable progress towards employment goals established in KEE SUITE. Effective case management 
practices include comprehensive case notes. Case notes document details about: intake, evaluations, 
participation, outcomes, measurable skills gains, service decisions, one-on-one meetings, achievements, 

mailto:david.klokner@nkadd.org
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and follow-up services. The purpose of case notes is to provide a detailed description of an individual's 
participation in services. 

Each customer will have case notes in KEE SUITE documenting relevant information beginning with 
intake and continuing through case management, training, and follow-up services. Local workforce areas 
should develop policies and procedures that comply with this policy. 

Detailed case notes include the following: 

• history and details of the customer's situation, including both strengths and barriers; 
• WIOA activities provided or planned (if applicable) 
• a description of how the customer will benefit from designated services; 
• details of significant events; 
• the need for modifications in the customer's training or services; 
• information provided orally or electronically by service providers; 
• information on contact with the customer to include: 

o date and manner of contact (face-to-face, phone call, e-mail, etc.); 
o purpose of the contact; 
o information provided by the customer; 
o outcomes of the contact; and 
o if quoting the customer, must use quotations and state exactly as the customer stated. 

• customer's progress toward goals; 
• need for additional services; 
• any new information pertaining to a customer's employability; and 
• verification of post-exit outcomes (must meet the requirements of data validation). 

Case notes should ONLY include staff information, comments, and personal details about the 
customer to the extent that the information relates to the likely employability and/or training success 
of that customer. 

Case notes will be written at the time of the event or contact and entered into KEE SUITE at time of 
appointment, as soon as possible, not to exceed 10 business days. Case notes will provide a complete 
and relevant narrative of a customer's progress through all stages of participation. Time sheets, 
attendance, and grades must be submitted by participants in a timely manner and maintained in the 
case management file. Timesheets, attendance, and grades must be uploaded in the documents section 
of Kee Suite.  

With performance reporting being a top priority at both the state and federal level, the KY Office of 
Career Development (formerly Office of Employment and Training) issued a directive that beginning 
January 1, 2014, data must be entered in the system within 10 days of its occurrence. This policy should 
not apply with KEE Suite as data should be entered during the customer appointment. 

If the participant is participating in a distance or on-line class or program, they must comply with their 
agreement to personally participate in all required learning activities associated with the class or 
program and to devote the time required to the class or program to ensure appropriate progress and 
successful completion of the class or program. These hours must also be tracked using the above 
method in KEE SUITE.  
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If a participant is actively enrolled in an educational and/or training program, they MUST have a goal set 
under Measurable Skills Gain. One goal must be set for each fiscal year the client is attached to a service 
program with an end date no later than June 30th each year. If the client continues into the next fiscal 
year, the start date of the following MSG should be July 1st. The state has directed us to set a MSG prior 
to the start of training and/or education. The MSG must be set at the time of submitting the Training 
Request. The MSG goal must be clear, concise, and measurable. If the MSG is not measurable it will not 
count. Once completed, the result must be entered to document the attainment. The attainment should 
also be captured in case notes in KEE Suite. 

 

Measurable Skills Goals/Gains Kee Suite Entry 

If a participant is actively enrolled in an educational and/or training program, they MUST have a goal set 
under Measurable Skills Gain. One goal must be set for each year the client is attached to a service 
program. The state has directed us to set a MSG prior to the start of training. 

This is a two-step process. 

Step 1 – Set the MSG at the time you enter the training request. Regardless of when you enter the goal 
it must be completed by 6/30. 

Click on ‘Measurable Skills Gain’ tab inside the Workforce Case. It’s located at the top of the customer’s 
KEE-Suite page (it could also be under More). 

Scroll down to ‘Measurable Skills Gain’ and click ‘New’. 

Add a ‘Service Program’, these will populate from the Service Program section. 

Choose an ‘Attained Credential Type’ from the dropdown menu. 

Add ‘Start Date’. 

Add a measurable goal in the ‘Comments’ section. 

Hit ‘Save’. 

The ‘MSG’ should now be listed under the ‘Measurable Skills Gains’ section.  

Please note that the Created Date’ and the ‘Last Modified Date’ for the MSG will be the same when first 
created. This will change and MUST change when you update your MSG prior to 6/30 of each year. 

Step 2 – Update the MSG to show obtained/unobtained. 

Click on ‘Measurable Skills Gain’ tab inside the Workforce Case. It’s located at the top of the customer’s 
KEE-Suite page (it could also be under More). 

Scroll down and click the drop arrow next to the ‘MSG’ related to the current program year. 

Click Edit 

Update the ‘Attainment Status’  
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Enter the ‘End Date’. 

Go to ‘Comments’ section at the bottom. Immediately following the entered goal, enter the attainment 
achieved. Do Not Delete the Goal. 

Click ‘Save’. 

Back on the ‘MSG’ page, you should see that your ‘Last Modified Date’ changed to the current date.  

 

Training Case Management- Kee Suite File requirements  

* All notes must be entered with 3 days 

• Upload ITA 
• Upload class schedule 
• Upload attendance sheets 
• Upload grades or progress reports 
• Enter the client start date; verify the client started; document in notes 
• 2 was communication with client monthly documented in notes 
• Enter credential/diploma/certificate/diploma/degree in outcomes tab 
• Enter employment in outcomes tab 
• Enter 1st, 2nd, 3rd, 4th quarter outcomes 

NDWG- WEX- Kee Suite File requirements 

* All notes must be entered with 3 days 

• Upload training agreement 
• Upload attendance sheets 
• Upload job description 
• Upload pay stubs 
• Enter the client start date; verify the client started; document in notes 
• 2 was communication with client monthly documented in notes 
• 2 was communication with client monthly documented in notes 
• Enter credential/diploma/certificate/diploma/degree in outcomes tab 
• Enter employment in outcomes tab 
• Enter 1st, 2nd, 3rd, 4th quarter outcomes 

 

Definition | Supportive Services  

WIB Board approval on 9/13/22 

The term “supportive services” includes any services and needs-related payments which are necessary 
to enable an individual to participate in activities authorized under WIOA. 
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Supportive services include, but are not limited to:  

• Assistance with uniforms and other appropriate work attire and work-related tools, 
including such items as eyeglasses and protective eye gear 

• Dependent care  
• Educational testing 
• Housing  
• Linkages to community services 

• Free legal aid to help with the expungement of criminal records 
• Securing government identification 

• Referrals to agencies offering other assistance 
• Transportation 

 

Northern Kentucky Adult/Dislocated Worker Supportive Service Policy 

Documentation for Supportive Services are required to show that the supportive service is allowable, 
reasonable, and not otherwise available to the participant. This can be in the form of a detailed case 
note or other reasonable proof. Proof must also include the strategy for aligning core programs, 
including a description of how the entities conducting the respective core programs will coordinate 
activities and provide comprehensive high-quality services. 

Example 

J Smith was referred to DCBS for assistance with transportation through the TANF program, which he 
has been enrolled in since Jan. 5, 20XX. His DCBS case manager agrees that transportation will enable 
him to start his educational program on May 2, 20XX as planned through WIOA. Since we cannot find 
assistance beyond WIOA and TANF, WIOA will pay for goggles and steel toed boots, as required by the 
Lineman program and documented on his class syllabus which has been uploaded into KEE-Suite 
documents. 

Procedures for referral to supportive services 

Adults and Dislocated Workers Employment and Training Activities Supportive services may only be 
provided to eligible individuals who have been documented as being eligible for:  

• Participation in career or training services; and 
• Unable to obtain supportive services through other programs providing such services.  

Eligibility | WIOA Adult  

Adults must meet all of the following conditions: 

• Be unemployed 
• Not qualify for, or have ceased qualifying for, unemployment compensation; and  
• Be enrolled in a program of training services under Sec. 134(c)(3) of WIOA.16  
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Eligibility | WIOA Dislocated Workers  

Dislocated Workers must:  

• Be unemployed, and:  
• Have ceased to qualify for unemployment compensation or trade readjustment 

allowance under Trade Adjustment Assistance (TAA); and  
• Be enrolled in a program of training services under Sec. 134(c)(3) of WIOA by the 

end of the 13th week after the most recent layoff that resulted in a determination 
of the worker’s eligibility as a dislocated worker, or, if later by the end of the 8th 
week after the worker is informed that a short-term layoff will exceed 6 months; or  

• Be unemployed and did not qualify for unemployment compensation or trade readjustment 
assistance under TAA and be enrolled in a program of training services under Sec. 134(c)(3) 
of WIOA.18 

Code of Federal Regulations 

Title 20 - Employees' Benefits 

Volume: 4Date: 2017-04-01Original Date: 2017-04-01Title: Subpart G - Supportive Services Context: Title 
20 - Employees' Benefits. CHAPTER V - EMPLOYMENT AND TRAINING ADMINISTRATION, DEPARTMENT 
OF LABOR (CONTINUED). PART 680 - ADULT AND DISLOCATED WORKER ACTIVITIES UNDER TITLE I OF 
THE WORKFORCE INNOVATION AND OPPORTUNITY ACT. 

Subpart G—Supportive Services§ 680.900What are supportive services for adults and dislocated 
workers? Supportive services for adults and dislocated workers are defined at WIOA sec. 3(59) and secs. 
134(d)(2) and (3). Local WDBs, in consultation with the one-stop partners and other community service 
providers, must develop a policy on supportive services that ensures resource and service coordination 
in the local area. The policy should address procedures for referral to such services, including how such 
services will be funded when they are not otherwise available from other sources. The provision of 
accurate information about the availability of supportive services in the local area, as well as referral to 
such activities, is one of the career services that must be available to adults and dislocated workers 
through the one-stop delivery system. (WIOA sec. 134(c)(2)(A)(ix) and § 678.430 of this chapter). Local 
WDBs must ensure that needs-related payments are made in a manner consistent with §§ 680.930, 
680.940, 680.950, 680.960, and 680.970. Supportive services are services that are necessary to enable 
an individual to participate in activities authorized under WIOA sec. 134(c)(2) and (3). These services 
may include, but are not limited to, the following:(a) Linkages to community services;(b) Assistance with 
transportation;(c) Assistance with child care and dependent care;(d) Assistance with housing;(e) Needs-
related payments, as described at §§ 680.930, 680.940, 680.950, 680.960, and 680.970;(f) Assistance 
with educational testing;(g) Reasonable accommodations for individuals with disabilities; (h) Legal aid 
services; (i) Referrals to health care; (j) Assistance with uniforms or other appropriate work attire and 
work-related tools, including such items as eyeglasses and protective eye gear;(k) Assistance with books, 
fees, school supplies, and other necessary items for students enrolled in postsecondary education 
classes; and(l) Payments and fees for employment and training-related applications, tests, and 
certifications.§ 680.910 When may supportive services be provided to participants? (a) Supportive 
services may only be provided to individuals who are:(1) Participating in career or training services as 
defined in WIOA secs. 134(c)(2) and (3); and (2) Unable to obtain supportive services through other 
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programs providing such services. (b) Supportive services only may be provided when they are 
necessary to enable individuals to participate in career service or training activities. § 680.920Are there 
limits on the amount or duration of funds for supportive services? (a) Local WDBs may establish limits 
on the provision of supportive services or provide the one-stop center with the authority to establish 
such limits, including a maximum amount of funding and maximum length of time for supportive 
services to be available to participants.(b) Procedures also may be established to allow one-stop centers 
to grant exceptions to the limits established under paragraph (a) of this section. § 680.930 What are 
needs-related payments? Needs-related payments provide financial assistance to participants for the 
purpose of enabling them to participate in training and are a supportive service authorized by WIOA sec. 
134(d)(3). Unlike other supportive services, in order to qualify for needs-related payments a participant 
must be enrolled in training. § 680.940What are the eligibility requirements for adults to receive needs-
related payments? Adults must:(a) Be unemployed;(b) Not qualify for, or have ceased qualifying for, 
unemployment compensation; and(c) Be enrolled in a program of training services under WIOA sec. 
134(c)(3). § 680.950What are the eligibility requirements for dislocated workers to receive needs-
related payments? To receive needs-related payments, a dislocated worker must:(a) Be unemployed, 
and:(1) Have ceased to qualify for unemployment compensation or trade readjustment allowance under 
TAA; and(2) Be enrolled in a program of training services under WIOA sec. 134(c)(3) by the end of the 
13th week after the most recent layoff that resulted in a determination of the worker's eligibility as a 
dislocated worker, or, if later, by the end of the 8th week after the worker is informed that a short-term 
layoff will exceed 6 months; or(b) Be unemployed and did not qualify for unemployment compensation 
or trade readjustment assistance under TAA and be enrolled in a program of training services under 
WIOA sec. 134(c)(3). § 680.960May needs-related payments be paid while a participant is waiting to 
start training classes? Yes, payments may be provided if the participant has been accepted in a training 
program that will begin within 30 calendar days. The Governor may authorize local areas to extend the 
30-day period to address appropriate circumstances. § 680.970How is the level of needs-related 
payments determined?(a) The payment level for adults must be established by the Local WDB. For 
statewide projects, the payment level for adults must be established by the State WDB. (b) For 
dislocated workers, payments must not exceed the greater of either of the following levels:(1) The 
applicable weekly level of the unemployment compensation benefit, for participants who were eligible 
for unemployment compensation as a result of the qualifying dislocation; or (2) The poverty level for an 
equivalent period, for participants who did not qualify for unemployment compensation as a result of 
the qualifying layoff. The weekly payment level must be adjusted to reflect changes in total family 
income, as determined by Local WDB policies. 

ITA Payment System 

Payments for training costs will be made through a voucher system. A sample invoice and detailed 
instructions are included in this section (See Attachment 3). Vendors may use this invoice but are not 
required to do so. If they choose to use their standard format, it must include the WIOA participant's 
name, period of training for which reimbursement is being requested and the amount of the payment 
request. Participants must use the Participant Reimbursement Request included in this manual. They 
must have the invoice signed by someone from the training provider organization or provide some 
similar proof of attendance or requirement of the supplies purchased. A copy of these invoices must be 
given to your participant and the training vendor at the point training is approved and the ITA is 
finalized.  

The school will submit invoices in a timely manner, detailing actual and allowable costs WIOA is 
expected to cover for tuition, fees and/or books and required supplies on behalf of an individual 
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referred by the NKWDA. Requests for reimbursement must be mailed to the following or can be scanned 
and emailed to liberty.kordish@nkadd.org.  

NKADD 

22 Spiral Drive 

Florence, Kentucky 41042 

Attn: Liberty Kordish 

Important Invoice Information 

Invoices received by the close of business on the 8th of the month (or the next business day if the 8th falls 
on a weekend) will be paid on the 20th of the month. If invoices are not received by the NKADD by close 
of business on the 8th of the month (or the next business day if the 8th falls on a weekend), they will be 
held until the next month. Final invoices for the fiscal year (ending June 30 of each year) must be 
submitted no later than close of business, August 8 following the end of that fiscal year. If final invoices 
for the fiscal year are not received by the NKADD by close of business, August 8 following the end of that 
fiscal year it will not be able to be paid. 

NKWDA Participant Reimbursement Invoice 

This invoice will be used in instances when the training vendor is unable to bill directly for eligible 
training costs and the participant must incur these costs individually (See Attachment 4). Typical 
examples are participants who must purchase needed books or training materials from a bookstore or 
similar store not connected to the training vendor. In such cases, the participant may purchase eligible 
items (these costs must have been included in the ITA). The participant must obtain detailed receipts for 
any purchases made. Copies of these receipts must be included with the completed, signed invoice. 
Invoices submitted without this documentation will not be paid.  

NKWIB Mileage Reimbursement Policy (AD-20XX-X) 

Under some circumstances, mileage-related expenses may be reimbursable if NKWDA staff grants prior 
approval. Mileage equal to or less than the approved customary travel minimum of 50 miles one way to 
the training site cannot be reimbursed. If the participant must travel more than 50 miles one way to the 
training site and the cost of travel would be prohibitive to the participant's ability to participate in 
training, it may be considered. Mileage reimbursements will be made at the NKADD rate in effect at that 
time and will be for documented round trip miles from the participant's home to the training site, not to 
exceed $10/day.  Mileage reimbursement cannot be made for any amount that would exceed the 
maximum allowable obligation of $3,500 per fiscal year and can only be considered after the cost of 
training is covered under the ITA. Reimbursement requests must include time sheets signed by the 
participant and a representative from the training provider to document the participant's physical 
attendance at training on the days indicated. To determine the number of miles from a participant's 
home to the training site, a web-based tool like MapQuest must be used. Mileage reimbursement is to 
be used only when the participant is experiencing hardship and would not be able to attend the training 
or services without this assistance. This should be documented in the case notes. 

mailto:liberty.kordish@nkadd.org
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NKWIB Technology Equipment Purchase Reimbursement Policy (AD-20XX-X)  

While it is understood that participants may need to have access to technology equipment (e.g. 
computer, laptop, tablet, etc.) for their approved course of study, inclusion of the purchase of such 
equipment in an ITA can only be made after written approval is given by the WIOA Director.  Approval 
for purchase may only be considered if it can be documented that reasonable access to required 
technology cannot be achieved through use of available school computer labs, public libraries, or other 
means.  

Credential Attainment Policy (AD-20XX-X) 

Under WIOA, the credential is now a required measure; therefore, the collection of this data is 
mandatory. When documenting the credential for a participant, the collection of the 
credential/attainment or degree MUST include:  

• A copy of the credential document uploaded in KEE Suite and placed in the participant's folder, AND 
• A case notes documenting that the participant received a credential and the type of credential 

attained and date attained, as verified by school AND 
• Documentation of the credential attainment in KEE SUITE 

 

Work-Based Training 

Work-based training is employer-driven with the goal of unsubsidized employment after participation, 
such as apprenticeships and On the Job Training. Work-based training involves a commitment by an 
employer or employers to employ successful participants after completing the program.  

Registered apprenticeship training is a type of work-based training that can be funded in the WIOA Adult 
and Dislocated Worker programs; additionally, pre- apprenticeships may be used to provide work 
experiences that can help participants obtain the skills needed to be placed into a registered 
apprenticeship. Work-based training can be an effective training strategy that can provide additional 
opportunities for participants and employers to find high-quality work and develop a high-quality 
workforce. Each of these work-based models can be effectively used to target different job seekers and 
employer needs.  

On the Job Training is primarily designed to provide a participant with the knowledge and skills 
necessary for the job's entire performance. 
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Introduction and Overview of On The Job Training  

Approved by the NKWIB 1/13/2015  

Revision approved by the NKWIB 9/30/2021  

 

On-the-Job Training (OJT) allows an employer to hire an individual who would not otherwise qualify for 
the job and to teach the skills needed to perform at entry-level for the position. The Northern Kentucky 
Workforce Investment Board (NKWIB) On-the-Job Training policy provides an employer with a partial 
wage reimbursement for an agreed-upon training time period in exchange for the provision of training by 
the employer and a commitment to retain the individual when the training is successfully completed 
(Attachment 1 – NKWIB On-the-Job Training (OJT) Policy). Employers receive compensation to offset the 
extraordinary costs of training participants and lower participant productivity during the training period. 
Employer's reimbursement includes up to 50% of an OJT participant wage rate and additional OJT-related 
supervision. During the course of the OJT, the trainee must be treated as a regular employee and should 
receive wages and benefits at the same level as similarly employed workers.  

On the Job Training Development 

It is the responsibility of the appropriate WIOA Business Services Representative, in close coordination 
with the NKWIB staff to develop and negotiate OJT contracts within the parameters of the local OJT 
policy (NKWIB Policy # AD-2015-X). Priority for the development of OJT agreements shall be directed 
toward employers in the private sector; however, contracts may be developed with public sector 
employers when limited opportunities exist in the private sector. OJT contracts shall be offered only in 
occupations that are in demand in the Northern Kentucky Local Workforce Development Area; offer 
wages and benefits that lead to family self-sufficiency; ensure long-term self-sufficiency for their 
employees; and, if appropriate, exhibit a strong pattern of union-management cooperation. In the 
development of an OJT contact including employer and participant involvement, NKADD/NKWIB and 
WIOA direct service provider staff will use the OJT order of service as a guide through the process 
(Attachment 2 – NKWIB On-the-Job Training (OJT) Order of Service)  

Contract negotiations must be conducted with the employer/owner or a person who has the authority 
to act on behalf of and make decisions for the company. The negotiation process must include a review 
of all OJT rules and regulations in order to prevent audit exceptions and problems of non-compliance 
with the laws and the contract rules (Attachment 3 – NKWIB On-the-Job Training (OJT) Employer 
Eligibility Checklist).  

Employer Eligibility 

To determine employer eligibility to participate in the NKWIB OJT program:    
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A. The employer must be located within the Northern Kentucky Area Development District 
and/or the Cincinnati, OH-KY-IN Metropolitan Statistical Area. This includes the following 
counties:  

• Brown County, Ohio  
• Butler County, Ohio  
• Clermont County, Ohio  
• Hamilton County, Ohio  
• Warren County, Ohio  
• Boone County, Kentucky  
• Bracken County, Kentucky  
• Campbell County, Kentucky  
• Carroll County, Kentucky  
• Gallatin County, Kentucky  
• Grant County, Kentucky  
• Kenton County, Kentucky  
• Pendleton County, Kentucky  
• Owen County, Kentucky  
• Dearborn County, Indiana  
• Franklin County, Indiana  
• Ohio County, Indiana   

B.  Employer certifies that the company is financially solvent on the date of this contract, 
and the employer's best projection is that they will remain financially able to meet 
contract obligations at the end of the training period, including OJT participant's 
retention.   

C.  The OJT employer has adequate payroll record-keeping systems that track hours 
worked, gross pay, deductions, and net pay.   

D. The employer has the necessary equipment, materials, and supervision to perform the 
training.  
 

E. The employer has a bona fide job vacancy and/or is able to give a specific date for the 
expansion of the workforce.   

F.  The employer has sufficient work to provide long-term, regular, year-round employment 
for the OJT participant and agrees to retain the employee after the successful 
completion of the training period.  

G.  OJT training period is only appropriate for the length of time necessary for the NKWIB 
client to be trained in the specific occupation, but not to exceed six (6) months.   

H. The employer must demonstrate that the requested OJT position(s) would not represent 
a disproportionate share of the employer's workforce. Disproportionate is defined as 
more than 25% of the employer's regular workforce.   
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I. Working conditions and labor laws: the OJT site must have safe and healthy working 
conditions without previously reported health and safety violations that have not been 
corrected. OJT trainees must be subject to the same personnel rules, working 
conditions, and benefits as regular employees at the same level and to the same extent 
as other employees working a similar length of time and doing the same type of work. If 
the trainee will not be covered by the required benefits, a contract cannot be written.   

J. The employer shall provide adequate insurance coverage to protect against legal liability 
arising out of OJT activity.    

K. The employer must provide Worker's Compensation Insurance to present employees 
including the OJT participant.  

  

L. The employer certifies that no member of the OJT trainee's immediate family is engaged 
in an administrative capacity for that employer. For the purpose of this contract, 
immediate family is defined as spouse, children, parents, grandparents, grandchildren, 
brothers, sisters or person bearing the same relationship to the OJT participant's 
spouse. 20 CFR 683.200.   

M. Employer assures that the OJT participant(s) will not be employed to carry out the 
construction, operation or maintenance of any part of a facility that is used or to be 
used for sectarian instruction or as a place for religious worship. 29 CFR 683.255.    

N. Conditions of employment and training will be in full accordance with all applicable 
federal, state, and local laws and ordinances (including but not limited to anti-
discrimination, labor and employment laws, environmental laws or health and safety 
laws).    

a. Final Rule 29 CFR Part 38 implements Section 188 of the Workforce Innovation 
and Opportunity Act (WIOA) which contains the statute's equal opportunity and 
non-discrimination provisions prohibiting WIOA Title I-financially assisted grant 
applicants and recipients from discriminating on the basis of race, color, religion, 
sex, national origin, age, disability or  political affiliation or belief and protects any 
beneficiary from discrimination based on either that beneficiary's citizenship, or his 
or her participation in any WIOA Title I-financially assisted program or activity.  

  

O. The employer certifies that it does not illegally discriminate in training or hiring practices 
because of race, color, sex, national origin, religion, physical or mental handicap, 
political beliefs or affiliations, or age.   

P. The employer certifies that neither the employing company nor its principals are 
presently debarred, suspended, proposed for debarment, declared ineligible, or 
excluded from participation in the OJT Program by any Federal Department or Agency.   
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Q. Employer certifies that the OJT will not impair existing agreements for services or 
collective bargaining agreements and that either it has the concurrence of the 
appropriate labor organization as to the design and conduct of an OJT, or it has no 
collective bargaining agreement with a labor organization that covers the OJT position. 
20 CFR 683.270.  

R. The employer is experiencing no current abnormal labor conditions (i.e., strike or 
lockout in the occupations considered for the OJT). No NKWIA client shall be employed 
or job opening filled when   

• any other individual is on layoff from the same or any substantially equivalent 
job or to reduce the hours of those employed workers below their normal work 
schedule, or   
• for a position which will deny a current worker promotional opportunity, or   
• when the employer has terminated the employer of a regular employee or 
otherwise reduced its workforce with the intention of filling the vacancy so created 
by hiring a participant whose wages are being subsidized. 20 CFR 683.270   

S. Employer further assures that OJT funds will not be used to assist, promote, or deter 
union organizing. WIOA sec. 181(b)(7).  

T. Neither the employing company nor its principals are presently debarred, suspended, 
proposed for debarment, declared ineligible, or excluded from participation in the OJT 
Program or receipt of federal funding by any federal department or agency. 29 C.F.R. 
Part 97.35.   

U. The employer has not previously abused or misused federally funded OJT programs as a 
means of subsidizing his/her payroll and/or by his/her failure to operate such programs 
in compliance with applicable contract rules and regulations.   

V. The employer has not entered a contract with an employee leasing contractor whereby 
any of the job positions proposed for training are currently filled by staff of the leasing 
contractor or if such positions are to be later transferred to the leasing contractor.   

Occupational Eligibility  

OJT contracts shall be developed around occupational opportunities not otherwise available to 
participants.   

Eligible OJT Contract Occupations include:  

A. Occupations that are included in the NKWIB High Demand Sectors or where there is a 
demonstrated need for qualified workers in the occupation.  

B. Occupations in which there is a reasonable expectation of continued and permanent 
employment.  
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C. Occupations that are for full-time positions. For definition purposes, full-time employment is a 
40-hour week, except where fewer hours are "normal" to the occupation, but no less than thirty 
(30) hours per week.   

D. Occupations that meet prevailing standards with respect to wages, hours, and conditions of 
employment.  

E. Occupations that offer wages and benefits that lead to family self-sufficiency; ensure long term 
self-sufficiency for their employees; and exhibit a strong pattern of union management 
cooperation.  

Non-Eligible Occupations are but are not limited to:  

A. Occupations that are intermittent, seasonal, or temporary or dependent on tips, commission, or 
piecework as the primary source of income. This does not include those jobs that have a 
guaranteed base wage of at least the federal minimum wage in addition to commission pay and 
such guaranteed wage will continue after the training period.   

B. Professional occupations requiring licensing, testing, or certification.  
C. Occupations that involve political or religious activity.  
D. Occupations experiencing or having a large turnover in employees and highly mobile, highly 

competitive industries where minimal training is needed. Such occupations are customarily in 
low skilled or unskilled jobs, which require only short demonstration to perform the job tasks. 
These jobs may include fast food and some retail sales jobs.  

E. Industries/occupations in the local labor market with a substantial number of experienced and 
able workers presently unemployed and available to fill job openings with no extraordinary 
amount of training.  

F. Occupations to be included under a leasing contract, whereby job openings for a particular 
occupation at a business facility are filled by staff of the leasing contractor.  

G. Establishments relocating from one area to another within the previous six (6) months unless it 
is determined that such relocation will not result in an increase in unemployment in the original 
location or any other area.  

H. Occupations where adequate supervision and/or monitoring is not available 

Apprenticeship Occupations 

When training is proposed for apprenticeship occupations, the NKADD will notify the Kentucky Education 
and Workforce Development Cabinet representatives regarding the linking of the OJT with apprenticeship 
training. OJT may be considered for the employment phase of the apprenticeship only and not for the 
classroom phase.  

ASSESSMENT  

 The assessment process is used to substantiate that each trainee has a need for the training that is to 
be provided and has the capability to benefit from this training. The decision to assign a participant to 
OJT should be based on consideration of the individual's employability skills, skill deficiencies, and 
interests.  

 A. Documenting Need  
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An individual's need for OJT is established by documenting their deficiency in occupational skills 
during the assessment process. Although the primary focus of OJT is the acquisition of job specific 
skills, deficiencies in basic and work readiness skills may for some also be addressed simultaneously. 
Regardless of the method used for recruitment, the decision to place a participant in OJT must be 
based upon an assessment of the skills, knowledge, attitudes, and behaviors. An individual may be 
placed in OJT only when assessment, testing, and/or individual counseling indicate a need for and 
ability to benefit from the training specified in the OJT contract. This is no different than the 
processes used to determine any participant's ability to benefit from training services – an OJT is 
simply another training vehicle.  

  

In addition, consideration must be given to the chosen occupational classification to determine 
whether OJT is an appropriate training method.  

 A review of the individual's employment history and educational background provides an appraisal 
of whether the applicant has relevant skills. A deficiency in occupational skills (job-specific skills) is 
adequately documented where application and assessment materials show that the individual:   

• has minimal previous work experience in the occupation; and  
• has not substantially completed a skills training program in the occupation for which training 

will be given, OR  
• If an occupational skills training program has been completed, additional skills specific to the 

employer are needed and documented.   

A presumptive need for training may thus be established.   

B. Participants with Previous Experience in the Occupation  

An individual who possesses knowledge or skills essential to the full and adequate performance of 
the specific occupation for which the OJT is proposed may not be placed into an OJT in that 
occupation. While strict compliance with this principle is inherent in the concept of OJT, in reality 
many jobs are unique and do not present an exact match of the skills required for jobs with other 
employers, even where the job title is identical. Thus, even where an individual has some relevant 
experience or training, the need for OJT may still be substantiated through the assessment process. 
In addition, a lack of contemporary application of skills or a change in technology may necessitate 
additional training.   

Where need cannot be established through satisfaction of the presumptive conditions listed in the 
previous subsection, then a deficiency must be demonstrated through:   

• A pre-test or evaluation administered by the employer; or  
• a comparison of employers' job descriptions and/or institutional training curricula that 

provide substantive evidence of the need for training in the prospective OJT; or  
• a comparison of the employer's job description or a task analysis with the applicant's job 

specific skills.  
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An interview, however, does not constitute a pre-test and does not substitute for actual written job 
descriptions or training curricula. Pre-testing may be accomplished by use of standardized paper and 
pencil tests, computer- interactive techniques, worksite simulations, simulation formats conducted 
by educational institutions or civil service boards, or On-the-Job.    

C. Previous Employer of Applicant  

As with employer referrals, where a candidate for training is a previous employee of the business 
wishing to provide OJT, the Coordinator must carefully examine whether the proposed training 
involves skills and duties that are substantially the same as the previous job. This lack of introduction 
of new technologies, introduction to new production or service procedures, or is an upgrade to a 
new job that requires additional skills, and that the OJT position will provide the OJT participant with 
additional wages, hours or benefits is a valid reason to prohibit an OJT.   

If, however, there is adequate reason to enter into the contract, e.g., a new job or upgraded job at a 
higher rate of pay, then OJT can be justified for a proportionately reduced duration. Additionally, 
regular monitoring must substantiate that training is occurring and that the trainee is not spending 
excessive time performing the duties of the previously held job.   

NEGOTIATION OF CONTRACTS  

After the employer and occupational eligibility are met, Northern Kentucky Area Development District 
(NKADD)/NKWIB personnel or their designee may negotiate the terms of an OJT contract and complete 
the OJT Employer Eligibility Checklist. (Attachment 3 – NKWIB On-the-Job Training (OJT) Employer 
Eligibility Checklist). When completed and appropriate data is verified, this checklist will provide the 
information for completing the contract (Attachment 5 – NKWIB On-the-Job Training (OJT) Employer 
Contract). All blanks on the OJT Employer Eligibility Checklist should be completed prior to writing the 
contract. The original OJT Employer Eligibility Checklist shall become a part of the contract file. It is 
imperative to cover the terms in the OJT contract with the employer prior to submitting the contract to 
NKADD for consideration.   

NOTE: The employer must provide Worker's Compensation Insurance. The person who negotiates the 
contract must verify (and document in the OJT contract) that the employer provides Worker's 
Compensation coverage to present employees. If the employer does not have the coverage, a contract 
will not be negotiated.   

A. Number of Trainees Allowed   

The maximum number of training slots, pending availability of funds, under the OJT program shall 
not exceed 25 percent of an employer's present regular workforce (any fraction may be rounded to 
the next higher number). Example: If an employer regularly has 50 workers, there could be no more 
than 13 OJT positions developed (25% of 50 = 12.5).   

Or   

A maximum number of OJT training positions allowed per employer:   
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1. Companies with 1 to 4 employees -NKWIB OJT contracted positions will not exceed one 
 (1) at any time.  
2. Companies with 5 or more employees -NKWIB OJT contracted positions will not exceed 
 a ratio of 25% of the employer's total number of employees at any given time   

B. Job Descriptions, Training Plan and Length of Training   

The employer agrees to employ the participant and develop a pre-approved training plan for the OJT 
participant that includes competencies needed to be proficient in the occupation for which the 
training is being provided. Training Plans are used to outline the specific skill requirements for an 
employer-based training program (Attachment 6 – NKWIB On-the-Job Training (OJT) Employer 
Training Plan). They are also used as an assessment tool to document which skills the trainee lacks 
at the start of training and measure skill attainment during the course of training. Training Plans can 
be modified during training by submitting a modified training plan (Attachment 7 – NKWIB On-the-
Job Training (OJT) Employer Training Modification Form). A Supervisor/Trainer will always be 
present during which on-the-job training is administered and received by the WIOA OJT 
employee/trainee in accordance with the training plan of the contract. This is not a subsidized 
employment program. A WIOA Business Services Representative will work closely with the employer 
to develop the OJT training plan before presenting the completed plan to the NKWIB staff.   

 An OJT contract is limited to the period of time required for a participant to become proficient in 
the occupation for which the training is being provided. In determining the appropriate length of the 
contract, consideration should be given to the skill requirements of the occupation, the academic 
and occupational skill level of the client, prior work experience, and the client's individual 
employment plan. No training period can be more than 6 months.  

 The following procedure should be used as a guideline to create the job description, required 
skills:   

1. Working with the employer, develop a complete job description by using the O*NET as a 
guide.  

2. The Job Description should identify specific skills to be acquired for the job. The job 
description must accurately reflect the duties of that job. A more accurate training plan 
can be written for the contract if a thorough job description is obtained from the 
employer. This will become the basis of the Training Plan. The trainee's assessment will 
identify the required skills for the job in which the client lacks the required proficiency. 
The Training Plan will then list the skills to be learned On-the-Job, the approximate 
training time needed to become proficient in those skills, the starting capability and 
ending capability.  

3. Identify the transferable skills of the client that will match the job duties.  

4. Skills Requirements: List the skills needed to perform the job to the standards specified 
by the employer. Skills should be stated as specifically and briefly as possible, identifying 
the skill to be learned.  



 46 

5. Training Time: Indicate the approximate number of weeks or hours that will be needed 
to acquire each specific skill. The OJT Provider considers the participant's past work 
experience, knowledge, and skills gap to assist in determining the length of training.  

6. Trainee's Starting Capability: Used to assess the trainee's skill level near the beginning of 
the training period and to document skill deficiencies, which will be addressed through 
training. Capability levels are based upon an interview with the participant's supervisor 
or utilizing another skill assessment method the employer uses. The WIOA Business 
Service Representatives can assist employers in determining participants' skill levels. 
Capability levels are used to assess the participant's skill level near the beginning of the 
training period and to document skill deficiencies that the training will address. The 
skills gap should be listed under Skills Requirements. Record the assessment level and 
the date of the "Starting Capability" assessment using this scale:   

• Beginning  
• Intermediate  
• Skilled  

  

7. Using O*NET, identify the corresponding SVP (Specific Vocational Preparation) code.   

8. Locate the SVP Code on the table below. Please note that jobs with corresponding SVP 
codes of 2 or below are not eligible for OJT. The chart indicates a range of training time 
in weeks and hours. The actual OJT hours should take into consideration the 
transferable skills the client has that will decrease the training hours necessary to learn 
the job. The OJT training should not duplicate prior occupational training, education, or 
work experience. Clients with prior training or experience related to the planned OJT 
training may be enrolled in the OJT if the OJT will expand the job skills the client already 
has. An example is where a client has experience or training to be a general secretary 
and is enrolled in an OJT contract as a legal or medical secretary with training hours only 
in the area of specialization required by the job.  

  

SVP CODE CONVERSION CHART  

Allowable Training Time  

(As adjusted by the Northern Kentucky WIB)  
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SVP  

7+  

6  

5  

4  

3  

Hours  

1001 - 1040  

961 - 1000  

721 - 960  

481 - 720  

160 - 480  

Weeks  

25 to 26  

24 to 25  

18 to 24  

12 to 18  

4 to 12  
  

  

A. Employee/Trainee Wages  

 A WIOA client in an OJT slot shall be paid the same wages as other workers being hired for the same or 
similar job but in no event shall it be less than $15.00 per hour. (Max per participant should be $7,000)  

 If the proposed training is for a salaried position, determined an hourly rate for OJT contract purposes 
by dividing the salary for one-pay period by the expected number of hours to be worked in that pay 
period. Be sure that the hourly rate in this calculation is at least $15.00 per hour.  

 To determine the OJT reimbursement rate, divide the actual hourly wage by two. Always round down to 
be sure the reimbursement rate does not exceed 50 percent of the employee/trainee's hourly rate of 
pay.  

Example: Hourly rate of pay is $15.25 divided by 2 equals $7.625. The OJT reimbursement rate would 
be $7.62 after rounding down.  

 Contracts should not be modified to accommodate wage increases after the contract beginning date. 
Usual and customary wage increases are between the employee and the employer and should occur 
outside of this contract.   

 B. Participant File Documentation  

All documentation relative to the development of the participant's OJT training plan should be included 
in the participant file, including:  

Participant file documentation checklist.  

• All assessments and/or relevant training justification case notes, including documentation 
that the job is a growth occupation.  

• Job description and related OLMIS/O*Net reports to support training duration and skills to 
be learned.  

• Training Outline  
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• Copy of OJT Invoice and related documentation.  

 CONTRACT AMENDMENTS  

Contracts may be amended by completing the On-the-Job Training Contract Amendment Form. 
(Attachments 8 – NKWIB On-the-Job Training (OJT) Contract Amendment Form). Contract modifications 
may be necessary for the following reasons:  

 

1. The ending date of the contract may be extended for a client to complete the training program.  
2. Amendments may be needed to correct errors in the original contract. Such revision should only 

be technical in nature and not change the scope of the contract.  
3. Contract modifications to de-obligate encumbered OJT contract funds may be unilateral and do 

not require the signature of the OJT employer.  

  

Modifications to OJT contracts will not be allowed for the following reasons:  

1. To change the level of reimbursement as a result of a wage increase.  
2. To change the beginning date of the contract.  

TERMINATION  

An OJT training plan may terminate because:  

1. It has been successfully completed and the trainee is retained as an employee.  
2. It expires at the ending date or the completion of the specified training duration although the 

trainee is not retained. (Note that when a trainee's failure to achieve the employer's 
expectations suddenly emerges at the conclusion of the training plan, it is a significant factor in 
the analysis and potential decision not to re-contract with the employer. Usually, unsuccessful 
performance will be identified earlier in the training period, corrective action identified and 
taken, and/or the training plan should be cut short if efforts to intervene are to no avail.)  

3. The trainee quits or is fired. (Efforts should be made to contact both the trainee and the 
employer to determine the reason(s). The employer should not fire a trainee without first 
contacting the NKWIB staff for assistance in correcting the problem unless the trainee has 
exhibited particularly egregious behavior.) This may impact OJT payment.   

An OJT training plan may also be terminated if:   

• The trainee is determined to be ineligible for WIOA upon verification of information presented 
at intake or otherwise.  

• The NKWIB experiences a reduction in grant funds prior to the ending date of the training plan  
• OJT contract is subject to modification or termination due to actions taken by the Federal, State, 

or Local governments that result in a frustration of contract purpose. Such actions include but 
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are not limited to withdrawal of WIOA funding by the United States Congress, or the failure by 
the United States Congress to reauthorize WIOA program activities.  

• The employer fails to provide the training that was specified in the training plan; or  
• The employer violates a material term of the contract such as displacement of a non-WIOA 

employee, violation of regulations governing employment of a minor, significant safety 
violations, or failure to pay the trainee at the agreed-upon wage rate.  

  

REIMBURSEMENT PROCEDURES  

 The employer is responsible for the payment of wages and any costs associated with fringe benefits. 
NKADD will then reimburse the employer for the WIOA client based on payroll records.  

  

1. On-the-Job Training (OJT) contracts are designed to compensate the employer for the 
extraordinary costs associated with training an employee. The OJT contract total will not 
exceed 50% of the actual gross wages (excluding fringe benefits) during the training period. 
The OJT Contracted Wage will be calculated as 50% of the wage rate for the participant.  

2. The OJT Provider shall reimburse employer monthly, with invoices required by the eighth 
(8th) day of the month following the billing month. Reimbursements will be made only for 
actual OJT training time and shall not include reimbursement for any costs associated with 
fringe benefits or wages paid to WIOA clients for holidays, sick leave, vacation time, 
overtime, etc.   

3. The NKADD/NKWIB On-the-Job Training Reimbursement Invoice need to be completed for 
the employer to receive reimbursement. The invoice provided by NKADD is to be completed 
with appropriate time sheets or agreed upon documentation attached. (Attachment 9 – 
NKWIB On-the-Job Training (OJT) Reimbursement Invoice Form).   

4. Timesheets shall be signed by the employee and employer. The hours reported for 
reimbursement will only include those hours in which training occurred. Employer shall 
preserve all OJT Employee payroll records, fringe benefits, and personnel records for three 
years following the completion of the contract period for state and federal auditing 
purposes.    

When the employer submits the OJT invoice and backup documentation to the NKADD office, invoices 
will be paid in the next regular check cycle.  

 1. and the NKWIB On-the-Job Training (OJT) Progress Report need to be completed for the  

employer to receive reimbursement. The invoice provided by NKADD is to be completed 
with appropriate time sheets or agreed upon documentation attached. (Attachment 9 – 
NKWIB On-the-Job Training (OJT) Reimbursement Invoice Form and Attachment 10 – 
NKWIB On-the-Job (OJT) Progress Report).   
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OJT MONITORING  

Monitoring of OJT contracts will be the responsibility of the Northern Kentucky Area Development 
District/NKWIB staff. When developing the OJT contract, the employers should be told that NKADD will 
contact them to schedule a monitoring visit. Interviews will be held with the employer, the NKY WIOA 
client's supervisor, and the WIOA client. (Attachment 10 – NKWIB On-the-Job (OJT) Progress Report, 
Attachment 11 – NKWIB On-the-Job Training (OJT) Monitoring Tool, Attachment 12 – NKWIB On-the-Job 
Training (OJT) Financial Monitoring Tool, and Attachment 13 – NKWIB On-the-Job Training (OJT) 
Participant Interview Tool). Employer agrees that records which are directly related to the OJT contract 
are subject to review, monitoring, and audit by the OJT Provider, the State and/or the federal 
government, at any time and without prior notice to the employer.  

  

Case Management staff contracted by the NKADD shall make contact with the WIOA client and 
employer a minimum of monthly and shall record the contact in the client record in KEE Suite. The 
record should track the progress of training and achievement of training objectives defined in the 
contract. Midway through the training, Case Management and NKWIB staff will complete a progress 
report to record the participates measurable skills gain. Concerns and corrective action necessary to 
accomplish the objective shall be recorded and appropriate action and follow-up shall be documented.  

 PERFORMANCE STANDARDS   

For an OJT to be successful, the participant needs to show a measurable skills gain as described by WIOA 
20 CFR sec.677.155(a)(1)(v). Measurable skills gain will be attained and indicated over the course of the 
training on the OJT Training Employer Training Plan, OJT Training Progress Report and OJT Monitoring 
Tool. Skills gain is based upon an interview with the participant's supervisor or by utilizing another skill 
assessment method used by the employer. For an OJT to be successful, all "skill needed" listed in the 
OJT Employer Training Plan need to be determined "skilled" on the OJT Monitoring Tool. (Attachment 6-
NKWIB On-the-Job Training (OJT) Employer Training Plan, Attachment 10 – NKWIB On-the-Job (OJT) 
Progress Report, and  Attachment 11 – NKWIB On-the-Job Training (OJT) Monitoring Tool)   

The NKWIB expects 70% of all WIOA clients who enter OJT contracts to still be employed at the end of 
the training and 60% to still be employed six months after the end of the training period. It is 
understood that some clients will have to be fired or will quit for various reasons, but an average of 70% 
should still be employed at the end of the training period.   

This does not preclude the employer from terminating a WIOA client when it has been determined that 
he/she is unable to master the job or for good cause. Other reasons a client may not complete 
successfully are beyond the employer's control, such as the client quits, takes a better job, moves, etc. 
NKADD/NKWIB will not develop a contract with an employer who has previously exhibited a pattern of 
failing to provide OJT participants with continued long-term employment with wages, benefits, and 
working conditions that are equal to those provided to regular employees who have worked a similar 
length of time and are doing the same type of work. Such rates shall be in accordance with applicable 
law, but in on event less than the higher rated specified in section 6(a)(1) of the Fair Labor Standards Act 
of 1938 or the applicable state or local minimum wage law. WIOA sec. 181(a)(1)(A).   
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Attachments  

 1  NKWIB On-the-Job Training (OJT) Policy  
2  NKWIB On-the-Job Training (OJT) Order of Service  
3  NKWIB On-the-Job Training (OJT) Employer Eligibility Checklist  
4  NKWIB On-the-Job Training (OJT) Job Seeker Eligibility Checklist  
5  NKWIB On-the-Job Training (OJT) Employer Contract  
6  NKWIB On-the-Job Training (OJT) Employer Training Plan  
7  NKWIB On-the-Job Training (OJT) Employer Training Plan Modification Form  
8  NKWIB On-the-Job Training (OJT) Employer Contract Amendment Form  
9  NKWIB On-the-Job Training (OJT) Reimbursement Invoice Form  
10  NKWIB On-the-Job Training (OJT) Progress Report Form  
11  NKWIB On-the-Job Training (OJT) Monitoring Tool  
12  NKWIB On-the-Job Training (OJT) Financial Monitoring Tool  
13  NKWIB On-the-Job Training (OJT) Participant Interview Tool  
    
    
    
  

 

Policy No.  AD-2015-X  Policy Name  NKWIB On the Job Training    
Effective Date  1/13/2015  Approved By  NKWIB  
Revised  9/30/2021    NKWIB  
Subject    
Purpose  On the Job Training (OJT) allows an employer to hire an individual who would not 

otherwise qualify for the position. Employers agree to train participants and retain 
individuals when training is successfully completed in exchange for partial wage 
reimbursement.   

  

On the Job Training is a training option designed to be conducted in higher-skill occupations appropriate 
for out-of-school youth, adults, and dislocated workers who qualify for WIOA training services. The 
following outlines OJT-specific guidelines as outlined in NKWIB local procedures. A full listing of 
contractual obligations may be found in the NKWIB OJT Contract document.    

Employer Eligibility  

• The company/business is the employer of record.   
• The employer must be located within the Northern Kentucky Area Development District 
and/or the Cincinnati, OH-KY-IN Metropolitan Statistical Area.  

• Upon successfully completing the OJT training and contract, the employer has a 
reasonable expectation of the employee’s continued employment at a wage or salary, benefits, 
and working conditions to that of similarly situated employees in the same organization. Such 
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rates shall be in accordance with applicable law but in an event less than the higher-rated 
specified in section 6(a)(1) of the Fair Labor Standards Act of 1938 or the applicable state or 
local minimum wage law. WIOA sec. 181(a)(1)(A)   
• The employer must demonstrate that the requested OJT position(s) would not represent 
a disproportionate share of the employer’s workforce. Disproportionate is defined as more than 
25% of the employer’s regular workforce.  
• NKADD/NKWIB will not develop a contract with an employer who has previously 
exhibited a pattern of failing to provide OJT participants with continued long-term employment 
with wages, benefits, and working conditions that are equal to those provided to regular 
employees who have worked a similar length of time and are doing the same type of work.  
• Employer assures that they have not been debarred or suspended in regard to federal 
funding—29 CFR Part 97.35.  
• The employer must provide Worker’s Compensation Insurance to present employees, 
including the OJT participant.  

• The employer certifies that no member of the OJT trainee’s immediate family is engaged 
in an administrative capacity for that employer. 20 CFR 683.200.  

Administrative Procedures  

• The employer provides an OJT job description that identifies specific skills to be acquired 
and a training outline. The training plan incorporates a list of the skills to be learned on the job, 
the approximate training time needed to become proficient in those skills, and the starting and 
ending capabilities.  
• If the OJT is provided to one of the employer’s current employees, the employer verifies 
that the OJT will relate to the introduction of new technologies, introduction to new production 
or service procedures, or is an upgrade to a new job that requires additional skills and that the 
OJT position will provide the OJT participant with additional wages, hours, or benefits.  

• An OJT participant shall be paid the same wages as other workers being hired for the 
same or similar job, but in no event shall it be less than $15.00 per hour. (Max reimbursement 
per participant should be $7,000)  
• An employer shall preserve all OJT Employee payroll records, fringe benefits, and 
personnel records.   

Occupation Eligibility   

• Occupations meet prevailing wages, hours, and employment condition standards.  

• Reimbursement will be made to employers based on payroll records and shall be made 
only for actual OJT training time and shall not include reimbursement for wages and any costs 
associated with fringe benefits paid to WIOA clients for holidays, sick leave, vacation time, etc.  

WIOA Client Eligibility  

• A client must be eligible for WIOA.   
• Priority will be given to unemployed individuals.  
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• The WIOA eligibility requirement of 30 job searches during the 90 days before will be 
waived for OJT participants (NKWIB WIOA Procedure Manual).  
• Individuals with previous experience in the job for which an OJT is requested or 
substantially equivalent job will only be considered if their assessment demonstrates that the 
training is needed.   
• The client may not be employed by the OJT employer prior to the effective date of the 
contract or prior to NKWIA eligibility determination.   
• The OJT contract is limited to the period required for a participant to become proficient 
in the occupation for which the training is being provided. No training period shall exceed more 
than six (6) months.  

  

 

Incumbent Worker Training 

Procedures  

Scope/Purpose of Training  

The Workforce Innovation & Opportunity Act (WIOA) funds the Incumbent Worker Training (IWT) 
Program. IWT aims to provide reimbursement to Northern Kentucky businesses to assist with certain 
expenses associated with significant skills upgrade training for full-time employees and support the 
businesses in the retention and growth of their workforce. In addition, IWT should encourage 
promotion, create additional job opportunities, improve employee wages and retention by increasing 
specific skill levels and help businesses become more competitive. Training agreements will be between 
the business and the Northern Kentucky Area Development District (NKADD) on behalf of the Northern 
Kentucky Workforce Development Board (NKWIB).       

Project/Training Expectations  

It is expected that IWT training will result in Northern Kentucky businesses being more productive, 
profitable and competitive. It will allow more stability for workers who would gain new skills. Eligible 
training should result in workers gaining improved skills and/or an industry-recognized certification or 
credential program. This will result in increased wages, career growth and the development of 
promotional opportunities. Training will be targeted at specific in-demand sectors and occupations and 
can be instructor-led or computer-generated distance learning. Businesses approved for funding will 
provide a matching contribution of 10% to 50% of the total eligible training expense of the training 
project depending on the size of the business.     

WIOA performance measures applicable to the IWT program will be a consideration in the approval of 
training agreements.  

Business Eligibility  
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Eligible businesses must be located in the eight-county Northern Kentucky WDA. Eligibility is limited to 
companies in the private for-profit sector. The only exception to this eligibility will be the non-profit 
healthcare industry.    

Implementation  

To implement IWT in Northern Kentucky, the NKADD/NKWIB will follow the procedural guidance 
detailed in the Kentucky Office of Employment and Training (OET) WIOA Policy 16-003: Workforce 
Innovation and Opportunity Act (WIOA) – Preliminary Policy on Incumbent Worker Training Programs. 
https://kwib.ky.gov/About/Documents/16-
003_OET_WIOA_Preliminary_Incumbent_Worker_Training_Policy.docx  

The State WIOA policy outlines IWT project requirements, including  

• Incumbent worker eligibility criteria  
• Eligibility criteria for incumbent worker training  

• IWT Performance Requirements  
• IWT Employer Requirements and Responsibilities  
• IWT Fiscal Requirements  
• Reporting Requirements  
• Project and Participants Reporting Requirements  

 

Policy No.    Policy Name  Northern Kentucky Incumbent Worker Policy  
Effective Date  7/1/2021  Approved By  NKWIB  
Revised        
  In addition to Commonwealth of Kentucky policy 16-003, reissued April 15, 2021 (21-

001 Work-Based Training)  
Subject  NKWIB Incumbent Worker Training Policy  
Purpose  Incumbent Worker Training aims to provide reimbursement to Northern Kentucky 

businesses to assist with certain expenses associated with significant skills upgrade 
training for full-time employees and support the businesses in the retention and 
growth of their workforce.  

  

Training priority will be targeted toward companies in an in-demand sector on the state, regional, or 
local level whose proposed training results in a significant upgrade in employee skills or contributes to a 
layoff avoidance strategy.  The maximum reimbursement in a program year to an individual business will 
be up to $10,000.  Any exceptions to the $10,000 maximum will require a waiver stating the reasons for 
the waiver and will be approved by the LWDA Director.  

An employer scheduled to receive or currently receiving funds from KCTCS Trains or a grant-in-aid from 
Bluegrass State Skills Corporation (BSSC) will not be eligible to receive IWT funds to supplement the 
same training program.      

https://kwib.ky.gov/About/Documents/16-003_OET_WIOA_Preliminary_Incumbent_Worker_Training_Policy.docx
https://kwib.ky.gov/About/Documents/16-003_OET_WIOA_Preliminary_Incumbent_Worker_Training_Policy.docx
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Allowed Costs/Expenses for Employer Match   

The following training costs are allowed and reimbursable if properly supported with the necessary 
documentation as requested by WIOA fiscal staff and evidence that the training expenses incurred have 
been paid:  

• Instructors/trainers’ classroom costs  
• Curriculum development  
• Required textbooks/manuals  

• Required materials/supplies   
• Equipment purchased specifically for use in the training  
• Post-training assessment/testing fees for training-related certifications  
• Trainee travel expense  

  

Non-Allowable Costs/Expenses for Employer Match   

• In-house training  
• Rental cost of training facility if located offsite from company location  
• Trainee wages  
• Purchase of any item or service that may possibly be used outside of the training 
project  

• Pre-training assessment and testing  

Employer Match Requirements  

The amount of employer match in the IWT Program depends on the size of the employer.  The match 
requirements are as follows:  

• Employers with 50 or fewer employees must contribute at least 10 percent of the cost  

• Employers with 51 to 100 employees must contribute at least 25 percent of the cost  
• Employers with more than 100 employees must contribute at least 50 percent of the 
cost  

Eligible Training Providers  

The Kentucky Community & Technical College System, a state college/university, a licensed and certified 
private institution, or consultant may provide eligible training.  Training can be conducted at the 
company facility, at the training provider’s facility, or at another off-site location.   

Employee Eligibility  

An Incumbent worker is  
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• currently employed full-time,   
• at least 18 years of age,   
• a U.S. citizen or a non-citizen whose status permits employment in the U.S.,  
• has been employed at least six months with the IWT employer, and  
• who has been determined by his/her employer to need training in order to help keep their 

company competitive, avert layoffs, upgrade workers’ skills and/or increase wages earned 
by employees.  

IWT would support further job retention and career development for improved economic self-
sufficiency for employed workers, especially those vulnerable to job loss and increase the capability of 
the businesses to access and retain skilled workers.  

Employees participating in IWT must be employed full-time with a company located in the Northern 
Kentucky Area Development District and be identified by the employer to need additional training or 
skill development in order to advance or improve their work performance.   

Business Services-needs added from sharepoint 

Job Fair policy (AD-20XX-X) 

Individual Business Plan 

Additional Career Center Business Services: 

• Accessing untapped labor pools 
• Employer information and supportive services 
• Employer outreach  
• Employer requested assessment 
• Engaging in strategic planning/economic development 
• Job profiling and analysis 
• Rapid response/downsizing assistance 
• Work-based training services 
• Workforce recruitment assistance 

Monitoring Scope and Purpose WIOA Sub-Contractor Monitoring  

Monitoring Overview  

As the Sub-Grant Recipient and Fiscal Agent for the Northern Kentucky Workforce Investment Area, staff 
of the NKADD will conduct sub-contractor monitoring for the Northern Kentucky Workforce Investment 
Board (NKWIB). The NKWIB Director will have primary responsibility for contract compliance monitoring 
of Adult/Dislocated Worker/Trade/Businesses Services programs, fiscal monitoring of all contracts and 
One-Stop Operator monitoring. The NKWIB Senior Project Manager will have primary responsibility for 
monitoring Youth programs (Attachment 26). The purpose of this monitoring is as follows:   
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• Determine that expenditures have been made against the proper cost categories and within the cost 
limitations specified in the Act and the regulations in this part;   

• Determine whether there is compliance with other provisions of the Act and the WIOA regulations 
and other applicable laws, regulations;  

• Assure compliance with 2 CFR part 200; and  
• Determine compliance with the nondiscrimination, disability, and equal opportunity requirements 

of WIOA section 188  
• Support innovation and continuous quality improvement of all local WIOA programs  

Contract Compliance Review (Adult/ Dislocated Worker/Trade)  

For Adult/Dislocated Worker contract compliance, the following process will be used. Sub-contracts will 
be monitored at least once during each fiscal year. If there are serious findings, follow-up monitoring 
may be required.  

1. Run Client Data/reports (from KEE Suite and other sources) for a specific time-period; these reports 
will show the assigned/ served customers during the specified time-period. Additional reports/ data 
may be requested from the Sub-Contractor to supplement/support the aggregated data. 

2. Perform KEE Suite Desktop Monitoring   Client records reviewed during this process will be chosen 
randomly from the available data/reports and include clients served by each Career Counselor and 
in various stages of services ranging from Individualized Career Services and Training, as well as 
those clients who have exited the program and are receiving Follow-Up services.  The purpose of the 
monitoring is to ensure that subcontractor staff are using KEE SUITE in the prescribed manner and 
that client activities are being tracked appropriately through this system. The items to be reviewed 
are included in the File Monitoring Tool included in this section of the manual.  

3. Review the CRU files (if applicable) The State no longer requires the usage/ maintenance of CRU 
files, local staff may utilize these files to serve as "back-up" documentation but hard copy files will 
not be reviewed unless KEE-Suite will not upload the proper documentation to prove eligibility or 
need for training. "" 

4. Conduct onsite visit to the Kentucky Career Center to review items in the contract to ensure 
compliance with the narrative description in that document may be required. General items that will 
be discussed at that time are included in the Contract Compliance Monitoring Tool included in this 
section of the manual. Other questions may be included as appropriate or as required following the 
KEE SUITE Desktop Monitoring.  

Contract Compliance Review – Business Services   

For Business Services contract compliance, the following methodology will be used. Sub-contracts will 
be monitored at least once during each fiscal year. If there are serious findings, follow-up monitoring 
may be required.  

1. Run Business/ Employer Data reports (from KIBES/Salesforce and other relevant sources) for a 
specific time-period; these reports will show the assigned/ served employers during the specified 
time-period. Additional reports/ data may be requested from the Sub-Contractor to 
supplement/support the aggregated data.  
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2. Perform KIBES/Salesforce and Workforce Data Desktop Monitoring Business services records 
reviewed during this process will be chosen randomly from the available data/reports and include 
employers served by each Business Services Representative under the Sub-Contractor's team 

3. Conduct onsite visit to the Kentucky Career Center to review items in the contract to ensure 
compliance with the narrative description in that document. General items that will be discussed at 
that time are included in the Contract Compliance Monitoring Tool included in this section of the 
manual.  

Fiscal Monitoring  

For all services providers, onsite financial monitoring will occur at least once during each fiscal year. If 
there are serious findings, follow-up monitoring may be required. As noted above the purpose of this is 
to determine that expenditures have been made against the cost categories and within the cost 
limitations specified in the Act and the regulations. The Financial Monitoring Tool included in this 
section of the manual will be used. The NKWIB Program Director, Workforce Fiscal Officer, and/or the 
NKWIB Director may conduct the onsite visit. In addition to covering the questions on the monitoring 
tool, source documents for two invoices submitted during the fiscal year will be reviewed. Since 
subcontracts can only invoice on a cost reimbursement basis, this ensures that payments were made 
only for allowable and documented expenses.  

Monitoring Reports  

A written report for contract compliance and fiscal monitoring will be done within 30 days of the 
completion of the monitoring. Copies of these reports will be sent to the contract signatory along with 
other subcontractor staff with supervisory responsibility under the subcontractor agency. In addition, a 
copy of the contract compliance review will be provided to the NKWIB Program/Youth Committee (or 
any standing committee/full board) as a part of annual performance review of contracts. Copies of the 
monitoring reports will also be kept with the contract file at the NKADD.  

Results will be reported in two categories. "Issues" must be addressed, however they are not serious 
non-compliance matters.  The expectation is that these will be corrected as requested in the monitoring 
report. These items will be reviewed during follow up KEE SUITE monitoring. If these items are not 
corrected, or if a pattern of similar errors is detected at that time, they will become monitoring findings.  

"Findings" are serious matters of non-compliance. They must be corrected no later than the deadline 
provided in the monitoring report and an explanatory note of the action must be placed in Comments in 
KEE SUITE. In addition, a summary of the correction of these findings along with corrective action steps 
to prevent their reoccurrence must be provided to the NKADD by the date specified in the report.  

If any service provider wishes to have technical assistance, they may send a request in writing to the 
NKWIB Director/ NKADD Associate Director- Workforce specifying the type of assistance requested.  

Kentucky Career Center Customer Engagement  

Through the KCC, employers and job seekers receive services through a collaboration of state, regional 
and local partners.  
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Employer services are based upon specialized consulting services and networking opportunities. Areas 
of focus include Business start-up and plan development, workforce recruitment, human resources 
development, business expansion & growth and economic development. Employers are connected to 
industry-specific Business Service Representatives (BSRs). A BSR works directly with employers to find 
employment solutions. Employers new to the KCC can attend a Discover KCC session. During Discover 
KCC, employers learn about KCC's programs, services, and partners. Programs and services highlighted 
include hiring events, onsite tours, employee training, virtual events, federal bonding programs, labor 
market information and employer feedback. Presenting partners include but are not limited to, the 
Kentucky Office of Vocational Rehabilitation, veteran services, and youth talent development services. 

For job seekers services, the KCC focuses on Foundational Services, getting ready for work, securing job 
skills, obtaining employment, and maintaining employment and career advancement. Customers may 
also receive numerous holistic wraparound services. Job seekers complete a preliminary assessment 
survey upon entering the KCC and if needed, register on  www.focuscareer.ky.gov. FocusCareer provides 
job search strategies, resume building, and LMI information.  

 

Staff is trained to input DOB/VET verification and Social Security Number into the data entry system for 
the purpose of tracking clients. Staff also determines if the individual is seeking primarily information or 
requesting additional personalized services. If the individual expresses interest in additional services, 
staff works to determine eligibility. The Kentucky Career Center will provide anyone services even 
without valid DOB/VET status or Social Security Number documentation. However, the staff makes 
considerable effort to view and confirm identifying information. When staff provides assisted services, 
the documented number is used to reference the job seeker. The career center does not retain copies of 
these documents. This area-wide procedure was implemented on Monday, 9.21.15, with the inclusion of 
the Social Security Number being implemented on July 1, 2016. This information is included in the job 
seeker's KEE Suite profile. Staff should document in the comment tab the effort to secure the reported 
number. All job seekers who have received a staff-assisted service are identified as receiving a service 
from a functionally aligned provider. This service will be included in the Adult Performance monitoring in 
the categories of entered employment, retained employment, and wage records.  

All job seekers are encouraged to attend a KCC Orientation. During the orientation, job seekers learn 
about KCC services, programs, and partners. They learn about RESEA (Re-Employment Services and 
Eligibility Assessment), career matching services, career coaching, job fairs and hiring events, workshops, 
and training opportunities. Career center partners provide details about their programs. Partner 
presenters include but are not limited to, Brighton Center, Gateway Community and Technical College, 
Goodwill, Kentucky Adult Education/SkillsU, Kentucky Office of Vocational Rehabilitation, Northern 
Kentucky Community Action Commission, and TANK. The KCC Orientation has been designed to be 
conducted in person or virtually. 

http://www.focuscareer.ky.gov/
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