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I. Welcome and Introductions (Chairman Junod)

II. Public Comment

III. Minutes from April 26, 2022
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Executive Committee Meeting 

Minutes for April 26, 2022 

Member Attendance:  Mr. Paul Junod, Chair; Ms. Ilene Maurer, Vice 
Chair; Mr. Eric Stamper, and Mr. John Easter. 

Staff Attendance:  Mr. Brian Davis and Ms. Carla Cosby. 

I. Welcome and Introductions.  Chair Junod called the meeting to order at 12:28 pm.

II. Public Comments.  No public comments were received.

III. Youth Services Contract Award

The Board decided to allocate funds to in-school youth programming initially to serve all 
eight jurisdictions however there were no responses.  In response, the Board reduced the 
service areas to Chesterfield, Henrico, Hanover and the City of Richmond.  Two firms 
provided bids; one was non-responsive.  A minority-owned business from Chesterfield 
County, A Peace of Mind Counseling Service, Inc. was awarded the bid.  The 
recommendation is to award $250,000 for the period May 1, 2022 through June 1, 2023.  If 
awarded, the goal is to serve 45 youth, ages 14-24.  A small percentage of funds may serve 
out-of-school youth.  Charles City County is awarded $150,000 to serve youth.

Ms. Ilene Maurer moved to approve the contract award; Mr. John Easter seconded. The 
motion carried.

IV. There being no further business, the meeting adjourned at 12:41 p.m.
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Agenda Item IV. 

Capital Region Workforce Development Board Executive Committee 
Agenda Item Summary – Intact Technology Discussion 

What is it? 

In January of 2002, Governor Northam and the Virginia Economic Development Partnership (VEDP) 
announced that Fairfax-based Intact Technology was adding a second Virginia location in the City of 
Richmond with a planned job creation of 125 and a $1.5 million investment.  

Governor Northam approved a $350,000 grant from the Commonwealth’s Opportunity Fund to assist the 
City of Richmond with the project. Intact Technology is also eligible to receive state benefits from the 
Virginia Enterprise Zone Program, administered by the Virginia Department of Housing and Community 
Development. Funding and services to support the company’s employee training activities was also 
approved through the Virginia Jobs Investment Program administered by VEDP.  

While not included in the announcement package, the Capital Region Workforce Board staff was invited to 
a pre-announcement meeting with the company and other potential resource partners arranged by the 
Greater Richmond Partnership and talked about on-the-job training (OJT) assistance and incumbent worker 
training. No dollar amounts were committed in advance; however, the Board’s current maximum “up-to” 
amounts per OJT or incumbent worker project of $20,000 were shared with explanation that each OJT 
amount varied based on individual need and funds available. 

What do Committee Members Need to Know? 

On January 13, 2022, the day after the announcement, Intact representatives reached out to local 
Board staff and staff from ICF, another source of US Department of Labor funds, to begin 
discussion of jointly assisting the company with 100% wage reimbursement for up to 25 hires 
through OJTs, with 75% from ICF and 25% from the Workforce Board. The plan was to start 
recruitment in February with a May 2022 start-up of training. ICF committed a maximum dollar 
amount of $486,000 for up to 800 training hours per person. The Workforce Board resources 
were described again as set in individual per-person contracts with the potential for up to $20,000 
per person, subject to overall funding availability with contract periods based on customer need.  

On March 22, 2022, the Board’s contracted program operator communicated a plan to reimburse 
OJT costs for the 800 hours in tandem with ICF, and then up to an additional 160 hours with just 
Board funds for a possible total of 960 hours of wage reimbursements to the company. (The 
typical 24-week maximum used). The plan also indicated that future budget levels could not be 
forecast and subsequent changes may be necessary. The total associated dollar amount was 
$92,755. The company countered with a plan that would result in a total Board investment of 
$497,956 related to 1,824 hours (45 weeks) based on 25 new hires. Note: there was no response 
to the company’s counter-plan and staff proceeded to advance with the March 22nd plan as 
communicated. The company took no response as an affirmative to their proposal and assumed 
their plan was accepted.  
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Three sets of OJT training contracts were ultimately written over the course of two fiscal years. 
Each was signed by the Board’s contractor and a company representative, thus providing the 
Board contarctor’s only documented commitments.  

Fiscal Year 2022 - total of $20,839.22 paid 

 May 23 to June 30, 2022 – 18 trainees at hourly rate $21.63 for start of company
“boot camp” classroom period.

Fiscal year 2023 Total of $71,936 paid 

 June 26 to July 31, 2022 – Hourly rate of $21.63 for 18 trainees to conclude the 8-week
“boot camp” training period.

 July 25 to October 30, 2022 – Varied hourly rates for 17 ranging from $27.88 - $31.25
based on position placement after “boot camp” completion. This time period took the
employees through three specialized training periods and two lab periods as defined by
the company for a total of 904 hours (23 weeks) per employee. (ICF funding dropped out
as of Oct. 12, 2022).

Summary for Discussion/Deliberation: 

In addition to the $92,755 commitment in Board funds through executed contracts, Intact is 
requesting consideration for any additional amount between $265,749 and $331,728 which 
would cover reimbursements for an additional 6 months that would include shadowing and 
mentoring, for the period November 2022 – April 2023.  

In terms of current fiscal year contract budget considerations: 

 As of Dec. 31, 2022, $173,527.59 total has been obligated from the OJT contract line , 
leaving a balance of $117,864.66 for the remaining 6 months of this fiscal year. If fully 
awarded to Intact, no funds would remain for other OJTs for a 6-month period without 
line adjustments from other lines. (And it would still fall short of meeting their 
expectation).

 As of Dec. 31, 2022, other training line estimated balances that could be diverted to Intact 
by moving into the OJT line include:
- $244,206 in Individual Training Accounts
- $41,270 in work experience payments
- $66,251 in incumbent worker projects
- Total: $351,727

In summary, the net in training funds not committed as of 12/31/22 was $469,591.

Intact Discussion Page 2 
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 While there are sufficient balances to “sweep” into the OJT line to meet Intact’s additional 6-month 
OJT period request, such an accommodation result in a cessation of services for any new customers 
at some point prior to June 30, absent new funds being awarded to the contractor. (If this were a 
thought, fiscal staff estimate approximately $700,000 in reserve at the Board level as a possible 
source. However, carry-forward into the new fiscal year must be factored given the delay in 
release of new federal funds).

 There may be some consideration of a “some but not all approach” to fill some of what the 
company perceives to be a gap.

* Staff is still working with the company as of this report date and numbers may change.

What do Committee Members Need to Do? 

Consider the factors outlined in the summary above and direct staff on any additional funds to be 
committed to Intact. Representative(s) from the company are planning to attend to share their 
perspectives.  

Intact Discussion Page 3 
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Agenda Item V. 

Capital Region Workforce Development Board Executive Committee 
Agenda Item Summary – Local Plan Modifications 

What is it? 

The federal Workforce Innovation and Opportunity Act (WIOA) requires local boards to adopt a four-year 
local plan document that meet federal requirements, with certain elements updated at the end of the first 
two years as may be warranted. (This document is not to be confused with the locally-driven and 
developed Strategic Plan). The current local plan was approved by the state in August of 2021 for the 
period July 1, 2020 to June 30, 2024. The state has issued guidance for modifications to be submitted by 
January 20, 2023 in order to allow time for review and then approval by the state Workforce Board and 
Governor’s office by April 2023.  

What do Committee Members Need to Know? 

The elements in law that trigger local modifications are: 

 Changes in labor market and economic conditions.
 Changes in other factors affecting the implementation of the local plan, including but not

limited to:
- Significant changes in local economic conditions
- Changes in the financing available to support WIOA and partner provided services
- Changes to local board structure
- The need to revise strategies to meet local performance goals

The process also calls for a public comment period of no less than 14 days prior to submission, 
along with local board and CLEO chair signatures. Submissions must include a cover letter with a 
crosswalk of any changes to the original document, a copy of the full plan with revisions 
incorporated and the signature page. 

What do Committee Members Need to Do? 

Review the attached crosswalk document that highlights modifications and vote to approve for 
submission to the state, with a provision for staff to consider any public comments that may be submitted. 
The full plan with draft revisions in bold was posted January 4, 2023 to allow for the required 14 day 
comment period before the January 20, 2023 deadline.  The link is:
https://vcwcapital.com/wp-content/uploads/Local-Plan-2022-Draft-Mod-to-Post.pdf 
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Capital Region 2022/2023 Local Plan Modification Crosswalk 

Section 1 Workforce and Economic Analysis 

Criteria Comments Page(s) 
Changed 

Brief Description 

1.1 A descriptive analysis of the regional economic 
conditions, including existing and emerging in-demand 
industry sectors and occupations; and the employment 
needs of employers in those industry sectors and 
occupations 

Modify plan to reflect any 
significant changes in 

local economic 
conditions. 

2 

Change in unemployment from 5% to 3% 
(Nov 2020 to November 2022). Job 

openings on the rise though in Dec. of 2022 
at 53,464 compared to 40,000 at time of 

plan. The combination presents a continuing 
labor shortage. 

1.3 An analysis of the local workforce, including current 
labor force employment (and unemployment) data, 
information on labor market trends, and the educational 
and skill levels of the workforce in the region, including 
individuals with barriers to employment.   

Modify plan to reflect any 
significant changes in the 

labor market. 
3 - 18 

Updated report run on current 
demographics. Most significant to note are 
the reductions in both unemployment rate 
(2.9% now compared to 4.1% at time of 
original plan) and labor participation rate 
(roughly 63.7% now compared to 67% at 

time of original plan). 

Section 2 Strategic Vision and Goals 

Criteria Modifications Required Page(s) 
Changed 

Brief Description 

2.2 Describe how the local board’s strategic vision and 
goals will support the strategies identified in the Virginia 
Combined State Plan 

Modify to reflect revised 
goals in State Plan 24-25

Text updated to describe local connections 
to new state goals 

2.3 Describe how the local board’s vision and goals align 
with and/or supports the vision of the Virginia Board of 
Workforce Development (VBWD) 

Modify to reflect changes 
in revision to State’s 

Vision 
25 

As above 

2.5 Describe the local board strategic plan designed to 
combine public and private resources to support sector 
strategies, career pathways, and career readiness skills 
development.  

Modify if there were 
changes in the financing 

available to support 
WIOA Title I and partner-
provided WIOA Services 

25 

Local Title I funding has remained fairly 
stable with slight increases year-over-year. 
The local board is not generally made privy 

to funding and budgets of the mandated 
WIOA partners so can’t offer requested 

insights in the plan. Strategic grant 
opportunities continue to be sought and 

secured where appropriate.  
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Section 3 Local Area Partnerships and Investment Strategies 

Criteria Modifications Required Page(s) 
Changed 

Brief Description 

3.1 Provide a description of the workforce development 
system in the local area that identifies:  
• The programs that are included in that system
• How the local board will work with the entities
carrying out core programs and other workforce
development programs to support alignment to provide
services, including programs of study authorized under
the Carl D. Perkins Career and Technical Education Act
of 2006
• How the local board coordinates and interacts with
Chief Elected Officials (CEO)

Modify if there were 
changes to the Local 

WDB structure 
29 

The Board has recently modified its 
committee structure to better support 

advancement of its strategic plan. The new 
Governance Committee serves as a direct 

line of communication to and with the 
elected officials and the officers of both 

bodies plan to meet at least twice a year. 

Section 4 Program Design and Evaluation 

Criteria Modifications Required Page(s) 
Changed 

Brief Description 

4.4e Describe how one-stop centers are implementing 
and transitioning to an integrated technology-enabled 
intake and case management information system for 
core programs and programs carried out by one-stop 
partners 

Review to ensure use of 
VCW referral portal 37 

The local area conducted a pilot period of 
asking center customers to consider using 

the portal. We will use the observations and 
feedback to inform the local plan for portal 
utilization that we must submit by Feb. 28, 

2023. 
4.5 Describe the policy, process, and criteria for issuing 
individual training accounts (ITAs) including any 
limitations on ITA amounts.   

Modify if ITA limit has 
changed N/A 

The Board did rise the ITA limit in Sept. 
2021 in response to 40% training issues, but 
has returned it to the prior level of $10,000 

as of Jan. 11, 2023 

Section 5 Compliance 

Criteria Modifications Required Page(s) 
Changed 

Brief Description 

5.4 Describe the process for neutral brokerage of adult, 
dislocated worker, and youth services. Identify the 
competitive process and criteria (such as targeted 
services, leverage of funds, etc.) used to award funds 
to sub-recipients/contractors of WIOA Title I Adult, 
Dislocated Worker, and Youth services, state the 

Modify if Service Provider 
for Adult, Dislocated 

Worker, or Youth Services 
has changed 

Review to ensure waivers 
are detailed in this section 

40-41

New contracts for in-school youth have been 
awarded to Charles City County and a 

Peace of Mind Counseling. Contract periods 
for exiting providers updates. 
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names of contracted organizations, and the duration of 
each contract.   

if the LWDA has an 
approved Career Services 

waiver 
5.7 Indicate the negotiated local levels of performance 
for the federal measures 

Modify to reflect new 
negotiated levels of 

performance 
41 

Updated chart inserted 

5.11 Describe the process for getting input into the 
development of the local plan and providing public 
comment opportunity prior to submission. Be sure to 
address how members of the public, including 
representatives of business, labor organizations, and 
education were given an opportunity to provide 
comments on the local plans. If any comments received 
that represent disagreement with the plan were 
received, please include those comments here. 

Modify to describe 
process for public 

comment period for plan 
modification.  Provide 

exact dates that the plan 
modification was available 

for public comment 
(Maximum comment 

period 30 calendar days, 
minimum 14 calendar 

days.)  Provide all public 
comments that were 

received. 

23 if any 
comments 
received 

Plan with revision posted to Board’s website 
on January 5 for a 14-day period. Email 

blasts used to make Board, CLEOs, 
partners and other interested aware. 

5.12 Describe professional staff development 
strategies, including: 
• Process used to ensure staff receive continuous

training in workforce development practices
• Methods to ensure effective use of the Virginia

Workforce Connection system of record and to
adhere to timely data entry requirements for WIOA
services

• Process to measure staff performance and delivery
of high-quality customer service
• Process to meet and maintain staff certification and

Virginia Workforce Center certification as required
by Virginia Workforce Development Board Policy
300-06 Change 1 One-Stop Certification Process

Update to reflect any 
changes in Virginia 
Workforce Center 

Certification. List AJCs 
that are certified and 

those that are in process. 

43 

Chesterfield and Henrico certified July, 7, 
2021. Richmond West certified January 5, 

2022.  
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Agenda Item VI. 

Capital Region Workforce Development Board Executive Committee 
Agenda Item Summary – Additional Training-Funds for Out-of-School Youth Provider 

What is it? 

ROSS IES, the out-of-school provider, is requesting a contract funding increase to increase the Occupational 
Skills Training line item. This request is to ensure continuity of training services to out- of-school youth seeking 
to obtain a credential with eligible training provider-listed programs. The contractor anticipates this request 
will provide adequate funds for training through June 30, 2023.  

What do Committee Members Need to Know? 

Ross IES was awarded $1,060,000 for the period July 1, 2022 – June 30, 2023, and of that, $82,420 was 
budgeted for occupational skills training. As of December 2022, Ross committed or spent approximately 
$65,000 of the occupational skills line item and has an additional $20,000 obligated for January 2023. With the 
increased number of enrollments, the program staff estimate needing another $30,000 to provide this 
particular service offering through June 30, 2023 when the contract ends. 

Fiscal staff estimate a current unobligated amount of $450,000 in youth funds currently held at the Board level 
after all known obligations are met, which should not negatively impact carry-forward needed in the first 
quarter of the new fiscal year. 

What do Committee Members Need to Do? 

The staff recommends approving this additional fund request of $30,000. If approved, the amended award 
amount will be $1,090,0000. 
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Agenda Item VII. 

Capital Region Workforce Development Board Executive Committee 
Agenda Item Summary – Training-Related Policy Revisions 

What is it? 

The Workforce Development Board has broad flexibility through local policy to set limits on the amount of 
training dollars that can be committed to job seeker individuals and employer customers. The types of 
allowable training activities can include on-the-job training contracts (OJTs), incumbent worker training 
projects and individual training accounts. (ITAs). The policy flexibility is intended to allow local boards to shape 
spending based upon factors that can fluctuate locally, such as funding levels and customer 
enrollments/demands for services.  
What do Committee Members Need to Know? 

In September of 2021, the WDB amending all training-related policies (OJT, Incumbent Worker ad ITA) to raise 
the maximum amount of per-person or project to $20,000, up from $10,000.  The basis for these adjustments 
was driven by the COVID-era drop in customers seeking services, while the various federal and state spending 
requirement thresholds remained in place. Rather than risk returning funds or not meeting 40% training 
requirements, the Board elected to increase per customer caps to allow more flexibility in spending levels. 

Since September of 2021, job seeker customer enrollments have steadily returned to pre-pandemic levels and 
employer interest in various services like on-the-job training and incumbent worker training have increased. 
The chart below shows specific details of year-over-year increases in those training activities. Staff will provide 
related and up-to-date budget impacts at the meeting.  

2019-2020 2020-2021 2021-2022 2022 YTD 
OJT Contracts 0 10 41 21 
Incumbent Worker 
Projects 

9 5 19 14 

ITAs issued 88 102 110 72 

At this time and in order to better ensure continuity of services for as many customers as possible through 
each fiscal year, staff is recommending the OJT, incumbent worker and ITA policy limits are returned to the 
previous $10,000 maximums.  

There are also some suggested language clarifications that are in bold or strikethough. 

What do Committee Members Need to Do? 

Consider adopting the amendments to policies 102, 103 and 106 as indicated on the attached. 

10



References:  Workforce Innovation and Opportunity Act (WIOA), Final Rule, Section 134(c) (3)(h), 
20CFR 680.530, 20 CFR 680.700 -20 . CFR 680.740 

Date: Revision #2, January 11, 2023.  
History: Revision #1, September 23, 2021; Original, December 15, 2017; 

Replaced: Resource Management Policy #4 

Purpose: 

To establish requirements and limits for the use of OJT as a tool to connect enrolled WIOA 
jobseekers into work-based learning opportunities where they earn wages while obtaining job-
specific skills identified by the employer.  supporting On the Job Training as a vehicle for the skill 
needs of Employers and as a vehicle for assisting WIOA enrolled individuals enter employment. 

Policy Statement: 

The Capital Region Workforce Development Board recognizes the value of OJT as an effective 
employment and training tool that supports needs of both the employer and job seeker. This 
policy shall outline the definitions and other details for use by contracted service providers in 
developing and executing OJT opportunities in the Capital Region. 

Definition: 

The term “on-the-job training” (OJT) means: 

Training provided by an employer to a WIOA referred and hired enrollee who is hired and will be 
paid by the employer while the employee is engaged in learning specific skills related to the job 
for which he/she was hired. 

OJT will require a written agreement between the Virginia Career Works program provider and 
the employer which details the specific and agreed upon training period and identifies the 
specific knowledge, skills and capabilities the trainee will learn in order to achieve full and 
adequate performance on the job. 

The OJT Agreement further stipulates the portion of the trainee’s salary that the employer may 
reimbursed as the extraordinary cost of providing training and additional supervision to the 
trainee. 

Capital Region Workforce Development Board (WBD) 

Workforce Innovation and Opportunity Act (WIOA) Service Policy #SP 102 

On-the-Job Training (OJT) 
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Duration of OJT Activities: 

OJT agreements will be limited to the should be written to the period of time required for the 
employee to become proficient in the job for which the training was designed. No agreement or 
series of agreements for one individual combined should exceed more than 1,040 hours (26 
weeks). 

In determining the appropriate length of time of the training, consideration will be given to the 
skill requirements of the job, the academic and occupational skill level of the employee, the prior 
work experience of the employee, and the participant’s individual service strategy.
Program provider staff will use the Dictionary of Occupational Titles Standard Vocational Practices 
code as the guideline, or other similar resources, in determining the duration of an OJT training 
period. The methodology must be documented in the case file. 

Payment of the Agreed Upon Reimbursement to the Employer: 

Employers will be reimbursed compensated in accordance with the agreed upon 
reimbursement individual contract amount based on the hourly wage of the participating 
employee. Minimum wage rates should meet or exceed the regional living wage as set by 
the MIT living wage calculator. 

Contract amounts will be limited to maximum reimbursements as follows, unless a waiver is 
granted by the Workforce Development Board Director. Contracts written prior to the latest 
revision date of this policy may be honored: 

Occupations related to: Maximum Amount 
Tier I Targets: Educational Services; Healthcare; Manufacturing; 
Professional, Scientific and Technical Services and Transportation 
and Warehousing (logistics) 

$20,000 
$10,000 

Tier II Targets: Administrative and Support; Construction; Finance; 
Hospitality and Retail 

$16,000 
$8,000 

Occupations for which the Virginia Employment Commission 
projects at least 1% annual growth; or those supported by a 
recent economic development announcement 

$12,000 
$6,000 

Occupations supported by a written letter from an employer 
committing to hire 

$10,000 
$5,000 

Employers with more than 50 employees will be reimbursed 50% of wage costs. Those with 50 or 
fewer employees may will be reimbursed at a rate up to 75%. rate. 

To request the reimbursement, the employer will need to send the appropriate time record 
or other verifiable payroll records and documentation including signatures of the employer 
and employee for each month or week of participation depending on the duration of the 
training and a statement of progress made in achieving proficiency. 

Eligible Employees: 

OJT is limited to those workers who: 

12



(a) Are a new hire to the company from referrals who require on the job training as the
means of learning the job for which they were hired. The individual hired must have a
WIOA Individual Service Strategy which identifies OJT as the most appropriate training
methodology for the individual and the activity has been properly entered in the VOS
system; or

(b) An individual already employed by the employer that is not earning a “self-sufficient
wage” as determined by the Capital Region Workforce Development oard, and for
whom newer or enhanced skills will result in promotion and/or higher wage
employment opportunities within the same company.

Eligible Employers: 

(a) May be public, private non-profit or private for profit
(b) Must have the personnel to provide adequate supervision and training
(c) Must be willing to provide the agreed upon hourly training wage and agree to continue

the trainee as an employee after the training period has ended.
(d) Must provide the benefits and working conditions at the same level and to the same

extent as other trainees or employees working a similar length of time and doing the
same type of work

(e) Must not have a history of or pattern of failing to provide OJT trainees 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.

(f) Must not have relocated from any location in the United States within 120 days, if the
relocation resulted in any employee losing his or her job at the original location, and

(g) Must not use OJT assignments to displace regular employees, or to replace any
employee on layoff.

(h) Must be willing to enter into a written agreement for the training that must include an
outline of the competencies/skills to be taught and mastered as a condition of the OJT
activity for each employee participating, and

(i) Must be willing to submit a monthly time record and information about the progress of
the employee in completing the training to secure the OJT reimbursement.

Performance Information: 

The program operator will be required to provide performance information by company and 
number of participating employees monthly to the Workforce Development Board. 

This information will be used to provide information to potential enrollees about the OJT 
activities, and will be used by the customer to make decisions about the type of training they 
would like to access. 

Approval Determinations and Appeals: 

OJT is not an "entitlement" service. The local board director or contracted service providers may 
deny or alter approval of any submitted request for OJT assistance from an employer. Written 
reasoning must be provided as to the basis for denial. 

Upon receiving such denial or notice of alteration, an employer may file an appeal within 30 
days receiving notice to the Workforce Development Board for consideration at the next 
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regularly scheduled meeting of the Board. 

Should the Workforce Development Board uphold the staff/provider decision, the employer 
may file appeal with the State Director of WIOA Title I Administration and Compliance at the 
Virginia Community College System. (Or any successor with such authority). 
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Capital Region Workforce Partnership (CRWP) 
Workforce Development Board (WBD) 

Workforce Innovation and Opportunity Act (WIOA) Service Policy #SP 103 

Incumbent Worker Training 

Effective Date:  November 5, 2015;  Revision #3 – September  23, 2021, Admin. Rev. 10/6/22

Policy Statement: 

The Capital Region Workforce Development Board (WDB) seeks to ensure that employer-based training 
efforts are an available resource within the region to assist both businesses and their employees in 
remaining healthy and competitive. 

Background: 

The WIOA legislation allows that up to 20% of each year's base adult and dislocated worker formula 
funds can be used to provide skill enhancement and training for the existing workforce. On November 5, 
2015, the Capital Region WDB authorized that this full percentage be made available for such activities 
locally. 

Purpose and Goals: 

The goal of the policy is to be more responsive to the consideration of employers as customers of the 
workforce system. Incumbent Worker Training is structured to meet employer and business training 
objectives by enhancing the skills of existing employees resulting in increased employee productivity, 
layoff aversion, or company growth. Likewise, current workers develop new, higher level skills that 
benefit their employers, facilitate transition between jobs, and enhance their chances for retention and 
their potential for increased earnings. This can also have the benefit of creating employment 
opportunities and prospects of self-sufficiency for entry-level workers. 

Funds are to be made available subject to availability through an application process. 

Policy Considerations: 

A. Employer Eligibility and Requirements

1. Have been in operation in Virginia for a minimum of one year prior to application for funding;
and have not relocated from another location resulting in layoffs in the preceding 180 days of
application.

2. Have at least one-full time employee.

3. Are up-to-date on all state and local tax obligations.
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4. Must demonstrate linkages of the proposed training activity to demand occupations  and/or
locally-targeted industries.

5. Must demonstrate the positive relationship of the training to the competiveness of the
employees and employer.

The WDB will also consider as applicable any potential impact of the training project at the regional or 
state level as well as the relative wages and benefits. 

B. Additional Employer Factors

Employers making application must identify one of the following conditions as part of the basis for 
needing to invest in existing worker training in order to remain competitive: 

1. Declining sales

2. Supply chain issues

3. Adverse industry market trends

4. Changes in management behavior or ownership

5. Phasing out of certain function(s) with the introduction of new function(s) that require worker
retraining.

6. The identification of changing skill requirements for existing employees that unless otherwise
corrected would result in a company laying off or closing, such as: skill changes required by
external economic or market forces, significant changes in technology or operating processes,
rapidly changing industry or occupational job requirements, or emergence of new products.

C. Employee Eligibility

Any worker employed at least 6 months that has been recommended by their employer to address 
changes in the necessary skills to remain in their position, to remain in their company or avoid layoff. 
and who is verified to meet basic WIOA eligibility, documenting: 

 U.S. Citizenship
 Eligibility to work in the U.S.
 Social Security Number
 Birth date
 Selective Service Registration as applicable

D. Allowable Training Expenses

• Training for participants for productive, high demand employment;

• Work-site-based learning strategies using cutting-edge technology and equipment;

• Training programs incorporating technological changes in the workplace;

• Training programs designed to impart learning to meet employer-specified or industry-specific skills;
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• Train-the trainer instruction to build the capacity of businesses to effectively respond to the challenges
of an increasingly diverse workforce

• Consumable training materials and supplies

• Textbooks

• Off-site facility rental expense directly related to and necessary for the training

• Rental of tools and equipment critical to the project

• Travel expense and per diem of instructor

• Instructor/trainer fees

E. Costs not covered

• Activities started prior to the approval date of the application

• Construction or purchase of facilities or buildings

• Business relocation expenses

• Employment or training in sectarian activities

• Lobbying activities

• Employee Participant Wages

F. Training Services

1. The types of training which may be funded through Incumbent Worker Training Funds include, but are
not limited to:

• Industry or company specific skills; which may be technical, operational, or subject matter- 

specific to the nature of the work; 

• Other basic work-related skills determined necessary by the employer;

2. Training may be provided through/by:

• Community colleges

• Secondary Career Technical Schools

• State colleges and universities

• Licensed and certified private entities/institutions

• Company-contracted training provider, manufacturers of equipment in use or other
employees of the company
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G. Other Requirements and limitations

1. The Incumbent Worker Training program operates on a cost-reimbursement basis, with up to
50% of approved training costs eligible for reimbursement up to a total possible of
$20,000 per project. (Up to 75% reimbursement possible for employers with fewer than 50
employees). Requests for payment must include verifiable documentation that all claimed costs
have first been paid by the employer.  Documentation of the full amount having already been
paid must accompany the reimbursement request(s). Projects discussed or committed prior to
adoption of the latest modification date may be considered by the Director at the higher
amounts.

2. No more than two projects will be considered for any single employer in a fiscal year. The
Director shall have discretion on this as long as no company receives no more that $20,000 total
in a fiscal year.

3. As a requirement of the WIOA regulations, individuals who participate in the Incumbent Worker
Training Initiative will be required to provide personal information such as Social Security
number and date of birth.  Individuals for whom the information is not provided will not be
included in the reimbursement for training.

4. Employers are encouraged to select training offerings that result in industry-recognized
credentials or certificates. In such cases, the Board must receive notification and copies of any
credential received as a result of the training.

5. The Workforce Development Board reserves the right to accept or reject any or all applications
received or to cancel the program after approval if determined necessary to protect interests of
the Board and its funding liability. Such notices must be submitted in writing to the employer
with reason(s) provided. The notice will outline the appeal process should an employers choose
to pursue such action.
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Capital Region Workforce Partnership 
Workforce Development Board 

WIOA Service Policy #106 

Access to Participant Training 

References: Workforce Innovation and Opportunity Act of 2014; Section 134(c)(3)(F) and (G) 
WIOA Final Rule, 20 CFR Parts 680.300 and 680.310 

Date:  Revision #2 January 11, 2023. Original December 1, 2016; Revision #1 
September 23, 2021 

Purpose: 

The policy conveys the means by which training resources within the Capital Region are allocated 
and the manner in which customers can access such services. 

Background: 

The Capital Region Workforce Development Board (WDB) makes training assistance available to 
customers through funding provided under the Workforce Innovation and Opportunity Act (WIOA). 
Under the WIOA, training assistance is primarily arranged through the issuance of an Individual 
Training Account (ITA).  Other arrangements are also permissible and are discussed under the 
“Exceptions to ITA” portion of this policy. 

Consumer choice is a component of the training process under WIOA. However, customers are 
expected to work closely with their case managers in planning their employment future through 
the use of ITA resources in an informed manner. This should include, but not be limited to: skill, 
interest and ability assessments, labor market conditions and trends, training provider 
performance, program cost and current and future earning potential. 

I. Eligibility for Training:

Customers enrolled in a WIOA program may access training services if after interview and 
consultation with a case managers, and assessments as described in Section II., it has been 
determined that: 

A. They are unlikely to obtain or retain employment at self-sufficient wages through provision
of career services alone,

B. They are in need of training to obtain or retain employment leading to higher wages, and
C. They have been determined to have the skills, qualifications and other supports in place

to successfully participate in the desired program of training services.

II. Assessment Factors:

In order to accurately assess the customer’s ability to be successful in the pursuit of training, the 
following list should be used by staff in their engagement with the customer during the 
development of their service plan: 

A. Customer's educational level;
B. Previous skills training and exposure to or awareness of the desired field;
C. Employment readiness level and engagement/responsiveness to assessments and

service plan development;
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D. Career goals;
E. Customer's aptitude and interest for the selected training, and tolerance to

environmental factors and/or working conditions associated with the training;
F. Availability, method of instruction and schedule and length of training. (For example

not all participants may be determined to be suited for or successful in virtual or
remote only training. Such instances must be documented by staff in case notes);

G. Cost of training;
H. Financial ability of customer to undertake and complete training along with any ancillary

costs;
I. Potential for a customer to obtain employment that advances their earning potential

beyond wages reported at the time of enrollment and towards self-sufficient wages as
may be defined by the WDB. Resource WIB;

J. Physical assessment to determine any limitations that would preclude them from
performing work for which participant is being trained;

K. Criminal background check, if appropriate, to identify barrier crimes that would preclude
participant from employment in identified occupation;

L. Drug testing if likely to be required by the training provider or occupation as a condition
of employment

Not all factors must be used in every case nor do all have to be completed by workforce center 
staff. Previously administered and applicable assessments less than a year old may be used. 

III. Coordination of Financial Aid:

Once determined eligible for training, case managers/Career Coaches should ensure that 
customers are aware of the additional resources that may be available for training assistance, 
such as: 

• Pell Grants
• Veterans Education Benefits/Tuition Waivers
• Employer/Union Educational Assistance
• Senior Tuition Waiver
• TAA Training Assistance

Board funds are only to be used for training assistance when it has been determined that eligible 
customers: 

A. Are unable to obtain such other forms of assistance, or
B. Require assistance in an amount beyond that which the other forms of assistance will

cover.

With respect to PELL, a customer may receive WIOA funding for training if a PELL 
application is in process and awaiting a decision.  In such cases, the Board’s contracted 
service provider must have arrangements in place with training providers to ensure that 
WIOA funds will be refunded once the PELL award is made. 

IV. Other Considerations:

A. Training may only be arranged for programs that are on the state Eligible Training Provider
List (ETPL) at the time that training is arranged.  (If a program is subsequently removed
from the ETPL, the customer may continue until completion).

B. Training programs on the ETPL that are physically located outside the Capital Region may
be considered dependent on logistical considerations such as the participant’s
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demonstrated ability to incur extraordinary costs, e.g., living expenses, commuting, 
childcare, housing. All approved training must be located within the contiguous United 
States, and if not in Virginia, providers must be listed on that state’s eligible training 
provider list. 

C. In no case will WIOA funds be used to pay for any training courses that were started
prior to the date of a duly-authorized and signed ITA.  Staff should maintain
documentation in case files showing the training program had an approved status on the
date of enrollment. (In the vent the program is subsequently removed for the ETPL).

D. Only those costs directly related to and required for the approved training programs will
be covered as follows:
1. Tuition, enrollment fees, and other fees such as lab and testing required for

coursework outlined in the required course of study;
2. Required textbooks as listed on course syllabi;
3. Required supplies and training materials as listed on course syllabi or supply lists; and

required tools as listed on course tool lists.

Additional items may be considered on a case by case basis and must be pre-approved 
by the trainee’s Career Coach and/or others assigned to approve ITA’s and associated 
support services. 

E. Participants are required to make satisfactory progress in training to access continued
support of the training costs supported by their scholarship. Satisfactory progress is
defined as follows:

1. The participant’s grade point average does not fall below 2.0 for more than one
consecutive quarter or semester if applicable;

2. The participant maintains a grade point average sufficient to graduate from, or receive
certification in, their approved area of study if applicable; and

3. The participant is completing sufficient credit hours or equivalent to finish their
approved course of study within the time frame established under their approved
training plan. In the case of self-paced or non-graded learning programs, satisfactory
progress means participating in classes and passing certification examinations within
the time frame established under their approved training plan.

Contact with the Case Manager/Career Coach and documentation of satisfactory
progress in training must occur, at a minimum monthly and at the end of each
training period during the lifetime of the training plan to ensure the individual is
making satisfactory progress in training.

Generally grade/competency reports or other appropriate information will be
submitted by the student. If the student does not submit the required documentation,
within the time frame established by the employment counselor, the customer may
be declined future ITA funds until the information is received.

F. ITA Vouchers will be issued in increments appropriate to the training program (such as by
quarters, semesters, 3 or 4 quarter school years, or other training program durations) or
appropriate to individual training provider’s usual billing cycles. Continued issuance is
contingent on satisfactory progress in training as defined above, as well as the availability
of funding. The contracted service provider must make these factors know on the ITA form
that is signed by the customer and training provider.

The customer and the training provider will be notified in writing regarding the
discontinuation of funds due to factors outlined in Sections E. and/or F. above.
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G. Modification to Service Plan:

An individual may only modify their service plan with prior approval from the WIB’s contracted 
service provider or designated Resource Staff. In this case, justification which supports that 
further training is needed in order for this individual to obtain employment is required.  

V. Training Investment Guidelines

The Capital Region Workforce Development Board takes seriously its role to be sound stewards 
of public funds and as such, has identified a tiered set of targeted industries in which to invest its 
training resources. The use of targeted industries ensures that training funded by the Board will 
better prepare an individual for jobs that are prevalent in the local economy.  As such, maximum 
training allowances are structured in a way that reserves the highest amounts for those programs 
that will yield the best return on investment to the Board and most benefit the customer in their 
employment success.  Allowances apply to the individual for the life of their active enrollment. 
The amounts do not count against other services such as work experience, supportive services 
or OJT wages. Under special circumstances and with proper justification, a request can be made 
to the Board Director for a customer to exceed the ITA funding limit. 

Category Maximum Allowance 
Tier I Targets: Educational Services; Healthcare; Manufacturing; 
Professional, Scientific and Technical Services and 
Transportation and Warehousing (logistics) 

$20,000 
$10,000 

Tier II Targets: Administrative and Support; Construction; 
Finance; Hospitality and Retail 

$16,000 
$8,000 

Occupations for which the Virginia Employment Commission 
projects at least 1% annual growth; or those supported by a recent 
economic development announcement 

$12,000 
$6,000 

Occupations supported by a written letter from an employer 
committing to hire 

$10,000 
$5,000 

VI. EXCEPTIONS TO THE USE OF ITAS FOR THE FUNDING OF TRAINING

A. When the training services provided are for on-the-job training, incumbent worker training,
contract or customized training.

B. When the Workforce Board determines there is an insufficient number of training providers
in the region to meet ITA objectives.

C. When the Workforce Board determines there are training service programs of
demonstrated effectiveness offered in the area by community-based organizations (CBO)
or other private organizations to serve individuals with barriers to employment.

D. When the Workforce Board determines that it would be most appropriate to award a
contract to an institution of higher education or other eligible provider of training services
in order to facilitate the training of multiple individuals in in-demand industry sectors or
occupations AND such contract does not limit customer choice AND the contract is based
on pay-for-performance.

The Capital Region Workforce Development Board reserves the right to make exceptions to this 
policy, on a case by case basis, should individual circumstances warrant exception. 
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Agenda Item VIII. 

Capital Region Workforce Development Board Executive Committee 
Agenda Item Summary – Eligible Training Provider Program Applications 

What is it? 

The Workforce Innovation and Opportunity Act (WIOA) requires that in order for training dollars to be spent for an 
enrolled individual, the training must be offered through a program listed on Virginia’s Eligible Training Provider 
List. (ETPL). 

What do Committee Members Need to Know? 

In order for programs to be listed on the ETPL, a provider must make application through one of Virginia’s 14 local 
Workforce Development Boards. The Board receiving the application must make a review of the application against 
federal, state and local requirements and determine whether to approve or deny the listing. Once approved, the 
program(s) can be used statewide in any area, subject to any local policy provisions. Annual renewals are required 
for approved programs to remain on the list.  

Family 1st of Virginia Healthcare and Safety Training Center is seeking approval to add two programs to the ETPL. 
This would be their first application. 

 Certified Nurse Aide
 Patient Care Assistant

What do Committee Members Need to Do? 

Review the summary pages attached and consider approval. 
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Eligible Training Provider Program Application Review Summary 

Entity Name Family 1st of Virginia Healthcare and Safety Training Center 
Location 1403 Pemberton Road, Henrico, VA 23238 
Licensed to Operate in VA Yes 
Antidiscrimination, Grievance and Debarment and Anti-Discrimination Requirements Met Yes 
Program(s) Information 
Name Oversight Duration Total Cost Associated Certificate 
Nurse Aide VA Department of Health 

Professions 
140 hours $1,880 CNA 

Personal Care Assistant N/A (No longer governed). State 
regulations outline training 
curriculum/requirements to be 
followed. 

40 hours $830 Certification of completion and eligibility to sit 
for VA Nurse Aide certification exam 

Rationale to list or not list: 

Target Industry Current Openings Annual Growth Rate Average Annual Wages 
Nurse Aide Yes 143 2.1% $29,780 
Personal Care Assistant Yes 59 2.1% $23,010 
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