TRIDENT WORKFORCE DEVELOPMENT BOARD
January 31, 2018
10:00 a.m.
Barrett Lawrimore Conference Room
1362 McMillan Avenue – Suite 100
North Charleston, SC 29405

AGENDA

I. Call to Order, Quorum Determination & Introduction of Members
II. Approval of December 5, 2017 Meeting Notes
III. Adult and Youth Participant Success Story
IV. Conflict of Interest Statement – Sharon Goss
V. Policy Revisions – Request for Approval –Sharon Goss
A. Training Services Policy
B. Supportive Services Policy
C. Assessment Policy
D. Self-Sufficiency Policy
VI. Eckerd Contract Modification – Request for Approval – Robin Mitchum
VII. PY17 Adult Funds Transfer – Request for Approval
VIII. Statement of Work Revision – Request for Approval
IX. Administrative & System Reports
A. Financial Report – Robin Mitchum
B. Program Performance – Kameron Alston
C. Adult/Dislocated Workers/Youth Program Performance – Keidrian Kunkel
X. Workforce Development Director’s Time
XI. Executive Director’s Time
XII. Other Business
XIII. Chair’s Time
XIV. Adjourn

TRIDENT WORKFORCE DEVELOPMENT BOARD
MEETING NOTES
December 5, 2017

The Trident Workforce Development Board (TWDB) met on December 5, 2017, at the Berkeley‐Charleston‐Dorchester
Council of Governments Building located at 1362 McMillan Avenue in North Charleston.

MEMBERSHIP: Diane Bagwell; Jim Bozard; Janet Cappellini; Butch Clift; Wendy Courson; Susan Friedrich; Thomas Graff;
Hope Hudson; Dottie Karst; Gil Leatherwood; Andrew Maute; Jeff Messick; Sylvia Mitchum; Charles Moore; Kelly
Sieling; Wendy Smith; Bob Walker; Angelia Washington
MEMBERS PRESENT: Janet Cappellini; Susan Friedrich; Hope Hudson; Dottie Karst; Kelly Sieling; Wendy Smith
OTHERS PRESENT: Amanda Wagner (Eckerd); Keidrian Kunkel (Eckerd); Deidre Smalls (Eckerd); Gene Borzendowski
(Eckerd); Zach Nickerson (SCDEW); Omar Chisolm (PYC Participant)
BCDCOG STAFF PRESENT: Andrea Kozloski; Sharon Goss; Robin Mitchum; Katie Paschall; Kameron Alston; Kim Coleman

I.

Call to Order/Quorum Determination/Introductions
Chair Dottie Karst called the December 5, 2017 Trident Workforce Development Board meeting to order at
10:05 a.m. Excused absences were submitted and a quorum was determined. Introductions were made. Chair
Karst and the Board congratulated Board Member Hope Hudson on the birth of her baby.

II.

Approval of the August 29, 2017 Meeting Notes
Jan Cappellini made a motion to approve the August 29, 2017 Meeting
Notes as presented and Susan Friedrich seconded the motion.
The motion was unanimously approved.

III.

Adult and Youth Participant Success Stories
Keidrian Kunkel with Eckerd introduced PYC participant, Omar Chisolm. Omar shared his experiences and
successes with the Board. The Board thanked Omar for his presentation and congratulated him on his many
achievements. The Trident Workforce Development Board received the Success Story as information.

IV.

Conflict of Interest Statement – Sharon Goss
Sharon Goss, Workforce Development Director, reviewed the Conflict of Interest Statement. All Trident
Workforce Development Board (TWDB) Members are required to sign a Conflict of Interest Statement annually
that was adopted by the TWDB. The full statement, along with Article VII may be found in the TWDB By‐Laws
entitled “Conflict of Interest.” However, Article VII was distributed to Board Members in advance of the
meeting, along with the signature page. Board Members who were present read, signed and submitted the
signature page to the recording secretary. Board Members who were absent from the meeting will be required
to submit their signed form to the recording secretary at the next Board Meeting.

V.

SC Works Certification Status – Sharon Goss
Ms. Goss reviewed the status of the SC Works Certification Standards noting the following areas were in
progress upon submission on September 30, 2017:




SC Works Certification Management #5 – ADA Compliance Review
Business Services Standards #1 – Local Board appointing a Business Services Team Lead
Business Services Standards #2 – Local Board appointing a Business Services Team Lead

The assessment will be updated to reflect the current status as of December 5, 2017.
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VI.

Business Services Team Lead Appointment – Request for Approval – Sharon Goss
Ms. Goss noted that as a result of the SC Works Certification review, SC Works Trident is required to appoint a
Business Services Team Lead. Ms. Goss submitted a request that Gene Borzendowski, a Workforce
Development Specialist for Eckerd Connect, be appointed as the Business Services Team Lead. Wendy Smith
commended Mr. Borzendowski’s efforts, knowledge and helpfulness.
Wendy Smith made a motion to approve the Business Services Team
Lead Appointment as presented and Susan Friedrich seconded the motion.
The motion was unanimously approved.

VII. Incumbent Worker Training Funds – Request for Approval – Sharon Goss

Ms. Goss presented the Incumbent Worker Training (IWT) recommendations to the Board noting that the
TWDB received $110,000 for the IWT program. Twelve companies submitted an application for consideration
and seven are being recommended to receive IWT funds. The Business Development Committee recommends
the approval of the following businesses for IWT funds:
Business
Amount Recommended
Agape Hospice of the Lowcountry
$4,612.50
CECA
$21,291
J Geiger Shading
$7,290
Knight’s Companies, Inc.
$8,585
Landmark Construction
$2,312.50
Voith Syn‐Strand
$11,366.25
JW Aluminum
$54,542.75
Total 6
$110,000
All of the applications were reviewed by the Business Development Committee using a rating sheet and a list
was compiled by order of points assigned to the application. If there are unused funds, staff will proceed to the
next application on the list until all of the funds are expended.
Wendy Smith made a motion to approve the Incumbent Worker Training Funds
as presented and Kelly Sieling seconded the motion.
The motion was unanimously approved.
VIII. Youth Cohort Challenge – Request for Approval – Sharon Goss

Ms. Goss noted that an announcement was released from the Department of Labor (DOL) as an opportunity to
participate in the Youth Cohort Challenge. The Youth Cohort Challenge is focused on working with the DOL and
others for best practices looking at what it takes to effectively engage and retain out‐of‐school youth
throughout the program. If selected to be a part of the Cohort, the WIOA Staff and partners that will be a part
of the group will gain knowledge and skills to address the issue of engaging and retaining out‐of‐school youth.

A request is being submitted to allow the contractor, Eckerd Connect, dba Palmetto Youth
Connections, to submit an application to be a part of the Cohort and, if selected, to participate in the
Cohort Challenge. Amanda Wagner will lead the Challenge and will share Education‐to‐Employment (E2E)
Best Practices with participants.
Kelly Sieling made a motion to approve the Youth Cohort Challenge
as presented and Wendy Smith seconded the motion.
The motion was unanimously approved.
IX.

Policy Revisions – Request for Approval – Sharon Goss
Ms. Goss noted that the WIOA required revisions to current policies in order to be in compliance with reporting
and State Instruction Letters. The following policies contained some revisions noted below.
A. Training Services Policy: Updated language to be consistent with the financial reporting requirements.
B. Supportive Services Policy: Updated language to be consistent with the financial reporting requirements.
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C. Incumbent Worker Training Funds (IWT) Policy: Changes include adding to the policy the ability to provide

local IWT funds. Updated language to be consistent with the State Instruction Letter 17‐03.
Hope Hudson made a motion to approve the Policy Revisions
as presented and Kelly Sieling seconded the motion.
The motion was unanimously approved.
X.

Jobs for America’s Graduates Pilot Program (JAG) Grant – Request for Approval – Sharon Goss
Ms. Goss noted that the South Carolina Department of Employment and Workforce announced the availability
of funds for a pilot program, Jobs for America’s Graduates (JAG) for out‐of‐school youth. JAG is a state‐based,
national non‐profit organization dedicated to preventing and recovering educational dropouts among young
people who possess a multitude of barriers to success. Since 1980, JAG has delivered consistent, compelling
results – helping over one million middle school, high school and out‐of‐school students to stay in school
through graduation (or completion of a high school equivalency diploma), pursue a postsecondary education
and/or secure quality entry‐level employment that leads to career advancement opportunities. Dedicated,
professional and well‐trained JAG Specialists work tirelessly and creatively to help identify young people with
significant barriers to academic, personal, and/or career success; deliver engaging and effective outcome‐based
JAG Model services; keep JAG students committed through graduation; and deliver the 12‐month post‐
graduation job and college follow‐up period services. The funds set aside by SWDB will be used to replicate the
success of the JAG Model with an out‐of‐school population. The JAG Out‐of‐School Model targets youth ages
16‐24 who are no longer enrolled in a secondary school. A request is being submitted to allow the contractor,
Eckerd Connect, dba Palmetto Youth Connections, to submit an application and implement the JAG grant.
Wendy Smith made a motion to approve the Jobs for America’s Graduates
Pilot Program (JAG) as presented and Susan Friedrich seconded the motion.
The motion was unanimously approved.

XI.

FY 18 Budget Revision – Request for Approval – Robin Mitchum
Robin Mitchum, Deputy Director of Finance and Administration, presented the FY18 budget revisions. Ms.
Mitchum discussed the budget in detail and addressed questions and comments.
Susan Friedrich made a motion to approve the FY18 Budget Revisions as presented
and Jan Cappellini seconded the motion.
The motion was unanimously approved.

XII. Administrative and System Reports
A. Financial Report – Robin Mitchum: The financial report presented contained information on the WIOA

contract period of July 1, 2016 to June 30, 2017, for the period ending October 31, 2017. The financial
report was discussed in detail and there were no issues to report.
B. Program Performance – Sharon Goss: The performance reports highlighting the Performance Goals,
Performance Dashboard and Monthly Centers Reports were presented and discussed.
C. Adult/Dislocated Workers/Youth Program Performance – Keidrian Kunkel: Ms. Kunkel presented the
region’s overall performance. She provided a breakdown of the program’s caseload by county, gender,
enrollment and year‐to‐date outcomes. She also shared participant success stories.
The Trident Workforce Development Board received the Administrative and System Reports as information.
XIII. Workforce Development Director’s Time – Sharon Goss

Ms. Goss requested Board approval for the SC Works Trident Certification Standards. The detailed information
was made available to Board Members.
Susan Friedrich made a motion for the assessment to be amended to reflect
the current status and the SC Works Trident Comprehensive Center to be approved
as meeting the SC Works Certification Standards. Wendy Smith seconded the motion.
The motion was unanimously approved.
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XIV. Executive Director’s Time

Andrea Kozloski, Deputy Director of Operations and Support, thanked the Board Members for their Board
service and wished everyone a Happy Holiday Season.
XV. Other Business

An article was posted in the news media highlighting Marie Morgan as “Hero of the Low Country.” Susan
Friedrich thanked the BCDCOG staff and Public Relations for getting the word out to the community regarding
the services that Adult Education and SC Works provide.
XVI. Chair’s Time

Chair Karst thanked the Board Members for their time and for attending today’s Board meeting and wished
everyone a Happy Holiday Season.
XVII. Adjourn

There being no further business to discuss, the meeting adjourned at 10:50 a.m.

Respectfully submitted,
Kim Coleman
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MEMORANDUM
TO:

Trident Workforce Development Board

FROM:

Ronald E. Mitchum, Executive Director

SUBJECT:

Conflict of Interest Statement

DATE:

January 19, 2018

All Trident Workforce Development Board (TWDB) members are required to sign, annually, a Conflict of
Interest Statement adopted by the TWDB. The full statement along with Article VII may be found in the
Trident Workforce Development Board By‐Laws entitled “Conflict of Interest”. Members of the Board sign a
pledge to conduct business in accordance with the stipulations of article VII.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.tridentscworks.org
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SECTION 2 - One Stop Committee
The One Stop Committee will provide oversight and support of all aspects of the one stop delivery system
to include:
A.
B.
C.
D.
E.
F.

Oversight and support of One Stop Operator (s) including delivery of core and intensive services.
Oversight of the development of the SC Works Trident System while ensuring compliance with
the Workforce Innovation and Opportunity Act.
Review and make recommendations on proposals submitted for funding.
Monitor and report on contractor performance as measured against the contract.
Oversight of the preparation of annual plan to be presented to the TWDB for approval.
Other duties as assigned or directed by the Chair.

SECTION 3 - Youth Council
The Youth Council, will be responsible for the following:
A.
B.
C.
D.

Providing oversight of the development of the Youth Services system to include Services Centers and
guidance for all aspects of youth programs and activities conducted by the TWDB.
Reviewing and making recommendations on proposals submitted for funding.
Monitoring and reporting on contractor performance as measured against the contract.
Ensuring the Youth Council acts within the guidelines established by the TWDB and accepts the
responsibilities delineated for the Standing Committees as applicable to youth services.

SECTION 4 – Disabilities Committee
The Disabilities Committee will provide oversight and support of all aspects of the provision of services to
individuals with disabilities:
A.
B.
C.
D.

Providing information and assisting with operational and other issues relating to the provision of
services to individuals with disabilities
Providing programmatic and physical access to the services, programs, and activities of the onestop delivery system.
Ensuring proper training for staff on providing support for or accommodations to individuals with
disabilities.
Finding employment opportunities for individuals with disabilities.

SECTION 4 - Special Committees
The Chair, Executive Committee or full TWDB may establish such special committees, as they deem
necessary, for the proper conduct of the affairs of the TWDB. The tasks, responsibilities and/or subjects to
be researched will be delineated at the applicable Executive Committee or Board meeting. These
committees will dissolve following completion of the assignment.
ARTICLE VII
CONFLICT OF INTEREST
SECTION 1 - The Trident Workforce Development Board will operate in accordance with the South
Carolina Code of Laws, Title 8, Chapter 13 – Ethics, which provides appropriate rules of conduct.
Specifically noted in Article 7, Rules of Conduct, Section 8-13-700, B, “No public official, public member, or
public employee may make, participate in making, or in any way attempt to use his office, membership, or
employment to influence a governmental decision in which he, a member of his immediate family, an
TWDB By-Laws 2016
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individual with whom he is associated, or a business with which he is associated has an economic
interest.”
SECTION 2 - Section 1 is applicable to all TWDB members, the Executive Director, and all staff under the
supervision of the Executive Director.
SECTION 3 - Any occurrence that may be considered violation of Section 1 shall be reported to the Chair
of the TWDB. Any individual identified in Section 2 shall report to the Chair of the TWDB any contact by a
contractor or prospective contractor that could be considered inappropriate as defined in Section 1.
SECTION 4 - All individuals identified in Section 2 shall be required to sign, annually, a Conflict of Interest
Statement adopted by the TWDB.
SECTION 5 - Any board member having a duality of interest or possible conflict of interest on any matter
should not vote or use his personal influence on the matter. He should not be counted in determining
the quorum of the meeting on this issue even when permitted by law. The minutes of the meeting should
reflect that a disclosure was made, the abstention from voting and quorum situation.
SECTION 6 – Nothing herein shall deprive a member who holds such a contract of any reasonable right to
be heard where any action is being taken by the TWDB to terminate, rescind or modify a contract due to
the default of the contractor. A contractor doing business with the TWDB will not hold a Chair position of
the TWDB with the exception of specialty funded contracts, e.g., Incumbent Worker Training Program, etc.
SECTION 7 – It shall be viewed as a conflict of interest for Board Members to serve as Chairs over specific
committees where they are receiving grant funds of any kind. As well, Board members who are
contractors should abstain from votes that directly impact their contract or organization. The Board Chair
shall not represent a contractor, be a contractor or draw down federal dollars of any kind to avoid the
perception of a conflict of interest with the exception noted in Section 6 above.
ARTICLE VIII
AMENDMENTS
Amendments to these bylaws shall be:



Proposed by the Executive Committee.
Suggested at any regular meeting of the full TWDB and referred to the Executive Committee for
recommendation and/or proposal at the next scheduled TWDB meeting.

Proposed amendments will be presented at a regular scheduled meeting of the full TWDB.
Proposed amendments cannot be made at a special call meeting.
The proposed amendment(s) of the Executive Committee shall be mailed to each member of the TWDB
not later than seven (7) days prior to the next regular TWDB meeting.
Acceptance of any amendment will require a majority vote of a quorum of the Board.

TWDB By-Laws 2016
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ARTICLE VII
CONFLICT OF INTEREST
SECTION 1 - The Trident Workforce Development Board will operate in accordance with the
South Carolina Code of Laws, Title 8, Chapter 13 – Ethics, which provides appropriate rules of
conduct. Specifically noted in Article 7, Rules of Conduct, Section 8-13-700, B, “No public
official, public member, or public employee may make, participate in making, or in any way
attempt to use his office, membership, or employment to influence a governmental decision in
which he, a member of his immediate family, an individual with whom he is associated, or a
business with which he is associated has an economic interest.”
SECTION 2 - SECTION 1 is applicable to all TWDB members, the Executive Director, and all
staff under the supervision of the Executive Director.
SECTION 3 - Any occurrence that may be considered violation of SECTION 1 shall be reported
to the Chair of the TWDB. Any individual identified in SECTION 2 shall report to the Chair of the
TWDB any contact by a contractor or prospective contractor that could be considered
inappropriate as defined in SECTION 1.
SECTION 4 - All individuals identified in SECTION 2 shall be required to sign, annually, a
Conflict of Interest Statement adopted by the TWDB.
SECTION 5 - Any board member having a duality of interest or possible conflict of interest on
any matter should not vote or use his personal influence on the matter. He should not be
counted in determining the quorum of the meeting on this issue even when permitted by law.
The minutes of the meeting should reflect that a disclosure was made, the abstention from
voting and quorum situation.
SECTION 6 – Nothing herein shall deprive a member who holds such a contract of any
reasonable right to be heard where any action is being taken by the TDIB to terminate, rescind
or modify a contract due to the default of the contractor.

I have read and understand Article VII of the Trident Workforce Development Board ByLaws entitled “Conflict of Interest”. As a member of the Board, I pledge my conduct will
be in accordance with the stipulations of this article.

Trident Workforce Development Board
Member Signature

Date

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.toscc.org
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MEMORANDUM
TO:

Trident Workforce Development Board

FROM:

Ronald Mitchum, Executive Director

SUBJ:

WIOA Revised Policies for approval

DATE:

January 31, 2018

In an effort to assist those most in need of services with removing barriers to employment and increase
the expenditure rate on participant cost, the SC Works Trident area would like to make revisions to the
following policies:
 Assessment Policy
 Self‐Sufficiency Policy
 Supportive Services Policy
 Training Services Policy
The revisions to the Self‐Sufficiency policy would allow the WIOA program provider to assist adult and
dislocated worker participants who are not low‐income or basic skills deficient with receiving training
services to help them retain and/or obtain employment with economically self‐sufficient wages. The
revisions to the Supportive Services Policy would allow participants to receive an increase in
transportation assistance as needed in order to remove transportation as a barrier to employment. This
would also assist with the increase in gas prices. In addition, the policy revisions to Supportive Services
would allow needs‐related payment assistance as needed to those in training to support them
financially while they complete training. Lastly, language has been added and clarified in the Training
Services Policy to allow individuals in a High School Equivalency Program or GED the ability to enter
occupational skills training simultaneously as they complete their high school equivalency or GED
program. The goal of the policy revisions is to remove barriers to employment for the participants in
the WIOA program.
The revision to each policy is as follows:
Assessment, Background and Drug Screening Policy
 Updated the policy to include the new WorkKeys Assessments for the Career Ready Certificate.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.tridentscworks.org

Self‐Sufficiency Policy






Please see full policy for changes.
The language was changed to match the language outlined in State Instruction Number 16‐18.
The guideline for adults who household income is at or below 200% of the LLSIL is considered
not economically self‐sufficient and is eligible to receive training services.
Dislocated Workers who are not earning 100% or more of their dislocated wages will be
considered not economically self‐sufficient and are eligible for Training services.
WIOA Program Provider must follow the guidelines outlined in State Instruction Number 16‐18

Supportive Services Policy
 Increased the limit of supportive services amount for adults and dislocated workers from $1,500
to $3,000. This would allow for a participant to receive needs‐related payments and other
supportive services.
 Increased the transportation rate from $5.00 per day to $10.00 per day on traveling for training.
 Add needs‐related payments and guidelines to the policy.
Training Services Policy
 Revised existing language to allow participants within 3 months of achieving their GED the
ability to enter into an Occupational Training program simultaneously.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.tridentscworks.org

Trident Workforce Development Board
Workforce Innovation and Opportunity Act
TRAINING SERVICES POLICY
TO:
SC Works Trident Operators, WIOA Program Provider, Staff and PartnersSC
Works Trident Operator and Staff
ISSUANCE DATE:

December 5, 2017January 31, 2018

EFFECTIVE DATE:

July 1, 2017January 31, 2018

SUPERSEDES:

December 5, 2017, September 27, 2017, March 10, 2015, July 1, 2014,
November 12, 2013, May 15, 2012, February 14, 2012, November 8, 2011,
August 9, 2011, July, 27, 2011, July 1, 2010, March 31, 2009, October 7, 2008
and July 1, 2007

SUBJECT:

TRAINING SERVICES POLICY

PURPOSE:
The purpose of this policy is to establish guidelines for training services in accordance with the WIOAthe
lawWIOA law and regulations and the Trident Workforce Development Board.
POLICY:
The Trident Workforce Development Board will invest funds in training programs that fall under the
established Industry clusters for the SC Works Trident area. Participants must enter into training in one
of the Industry clusters below. The Industry clusters are as follows:







Diversified Manufacturing
Transportation & Logistics
Healthcare
Information Technology
Construction Trades
Hospitality & Tourism

PROCEDURES:
Since the goal of the program is to provide training that leads to employment (or education for youth),
participants must not be enrolled in training programs that exceed 24 months or enroll in two or four‐
year degree programs unless the WIOA funded program can be completed within 24 months. In the
event that we do have a participant unable to achieve a GED within 24 months, WIOA will assist the
participant with finding employment with self‐sufficient wages. The participant will still be able to work
independently with Adult Education on obtaining their GED.
In accordance with Section 663.320 of the WIOA Regulations, “WIOA funding for training is limited to
participants who are unable to obtain grant assistance from other sources to pay the costs of their

training.” Participant files must document that the participant and WIOA Career Coach made every
effort to secure other funding sources for the training, such as PELL grant, SC Education Lottery and
NAFTA‐TAA funds. GED training shall not exceed twenty‐four months. Per USDOL, a person without a
GED or high school diploma does not have marketable employment skills; therefore, a participant must
be enrolled in a GED program even if a high school credential is not determined a pre‐requisite for
training by a training provider. Participants within three months of achieving their GED may have the
option to enter into an Occupational Skills Training while concurrently enrolled in a GED program upon
approval from the Operator Regional Manager or designee. The memo of approval from the Operator
Regional Manager or designee should be submitted and placed in the hard file or scanned in SCWOS as
verification of approval.
Participants who received a certificate of completion may have the option to enter training upon
approval from the Operator Regional Manager or designee. A memo of approval should be submitted
and placed in the hard file and/or scanned in SCWOS as verification of approval.
NAFTA‐TAA funds. GED training shall not exceed twenty‐four months. Per USDOL, a person without a
GED or high school diploma does not have marketable employment skills. Therefore, a participant must
be placed in a GED program even if the occupational training school does not require it. Participants
within 3 months of achieving their GED may have the option to enter into an Occupational Skills Training
simultaneously as being in a GED program upon approval from the Operator Regional Manager or
designee. The memo of approval from the Operator Regional Manager or designee should be
submitted and placed in the hard file or scanned in SCWOS as verification of approval.
Participants that received a certificate of completion may have the option to enter training upon
approval from the Operator Regional Manager or designee. A memo of approval should be submitted
and placed in the hard file and/or scanned in SCWOS as verification of approval.
Please see the Assessment, Background and Drug Screening Policy on assessment requirements for
training.
Repayment of a course or exam:
The cost of an exam and/or certification related to training is an allowable cost from WIOA funds. In the
event a WIOA participant does not successfully pass a course, they will have one opportunity to have
only one course repaid during the full training program.
In the event a WIOA participant does not successfully pass an exam, they will have one opportunity to
have on additional exam repaid for during the full training program. This does not include the GED
exam.
If a participant unsuccessfully completes a training to include an OJT, the need for further training will
be evaluated and approval made by the Operator Regional Manager or designee based on the
circumstances.
Approval is required prior to paying a second time for an exam or course.
The following items will be included under Supportive Services for participants:
 Tools required by the provider
 Uniforms required by the provider
 Books
 Exam fees
 Drug screens required by the provider
 Background checks required by the provider
 Other items required as part of the training program i.e. transcripts to sit for exams
Training services for adults will be limited to:
 Adults that are a part of the priority of service group
 Participants that meet the definition of not self‐sufficient (adult program participant)
 Those adults not a part of the priority of service group, but has demonstrated the need for
training. Sufficient documentation in case notes and job search logs may be used to



demonstrate need.
A maximum of $7,500 per participants for the lifetime of the program

Training services will be limited to the guidelines below:
 Maximum amount is $7,500, per lifetime of the program. The SC Works Operator will be
responsible for any payment of funds expended over the maximum amount without prior
exception approval from the Executive Director of the BCDCOG.
 Maximum length of training is 24 months per participant, per lifetime of the program.
Exceptions can be made by the Eckerd Youth Alternatives Regional Manager to training that
exceeds 24 months based on the need of the participant.
 The amount and length limits are totals, not amounts for each training activity.
 Training costs that are included in the limitation are post‐secondary education, occupational
skills training, work experience, OJT and GED training activities. Room and board, including meal
plans, is not allowable training costs for youth. Costs associated with Employability/ Work
Maturity and assessments are not included in this limitation.

NOTE: THE EXECUTIVE DIRECTOR OF THE BERKELEY CHARLESTON DORCHESTER COUNCIL OF
GOVERNMENTS HAS THE DISCRETION TO MAKE EXCEPTIONS TO THIS POLICY; SEE CREATION AND
REVISION OF POLICIES.
____________________________________
Ronald Mitchum, Executive Director
BCDCOG

_December 5, 2017
Date

Trident Workforce Development Board
Workforce Innovation and Opportunity Act
SUPPORTIVE SERVICES POLICY
TO:

SC Works Trident Operators, WIOA Program Provider, Staff and PartnersSC
Works Trident Operator and Staff

ISSUANCE DATE:

December 5, 2017

EFFECTIVE DATE:

July 1, 2017

SUPERSEDES:

August 29, 2017, September 27, 2016, July 1, 2014, February 18, 2014,
November 12, 2013, March 18, 2013, May 15, 2012, February 14, 2012,
November 7, 2011, July 1, 2011, March 31, 2009, November 6, 2008, June 30,
2008 and September 13, 2006

SUBJECT:

Supportive Services Policy

PURPOSE:
The purpose of this policy is to establish guidelines for the provision of supportive services to WIOA
eligible participants as authorized under WIOA for the Trident Workforce Development Area
participants.
POLICY:
In accordance with the Workforce Innovation and Opportunity Act (WIOA) of 2014, the Trident
Workforce Development Board will provide supportive services to WIOA eligible participants on an as
needed basis to enable their entry and retention in training and the workforce. Supportive services may
only be provided to WIOA participants who are 1) Participating in youth services or Adult/Dislocated
Worker individualized career or Training Services and 2) Unable to obtain supportive service through
other programs providing such services.
Eligible youth may receive supportive services in an amount not to exceed $3,000 per enrollment.
Eligible Adult and Dislocated Workers may receive supportive services in an amount not to exceed
$1,500$3,000 per enrollment. The supportive service limits includes Needs‐Related Payments. Funds
from other resources will apply to the WIOA supportive services maximum amount per enrollment for
all WIOA programs.the youth.
Supportive 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 childcare and dependent care;
d) Assistance with housing;
e) Needs‐related payments (currently not being offered in the SC Works Trident area);
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;
l)

Payments and fees for employment and training related applications, tests and certifications.

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 programs providing such services.
3. Supportive services may only be provided when they are necessary to enable individuals to
participate in career services and training activities.
4. Youth supportive services may be provided during participation in WIOA activities as well as
during the required 12 month follow‐up period after exit.
Documentation in SCWOS case notes must be maintained on what steps were taken to secure services
from other sources and how this service is allowing the participant to participate in WIOA.
PROCEDURES FOR SUPPORTIVE SERVICES:
Participants should be in need of supportive services to obtain or retain a job as documented in their
case notes in order to receive any supportive service. ALL supportive services payments must be
substantiated by documentation and appropriate approval from the Regional Manager or designee.
Documentation must be maintained in the participant’s SCWOS (documents) or hard file and case notes.
Case notes should be created with relevant information to support the need for supportive services. In
general, payment for supportive service with WIOA funds is approved only when the service is needed
to remove a barrier to participation in WIOA or partner activities and/or employment. Supportive
services funded by WIOA should only be provided after other resources such as family, friends, DSS and
other partner agencies have been exhausted. Supportive services using WIOA funds may be provided
only when necessary to enable the individual to participate in Title I activities. Therefore, supportive
services are not a stand‐alone service.
I.

Career & Training Services: Supportive services may be used to pay for certain career and training
services if they are needed to allow the participant to go into training or obtain or retain a job.
Sufficient documentation must be maintained to demonstrate that other sources do not exist or
have been exhausted. Examples of expenses that can be paid are prescription glasses and eye

exams, and hearing aids. A reasonable cost for these items must be established by getting quotes
from at least three sources. Quotes can be maintained for listed items but must be updated at least
quarterly and be received from the area in which the purchase will be made.
II.

Legal aid Services: Supportive services may be used to assist with legal aid services. SC Works
Trident operator, staff and partners will follow the state’s instruction letter number 16‐05. Local
supportive services may now include legal services when services are not available through other
agencies or organizations and are necessary for the individual to participate in Title I activities.
1. Other Services: All items below shall be approved by the Regional Manager or
designee. Tools required to attend training or employment will be recorded under
supportive services. A reasonable cost determination is required for the purchase of
tools and must be established by getting quotes from at least three sources.
2. Uniforms required for training or employment will be recorded under supportive
services. Uniforms & work attire, appropriate to type of industry, required to obtain or
retain employment will be recorded on the supportive services ledger and the
supportive service voucher should be created.
3. Books and other expenses related to training will be recorded under supportive services.
Books and other expenses related to training may be paid from supportive service funds
if training funds have been exhausted.

Exam fees will be recorded on the supportive service ledger and also under the supportive service
budget.
All Programs
If supportive services are provided, it will be as follows:
III. Transportation: In order to receive transportation payments sufficient documentation must be
maintained to demonstrate participation. Participants may receive CARTA or Tri‐county Link bus
passes, if feasible. Information on how to obtain discount bus passes for use on the CARTA bus
lines should be provided to all eligible participants. If the bus is not a reasonable choice for the
participant, then a check or gas card for transportation assistance will be provided. In order to
provide transportation assistance, the case notes must show all other sources have been
exhausted and a clear need is demonstrated.
Transportation for Training: transportation assistance of a flat rate of $57.50 per day may be
paid for active WIOA participants traveling for training.
a) Traveling locally: When it is deemed necessary and appropriate for participants to travel within
the region for testing or any other valid request such as GED preparation or exam, ESL, short‐
term pre‐vocational Services, Adult Literacy or Basic Skills, amounts will be approved based on
the rates above. Career Coaches must have approval from Regional Manager or designee.
b) Job Searches: Transportation assistance at the rate under transportation may be paid for
participants who are conducting verifiable job search for a minimum of three (3) days per week.
This assistance can be provided for up to four (4) weeks only. Sufficient documentation will be
the Job Search Sheet with signature and contact information of each job applied for.
c) Transportation assistance may be provided to participants in OJT contracts for the first two
weeks of the contract. The amount paid will be as stipulated in under transportation.
d) In the event of an emergency situation and that other means of transportation have been
exhausted, cab fare will be an allowable cost not to exceed $10.00 per day. Documentation that
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notes the circumstance and includes cost analysis and duration should be reflected in the case
file. Career Coaches must see the Regional Manager or designee for approval.
e) Travel out‐side of area: When it is deemed necessary and appropriate for participants to travel
outside of the region for training, testing or any other valid reason, amounts will be governed by
the General Services Administration (GSA) travel regulations. Approval for travel outside of the
area must be obtained from the Regional Manager or the designee. This will include travel for
gas and/or lodging. Note: Evidence that the hotel and per diem rates are within the GSA rates
for the area of travel must accompany the request for payment. This information can be found
at GSA.gov.
IV.

Child Care: In order to receive childcare payments sufficient documentation must be maintained to
demonstrate participation. The Childcare Vendor Agreement must be in place prior to any
payments. Payment must be made directly to the childcare provider. No reimbursements are
provided. All supporting documentation must be maintained in the file. Attempts to secure other
funding for childcare must be documented prior to committing WIOA funds for daycare services.
1. Child care payments will be made in a reasonable amount based on the prevailing rates in
the area.
2. Family members or anyone other than a licensed daycare provider will only be paid a
maximum of $50.00 per week per child and are required to submit a childcare agreement.
3. Daycare registration fees will be paid one time. If a participant changes child care providers,
the new registration fees will be the responsibility of the client. A new agreement must be
completed in order for the new provider to be paid.
Other Supportive services such as temporary shelter, rent or housing assistance, or any other
supportive services needed to remove a barrier to career and/or training services will be on an
individual case basis and requires the approval of the Regional Manager or his/her designee. Rent,
mortgage, insurance, phone bill, cellular bill, vehicle repair or any monthly maintenance charges, i.e.
electricity, water, will not be paid for more than one month of service. This month must fall within
the WIOA enrollment period and is a one time assistance only.
Supportive Services for Follow‐Up (Youth): In general, payment for follow‐up supportive services with
WIOA funds is approved only when the service is needed to remove a barrier to participation in
education or employment after exit. Amounts and method of payments during follow‐up will be made
following the aforementioned procedures.
NOTE: Any caps in place during active participation remain in effect, limits do not start over.
Services that may be provided and funded during follow‐up are:


SS‐Transportation –At same level offered while in open status



SS‐ Purchase Work uniforms/Attire‐‐ At same level offered while in open status



SS‐ Purchase Work‐Related Tools‐‐ At same level offered while in open status



SS – Housing Assistance‐‐ At same level offered while in open status



SS – Utilities‐‐ At same level offered while in open status



SS ‐ Dependent Care‐‐ At same level offered while in open status



SS ‐ Medical ‐‐ At same level offered while in open status

Follow‐up services funded by WIOA should only be provided after other resources such as family,
friends, DSS and other partner agencies have been exhausted.
Follow‐up Services must be provided at a minimum of 12 months after exit unless the participant
declines to receive it or cannot be located.
Access to Follow‐up Service records is available after case closure has been entered into SCWOS.
Needs-Related Payments:
SC Works Trident Workforce Area will follow State Instruction Number 16-18 as it relates
to Needs Related Payments.
For adults and dislocated worker participants, WIOA allows financial assistance for the
purpose of enabling individuals to participate in training. To receive needs-related
payments, all participants must be unemployed, enrolled in training, and not receiving
unemployment compensation or trade readjustment allowances under TAA.
The following process will be followed.
Eligible adults may be certified to receive a needs-related payment (NRP) in the amount of $100
per week for active participation in full-time training services. The length of Needs Related
Payments will be determined based on the participants training plan. See State Instruction
Number 16-18 attachment C on guidelines for needs-related payments for dislocated workers.
Time and attendance sheets are to be used to ensure adequate participation in training services
and are to be submitted along with each needs-related payment request. On-line trainings are
excluded from NRP.
Please note adults and dislocated workers who were receiving UI payments or TRA at the point
of registration in WIOA but exhaust such assistance may be certified eligible to receive NeedsRelated Payment.
Certain income requirements and other stipulations apply in order to qualify for the receipt of
WIOA needs-related payments. The WIOA Workforce Specialist is responsible for certifying
individuals to receive any form of a needs-related payment.
NOTE: In order to qualify needs-related payment, the WIOA customer is expected to
attend training each week. Excused absences are defined by the provider and will be
accepted by the WIOA program.
Needs-related payments are not wages but financial assistance used to assist
participants with related costs for participating in training services. Needs-related
payments are not subject to tax withholdings.
Eligibility:
To be eligible for NRP’s, a customer must:
 Be unemployed;
 Not qualify for, or have ceased to qualify for, unemployment benefits; and
 Be enrolled full-time in a WIOA approved training program.
In addition to the above requirements, in order for a dislocated worker to qualify for
Needs-related payments, training needs to begin on or before the Saturday of the 13th
week after dislocation.
In accordance with WIOA regulations, these services will be provided ONLY when customers
are unable to obtain assistance through other programs providing such services and are
required for the customer to participate in WIOA. Documentation must be maintained on what
steps were taken to secure services from other sources and how this service is allowing the
customer to participate in WIOA. See State Instruction Letter 16-18 for further guidelines on
Needs Related Payments under WIOA.

PROCEDURES:
Customers should be in need of services to obtain or retain a job as documented in their case
notes in order to receive any supportive service. ALL supportive services payments must be
substantiated by documentation and appropriate approval. Documentation must be maintained
in the customer’s hard file.

__________________________________
Ronald Mitchum, Executive Director
BCDCOG

December 5, 2017January 31,
2018
Date

Trident Workforce Development Board
Workforce Innovation and Opportunity Act
ASSESSMENT, BACKGROUND AND DRUG SCREENING POLICY
TO:

SC Works Trident Operators, WIOA Program Provider, Staff and Partners

ISSUANCE DATE:

September 27, 2016January 31, 2018

EFFECTIVE DATE:

July 1, 2016January 31, 2018

SUPERSEDES:

September 27, 2016, March 11, 2014, August 14, 2012, May 15, 2012, July 1,
2010 and September 23, 2009

SUBJECT:

Assessment, Background and Drug Screen Policy

PURPOSE:
The purpose of this policy is to establish the principles and guidelines for assessments, criminal
background checks, testing and sanctioning for the use of illegal substances of adults, dislocated
workers and youth participants enrolled in WIOA funded programs.
POLICY:
Accurate and ongoing assessment is a key element in all WIOA funded programs to assure job seekers’
successful employment and self‐sufficiency. It is mandatory that all “out of school” youth be assessed
for basic skills deficiency. The Trident Workforce Development Board (TWDB) has made it mandatory for
all adults and dislocated workers to be assessed for basic skills deficiency. It is also mandatory for all
adults and dislocated workers to be assessed in aptitude, career interest and for barriers to training
and/or employment. Each participant must fully understand what the assessment process includes, its
purpose and how it applies to their employment goals. Per State Instruction letter 15‐17 “WIOA Title I
funds cannot be used for assessment of basic skills deficiency prior to eligibility certification. Further, if
not already a program participant, the use of funds for assessment will constitute enrollment in the
program. Adult/DW participants cannot be required to sit for the TABE assessment prior to WIOA
eligibility.
PROCEDURES:
Assessments:
All Adults, Dislocated Workers and Youth Participants entering WIOA funded programs must have
assessments as outlined above under the Policy. An exception to this policy would be participants that
need accommodations based on their disability needs. The SC Works Trident System has established
that all participants seeking to enter training services must achieve a minimum of Silver level on the
Career Readiness Certificate (CRC) WorkKeys assessments (Reading for InformationGraphic Literacy,
Applied Math and Locating InformationWorkplace Documents) unless the provider of training and/or

prospective employer has established a different score or criteria. Exceptions to this requirement would
be determined on an individual basis regarding assessments.
Testing for Illegal Substances and Background Checks:
1. WIOA participants may be required to be drug screened for the use of illegal substances prior to
entering certain training programs.
2. WIOA participants may be required to have a criminal background check prior to entering
certain training programs. An individual who has a criminal background will not be denied
enrollment in the WIOA program and/or training based solely on their criminal history.
3. Participants who test positive for the use of illegal substances must be referred to the local
Alcohol and/or other Drug Abuse Service Agency. Before a participant returns to continue
training services with WIOA, verification along with a recommendation from the local Alcohol
and/or other Drug Abuse Service Agency must be received. The participant is expected to follow
recommendations from the agency before any training services will be provided.
4. Should a participant deny the use of illegal substances and they wish to be retested, the
following must occur: A request should be submitted for initial screen to be retested and have a
toxicology (confirmation) test done. If retest comes back confirmed, participant must follow
steps outlined in #3. Should the participant want to pursue testing on his/her own, WIOA will
only accept results from a certified Drug Screening Facility and the screening must occur within
24 hours of participant receiving the results of the initial test. WIOA will not cover this cost.
According to the US Department of Labor (DOL), federal funds, which include WIOA funds, cannot be
used to pay for a drug screening test unless it is required by the training provider. As a result, in order to
demonstrate and show we are compliant with this federal mandate, all drug screening tests must be
included on the training ledger. WIOA funds cannot be used to pay for training in an occupational field
or area for which an individual is not employable. Therefore, if it is determined a criminal background
issue would prevent employment in an occupational field or area, WIOA funds cannot be used to pay for
training in that occupational field or area. To determine whether a criminal background issue would
prevent employment in an occupational field or area, a minimum of five (5) () employers in the
occupational field or area should be surveyed to determine if the criminal background issue would
prevent employment in the field. No personal identifying information (PII) of the participant may be
shared with the employers. This information should be documented and kept in the separate
confidential folder. A generic case note should be created in the SC Works Online System (SCWOS) of
participants unable to attend the training. A positive result on the drug screening may also prohibit or
delay admission into certain WIOA training programs. Prior to acceptance into any WIOA training
program, the results on the criminal background check and drug screening test must be received,
reviewed and deemed acceptable for the training in which the participant wishes to pursue.
Ongoing participant assessment includes:
 Target employability skills
 Identify individual strengths and needs
 Establish measurements used to document progress toward retaining employment and self‐
sufficiency
Acceptable assessment methods, using one or more of the following tools or strategies, include:
 Standardized, nationally recognized tests (WorkKeys)
 Structured interviews
 Inventories
 Self‐Assessment Checklists

Evidence of criminal backgrounds and drug screenings must be maintained in a separate confidential file
according to EO standards. All other assessments must be maintained in participants’ regular hard file.
WorkKeys results must be entered in the assessment section in SC Works Online System (SCWOS).
NOTE: THE EXECUTIVE DIRECTOR OF THE BERKELEY CHARLESTON DORCHESTER COUNCIL OF
GOVERNMENTS HAS THE DISCRETION TO MAKE EXCEPTIONS TO THIS POLICY; SEE CREATION AND
REVISION OF POLICIES.

_________________________________________
2016January 31, 2018
Ronald E. Mitchum, Executive Director
BCDCOG

September 27,
Date

Trident Workforce Development Board
Workforce Innovation and Opportunity Act
SELF-SUFFICIENCY DEFINITION POLICY
TO:

SC Works Trident Operators, WIOA Program Provider, Staff and PartnersSC
Works Trident Operators and Staff

ISSUANCE DATE:

September 27, 2016January 31, 2018

EFFECTIVE DATE: July 1, 2016July 1, 2017
SUPERSEDES:

September 27, 2016, April 15, 2014, March 19, 2013, May 15, 2012,
August 9, 2011, July 27, 2011, March 31, 2009, March 2, 2009 and June
30, 2008

SUBJECT:

SELF-SUFFICIENCY DEFINITION POLICY

PURPOSE:
The purpose of this policy is to establish criteria to be used in defining low-income and selfsufficiency for training services for the SC Works Trident Area. This definition will be used to
determine if Workforce Innovation and Opportunity Act (WIOA) participants are eligible for
career and training services.
POLICY:
This policy is to establish the definition of self-sufficiency to receive training services for adults
and dislocated workers in the SC Works Trident Area. The self-sufficiency lower living standard
income level (LLSIL) is established at two hundred percentone hundred and fifty percent
(150200%) for employed adults and ninetyOne percenthundred percent (910005%) of
dislocated wages for dislocated workers. This policy is established under provisions of Section
134 (d)(1)(A)(X) of the WIOA of 2014. This policy is established based on State Instruction
Number 16-18.
PROCEDURES:
Criteria: Definition of Self-Sufficiency - for Employed Adults and Dislocated
Workers WIOA allows employed individuals to receive individualized career services
without determining sel-sufficiency. Training services may be made available to
employed and unemployed adults and dislocated workers who are determined:
Unlikley or unable to obtain or retain employment that leads to economic self-sufficiency
or wages compararble to or higher than wages from previous employment thorugh
career services; and:
In need of training services to obtain or retain employment leading to economic selfufficiency or wages comparable to or higher than wages from previous employment.
1. An employed adult whose household –see attachment B in state instruction
number 16-18. incomeIncome Level that is at or below 200% of the exceeds 150% of
Page 23

the current annualized Lower Living Standard Income Level (LLSIL) is considered not
economically self-sufficientsufficient and is eligible for training services.
2. A dislocated worker who is currently employed and not earning 10090% or more
lessmore of their pre-layoff wage will be considered not economically self-sufficient
and is eligible for training services.
When using the WIOA Self-Sufficiency Guidelines, attachment B of the State Instrcution
Number 16-18 (for employed participants) table, the LLSIL is 150200% of the Metropolitan
column.
When a WIOA participant is unemployed, staff will use the WIOA Family Income Guideline table
in Instruction letter No. 15-14.
____________________________________
Ronald E. Mitchum, Executive Director
BCDCOG

September 27, 2016January
31, 2018_
Date
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MEMORANDUM

TO:

Trident Workforce Development Board

FROM:

Robin Mitchum, Deputy Director of Finance and Administration

DATE:

January 24, 2018

SUBJ:

Eckerd Workforce Development– Adult & Dislocated Worker Program Contract

The Adult & Dislocated Worker program service contract was awarded to Eckerd Workforce
Development on July 1, 2016 as a one (1) year contract with four (4) options to annually renew. In July
2017, the Adult & Dislocated Worker program service contract was renewed for an additional year
pursuant to the renewal terms outlined in the contract.
The BCDCOG has received the full allocation of funds available for PY17/FY18 and is requesting approval
to amend the Adult & Dislocated Worker program service contract. The available funding is $2,202,042.
We are requesting approval to increase the Eckerd Workforce Development contract from $1,240,000 to
$2,202,042. This request is a net increase of $962,042. If you have any questions, please do not
hesitate to contact me.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.tridentscworks.org
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MEMORANDUM

TO:

Trident Workforce Development Board

FROM:

Robin Mitchum, Deputy Director of Finance and Administration

DATE:

January 24, 2018

SUBJ:

Eckerd Workforce Development – One Stop Operator Contract

The One Stop Operator contract was awarded to Eckerd Workforce Development on July 1, 2016 as a
one (1) year contract with four (4) options to annually renew. In July 2017, One Stop Operator contract
was renewed for an additional year pursuant to the renewal terms outlined in the contract.
The BCDCOG has received the full allocation of funds available for PY17/FY18 and is requesting approval
to amend the One Stop Operator Contract. The available funding is $521,560. We are requesting
approval to decrease the Eckerd Workforce Development contract from $590,000 to $521,560. This
request is a net decrease of $68,440. If you have any questions, please do not hesitate to contact me at
robinm@bcdcog.com or 843‐529‐0400.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.tridentscworks.org

MEMORANDUM

TO:

Trident Workforce Development Board

FROM:

Robin Mitchum, Deputy Director of Finance and Administration

DATE:

January 24, 2018

SUBJ:

Eckerd Workforce Development– Youth Program Service Provider Contract

The Youth Program service provider contract was awarded to Eckerd Workforce Development on July 1,
2016 as a one (1) year contract with four (4) options to annually renew. In July 2017, the Youth Program
service provider contract was renewed for an additional year pursuant to the renewal terms outlined in
the contract.
The BCDCOG has received the full allocation of funds available for PY17/FY18 and is requesting approval
to amend the Youth Program Service Provider Contract. The available funding is $1,195,835. We are
requesting approval to decrease the Eckerd Workforce Development contract from $1,308,460 to
$1,195,835. This request is a net decrease of $112,625. If you have any questions, please do not
hesitate to contact me at robinm@bcdcog.com or 843‐529‐0400.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.toscc.org

MEMORANDUM

TO:

Trident Workforce Development Board

FROM:

Robin Mitchum, Deputy Director of Finance and Administration

DATE:

January 24, 2018

SUBJ:

Request to Transfer Funds from Dislocated Worker to Adult Funding Stream

Staff is requesting approval to transfer $862,000 from our PY17 Dislocated Worker Program Grant
Funds (17DW006) to be used for our Adult program. Staff’s goal is to ensure we meet our obligation and
spending rate requirements in our DLW funding stream and this transfer will assist us in meeting that
requirement and afford us the opportunity to place more participants in training. If you should have any
questions, please do not hesitate to contact me at robinm@bcdcog.com or 843‐529‐0400.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.toscc.org

MEMORANDUM
TO:

Trident Workforce Development Board

FROM:

Ronald Mitchum, Executive Director

SUBJ:

Modification to the Adult & Dislocated Worker Statement of Work

DATE:

January 31, 2018

The SC Works Trident Program Provider, Eckerd Connects, would like to modify the contract
Statement of Work to increase the Adult enrollment goal from 750 to 765 and reduce the
Dislocated Worker enrollment goal from 150 to 135. The total individuals served for the
program year would remain at 900. This adjustment reflects the current economic landscape in
the Trident Workforce Development Area, where the unemployment is low and the number of
individuals classified as Dislocated Workers is also low.

1930 Hanahan Road, North Charleston, SC 29406
Tel: (843) 574‐1800 TTY: 711
www.tridentscworks.org

WORKFORCE INNOVATION AND OPPORTUNITYACT (WIOA)
ADULT and DISLOCATED WORKER STATEMENT OF WORK
SC WORKS CENTER OPERATIONS
AND THE PROVISION OF WIOA SERVICES
PROGRAM YEAR 2016

Eckerd, hereinafter referred to as the “Contractor”, having entered into a contractual agreement with the
Berkeley Charleston Dorchester Council of Governments (BCDCOG), hereinafter referred to as the
Administrative Entity for the Trident Workforce Development Area, shall perform the functions outlined
pursuant to the provisions and regulations of the Workforce Innovation and Opportunity Act of 2014
(WIOA) (Public Law 113-128, July 22, 2014).
2.1

Workforce Innovation and Opportunity Act Purpose

2.1.1

WIOA is designed to help job seekers access employment, education, training, and support
services to succeed in the labor market and to match employers with the skilled workers they
need to compete in the global economy. WIOA has six main purposes: (1) Increasing access to
and opportunities for the employment, education, training, and support services for individuals,
particularly those with barriers to employment; (2) supporting the alignment of workforce
investment, education, and economic development systems in support of a comprehensive,
accessible, and high-quality workforce development system; (3) improving the quality and labor
market relevance of workforce investment, education, and economic development efforts; (4)
promoting improvement in the structure and delivery of services; (5) increasing the prosperity of
workers and employers; and (6) providing workforce development activities that increase
employment, retention, and earnings of participants and that increase postsecondary 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.
The one-stop delivery system is the foundation of the workforce system. The system provides
universal access to career services to meet the diverse needs of adults. The grantee for the adult
program is a required partner in the one-stop delivery system and is subject to the required partner
responsibilities. Career and training services, tailored to the individual needs of jobseekers, form
the backbone of the one-stop delivery system. While some jobseekers may only need self-service
or other basic career services like job listings, labor market information, labor exchange services
or information about other services, some jobseekers will need services that are more
comprehensive and tailored to their individual career needs.

2.2

One Stop Required Partners and Responsibilities
The Grantee will coordinate the SC Works services offered by required partners and other entities
that may serve as one stop partners. Public Law 113-128 (Section 121(b) (1) (B) of WIOA
identifies the entities that are required partners in the local one-stop system. The required partners
are:
 WIOA T-I Adult, DW, Youth
 Vocational Rehabilitation
 Wagner-Peyser
 Career, Technical Education
 Adult Education and Literacy
 Title V Older Americans Act
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Job Corps
Native American Programs
Temporary
Assistance
for
Needy Families
Migrant Seasonal Farmworkers
Veterans
YouthBuild







Trade Act
CSBG(Community Action)
HUD
Unemployment Compensation
Second Chance

2.3

SC Works Center Operations

2.3.1

Under the leadership of the Berkeley Charleston Dorchester Council of Governments (BCDCOG)
Workforce Development Director, the Director’s primary responsibilities are strategic. The
grantee will serve as the Operator of the SC Works Centers, provide day-to-day operations of the
Centers, provide functional supervision for all Center staff, and ensure that customer and staff
complaints are addressed in a timely manner. The Operator should follow TEGL 10-16, TEGL
16-16 TEGL 04-15 and any other TEGLS pertinent to the operations of the centers and State
Instruction Letter 16-09. The Operator will adhere to local policies and procedures and the WIOA
final regulations once they are published.
A minimum of seven hundred and sixty-five (70065) adults and one hundred and fiftythirty-five
(150135) dislocated workers is to be served during program year 2017. The number may increase
or decrease based on funding allocations or other circumstances.

2.3.2

2.3.3

SC Works Center services are currently provided in each county. Agencies representing
the partners may vary from county to county. The SC Works Charleston Center serves as the
comprehensive SC Works Center in the Trident Region. SC Works Trident St. Paul’s Parish is a
satellite center and services must be offered at a minimum of day full work day once a week.

Geographic Area
Berkeley

Location:
SC Works Berkeley
100 South Highway 52, Moncks Corner, SC 29461 –
This office will be relocated in October 2016 or before
305 Heatley Street, Moncks Corner, SC 29461
SC Works Charleston (Comprehensive Center) 1930
Hanahan Road Suite 200, North Charleston, SC 29406
SC Works Dorchester 2885 W. 5th North Street,
Summerville SC, 29485 relocating as of June 2016 to

Charleston
Dorchester

1325 Boonehill Rd #A, Summerville, SC 29483
St. Paul’s
Center

2.3.4

Parish

1325-A Boone Hill Road, Summerville, SC 29483
Satellite 5962 Highway 165 Ravenel, SC 29470

SC Works Trident Centers strive to achieve the following standards of quality service for its
customers, employees, and partners.
All customers will receive:
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1.
2.

Prompt and courteous service from staff
The service(s) designed to assist customers (both job seekers and businesses) in achieving
their educational and/or employment goals

All employees will:
1.
2.
3.

Work in a safe and professional environment
Receive the best tools to achieve the desired outcome for their customers
Receive cross training orientation: each agency will describe programs, responsibilities,
eligibility, services, etc.

All partners will:
1.
2.

Deliver high quality one-stop services through the SC Works Centers
Strive for continuous improvement of the one stop service delivery system in accordance
with standards established by the State and/or Local Workforce Development Board
Collaborate to exceed goals negotiated for the Local Workforce Development Area, to
include the goals of individual partner programs
Assist in providing long-term employment outcomes for both job seekers and employer
customers receiving assistance

3.
4.

2.4

Provision of SC Works Center Operations

2.4.1

The Trident Local Workforce Development Area (LWDA) has adopted the SC Works
Certification Management Standards (Attachment A) that provides baseline goals to ensure:
 There is a single SC Works Center Manager responsible and accountable for coordinating
activities on a daily basis providing functional oversight.
 Center management is flexible and can respond to changes or needs in the labor market
quickly and deliver high quality customer service;
 All agencies involved in SC Works Operation work together towards common goals and
objectives;
 There are consistent expectations for physical infrastructure and facilities throughout the
state.
 Follow any existing and/or new State Instruction Letters issued.

2.4.2

In cooperation with the Trident Workforce Development Director, the grantee will:







Provide day-to-day “functional supervision” of SC Works Center staff. State
Employment and Training Instruction Number 11-11Change 1(Attachment B) provides
guidance to the SC Workforce System on functional supervision and the roles and
responsibilities of the integrated management structure in the SC Works Centers
Provide day-to-day oversight of SC Works facilities, including layout, maintenance and
emergency procedures
Establish, communicate and enforce SC Works Center policies and procedures
Develop and implement a center staff development plan that includes information
sharing, project management, team building, and ensures that staff has skills and
knowledge of partner services to effectively deliver quality services
Implement a process to operate Centers in an effective and efficient manner
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Create a high performance work environment through the development and promotion of
functional and cross-functional teams
Establish and communicate specific and measureable performance standards in
conjunction with the LWDA, Consortium and input from partner staff regarding their
own performance standards
Develop continuous improvement processes to respond to immediate operational needs
while ensuring that short-term actions support long-term objectives
Ensure quality service delivery to customers with special needs
Establish and enforce policies that define operations such as hours of operation, data
confidentiality, service delivery, proper equipment use, health and safety, office closings,
and emergencies
Maintain knowledge of partner program policies and procedures that affect service
delivery in order to ensure programmatic and statutory compliance
Establish and maintain an environment that encourages innovative approaches and
incorporates new technologies to meet customers’ needs
Arrange and/or participate in presentations about the local SC Works system and services
for civic and community organizations
Implement and maintain a service delivery system that meets the needs of the job
seekers/customers
Develop and implement procedures that facilitate efficient customer flow through career
and training services
Use performance information to measure the effectiveness of the SC Works delivery
system, and that result in continuous improvement
Maintain a system to address customer feedback regarding service delivery and make
improvements as needed
Establish and maintain an effective service recovery procedure that addresses customer
complaints in a timely and efficient manner
Develop and implement a new employee orientation procedure to acclimate new partner
employees to site procedures and policies
Assess the service delivery needs of the SC Works System to determine the number and
type of staff required to accomplish those needs and coordinates with the Trident
Workforce Development Director to address the identified staffing needs
Assess and ensure the adequate supply of equipment, tools, materials, supplies, and
assistive technologies
Maintain a thorough knowledge of the terms of the buildings’ leases in order to ensure
compliance and act as a liaison to the landlord

2.5

Career and Training Services

2.5.1

In collaboration with SC Works Partners, the grantee is responsible for the provision of
WIOA Career Services. The grantee is to follow all State Instruction Letter and local
policies established by the Trident Workforce Development Board. Under WIOA, career
services are classified into two categories:
Basic and Individualized career services. Career services will be provided using a case
management approach. Case management is the provision of a customer centered
approach in the delivery of services designed to:
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1.

2.
2.5.2

prepare and coordinate comprehensive employment plans, such as service strategies, for
customers to ensure access to necessary workforce investment activities and supportive
services; and
provide job and career counseling during program participation and after job placement.

Basic Career Services are available to all individuals:
1.
2.
3.

4.

5.

6.

7.

8.

Determinations of whether the individuals are eligible to receive assistance;
Outreach, intake (which may include worker profiling), and orientation to the
information and other services available through the one stop delivery system;
Initial assessment of skill levels (including literacy, numeracy, and English
language proficiency), aptitudes, abilities (including skills gaps), and supportive
service needs;
Labor exchange services, including:
a.

Job search and placement assistance and, in appropriate cases, career
counseling, including:
 Provision of information on in-demand industry sectors and occupations;
 Provision of information on nontraditional employment; and

b.

appropriate recruitment and other business services on behalf of employers,
including small employers, in the local area, which services may include providing
information and referral to specialized business services not traditionally offered
through the one stop delivery system;

provision of referrals to and coordination of activities with other programs and
services, including programs and services within the one stop delivery system and, in
appropriate cases, other workforce development programs;
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 such labor market areas;
 information on job skills necessary to obtain the jobs;
 information relating to local occupations in demand and the earnings, skill
requirements, and opportunities for advancement for such occupation; and
provision of performance information and program cost information on eligible
providers of training services, provided by program, and eligible providers of youth
workforce investment activities, providers of adult education described in title II,
providers of career and technical education activities at the postsecondary level, career
and technical education activities available to school dropouts under the Carl D. Perkins
Career and Technical Education Act of 2006, and providers of vocational rehabilitation
services;
provision of information, in formats that are usable by and understandable to one
stop center customers, regarding how the local area is performing on the local
performance accountability measures and any additional performance information to the
one stop delivery system in the local area;
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9.

10.
11.
12.

2.5.3

Individualized Career Services may include:
1.

Comprehensive and specialized assessments of the skills levels and services
needs 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;

2.

Development of an Individual Employment Plan to identify employment goals,
appropriate achievement objectives, and appropriate combination of services for the
participant to achieve the employment goals, including providing information on eligible
providers of training services, and career pathways to attain career objectives;
Group counseling;
Individual counseling;
Career planning;
Short term prevocational services, including development of learning skills,
communication skills, interviewing skills, punctuality, personal maintenance skills, and
professional conduct, to prepare individuals for unsubsidized employment or training;
Internships and work experiences that are linked to careers;
Workforce preparation activities;
Financial literacy services;
Out-of-area job search assistance and relocation assistance;
English language acquisition and integrated education and training programs; and
Follow-up services, including counseling regarding the workplace, for participants in
workforce investment activities authorized under this subtitle who are placed in
unsubsidized employment, for not less than 12 months after the first day of the
employment, as appropriate.

3.
4.
5.
6.

7.
8.
9.
10.
11.
12.

2.5.4

provision of information, in formats that are usable by and understandable to
one stop center customers, relating to the availability of supportive services or assistance,
including child care, child supportive, medical or child health assistance under title XIX
or XXI of the Social Security Act, benefits under the supplemental nutrition assistance
program established Food and Nutrition Act 2008, assistance through the earned income
tax credit under section 32 of the Internal Revenue Code of 1986, and assistance under a
State program for temporary assistance for needy families funded under part A of title IV
of the Social Security Act and other supportive services and transportation provided
through funds made available under such part, available in the local area; and referral to
the services or assistance as described above
provision of information and assistance regarding filing claims for unemployment
compensation;
assistance in establishing eligibility for programs of financial aid assistance for
training and education programs that are not funded under this Act;
services, if determined to be appropriate in order for an individual to obtain
or retain employment.

Training services may include:
1.

Occupational skills training, including training for nontraditional employment;
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2.
3.
4.
5.
6.
7.
8.
9.
10.

11.

On-the-job training (OJT);
Incumbent Worker Training;
Programs that combine workplace training with related instruction, which
include cooperative education programs;
Training programs operated by the private sector;
Skill upgrading and retraining;
Entrepreneurial training;
Transitional jobs;
Job readiness training provided in combination with services described in
any of clauses 1 through 8;
Adult Education and Literacy Activities, including activities of English language
acquisition and integrated education and training programs, provided concurrently or in
combination with services described in any of clauses 1 through 7; and
Customized training conducted with a commitment by an employer or group of
employers to employ an individual upon successful completion of the training.

2.6

SC Works Online-System/Orientation/Informational Session

2.6.1

The grantee will be responsible for ensuring that a SC Works orientation/informational session
are provided at least weekly. The session must include a PowerPoint presentation and an
informational packet describing SC Works partners’ programs. All SC Works programs require
registration in SCWOS and instruction should be provided for registering during the session.

2.6.2

Individuals who are interested in pursuing the WIOA program must be advised to carefully
consider the commitment required. If desired, an eligibility appointment must be made. The
individual will be instructed to bring in eligibility verification documents and the Supplemental
Informational Sheet. All eligibility documents including verification documents must be scanned
into SCWOS.

2.6.3

All documents must be uploaded or scanned into SCWOS:
 All verifying documents for eligibility to include rights handout, release of information
forms, indemnification forms, signed Application etc.,
 Signed and dated receipt of information form
 Signed and dated IEP and Objective Assessment Summary
 Assessments such as SCOIS, TABE and WorkKeys - TABE and WorkKeys results must be
entered under the assessment results tab in SCWOS as well.
 Updated Resume and
 LMI documentation showing it has been reviewed with participants,
 Training Information such as ledger, budgets, training approval documentation, vouchers
and related documents, attendance sheets ,certificates, OJT contracts and site reviews
 Supportive Service documents such as vouchers, receipts, invoices, check requests, ledgers,
 Follow-up/Employment Verification documents

2.6.4
All vouchers for fundable activities must be scanned into SCWOS. In addition, the contractor
must use the Individual Fund Tracking feature in SCWOS. Vouchers must be created, printed and have
authorized staff member signature and included as part of the documentation sent with the invoices.
The contractor may continue to use their voucher system as long as the voucher from SCWOS is an
attachment. If the contractor utilizes any other fund tracking system, the BCDCOG staff must be given

7|Page

Page 36

full access to the system. This is for monitoring purposes.
2.7

Eligibility Determination

2.7.1

It will be the responsibility of the grantee to determine whether or not applicants in the Trident
Region meet the eligibility requirements to participate in programs funded under Title I of the
Workforce Innovation and Opportunity Act.

2.7.2

The grantee will complete the WIOA Program Application utilizing the SC Works Online
Services System (SCWOS) WIOA Application. WIOA applications are to be keyed during the
eligibility interview with the applicant. Paper applications (Attachment D) may be used only in
the event of an emergency such as the SCWOS System is down or the electricity or internet
service is temporarily interrupted. If it becomes necessary to complete certification using the
paper application, the application must be entered in SCWOS within 15 days. A Partial save of an
application may be done if all eligibility documents are not provided during the application
process. A partial save of an application will allow all fields to be edited prior to full save.

2.7.3

Eligibility items shall be documented at the time of application/eligibility determination. Several
documents provided by individuals to verify eligibility items may be utilized to verify multiple
items. Acceptable documentation for items shown below is listed in SCWOS in the dropdown
list for each eligibility item.
The grantee must verify the applicant:
1.
2.

3.

is 18 years of age or older;
if male, has met the Selective Service Act registration requirements. Males born
after 1959 and over the age of 17 shall register with the selective service system by going
to the Selective Service website at www.sss.gov; and
is a US citizen or national or lawfully admitted permanent resident alien, lawfully
admitted refugee or parolee, or other individual authorized by the Attorney General to
work in the United States.
Date of Birth
Residency
Income Verification (include self-attestation)

2.7.4

Self-sufficiency for Trident LWDA adults and dislocated workers is defined as employed
adult whose household income is 150% of the Metro Level for the Lower Living Standard
Income Level (LLSIL) or higher or dislocated worker who is employed and earning 90% or
more of their pre-layoff wage.

2.7.5

Veterans and eligible spouses of veterans will receive priority of services under all DOL-funded
employment and training programs as stipulated in TEGL 5-03. This priority for service applies
throughout all phases of WIOA including certification, enrollment, and training. The grantee is
required to post a notice of priority for services for veterans in an obvious location in the SC
Works Center.

2.7.6

Priority for Services for Adults - As referenced in Public Law 113-128, title I,
Section
134(c)(3)(E), the Trident Workforce Development Board has
established priority for
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individualized career services for adults. Priority for access to career services shall be determined
in the following order:
1.
2.

Recipients of public assistance;
Low income individuals as defined in Public Law 113-128
A low income individual means an individual who:
a.

b.

3.

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 total family income that does not exceed the higher of
 the poverty line; or
 70 percent of the lower living standard income level;
 is a homeless individual (as defined in section 41403(6) of the Violence
Against Women Act of 1994 H. R. 803—12 (42 U.S.C. 14043e–2(6))),
 or a homeless child or youth (as defined under section 725(2) of the
McKinney-Vento Homeless Assistance Act (42 U.S.C. 11434a(2)));
 receives or is eligible to receive a free or reduced price lunch under the
Richard B. Russell National School Lunch Act (42 U.S.C. 1751 et seq.);
 is a foster child on behalf of whom State or local government payments
are made;
 or is an individual with a disability whose own income meets the income
requirement of clause, but who is a member of a family whose income
does not meet this requirement.

Basic Skills Deficient individuals as defined in state instruction letter 15-17
The Grantee will follow any state instruction letters further defining Basic
Skills Deficiency. No minimum TABE scores can be required as a stipulation
for enrollment into the WIOA programs. TABE cannot be required to be taken
prior to eligibility. Effective July 1, 2016, seventy percent (70%) of adult
participants must be low-income, to include public assistance recipients, or
basic skills deficient. If an individual is not in the “Priority of Service” group,
sufficient documentation in case notes and job search logs demonstrating that
the individual is in need of WIOA services to remove barriers to employment
no longer is considered underemployed.
Underemployed individuals may include are:
 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; Need Documentation to demonstrate.
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Individuals who are employed who 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.

2.7.7

Adults are defined as individuals age 18 and older. Youth are 14 through 24 years of age. Thus,
individuals aged 18-24 may be eligible for both adult and youth programs. Eligible individuals
who are 18 through 24 years old may participate in adult and youth programs concurrently.

2.7.8

Eligibility for Dislocated Workers:
The grantee must verify the applicant:
1.
2.
3.

4.

Has been terminated or laid off, or who has received a notice of termination or
layoff from employment;
Is eligible for or has exhausted entitlement to unemployment compensation; or
Has been employed for a duration sufficient to demonstrate, to the appropriate entity at a
one-stop center referred to in section 121(e), attachment to the workforce, but is not
eligible for unemployment compensation due to insufficient earnings or having
performed services for an employer that were not covered under a State unemployment
compensation law; and
Is unlikely to return to a previous industry or occupation;

The term “unlikely to return to previous industry or occupation”
should be interpreted as follows:
Interpretation: The occupation, not just the industry, must be taken into
account. Consider the primary job from which the applicant was laid off or
terminated prior to application. If the applicant was laid off from more than
one job, the job held the longest is primary. Consider similar occupations
for which the applicant’s skills are transferable.
Documentation: Availability of work in the previous occupation can be determined
from local job bank listings, local employers, media ads, and other sources. If no work
in the previous occupation is available locally, the applicant is considered to have met
this qualifier regardless of demonstrated effort to obtain a job. In addition, it is the
State’s policy that UI profiled workers at or above the 40th percentile are predicted to
be likely to exhaust UI benefits and, therefore, are unlikely to return to their former
occupation or industry.
If work in the previous occupation is available locally, the applicant must have made
demonstrated but unsuccessful efforts to secure work prior to application. Evidence of
prior, recent efforts to obtain employment includes rejection letters from employers
and/or dates of job seeking visits to employers. If there is no evidence of prior efforts,
One Stop staff should provide and document job development and placement assistance.
5.

Has been terminated or laid off, or has received a notice of termination or layoff, from
employment as a result of any permanent closure of, or any substantial layoff at, a plant,
facility, or enterprise;
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The State interpretation of the legislative intent of the term ‘terminated or laid off’ ‘is
that the termination/layoff is due to a lack of work situation as a result of economic
conditions or structural job changes.
Documentation: Separation Notice or other documentation verifying reason for termination
6.
Is employed at a facility at which the employer has made a general announcement that
such facility will close within 180 days; or
7.
For purposes of eligibility to receive services other than training services, career services,
or supportive services is employed at a facility at which the employer has made a general
announcement that such facility will close;
8.
Was self-employed (including employment as a farmer, a rancher, or a fisherman) but is
unemployed as a result of general economic conditions in the community in which the
individual resides or because of natural disasters;
9.
Is a displaced homemaker; or
10. Is the spouse of a member of the Armed Forces on active, and who has experienced a
loss of employment as a direct result of relocation to accommodate a permanent change
in duty station of such member; or
11. Is the spouse of a member of the Armed Forces on active duty and who meets the
criteria described in (3) displaced homemaker section.
Displaced Homemaker
A Displaced Homemaker is an individual who has been providing unpaid services to family
members in the home and who:
1.

Has been dependent on the income of another family member but is no
longer supported by that income; or

2.

Is the dependent spouse of a member of the Armed Forces on active
Duty and whose family income is significantly reduced because of, a call or order to
active duty, a permanent change of station, or the service-connected death or disability of
the member; and

3.

Is unemployed or underemployed and is experiencing difficulty in obtaining or
upgrading employment.

Veterans and eligible spouses of veterans will receive priority of services under all DOL-funded
employment and training programs as stipulated in TEGL 5-03. This priority for service applies
throughout all phases of WIOA including certification, enrollment, and training. The grantee is
required to post a notice of priority for services for veterans in an obvious location in the SC
Works Center.
2.7.9

The Grantee shall take reasonable steps (including applicant statements or contacting other
agencies) to ensure that all barriers and/or special segment characteristics are documented and
recorded on the WIOA Program Application. Self-attestation is acceptable documentation for
certain data elements and is defined as an individual’s signed attestation that the information
he/she submits to demonstrate eligibility for a program under Title I of WIOA is true and
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accurate. Acceptable documentation for all data elements is listed on WIA Eligibility and
Verification Checklist distributed under The State’s Instruction Letter 12-08, Change 1. The
checklist will be updated for WIOA.
2.7.10

All documentation regarding legal or medical matters (pregnancy, disabilities to include hepatitis,
etc.) or that are personal in nature related to an individual presented during eligibility
determination should NOT be placed in the individual’s file. This information should be kept in a
separate, secure (locked), confidential file, only to be viewed on an as-needed basis. Medical
information is subject to the Health Insurance Portability and Accountability Act of 1996
(HIPAA).

2.7.11

If an individual is determined eligible for the adult or dislocated worker program, the grantee
should address any questions the applicant has concerning orientation to WIOA. The Grantee
should complete the Release of Information, the Receipt of Information and the Rights Handout
for Applicants and Participants and scan signed copies in SCWOS. Each applicant shall be given
a copy of the signed documents.

2.7.12

The completed WIOA Application must be printed and signed by the applicant and grantee. The
certification file will include the WIOA Program Application (to include all eligibility
verification documents), Self-Attestation forms, supplemental Information if applicable, Receipt
of Information, Participants Rights Handout, and the Release of Information form. A Participant
File Checklist should be used to verify all certification/verification documents are on file. Again,
all documents must be scanned into SCWOS. This is how the file will be monitored for
compliance.

2.8

Participation

2.8.1

There cannot be more than 90 days between the eligibility determination date and the
participation date. If such time elapses, the grantee must review the WIOA Application with the
individual and make any necessary changes to the application including, but not limited to,
address and employment status changes. When it is necessary to update information shown on
the WIOA application, the eligibility date must be revised to indicate the date the updates are
made. The updated application must be printed and signed by the applicant and the grantee.

2.8.2

Following eligibility determination, the enrollment date for adults will be the date the in-depth
interview is conducted. The case managers will review procedures on how to file a grievance if
they feel their rights have been violated. Case Notes should be entered to track reasons
participants are not enrolled into WIOA. All files that receive eligibility but not enrolled are
required to be stored for a minimum of 3 years from date of eligibility.

2.9

Individualized Career Services
The grantee is responsible for coordinating individualized career services in the SC Works
Centers. These services include: Assessment, Individual Employment Plan, Group Counseling,
Individual Counseling, Career Planning, Short Term Prevocational Services, Internships and
Work Experiences, Financial Literacy Services, Workforce Preparation Activities, and see full list
outlined in TEGL 03-15.
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2.9.1

Assessments
Assessment is driven by an in-depth interview between the applicant and the case manager. The
in-depth interview allows the applicant and the case manager to discuss the applicant’s past work
history and education, present needs/desires, and future unsubsidized employment goals as shown
on the In-depth Interview Process flow chart (Attachment I). The interviewer should address the
applicant’s interests, aptitudes, and barriers to employment. The case manager should assist the
applicant with exploring their expressed career objectives and the job market for such career. A
discussion outlining which WIOA activities can help them accomplish this goal should take
place. There are many assessment tools available in the resource room including Career Ready
101. Many informal tools are also available online to assess transferable skills or work values.
The case manager should use his/her professional discretion to determine which assessment
tool(s) are necessary in order to assist the participant in accomplishing the career goals discussed.
When the interview takes place, the individual should be enrolled in SCWOS Activity Comprehensive Assessment and the in depth interview must be documented in the case note. The
Objective Assessment Summary in SCWOS should be completed, signed by staff and participant
and scanned into SCWOS.
During the in-depth interview, the importance of WorkKeys will be emphasized by the case
manager. It is the goal of the Trident Workforce Development Board for each applicant to
receive at least a silver Work Ready SC certificate (a score of 4 in Applied Math, Locating
Information, and Reading for Information). When a participant’s occupational goal or OJT
employer-required WorkKeys scores are less than 4, the case manager may not require attainment
of a silver Work Ready SC certificate. The need for WorkKeys and its remediation is based on
the need for WorkKeys scores in the participant’s chosen occupation; however, the case manager
should note in the “In-Depth Interview” case note that the employer for which the applicant is
going to work does not require WorkKeys. Occupation-specific WorkKeys levels are available
online at www.act.org/workkeys. WorkKeys is not required for reverse referral OJT participants.
It is not necessary to conduct a new interview, evaluation, or assessment of a participant if the
grantee determines that it is appropriate to use a recent interview, evaluation, or assessment of the
participant conducted pursuant to another education or training program.
All assessment test results must be recorded on the applicable assessment screen in SCWOS.

2.9.2

Development of the Individual Employment Plan
Upon completion of the comprehensive assessment of the customers’ skill levels,
aptitudes, abilities and supportive services needs, a planning session will be conducted
to review assessment results, develop the Individual Employment Plan in SCWOS, and schedule
WIOA activities that are needed to reach the Plan goals. The individual employment plan (IEP)
is an individualized career service, jointly developed by the participant and case manager that
may be appropriate for an individual. The plan includes an ongoing strategy to identify
employment goals, achievement objectives, and an appropriate combination of services for the
participant to achieve the employment goals. IEPs are one of the most effective ways to serve
individuals with barriers to employment to coordinate the various services including training
services they may need to overcome their barriers.
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Goals should indicate what the individual hopes to accomplish from participation in the WIOA
program. Objectives are the relevant steps planned for the participant in order to achieve each
specified goal. All adults enrolled in WIOA must have an employment goal. If KeyTrain
remediation is necessary, a work readiness goal should also be identified on the Plan. Other types
of goals may also be set such as training, basic skills, etc., depending on the individual’s
plan/needs. Goals may be short term (<160 days), intermediate term (160-365 days), or long
term (> 365 days). Goal types may include Employment, Training (occupational, OJT), Basic
Skills, Education (HS/GED), or Work Readiness. IEP goals should be specific, measurable,
attainable, relevant, and time driven. Goals and associated objectives identified on the Plan
should be closed upon completion of each goal. The Plan should be closed when WIOA case
closure occurs unless there are open partner program goals associated with the Plan. Coordination
with partner program staff should be maintained to ensure closure of the Plan takes place when
services by all partner programs are completed. The closure date should be the date the last
service is received.
The individual Employment Plan must be printed and signed by the participant and the case
managers. The Plan must be reprinted and signed by both parties when new goals are added. The
signed copy should be scanned into SCWOS.
Since WIOA is not the only program with requirements for an IEP and only one active Plan may
be open in SCWOS at a time, development of the IEP should be coordinated among all
employment and training programs. Goals established should identify all employment and
training programs for which the established goal pertains.
A complete record of the planning session as well as subsequent case management/
counseling/progress sessions will be documented in the case notes.
2.9.3

Career Planning
The development of the IEP involves career planning which is the provision of a client- centered
approach in the delivery of services, designed:
 to prepare and coordinate comprehensive employment plans, such as service strategies,
for participants to ensure access to necessary workforce investment activities and
supportive services, using, where feasible, computer-based technologies; and
 to provide job, education, and career counseling, as appropriate, during program
participation and after job placement.

2.9.4

Short Term Prevocational Services
Short Term Prevocational Services are designed to prepare individuals for unsubsidized
employment and training and may include services such as the following:
 Study skills;
 Communication skills (oral and/or written);
 Interviewing skills;
 Work skills such as punctuality, safety, manufacturing skills, professional conduct,
conflict resolution, etc.;
 Basic computer skills, such as short courses in Word, Excel, Access, etc.; and
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2.9.5

Pre-Occupational Skill Classes designed to prepare participants for entry into
Occupational Skills Training.
May be provided one-on-one, in small groups or in a larger, more formal classroom
setting.
The providers and services must be on the local provider list.

Financial Literacy Services
Financial Literacy services help individuals prepare for and transition to employment and/or
training services with the knowledge and skills they need to achieve long-term financial stability.
Supporting the provision of career services financial literacy includes;
 supporting the ability of participants to create household budgets, initiate savings plans,
and make informed financial decisions about education, retirement, home ownership,
wealth building, or other savings goals;
 supporting the ability to manage spending, credit, and debt, including credit card debt,
effectively;
 increasing awareness of the availability and significance of credit reports and credit
scores in obtaining credit, including determining their accuracy (and how to correct
inaccuracies in the reports and scores), and their effect on credit terms; supporting the
ability to understand, evaluate, and compare financial products, services, and
opportunities; and
 Supporting activities that address the particular financial literacy needs of non-English
speakers, including providing the support through the development and distribution of
multilingual financial literacy and education materials.

2.9.7

Workforce Preparation Activities
Workforce Preparation Activities are activities designed to help an individual acquire a
combination of basic academic skills, critical thinking skills, digital literacy skills, and selfmanagement 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.

2.10

Eligibility for Training Services

2.10.1

Training services may be made available to employed and unemployed adults and dislocated
workers who:
1.

The grantee determines after an interview, evaluation, or assessment, and career
planning are:
a.

b.

c.

Unlikely or unable, by only receiving career services to obtain or retain
employment that leads to economic self –sufficiency or wages comparable to or
higher than wages from previous employment;
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
Have the skills and qualifications to participate successfully in training services.
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2.

Have selected a program of training services that is directly linked to
employment opportunities in the local area or the planning region, or in local area to
which the individuals are willing to commute or relocated;

3.

Are unable to obtain grant assistance from other sources to pay the cost 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; and

4.

If training services are provided through the adult or dislocated worker funding stream,
are determined eligible.

5.

Training Providers must be approved and on the State and local Eligible Training
Provider list in SCWOS.

2.10.2

At a minimum, an individual must receive either an interview, evaluation, or assessment, and
career planning or any other method through which the one-stop operator or partner can obtain
enough information to make an eligibility determination for training services. Where appropriate,
a recent interview, evaluation, or assessment, may be used for the assessment purpose.

2.10.3

The case file must contain a determination of need for training services as determined through the
interview, evaluation, or assessment, and career planning informed by local labor market
information and training provider performance information, or through any other career service
received.

2.10.4

There is no requirement that career services be provided as a condition to receipt of training
services; however, if career services are not provided before training, the grantee must document
in the case notes the circumstances that justified its determination to provide training without first
providing the services. For example, if an individual is seeking WIOA assistance with completion
of a four year degree and this is determined during the in-depth interview, then the case manager
is allowed to provide training services without requiring career services, such as additional
assessment.

2.10.5

There is no Federally-required minimum time period for participation in career services before
receiving training services.

2.10.6

Training in the targeted high demand occupational sectors described in Trident local policy, local
and regional plan must be adhered to when assessing participants’ training needs and developing
the IEP.

2.10.7

Participants must be referred to occupational training that will result in a wage increase or will
result in the participant earning a wage that meets the LWDA self-sufficiency definition. See
Self-Sufficiency policy for Adults and Dislocated Workers.

2.10.8

Training services shall be provided in a manner that maximizes consumer choice in the selection
of an eligible provider of such services.
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2.10.9

The Grantee will be responsible for assisting the customer with getting the WIOA Training
Budget completed and issuance of the Individual Training Account (ITA) Voucher.

2.10.10

Occupational skills training must not exceed the local Training Services Policy lifetime training
cap established by the Trident Workforce development Board or the State Instruction letter
number 10-02 WIA Participant Lifetime Individual Training Account (ITA) Cap.

2.10.11

In determining the appropriate occupational skills training for a participant, his/her ability to
perform the job for which he/she is being trained must be taken into consideration (i.e. an
individual with an unsatisfactory driving record should not be enrolled in truck driver training; an
individual with physical limitations should not be enrolled in training for a profession that
requires lifting, etc.).

2.10.12

The WIOA staff will provide case management during the participant’s training and enter case
notes that track satisfactory progress. Semester grades must be maintained in the participant’s
file and recorded in the case notes. Time and attendance documentation must be maintained for
all participants receiving training services. Prior to completing a budget for the subsequent
semester, the prior semester’s grades and timesheets must be on file.

2.10.13

All payments to eligible training providers, OJT employers, and supportive services providers
will be made by the Grantee.

2.11

Satisfactory Progress for WIOA Participants in Classroom Training

2.11.1

Career Coaches/Case Management staff are responsible for monitoring the progress of their
participants in classroom training. The LWDA may deny continued financial aid to any
participant not making satisfactory measurable progress. Efforts to monitor participant progress
should be detailed in the case notes.

2.11.2

Participants attending non-title IV approved training programs shall be deemed as making
satisfactory progress if they attain a cumulative grade point ratio of 2.0, the letter/numerical
grade, or other criteria as defined by the eligible training provider.

2.11.3

The Grantee must follow the local area’s revolving door policy in considering participants for reentry and training.

2.11.4

Participants may not change courses, degree and/or career fields from their original Individual
Employment Plan without prior approval. The Local Workforce Development Area will not be
responsible for tuition costs or related expenses associated with occupational training that is not
specified in a mutually agreed upon Individual Employment Plan. Staff may present extenuating
circumstances to the LWDA for consideration of exceptions to this policy on a case-by-case
basis. Under no circumstances may a participant train in more than two curricula during
participation in WIOA. This limitation does not apply to successful completion of a
course/curriculum that leads to an advanced curriculum.
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2.11.5

Training services that may be provided during participation in the WIOA program and the related
numeric codes in SCWOS are described in the Adult/DW Activity Code Definitions and may be
accessed from the Staff Online Resources screen in SCWOS.

2.12

Eligible Training Provider List

2.12.1

In light of the passage of the new legislation Workforce Innovation and Opportunity Act
(WIOA), there have been substantial changes to the workforce law which includes the Eligible
Training Provider List (ETPL) policies and eligibility procedures. The established eligibility
criteria and procedures will be made available to State, Local Boards and WIOA participants and
a list of eligible providers who meets the establish criteria will be published. The LWDA will
communicate any changes or further instructions regarding the ETPL.
Grantees may refer customers to eligible service providers only. Eligible service providers are
listed on the Statewide List of Eligible Service Providers and are updated on an as-needed basis.
The Statewide List of Eligible Service Providers may be accessed in SCWOS on the Staff Online
Resources page. Costs incurred for customers attending institutions/courses of study that are not
eligible to receive WIOA funds will be disallowed. Should there be any question about whether
an institution and/or course are on the approved list, the LWDA should be contacted.

2.13

Facilitation, Payment & Tracking of WIOA Participant Training and Supportive Services

2.13.1

The grantee is responsible for payment of ITAs, OJT reimbursements, and, when necessary,
supportive service payments to individual participants and to enter amounts paid in the Grantee’s
financial tracking system. The Administrative Entity appropriate staff must be given access to
financial tracking systems for monitoring purposes.

2.13.2

The Grantee shall:
1.
2.

3.
4.
5.
6.
2.14

Ensure payments are only made for eligible WIOA adults and dislocated Workers
Ensure payments are made for participants who receive training in the targeted high
demand occupations and their relevant occupational sectors described in The Training
Service Policy, Local and Regional Plan
Ensure completion of the Training Services Budget and issuance of the Individual
Training Account (ITA) voucher for WIOA-funded adults/dislocated workers (DW).
Ensure the lifetime ITA limitation is not exceeded for both local and State.
Ensure issuance of reimbursements to eligible training providers, OJT employers, and
supportive service vendors or individual participants when necessary.
Ensure supporting documentation is maintained for all funds disbursed.

Individual Training Accounts (ITAs)

2.14.1

When the Grantee staff recommends a customer for training services, the career consultants shall:
 Ensure the customer has completed the Free Application for Federal Student Aid
(FAFSA), if applicable;

2.14.2

The grantee shall provide individualized case management to the customer for the duration of the
occupational classroom training.
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2.14.3

The Trident LWDA’s ITA policy is that all available federal and non-federal assistance or other
sources of financial aid or assistance, including the Federal Pell Grant, shall be applied against
the customer’s cost of training before WIOA funds.

2.14.4

The grantee is encouraged to leverage other training funds offered such as Project HOPE.

2.15

Work Based Training

2.15.1

Work Based Training is employer driven with the goal of unsubsidized employment after
participation. Work Based Training involves a commitment by the employer or employers to
fully employ successful participants after they have completed the program. 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. There are several work based models that can be used to target different job seekers
and employer need: Incumbent Worker Training, Registered Apprenticeship and On the Job
Training(OJT).

2.15.2

Incumbent Worker Training
Incumbent Worker Training is designed to meet the special requirements of an employer
(including a group of employers) to retain a skilled workforce or avert the need to lay off
employees by assisting the workers in obtaining the skills necessary to retain employment. It is
conducted with a commitment by the employer to retain or avert the layoffs of the incumbent
workers trained.

2.15.3

Registered Apprenticeship
A Registered apprenticeship is an employer-sponsored flexible training program that cultivates
highly skilled workers who meet the workforce demands of a competitive global economy.
Registered apprenticeships
1.
2.
3.
4.

Are initiated by an employer or group of employers with similar training needs;
Combine specialized On- The- Job training with job related education often delivered
by a technical college;
Include a “scalable” wage component, so that those who successfully complete the
program see a demonstrated increase in wages; and
Are registered with the US Department of Labor, showing an employer’s visible
commitment to developing a high quality workforce that meets nationally-recognized
training standards.

Individual Training Accounts (ITAs) can be used to support individuals in Registered
Apprenticeships for the following purposes:

1.
2.

Pre-Apprenticeship training is a program or set of strategies designed to prepare
individuals to enter and succeed in a registered apprenticeship program and has a
documented partnership with at least one, registered apprenticeship programs ;and
Training tuition for a registered apprenticeship program to the training provider.
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Supportive Services and Work Based Training options as defined in Section 2.15 may also be
used to support participants in Registered Apprenticeships.
All grantees are required to utilize Apprenticeship Carolina.
2.15.4

On-the-Job Training (OJT)
The grantee will arrange OJT for individuals in need of such training. The OJT should be in line
with the participant’s long-term goals as well as provide a level of self-sufficiency at the close of
the OJT. The Grantee must follow the local area OJT policy.
1.

OJT is provided by an employer to a WIOA customer on the company’s payroll while
he/she is engaged in productive work that provides knowledge or skills essential to the
full and adequate performance of the job. As an allowable activity under the Workforce
Innovation and Opportunity Act, employers with 100 or more employees may be
reimbursed up to 50 percent of the wage rate of the customer, for the extraordinary costs
of providing the training and additional supervision related to the training. In certain
circumstances, an employer who is classified as a small business or who agrees to
employ an individual with barriers to employment may be eligible for OJT
reimbursement up to 75 percent of the wage. OJT may be provided by an employer in the
public, private non-profit, or private sector.

2.

OJT is a training option meant to be conducted in the highest skill occupation appropriate
for the eligible customer. It is not subsidized employment for low-skill occupations that
need very little training time. The duration of the training is limited to the period of time
required for a customer to become proficient in the occupation for which the training is
being provided. See Policy

3.

OJT contracts may be written for eligible employed workers when eligibility criteria has
been met and the OJT relates to the introduction of new technologies, introduction to new
production or service procedures, upgrading to new jobs that require additional skills,
workplace literacy, or other purposes identified by the Local Workforce Development
Board.

4.

WIOA funds may not be used for the encouragement or inducement of a business or part
of a business to relocate from any location in the United States if the relocation results in
any employee losing his or her job at the original location.

5.

OJT contracts will not be written with employers who exhibit a pattern of failing to
provide OJT customers with continued long-term employment as regular employees with
wages and employment benefits (including health benefits) and working conditions at the
same level and to the same extent as similarly situated employees.

6.

The grantee will orient all employers entering into contract agreements as to their
responsibilities under the contract agreement. Prior to funding OJT, the grantee will
create an OJT Contract Agreement and complete the employer information. A copy of the
liability and Worker’s Compensation Insurance must be obtained. A training plan must
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be included. The signed contract must be scanned into SCWOS and appropriate activity
code entered in SCWOS. The Employer information must be entered and recorded in the
appropriate screen in SCWOS.

7.

At the time of contract finalization, the monthly reimbursement process will be covered
with the employer. Time and Attendance records must be completed and maintained on
file by the employer and forwarded to the grantee. The grantee will create the payment
voucher, and submit the payment voucher with attached time sheets to the grantee’s
Accounts Payable department for payment.

8.

To ensure that nepotism does not occur in an OJT position, each participant, prior to
enrollment in an OJT slot, must sign and date the OJT Nepotism Statement (Attachment
P) which certifies that no member of his/her immediate family is engaged in an
administrative capacity with that OJT employer. This document will be placed in the
customer’s file.

9.

OJT customers shall be compensated by the employer at the same rates, including
periodic increases not related to individual performance, as similarly situated employees
or trainees but in no event less than the minimum wage prescribed under the Fair Labor
Standards Act, as amended. The hours worked will be reimbursed based on the
employer’s “normal” workweek. Customers will work the same standard hours as other
employees and will receive the same wages and benefits as other employees in similar
job classifications.

10.

The training outline/length of training indicated in the OJT contract is based on the
employer’s “normal” work week. Therefore, any overtime hours worked by an OJT
customer will not count against the negotiated length of training in the OJT contract. The
grantee will not reimburse the employer for overtime work by OJT customers. Overtime
is defined as “hours over the contracted work week hours.”

11.

Using O*Net or similar occupational information, contracts should be jointly developed
with the employer to include an estimated break-down by number of hours or number of
days of training required for the skills the participant will learn as he/she moves through
the training. The grantee should interview the customer to inquire if the training is being
provided in accordance with these documents.

12.

The duration of a participant’s training must be limited to the period of time required for
the customer to become proficient in the occupation for which the training is being
provided. In determining the appropriate length of training, consideration should be
given to the skill requirements of the occupation, the customer’s academic ability, and the
skill level of the individual’s prior work experience. The Specific Vocational Preparation
Code (SVP) associated with the occupation code for the position, found in O*Net, will be
used to determine the duration of the training. The grantee will document in SCWOS
case notes the type and length of OJT.

13.

Periodic monitoring must be done on-site to sufficiently assure the validity and propriety
of amounts claimed for reimbursement, that they are substantiated by payroll and time
and attendance records, and that training is being provided as specified in the sub-
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contract agreement. OJT employers will be monitored at least once during the active
period of the OJT contract.

2.16

14.

OJT contracts may be written with employers who are represented on the Trident
Workforce Development Board. These employers must not be given preferential
treatment of any kind.

15.

OJT contracts may be written with registered apprenticeship programs or participating
employers in registered apprenticeship programs for the on-the job training portion of the
registered apprenticeship program consistent with the requirements of on-the job training.
The grantee may cover some or all of the registered apprenticeship training depending on
the length of the registered apprenticeship and State and local OJT policies.

On-the Job Training (OJT) Employed Workers
The grantee will be responsible for writing OJT contracts for eligible employed workers. The
OJT for employed workers should still be in line with the participant’s long-term goals as well as
provide a level of self-sufficiency at the close of the OJT.
1.

The employee is not earning a self-sufficient wage as determined by the Local Workforce
Development Board policy.

2.17

Job Ready

2.17.1

When the participant is ready to begin job development/job search services, the grantee shall
ensure that the participant is job ready. The LWDA definition for job ready is as follows:
1.
2.
3.
4.
5.
6.
7.

Requires no skills training (have completed training, are close to completion of training,
or require no training);
Has a properly developed resume in SCWOS;
Has received interviewing skills advice as needed;
Has participated in workshops offered in the SC Works Center, as needed;
Has WorkKeys scores, if applicable, in Reading for Information, Applied Mathematics,
and Locating Information; See policy on levels
Has reliable transportation and childcare plans in place in the event of finding a job; and
Has a business-friendly e-mail address and voicemail greeting.

2.17.3

The grantee is required to facilitate job club activities in each county for WIOA participants in
job development services. Participants’ attendance will be strongly encouraged as a part of the
job search plan.

2.18

Business Services

2.18.1

The grantee will be responsible for Business Services to include utilizing and working with
partners and overseeing the business Service Team to provide employer services. These services
are:
1.

Customized screening and referral qualified participants in training services to
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employers.

2.18.2

2.

Customized employment-related services to employers, employer associations, or other
such organization on a fee for service basis that are in addition to labor exchange services
available to employers under the Wagner-Peyser Act.

3.

Activities to provide business services and strategies that meet the workforce
development needs of area employers as determined by the Local Workforce
Development Board and consistent with the local plan.

The grantee will coordinate the activities of the Business Service Team.

2.18.3

The grantee will maintain a Monthly Employer Contact Log and submit it to the Berkeley
Charleston Dorchester Council of Governments’ Workforce Development Director monthly.

2.18.4

The grantee will maintain a monthly Business Services Team meetings and a quarterly Partner’s
meeting.

2.19

Supportive Services Provisions

2.19.1

Supportive services are an allowable expense under WIOA. However, currently supportive
services payments have been suspended. For limited exceptions, the case managers may submit a
written request to the LWDA Director for supportive services.

2.20

Coordination with Programs under Title IV of Higher Education Act including Pell Grant
and other Financial Aid Sources

2.20.1

Training services shall be limited to individuals who are unable to obtain other grant assistance
for such services, including Federal Pell Grants or who require assistance beyond the assistance
made available under other grant assistance programs under Title IV of the Higher Education Act
(HEA). The mix of WIOA and other grant assistance should be documented in the case notes.

2.20.2

Educational training services may be provided to adults who otherwise meet the requirements
while an application for a Federal Pell Grant is pending, except that if such individual is
subsequently awarded a Federal Pell Grant, appropriate reimbursement shall be made to the local
area from such Federal Pell Grant.

2.20.3

SC lottery funds will be leveraged and utilized first and coordinated with WIOA assistance.

2.20.4

A participant is not required to leverage student loans in determining the amount of financial
assistance for training under WIOA. However, student loans received by participants must be
considered a personal resource in determining supportive service needs.

2.21

Case Notes and Components of the Case Record

2.21.1

Case notes should be a part of each customer's SCWOS record. These notes should support the
goals identified in the Plan to include significant contacts with the customer regarding goal
setting, monitoring progress, problem solving, and changes in the Individual Employment Plan.
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Case notes are to be entered in the participants’ record in SCWOS a minimum of every 30 days.
This does not include participants’ records whereas case closure has been created and WIOA and
case is open due to WP activities.
2.21.2

It is expected that the grantee be constantly aware of the circumstances of their
participants. The grantee should ensure contact is made and documented in the case
notes within each calendar month.

2.21.3

Case notes should be entered in SCWOS on the date the case management event
occurs. Direct contact with the participant or the instructor for individuals in classroom
training (either face-to-face, via email, social media, text or on the telephone) should be
made during each calendar month. A case note must be entered in each active
participant’s record in SCWOS at a minimum of every thirty (30) days.

2.21.4

General Rules about case notes are as follows:
1.
2.
3.

4.

5.
6.
7.

8.
9.
10.

11.
12.
13.

Case notes are tied to the individual, not the WIOA Application.
Case notes should support, not duplicate, information in the Activity Records and other
SCWOS screens.
Case notes should include information related to the individual’s WIOA participation.
They should include meaningful, additional information related to WIOA
activities/services, educational progress and/or employment. Also include information on
barriers and supportive services provided. Avoid comments that are not related to
employment and training issues.
For activities such as career counseling and comprehensive guidance and counseling, the
case note should provide a summary of the counseling/guidance session, including the
details of the topics discussed, corrective action plan/next steps, follow-up planned,
further services needed, etc. This will include career counseling/planning related to
career choice, change or adjustment.
The length of the case note is not important. The value of the content is important. Ask
questions that require more than a yes or no answer.
Case notes should include information on missed appointments and attempts to contact
the individual.
Case notes should include contacts with instructors, employers, etc. to follow progress in
training or employment. The case managers should acquire the instructor’s or employer’s
email addresses to follow-up on participant’s progress.
The subject of the case note should be meaningful. (Example: transportation problem,
GED, CNA training, instead of monthly contact, telephone call, file update, etc.)
Generic case notes should be avoided. Do not copy and paste same case note into every
file. (Example: Sent Christmas card.)
Suppressed case notes can be viewed by every staff member in your local area with
privileges to view WIOA records and all state administrative staff. Therefore, case notes
should not include information of a confidential nature such as criminal activity, drug
abuse, alcohol abuse, domestic abuse, medical records, etc. The case note should indicate
that confidential information is in a locked file. (Information in a locked file can be
subpoenaed.)
Do not name other participants/students in case notes.
Use appropriate capitalization and grammar. Be careful with pronouns. Use spell check.
It is not necessary for the case managers to print case notes for the hard copy file.
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SCWOS entries are sufficient.
2.22

SC Works Online Services (SCWOS)

2.22.1 The Contractor will be required to adhere to SCWOS. SCWOS is an online system for WIOA
intake, case management, tracking of services, follow‐up and reporting. The WIOA tracking
component is designed to help staff better serve WIOA participants and collect accurate
information for reporting. Updates to the SCWOS manuals are available in SCWOS on the Staff
Online Resources page. The Contract is required to use the document feature in the system to
upload and/or scan documents into the system. These documents include but not limited to:
Verification for Eligibility, Receipt of Information forms, signed ISS, Vouchers, training approval
documents, documents for supportive services, etc. Beginning in Program Year 2017, the
Individual Fund Tracking feature must be used to generate vouchers. Vouchers must be created
and signed and included as part of the documentation sent with the invoices. The Contractor
may continue to use their vouchers system and the Vouchers from SCWOS will be in addition to
those.
The South Carolina Works Online Services (SCWOS) system is a real-time, on-line system for
WIOA intake, case management, tracking of WIOA/WP/TAA services, follow-up and reporting.
SCWOS was designed with built-in business rules and user-friendly selection lists to ensure data
consistency and reduce the number of data entry errors. Text entry has been kept to a minimum
(initial input of personal information, case notes and comments).
Individualized Career Services activities must be recorded and tracked in the SCWOS system.
Services provided by partner programs are also reported in SCWOS either under the WagnerPeyser Program, Trade Program, or as partner-funded activities under the WIOA program.
2.22.2

Individualized Career Services activities that may be provided during participation in the WIOA
program and the related numeric codes in SCWOS are described in the Adult/DW Activity Code
Definitions and may be accessed from the Staff Online Resources screen in SCWOS.

2.22.3

Case managers have a maximum of 15 (fifteen) days to input all activity start and end dates
including the initial enrollment activity.

2.22.4

Case note create dates are system dated on the day they are entered. The contact date should
indicate the date contact is made for which the case note pertains.

2.22.5

Each participant must be assigned to a primary case manager in SCWOS. Participants should be
reassigned as necessary. The staff person to whom the participant is assigned is responsible for
entering activity records and case notes in SCWOS.

2.22.6

SCWOS system alerts allow the case managers to receive notification regarding individuals that
are assigned to their case load. These alerts are tools that assist the case managers in preventing
system closing of activity records and unintentional soft exits from occurring. The following
alerts must be set by each case manager:
 WIOA Activity Projected End Date - This alert will notify the assigned staff person when
an individual in their case load has a projected WIOA activity end date about to expire.
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WIOA Activity Projected Start Date - This alert will notify the assigned staff person
when an individual in their case load has a projected WIOA activity start date about to
expire.
Soft Exit - This alert will notify the assigned staff person when an individual in their case
load is about to soft exit.

The Job Order Alerts should be set by the Grantee’s Business Services Coordinator to assist with
managing job orders for employers assigned to their case load.
2.22.7

A participant who does not receive any WIOA-funded or non-WIOA funded partner services for
90 days and is not scheduled for any future services except follow-up services will be exited
automatically by the SCWOS system. Wagner-Peyser (WP) and SCWOS self-service activities
will extend the WIOA exit date. All self service activities are displayed in SCWOS as WP
services. Once the participant has not received any WIOA-funded services, partner-funded
services, or the above mentioned self-services for 90 days, the date of exit is applied retroactively
to the last day on which a WIOA service, partner-funded service, or self-service was received
(last activity Actual End Date).

2.22.8

Participants who will have a planned gap in service for greater than 90 days should be placed in
“hold status” to prevent system exit from occurring. Participants are placed in hold status by
creating an activity record in SCWOS using activity code 001 – In Hold Status. Participants
may only be placed in hold status for one of the following reasons:
1.
2.
3.

Delay before training, such as waiting for class to begin
Health/medical condition or providing care for a family member with a heath/medical
condition
Temporary move from the area, including National Guard or other related military
services
*Health/medical condition does not include pregnancy unless there are extenuating
circumstances and the participant’s doctor has indicated training/work should be
postponed for a period of 90 days or more. Providing care for a family member means
full-time custodial care for an immediate family member.

The gap in services may last no more than 180 days from the date of the last service (last activity
end date). If necessary, a consecutive 180 day gap may be granted with prior LWDA approval.
The case managers must document all gaps in service that occur and indicate the reason for the
gap in the case notes.
When placing a participant in hold status, the next planned activity must also be entered in
SCWOS with a projected start date which matches the projected end date of the hold
status activity record (001).
2.22.9

Participants must not be left in an open activity for the purpose of preventing system exit when
services are not being provided or when the case manager is unable to make contact with the
participant. If the Case manager is unable to make contact with the participant for 90 days, the
activity must be closed on the last date of documented attendance.
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2.22.10

There are certain exit reasons that exclude participants from performance measures. The
condition must be expected to last for more than 90 days and must be documented. This is
referred to as a hard exit. When one of the following conditions occurs, the exit should be entered
in SCWOS by the case managers on the Program Outcome screen with the appropriate reason
indicated in the “Other exit reason” field. The last date of service (last activity end date) will be
the exit date.
1.
Institutionalized – The participant is residing in an institution or facility providing
24-hour support such as a prison or hospital.
2.
Health/Medical or Family Care - The participant is receiving medical treatment or caring
for a family member with a health/medical condition that precludes entry into
employment or continued participation in the WIOA program.
3.
Deceased
4.
Reserve Forces Called to Active Duty
5.
Youth Relocated to a Mandated Program (the youth is in the foster care system or
another mandated (residential or non-residential) program and has moved to another
area as a part of such program. This does not include relocation to a Job Corps
Center.

2.22.11

In order to correct data errors in participant files, a change request form must be completed and
submitted to the LWDA by the grantee. All pertinent items on the change request form must be
completed. The grantee should ensure that the submission of change requests forms is kept to a
minimum. The most recently updated version of the change request form can be obtained from
the Staff Online Resources page in SCWOS.

2.22.12

SCWOS Ad Hoc reports must be reviewed. Corrections should be made as required and a report
on the corrective action taken must be provided upon request.

2.23

Customer Follow-up and Employment and Retention Verification

2.23.1

WIOA Regulations establish the entry of customers into unsubsidized employment and
employment retention as core indicators of performance. Unemployment Insurance (UI) records
are the primary data source for entered employment and retention.

2.23.2

Upon completion of a participant’s WIOA participation, the grantee will conduct an exit
interview with the participant. During the interview, the participant’s social security card should
be reviewed and checked against the social security number recorded in SCWOS to ensure
accuracy since UI wage records are reported by social security number. Alternate contact
information should also be collected. Employment information should be obtained from the
participant and recorded on the WIOA case closure screen in SCWOS.

2.23.3

If it is determined that the employment is covered under UI, collection of supplemental
documentation will not be required. In addition, the quarterly follow-up screens will not need to
be completed. However, participants should be advised to contact the grantee in the event they
lose their jobs or should job-related problems arise.

2.23.4

Supplemental data should be collected for four quarters following exit for participants who are
self-employed or working for an employer not covered under UI. The individual’s employment
status must be recorded and verified on the appropriate quarterly follow-up screen in SCWOS.
The following items are acceptable as documentation of employment and retention:
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1.

An Employment Verification form indicating hire date, signed and dated by the employer
or employer’s designee.

2.

A signed statement by another authorized individual who has knowledge of the
customer’s employment status and earnings (e.g. State Department of Revenue
Personnel).

3.

A letter or earnings record, payroll record, photocopy of payroll check etc. from
employer.

4.

A copy of check stub(s) from the participant.

5.

Documented telephone contact with the employer indicating the name of the contact
person, contact’s job title, and the date of contact.

6.

For self-employed individuals, verified copies of business records or documented
verification from contracting agencies or major clients. Document contact name, job
title, and contact date.

7.

An authorized data record from a recognized source of employment records (such as The
Work Number).

2.23.5

Participants who did not work during the second quarter after exit should be archived. No
additional follow-up is required. This should be documented on the 2ndquarter follow-up screen in
SCWOS indicating the individual did not work during the second quarter after exit.

2.23.6

The SCWOS Follow-Up Ad Hoc reports should be used to assist in identifying individuals who
did not have UI wages or supplemental wages reported during each quarter. These may be
individuals who were previously employed with an employer covered under UI but are now
working for a non-UI employer or are no longer employed. Follow-up for individuals shown on
these reports must be conducted to determine if the individual worked during the quarter. For
employed individuals, supplemental data should be collected and recorded on the appropriate
follow-up screen in SCWOS. If not employed during the quarter, the appropriate quarterly
follow-up screen should be completed in SCWOS indicating the individual did not work during
the quarter. The participant’s file may then be archived and no additional follow-up is required.
Unemployed individuals should be encouraged to visit their local SC Works Center or conduct
job searches in SCWOS. Follow-Up for adults and dislocated workers will require the fourth
quarter follow-up screen be completed in SCWOS starting in July 1, 2016 as the performance
measure will have changed.

2.23.7

If contact cannot be made to verify the employment status for the quarter, the appropriate
quarterly follow-up should be completed in SCWOS indicating ‘Cannot Locate’ as the status at
follow-up. The participant’s file may then be archived and no additional follow-up is required. At
least five contact attempts must be documented during the quarter prior to recording this status.
Different methods should be utilized in attempting contact such as calling at different times of the
day, sending a letter or postcard, and utilizing alternative contact numbers.

28 | P a g e

Page 57

2.24

Performance Standards

2.24.1

The grantee's performance standards and other contractual requirements will be evaluated on an
ongoing basis to determine the need to de-obligate funds or implement other corrective action if
the Administrative Entity determines performance is below standard.

2.24.2

The grantee must prepare to accomplish WIOA Adult and dislocated worker Performance
Measures in Program Year ‘2017. WIOA Adult and dislocated Worker Performance measures
are the following Placement in Employment/Retention in Employment, Median Earnings,
Credential Rate, In Program Skills Gain, and Employer Services.
Placement in Employment – Adult/DW Employment Rate 2nd Quarter After Exit
The percentage of participants who are in unsubsidized employment in the second quarter after
exit from the program. Bench Mark is 73.1% for Adults and 77% for DW
Retention in Employment – Adult/DW Employment Rate 4th Quarter After Exit
The percentage of participants who are in unsubsidized employment during the fourth quarter
after exit from the program. Bench Mark is 70.8% for Adults and 75% for DW
Median Earnings – Adult/DW Median Earnings 2nd Quarter After Exit
Median earnings of participants who are in unsubsidized employment during the second quarter
after exit from the program. Bench Mark is $5,100 for Adults and $7,000 for DW
Credential Rate – Credential Attainment Within 4 Quarters After Exit
The percentage of participants who obtained a recognized postsecondary credential or a
secondary school diploma, or its recognized equivalent during participation in or within 1 year
after exit from the program. A participant who has obtained a secondary school diploma or its
recognized equivalent is only included in this measure if the participant is also employed or is
enrolled in an education or training program leading to a recognized post-secondary credential
within 1 year from program exit. Bench Mark is 51% for Adults and 54.4% for DW
In Program Skills Gain
The percentage of participants who during a program year, are in an education or training
program that leads to a recognized postsecondary credential or employment and are achieving
measurable skill gains, defined as documented academic, technical, occupational or other forms
of progress towards such a credential or employment.

2.25

Monitoring

2.25.1

Monitoring is a primary tool for the identification of strengths and weaknesses in the operation of
WIOA programs and delivery of services at the grantee level. Monitoring will be performed by
LWDA staff, Workforce Development Board (WDB) members, and others involved in the
oversight responsibility of the WIOA program.
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2.25.2

Monitoring will begin as soon as the grant is fully executed and will be on-going. The review will
cover all aspects of each grantee’s operation using desk-top and on-site monitoring techniques.

2.25.3

The grantee acknowledges the right and responsibility of the Workforce Development Board
and/or its representatives, the State Administrative Entity, and the US Department of Labor
(DOL) and/or its representatives under provisions of the WIOA to conduct program oversight or
monitoring on an announced and/or unannounced basis where WIOA funds are expended. The
grantee shall further assist in a cooperative manner the agents or representatives of the
aforementioned entities when conducting on-site monitoring or audits of WIOA-funded program
activities.

2.25.4

The Trident Workforce Development Board may impose sanctions on the grantee when continued
non-compliance with this contractual agreement, other policies and procedures of the Workforce
Development Board, and the Workforce Innovation and Opportunity Act of 2014 and/or its
regulations exist. The Trident LWDA will follow the State’s Instruction Letter 12-12.

2.26

Financial Reporting Requirements

2.26.1

Monthly Financial Status Reports, Requests for Payment, and Status of Funds Reports are due to
the BCDCOG within 10 days after the end of the period.

2.27

Customer File Maintenance

2.27.1

At a minimum, the grantee will maintain the following information in each customer's file and
must be scanned /downloaded in SCWOS:


















Receipt of Information (RI-1)
Supplemental Information Sheet (if utilized)
Participant Rights Handout
Release of Information
WIOA Program Application
Eligibility Verification Documents
Participant File Checklist
Assessment Results
Individual Employment Plan and any revisions
WIOA/TAA Training Services Budget (if applicable)
WIOA Scholarship Application
Time/Attendance Records
Semester Grades (if applicable)
Credential attainment documentation
Nepotism Statement (if applicable)
WIOA Transportation Referral (if applicable)
Verification of Employment in 1st, 2nd, and 3rd quarters after exit if required

RECORD RETENTION
-001 under review and revision; available July 8, 2010)
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To ensure all required hard copy case files of WIOA Participants are maintained for a time-period
sufficient to cover data validation and audits, the records must be maintained for five years. Therefore,
hard copy case files, including WIOA eligibility case files, for all WIOA Participants must be maintained
accordingly. Please refer to the chart below for additional information regarding record retention.
Handling of Case Files of WIOA Registrants
1. Hard copy case files of WIOA Registrants will be files as inactive cases by Exit Year as soon as
all follow-up activities have been completed. Confidential Folders should be kept separate from
the hard file. The confidential folder should be labeled with the customer’s name and state and
application id and maintained in a locked file cabinet in the storage room. On hard files that are
waiting to soft exit, the confidential folder should be labeled with the customer’s name state and
application id and maintained in a separate locked file cabinet from the hard file.
2. These hard copy files, file drawers, and/or boxes will be clearly marked with the appropriate
destruction date.
3. Each WIOA Registrant will have only one hard copy case file per applicant identification number
(APP ID Number). The APPID Number will be written on the outside of the hard copy case file
to prevent any confusion during audits, monitoring, and/or data validation. NOTE: If exited
individuals reapply for WIOA, a new WIOA application will be entered into SC WOS and a
new APPID Number will be created. This will require the creation of a new hard copy case
file. However, the old file should be pulled to review previous information and services
provided to the customer.
4. Hard copy files of WIOA Registrants will be maintained as a single document and placed in filing
drawers and/or boxes in alphabetical order whether active or inactive.
5. Inactive hard copy files will be filed in a central location in the storage room. Hard copy files
must be made available on short notice (one to two days) for monitoring, data validation, and/or
audit purposes.
Handling of Case files of WIOA Applicants Never Enrolled
Hard copy case files of WIOA applicants who completed an application, but were never enrolled or were
determined ineligible for WIOA services will be maintained for three (3) years. These files will be
forwarded to the WIOA designated follow-up staff to store in the file room.
Handling of Case Files of Individuals with a Partial WIOA application
Hard files of individuals with partial WIOA application will be maintained for three years. Eligibility
staff will hold the file for the 90 day period. Once the application closes, the hard file will be sent to
WIOA follow-up staff to be store in the File Storage room.
All files in follow-up will be sent to the designated WIOA follow-up staff to enter into the file
database and stored in the file storage room.
RECORD RETENTION SCHEDULE
Program Year Exit Dates Destruction Date *
PY 2015
April 1, 2014 - March 31, 2015
PY 2016
April 1, 2015 – March 31, 2016
PY 2017
April 1, 2016 – March 31, 2017
PY 2018
April 1, 2017 – March 31, 2018
PY 2019
April 1, 2018 – March 31, 2019
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PY 2020
PY 2021

April 1, 2019 – March 31, 2020
April 1, 2020 – March 31, 2021

2.27.2

The Business Services Coordinator will maintain a central contract file for each OJT employer
that will include the following:

OJT Subcontract Agreements

Employer Information Sheet

OJT payment voucher and associated time/attendance records if desired

OJT On-Site Review Sheet

Worker’s Compensation/liability Insurance binder

2.27.3

For security purposes, the grantee is required to black out the first 5 digits of social security
numbers found on documents maintained in the participant’s file. The last 4 digits should remain
visible for identification purposes.

2.27.4

The grantee must make reasonable efforts to ensure that only information applicable to the
individual is included in that participant’s file.

2.27.5

The grantee must adhere to the storage and retention of WIOA participant files to comply with
data validation directives from the US Department of Labor.

2.28

Data Validation

2.28.1

The President’s Management Agenda to improve the management and performance of the
Federal government has emphasized the importance of complete information for program
monitoring and improving program results. The accuracy and reliability of program reports
submitted by states and grantees using Federal funds are fundamental elements of good public
administration, and are necessary tools for maintaining and demonstrating system integrity.

2.28.2

There are two types of data validation: report validation and data element validation. Report
validation is intended to verify reports generated from participant data reported in SCWOS are
correct. Data element validation verifies that documentation to support various data items is
accurate.

2.28.3

Report validation is completed by the State using Department of Labor data validation software to
compile the state reports submitted to the Department of Labor and to classify participant records
into performance outcome groups.

2.28.4

Data element validation involves examining a sample of exiters’ records to determine the
accuracy of data reported for WIOA participants. Data element validation consists of reviewing
hard copy participant files and comparing acceptable documentation in the file to information
reported in SCWOS. The Trident LWDA will conduct a data element validation review at least
once annually. A random sample of exiters will be selected for data element validation review.
The hard copy files for the individuals selected in the sample will be reviewed when program
monitoring is conducted. The State will also conduct an annual data element validation review.
DOL computer software will be utilized to select the sample of exiters to be included in the
review. Specific instructions concerning the state data validation review will be provided when
the LWDA receives such notification and instructions from SCDEW.
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2.28.5

The Data Element Validation Guide specifies the program group each data element pertains to,
acceptable documentation for each data item, data elements that are verifiable by applicant
statement or case notes. The most recent Data Element Validation Guide is transmitted annually
prior to the data validation review, usually in October. Data Validation Policy and related TEGL
provide instructions on data validation.

2.29

General

2.29.1

The Grantee agrees to abide by Local Workforce Development Area regulations to ensure that
funds are made available for services/training that are required to meet the needs of the
participant.

2.29.2

All forms, documents, and information of the Grantee pertaining to this grant or mentioned herein
will be made available to the Administrative Entity upon request and are subject to review at any
time. The Grantee shall maintain records that are sufficient to permit the preparation of reports
required by the WIOA and to permit the tracking of funds to a level of expenditure adequate to
ensure that funds have not been spent unlawfully (Sec. 185 of the WIOA).

2.29.3

All instructions letters and policies, unless otherwise instructed, will still apply under WIOA.

2.29.4

The Grantee shall reimburse any and all costs determined to be disallowed in connection with the
operation of the WIOA grant to the Berkeley Charleston Dorchester Council of Governments
(BCDCOG) from non-WIOA fund sources.

2.29.5

The Grantee shall have all partly or fully WIOA-funded staff persons participate in and support
professional development efforts initiated or approved by the BCDCOG or grantee, to include
regularly announced service provider meetings and appropriate conferences and workshops.

2.29.6

The Grantee shall establish an in-house policy and procedure for recouping non-expendable
training equipment (items designed to last more than one year when a WIOA customer leaves
training early).

2.29.7

The Grantee acknowledges the right and responsibility of the Workforce Development Board
and/or its representatives, the South Carolina Department of Employment & Workforce and/or its
representatives, and the US Department of Labor (DOL) and/or its representatives under
provisions of the WIOA to conduct program oversight or monitoring on an announced and/or
unannounced basis where WIOA funds are expended for WIOA program activities. The Grantee
shall further assist in a cooperative manner the agents or representatives of the aforementioned
entities when conducting on-site monitoring or audits of WIOA-funded program activities.

2.29.8

Any changes or modifications to this contractual agreement shall be detailed in writing and
executed by both parties. The Grantee may initiate changes or modifications in letter format at
any time. Changes or modifications required because of changes in the Workforce Innovation
and Opportunity Act or new decisions of the BCDCOG may be made at any time during the
period of the contractual agreement.

2.29.9

As part of the hiring process, the grantee is required to inform potential hires that their acceptance
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of a position under this grant agreement neither makes them federal employees nor does it make
them employees of BCDCOG. The BCDCOG approves funding for specific positions, but does
not make personnel decisions for its grantees. However, it is further understood that employees
whose positions are funded under the terms of this grant agreement have the right to use the
BCDCOG’s grievance procedures to challenge a personnel decision that directly affects their
employment with the grantee. Unless an employee is unable to access his/her employer’s
grievance process for some reason, such as its unavailability to temporary grant employees,
affected employees must demonstrate that they have utilized the grievance process established by
the grantee prior to filing a grievance with the COG’s. The COG’s role in all grievances
presented at the LWDA level is to determine whether or not the grantee complied with its
personnel policies and procedures as it relates to the specific action the employee is grieving.
2.29.10

The Grantee will ensure that all subgrantees adhere to the records retention requirements as
indicated in the Terms and Conditions of this agreement. The grantee may retrieve the records
from the subgrantee to ensure that auditable records are available and readily accessible.

2.29.11

It is understood that all major work elements associated with this grant agreement are outlined in
the work statement, terms and conditions, and instruction letters issued by the BCDCOG.
However, because employment and training programs are constantly evolving at the federal,
state, and local levels and, in the spirit of teamwork and cooperation, grantees will often be
required to perform functions that are not included in these documents. In the event that should
occur, full instructions will be provided in the form of a grant amendment or other specific
instructions detailing the change(s)/additional work required.

2.29.14

The Grantee shall provide documented in-depth WIOA program orientation as follows:
1.

All staff funded under this grant shall receive training on the Work Statement, customer
data system, financial procedures, WIOA Regulations, and Terms and Conditions.
Signed statements by the staff certifying this training will be submitted to the BCDCOG.

2.

All front-line staff should maintain a copy of the work statement at their workstation for
reference.

2.30

WIOA Carryovers/Period of Performance

2.30.1

WIOA customers who are still active as of July 1, 2016 will be considered WIOA carryovers into
program year 2016.

2.30.2

Without regard to the date of parties’ signatures, the parties agree the effective date of this
agreement is July 1, 2016.

IN WITNESS WHEREOF, the Parties hereto have executed this Contract under their several
seals the day and year first written above.
Eckerd Workforce Development

BCD Council of Governments:
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Randy Luecke
Chief Financial Officer

Ronald E. Mitchum
Executive Director

Attest:

Attest:

1)

1)

2)

2)
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BERKELEY CHARLESTON DORCHESTER COUNCIL OF GOVERNMENTS
WORKFORCE INNOVATION AND OPPORTUNITY ACT
BUDGET TO ACTUAL
FOR THE PERIOD ENDED DECEMBER 31, 2017

BUDGET
FY 17/18
PY 16/17
REVENUE
FEDERAL ALLOCATION
RAPID RESPONSE - IWT
IWT
REGIONAL IMPLEMENTATION
CARRY-IN
SHARED COSTS (RENT INCOME)
TOTAL REVENUE

BUDGET
1ST REVISION
FY 17/18
PY 16/17

%
COMPLETE
50%

FY18
ACTUAL

BALANCE

% of
BUDGET

3,685,011
49,320
138,144
380,896
60,000
4,313,371

3,689,405
120,489
183,025
25,000
1,328,394
60,000
5,406,313

530,560
100,039
8,904
1,213,065
8,948
1,861,516

3,158,845
20,450
174,121
25,000
115,329
51,052
3,544,797

14%
83%
5%
0%
91%
15%
34%
.

EXPENDITURES
ADMINISTRATION COST
PERSONNEL COSTS
BENEFITS
INDIRECT
CONTRACTED SERVICES
DUES & MEMBERSHIPS
TRAINING & EDUCATION
MISCELLANEOUS
TOTAL ADMINISTRATION

110,853
54,396
58,928
2,184
1,397
300
200
228,258

110,853
54,396
58,928
3,202
1,397
300
200
229,276

54,390
30,361
27,154
1,555
1,032
114,492

56,463
24,035
31,774
1,647
365
300
200
114,784

49%
56%
46%
49%
74%
0%
0%
50%

OPERATING COST
ADVERTISING
CONTRACT SERVICES
EQUIPMENT RENTAL
AGENCY INSURANCE
REPAIRS & MAINTENANCE
OFFICE EQUIPMENT MAINT
SUPPLIES
PRINTING
RENT
UTILITIES
COMMUNICATIONS
OFFICE EQUIPMENT
TOTAL OPERATING COST

150
24,350
4,179
1,500
500
55,000
2,783
250
314,718
3,575
45,032
5,000
457,037

150
24,350
4,179
1,500
500
55,000
2,783
250
321,353
3,575
45,032
5,740
464,412

11,733
2,100
510
169
19,528
28
161,740
1,641
20,595
5,740
223,784

150
12,617
2,079
990
331
35,472
2,755
250
159,613
1,934
24,437
240,628

0%
48%
50%
34%
34%
36%
1%
0%
50%
46%
46%
100%
48%

PROGRAM COST
CONTRACT SERVICES
Eckerd
REGIONAL IMPLEMENTATION
TRAINING & EDUCATION- IWT
TOTAL PROGRAM COST

3,138,676
187,464
3,326,140

4,005,669
25,000
303,514
4,334,183

1,414,297
108,943
1,523,240

2,591,372
25,000
194,571
2,810,943

35%
0%
36%
35%

TOTAL EXPENDITURES

4,011,435

5,027,871

1,861,516

3,166,355

37%

Carry-In FY 18/19

301,936
7%

378,442
7%
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BERKELEY-CHARLESTON-DORCHESTER COUNCIL OF GOVERNMENTS
WORKFORCE INNOVATION AND OPPORTUNITY ACT
CONTRACT PERIOD: 7/1/17 - 6/30/18
FOR THE PERIOD ENDED DECEMBER 31, 2017
ALL FUNDS
Adult

Dislocated
Worker

BUDGET
PROGRAM
FUNDS TRANSFERRED
ADMIN
SHARED COSTS (RENT INCOME)
TOTAL BUDGET
ADMINISTRATION COST
PERSONNEL COSTS
BENEFITS
INDIRECT
CONTRACTED SERVICES
DUES & MEMBERSHIPS
TRAINING & EDUCATION
MISCELLANEOUS
TOTAL ADMINISTRATION
OPERATING COST
ADVERTISING
CONTRACT SERVICES
EQUIPMENT RENTAL
AGENCY INSURANCE
REPAIRS & MAINTENANCE
OFFICE EQUIPMENT MAINT
SUPPLIES
PRINTING
RENT
UTILITIES
COMMUNICATIONS
OFFICE EQUIPMENT
TOTAL OPERATING COST
PROGRAM COST
CONTRACT SERVICES
Eckerd
Transferred Funds
TRAINING (IWT)
TRAINING (RAPID RESPONSE IWT)
TOTAL PROGRAM COST
TOTAL PROJECT COSTS

1,306,258
386,916
236,064
48,000.00
1,977,238

Youth

Admin

IWT

RIG
Total

1,887,594
(386,916)
137,172
12,000.00
1,649,850

1,289,992
160,719
1,450,711

533,955
533,955

303,514
-

25,000
-

303,514

25,000

4,812,358
533,955
60,000
5,406,313

-

-

-

54,390
30,361
27,154
1,555
1,032
114,492

-

-

54,390
30,361
27,154
1,555
1,032
114,492

8,729
1,680
408
135
15,622
23
92,375
1,313
16,476
4,592
141,353

3,004
420
102
34
3,906
5
23,094
328
4,119
1,148
36,160

46,271
46,271

-

-

-

11,733
2,100
510
169
19,528
28
161,740
1,641
20,595
5,740
223,784

759,450
(386,915)
372,535

166,951
386,915
553,866

487,896
487,896

-

8,904
100,039
108,943

-

1,414,297
8,904
100,039
1,523,240

513,888

590,026

534,167

114,492

108,943

-

1,861,516
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SC Works Trident
Monthly Centers Report
Program Year 17 (July 1, 2017 to June 30, 2018)
*Disclaimer: The numbers for the services provided at the SC Works Centers are compiled from the various services conducted at each of the Centers. These numbers include services where staff
provides assistance to an individual and those where an individual assists themselves. Staff assists individuals at each of the Center's with anything from workshops, career guidance/planning and
counseling, federal bonding assistance, etc. Individuals assist themselves from any internet‐based computer (both at or away from the Center) through SC Works Online with anything from
creating/updating a resume to conducting job searches. If an individual conducts job searches (Job Seeker Service) from a home computer, each job searched would be considered a 'Job Seeker
Service'.
Report Date:

1/19/18 1:15 PM

Jul‐17

Aug‐17 Sep‐17

Oct‐17 Nov‐17 Dec‐17

Jan‐18

Feb‐18 Mar‐18 Apr‐18 May‐18 Jun‐18

TOTAL

SC Works Berkeley
Center Utility
Total Client Visits
UIP Workshop Attendees
Visiting Partner(s)
Entered Employment (Non‐WIA)
Job Seeker Services
New SCWOS Registrations
Career Readiness Series Workshops Attendees
New Résumés in SCWOS
Business Services
New SCWOS Registrations
New Job Orders
Career or Job Fairs
SC Works Charleston
Center Utility
Total Client Visits
UIP Workshop Attendees
Visiting Partner(s)
Entered Employment (Non‐WIA)
Job Seeker Services
New SCWOS Registrations
Career Readiness Series Workshops Attendees
New Résumés in SCWOS
Business Services
New SCWOS Registrations
New Job Orders
Career or Job Fairs
SC Works Dorchester
Center Utility
Total Client Visits
UIP Workshop Attendees
Visiting Partner(s)
Entered Employment (Non‐WIA)
Job Seeker Services
New SCWOS Registrations
Career Readiness Series Workshops Attendees
New Résumés in SCWOS
Business Services
New SCWOS Registrations
New Job Orders
Career or Job Fairs

544
n/a
0
2

681
n/a
1
1

700
n/a
1
3

425
n/a
0
5

302
n/a
0
4

3,112

n/a
0
5

152
n/a
90

157
n/a
94

115
n/a
103

107
n/a
109

125
n/a
92

96
n/a
106

752
0
594

5
48
0

2
62
2

3
39
0

4
64
4

1
44
7

4
41
3

19
298
16

3,366
0
0
144

4,657
5
1
147

3,939
0
0
167

4,546
0
1
149

3,746
0
1
148

3,232
0
1
148

23,486
5
4
903

348
40
279

455
23
324

353
27
285

412
28
274

397
17
267

330
23
243

2,295
158
1,672

30
823
20

56
793
52

38
601
22

49
789
24

49
787
26

45
666
13

267
4,459
157

280
n/a
0
4

389
n/a
0
2

346
n/a
0
2

385
n/a
0
3

316
n/a
0
4

182
n/a
0
1

1,898
n/a
0
16

136
15
63

133
3
59

107
32
91

118
22
100

105
8
105

90
8
75

689
88
493

4
65
1

8
58
6

3
38

6
34
1

5
52
3

1
31
3

27
278
16

460

2

2
20
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Source: Information gathered from multiple sources including SC Works Online Services and in‐house methods utilized by each Center.

SC Works Trident
Monthly Centers Report
Program Year 17 (July 1, 2017 to June 30, 2018)
1
Unemployment Update: According to the most recent labor market information (http://lmi.dew.sc.gov) reported on 12/21/17, the national unemployment rate in November 2017 remained at
3.9%, the unemployment rate for South Carolina is 4.0 % and the Trident Workforce Development Area unemployment rate remained at 3.3%. The overall employment landscape in the Trident
Workforce Development Region includes 364,228 employed, 12,459 unemployed and 11,171 job openings across the region in November.
SC Works Berkeley Notes:
SC Works Berkeley staff assisted 302 job seekers directly within our center, which included providing assistance to customers who secured employment during the month of December. The SC
Works Berkeley Center hosted 3 hiring events with 11 job seekers in attendance. The Business Services Team added 41 new job orders to the SC Works Online Services website. 96 new job
seekers registered for work in Berkeley County. The SC Works Berkeley Center staff provided 27,688 different services to our customers both online and in person.
SC Works Charleston Notes:
During the month of December, SC Works staff provided 2,508 services to employers, and created 666 new job orders in the SC Works Online Services System. During that time frame 148
individuals were successful in gaining re‐employment through the SC Works System in the Charleston area, and staff at the Center helped in providing 77,870 different services to our customers
both online and in person. The SC Works Charleston Business Services staff hosted 18 hiring events with 316 job seekers in attendance.
SC Works Dorchester Notes: SC Works Dorchester staff assisted 182 job seekers directly within the center, which included providing assistance to customers who secured employment during the
month of December. During the month of December, staff provided 622 services to employers. SC Works staff provided 23,028 different services to our customers both online and in person. SC
Works Dorchester hosted the 3 hiring events with 36 job seekers in attendance. 90 new job seekers registered for work in Dorchester County.
SC Works Dorchester's Adult/DW Career Coach Ms. Dowanda Bryant wrote the following success story about her participant Mr. Robert Johnson " Robert Johnson barriers to employment
consisted of outdated nontransferable work skills, difficulty accepting change and being in “control.” He felt overwhelmed because he had to return to the workforce. He owned a successful map
making small business most of his work life and the thought of having to work for someone else scared him. But after creating and reviewing Roberts’s individual employment plan, objective
assessment and career counseling/guidance he decided obtaining his CDL was the best way for him to resurrect his career. Therefore, Robert attended and completed training at Miller Motte
Technical College, where he earned his CDL. And was immediately employed fulltime once he got his credentials. Robert states he is extremely grateful to the WIOA program for the help he
received. When he came in to SC Works Summerville he was not sure if WIOA would be able to help him, but he found out WIOA not only helped him, but it changed his life for the better. If he
had advice for others it would be to have patience and be willing to accept change. Robert is now driving over the road and preparing to start his own trucking business. Robert credits WIOA for
his positive outlook on his future. In fact, as a way of giving back, Robert created the poster below for MMTC to use as a guide for future CDL students. Robert is also in the process of creating an
APP for truck drivers to use, he states he is keeping the APP hush hush until he launches it!"
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TWDB PERFORMANCE REVIEW COMMITTEE
ELIGIBLE TRAINING PROVIDER SCORECARD ‐ Adult & Dislocated Workers

PY17 July 1, 2017 ‐ June 30, 2018

Provider

Program

Carryover Entered
Total # entered Total Still in
training in
from
Training
Training
PY2017
PY2016

Total
Exited

Total
Completed
Total
Total
with
Employed
Completed
Certification/
Credential

Total
Employed
in Field or
Related
Field of
Training

# with
Benefits

Average
Wage
Earnings

Cost of
Training Per
Participant

Total Cost of Training
for all Participants in
program

Length of
Training

Rating Score Per
Program

Air Conditioning and
Refrigeration Training
Center

HVAC

1

0

1

0

1

1

1

1

1

1

$18.00

$3,900.00

$3,900.00

20 weeks

95%

Code One Training

Advanced Cardiac Life
Support

0

1

1

0

1

1

1

0

0

0

$0.00

$394.90

$394.90

2 days

45%

Miller‐Motte Technical
College

CDL

6

14

20

6

14

13

12

9

8

8

$18.85

$4,129.75

$82,595.00

4 weeks

85%

Security+

0

1

1

0

1

1

1

1

1

1

$28.85

$1,395.00

$1,395.00

3 months

100%

Microsoft Office Specialist

2

0

2

1

1

0

0

1

1

1

$17.00

$1,332.00

$2,664.00

3 months

80%

Microsoft Office Project
Specialist

2

0

2

2

0

0

0

0

0

0

$0.00

$5,950.00

$11,900.00

3 months

5%

Palmetto School of Career
Dental Chairside Assisting
Development

0

1

1

0

1

1

1

0

0

0

$0.00

$4,000.00

$4,000.00

3 months

40%

Palmetto Training Inc.

CDL

3

11

14

8

6

5

5

3

3

3

$20.06

$3,800.00

$53,200.00

4 weeks

80%

ProTrain, LLC

Ptit 3008‐ A+, Net+, Sec+

0

2

2

2

0

0

0

0

0

0

$0.00

$2,945.00

$5,890.00

6 months

5%

Certified Nurse Aide

2

9

11

1

10

8

6

4

4

4

$10.62

$1,186.00

$13,046.00

6 weeks

65%

Certified HVAC
Maintenance Technician

0

2

2

1

1

1

1

0

0

0

$0.00

$3,264.50

$6,529.00

3 months

40%

CLA/CLT

0

1

1

0

1

1

1

0

0

0

$0.00

$3,129.00

$3,129.00

3 months

40%

Coding Specialist

3

1

4

2

2

0

0

0

0

0

$0.00

$6,955.00

$20,865.00

12 months

5%

Dialysis Technician

1

1

2

1

1

0

0

0

0

0

$0.00

$2,405.25

$4,810.50

5 months

10%

Front‐End Web Developer

0

1

1

1

0

0

0

0

0

0

$0.00

$3,490.00

$3,490.00

3‐6 months

5%

EMT

0

1

1

0

1

0

0

0

0

0

$0.00

$1,579.50

$1,579.50

3‐6 months

10%

PST, Inc.
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Provider

Trident Technical College

Carryover Entered
Total # entered Total Still in
training in
from
Training
Training
PY2017
PY2016

Program

Total
Exited

Total
Completed
Total
Total
with
Employed
Completed
Certification/
Credential

Total
Employed
in Field or
Related
Field of
Training

# with
Benefits

Average
Wage
Earnings

Cost of
Training Per
Participant

Total Cost of Training
for all Participants in
program

Length of
Training

Rating Score Per
Program

Dialysis Technician

1

1

1

1

1

0

0

0

0

0

$0.00

$2,485.00

$2,485.00

6 months

10%

CNC Operator Boot Camp

3

0

3

0

3

3

3

2

2

0

$15.50

$5,500.00

$16,500.00

6 weeks

90%

Medical Assistant Bridge

0

2

2

2

0

0

0

0

0

0

$0.00

$1,994.00

$3,988.00

3 months

10%

Medical Assisting

6

5

11

6

5

5

3

1

1

1

$18.84

$4,262.95

$46,892.45

6 months

50%

Medical Office Specialist

0

7

7

6

1

0

0

1

1

1

$13.75

$3,195.00

$19,170.00

3‐6 months

60%

Patient Care Technician

2

3

5

0

5

5

5

5

5

5

$11.89

$899.00

$4,495.00

12 weeks

95%

Sterile Processing
Technician‐CE

0

8

8

3

5

5

5

2

2

1

$13.00

$1,499.00

$11,992.00

11weeks

75%

Graphic Artist

3

0

3

0

3

3

3

0

0

0

$0.00

$1,885.00

$5,655.00

6 months

45%

Security+

1

0

1

0

1

1

1

0

0

0

$0.00

$1,499.00

$1,499.00

6 months

45%

Phlebotomy

0

1

1

0

1

1

1

0

0

0

$0.00

$2,500.00

$2,500.00

4 weeks

45%

36

73

108

43

66

55

50

30

29

26

Totals
Key:

Total # Entered Training: Total number of participants who entered a training program.
Total Still in Training: Total number of participants still in training since last update of report.
Total Completed: Those who complete classroom training regardless of receiving a certification/credential or not.
Total Completed with Certification/Credential: Those who successfully complete classroom training and receive a certification/credential.
Total Employed: Indicates number of participants employed after completing training, but not necessarily employed in field of training.
Total Exited: Indicates number of participants who successfully and unsuccessfully complete classroom training.
Benefits: Indicate the number of participants employed in a position offering benefits.
Average Wage Earnings: Average wage rate for participants.
Cost of Training Per Participant: Indicate the total cost of the training per participant.
Length of Training: Indicate the total length of time the participant is in training.
Employed in Field or Related Field of Training: Indicates number of participants employed in field of training.
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WIOA PERFORMANCE DASHBOARD
PROGRAM YEAR 17 (July 1, 2017 to June 30, 2018)

1st Quarter‐PY17
Report Date:

1/19/18 1:36 PM

4th Quarter‐PY16

3rd Quarter‐PY16

2nd Quarter‐PY16

2nd Quarter‐PY17

July

Aug

Sept

Apr

May

June

Jan

Feb

Mar

Oct

Nov

Dec

Oct

Nov

Dec

Total

111
0
31
50
3
13
41
3
13

160
0
53
48
5
23
46
5
23

105
0
40
29
4
6
27
4
6

224
0
34
43
10
11
56
8
11

186
0
44
64
10
12
57
8
11

286
0
34
54
4
30
56
9
30

222
0
56
55
6
22
41
10
22

168
0
34
64
7
20
54
8
20

181
0
33
85
13
14
77
11
14

246
0
24
47
6
13
24
7
13

173
0
31
21
9
18
11
7
18

160
0
13
23
3
15
17
7
15

122
37
34
46
5
28
40
5
28

105
0
41
41
1
12
52
1
12

104
0
23
19
2
8
21
2
8

2,553
37
525
689
88
245
620
95
244
466
60
218

12
1
3
8
0
0

10
0
6
3
1
0

20
0
3
13
2
2

7
2
1
2
1
1

14
0
6
4
4
0

14
3
4
7
0
0

17
3
2
9
3
0

11
0
2
8
1
0

12
3
6
1
2
0

34
2
16
11
1
4

4
0
2
1
0
1

0
0
0
0
0
0

8
0
4
4
0
0

7
0
6
1
0
0

2
0
2
0
0
0

172
14
63
72
15
8

WIOA PROGRAM
Attended WIOA Informational Sessions (Adult)
Attended WIOA Informational Sessions (DW)
Attended Orientation (Youth)
Met Eligibility Requirements (Adult)
Met Eligibility Requirements (DW)
Met Eligibility Requirements (Youth)
Enrolled in WIOA Program (Adult‐new)
Enrolled in WIOA Program (DW‐new)
Enrolled in WIOA Program (Youth‐new)
Total Served in WIOA Program (Adult)
Total Served in WIOA Program (DW)
Total Served in WIOA Program (Youth)

TRAINING
Entered Training (during the month)
Diversified Manufacturing
Transportation/Logistics
Healthcare
IT Services
Trade/Construction
GED no longer
considered training as
of December 1, 2014
Hospitality/Tourism
Total received Training (Adults)
Total received Training (DWs)
Total received Training (Youth)
Credential Earned not including Youth
Diversified Manufacturing
Transportation/Logistics
Healthcare
IT Services
Trade/Construction
GED
Hospitality/Tourism
Youth Credentials Earned

0
0

0

0

0

0

0

0

0

1

0

0

0

0

0

0

8
2
3
2
1
0
0
0
7

13
3
3
3
3
1
0
0
3

4
0
2
1
1
0
0
0
5

5
0
3
2
0
0
0
0
5

5
1
4
0
0
0
0
0
9

11
3
2
3
2
1
0
0
11

3
0
3
0
0
0

2
0
0
0
1
1

10
2
2
5
1
0

3
0
2
1
0
0

5
0
2
2
1
0

8
1
3
4
0
0

0
8

0
10

0
8

0
5

6

0
5

6
1
0
5
0
0
0
0
8

7
0
6
1
0
0
0
0
7

7
0
2
5
0
0
0
0
8
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1

1
155
15
72
97
13
37
34
10
3
0
0
105

WIOA PERFORMANCE DASHBOARD
PROGRAM YEAR 17 (July 1, 2017 to June 30, 2018)

1st Quarter‐PY17
Report Date:

1/19/18 1:36 PM

3rd Quarter‐PY16

4th Quarter‐PY16

2nd Quarter‐PY16

2nd Quarter‐PY17

July

Aug

Sept

Apr

May

June

Jan

Feb

Mar

Oct

Nov

Dec

Oct

Nov

Dec

Total

13
16
22
20

13
11
11
14

10
7
4
5

20
1
14
10

18
4
15
17

22
19
10
5

16
3
0
44

11
1
15
16

17
0
11
9

10
1
15
31

14
1
26
38

8
0
0
45

6
6
28
13

14
4
2
6

8
1
0
5

200
75
173
278

63

68

87

109

62

74

27

36

44

570

10
39
14
0
134

11
43
13
1
195

11
53
22
1
193

39
41
30
0
206

14
34
14
0
125

16
44
14
0
120

10
15
2
0
94

11
21
3
0
98

14
15
14
1
121

EMPLOYMENT
Entered Employment (WIOA)
Entered Employment with an OJT
Youth Placed in Employment or Education 4th QTR
Youth Placed in Employment or Education 2nd QTR

WORKKEYS
SC Work Ready Community
(SCWRC) WorkKeys taken
SCWRC ‐ Bronze
SCWRC ‐ Silver
SCWRC ‐Gold
SCWRC ‐ Platinum
WORKKEYS (Charleston Center)
Applied Math ‐ New
Graphic Literacy (Locating
Information)‐ New
Workplace Documents (Reading
for Information)‐ New
Applied Technology‐ New
Business Writing‐ New
Workplace Observation‐ New
Earned Bronze
Earned Silver
Earned Gold
Earned Platinum
Total Tested ‐ New
WORKKEYS (Youth)
Earned Bronze
Earned Silver
Earned Gold
Earned Platinum
WIOA WorkKeys
Earned Bronze
Earned Silver
Earned Gold
Earned Platinum
Those scoring <3 or took less than the 3 basic
assessments

73

79

48

102

85

115

136
305
126
3
1,286
502

136

129

69

121

94

127

676

118

122

71

111

84

117

623

2
0
22
8
33
8
0

4
0
33
6
34
10
0

1
0
8
5
30
8
0

0
0
15
14
21
18
11

4
1
18
9
18
11
12

0
0
24
23
28
20
11

11
1
120
201
469
201
37

351

367

197

349

286

383

1,933

8
5
3
0
0
30
6
18
4
0

10
1
9
0
0
39
8
25
5
0

8
3
5
0
0
31
4
15
8
0

2
0
2
0
0
40
7
25
5
1

4
0
3
1
0
34
8
22
3
0

3
1
2
0
0
48
13
25
6
0

7
1
5
1
0
45
11
26
6
0

6
0
6
0
0
52
7
35
10
0

5
1
4
1
0
69
13
45
10
1

2
0
2
0
0
20
3
11
5
0

5
4
1
0
0
35
5
25
3
0

7
0
6
1
0
27
9
14
2
0

7
0
3
4
0
33
4
21
6
1

7
0
4
3
0
33
5
22
3
1

0
0
0
0
0
17
5
10
1
0

81
16
55
11
0
553
108
339
77
4

2

1

4

2

1

4

2

0

1

1

2

2

1

2

1

26

8
18
4

10
24
5

2
27
2

8
27
5

6
22
6

12
27
9

13
22
8

7
38
7

12
48
9

5
10
4

11
23
1

4
18
5

8
19
6

5
18
10

3
12
2

114
353
83

10
39
14
0

11
43
13
1

11
53
22
1

39
41
30
0

14
34
14
0

16
44
14
0

10
15
2
0

11
21
3
0

14
15
14
1

WIOA WORKKEYS (CENTER BREAKDOWN)
SC Works Berkeley (WIOA)
SC Works Charleston (WIOA)
SC Works Dorchester (WIOA)

68
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July 1, 2017 – June 30, 2018
JOB TITLE

INDUSTRY CLUSTER

DURATION

Washer Operator

Manufacturing

6 weeks

Kitter

Manufacturing

6 weeks

Fibers Production Assistant

Manufacturing

11 weeks

Kitter

Manufacturing

6 weeks

Fibers Production Assistant

Manufacturing

11 weeks

CNC Machine Operator

Manufacturing

Pressman

Manufacturing

6 weeks

Reach Truck Driver

Manufacturing

6 weeks

Reservation Agent

Other

8 weeks

Kitter

Manufacturing

6 weeks

Forklift Driver

Manufacturing

6 weeks

Washer Operator

Manufacturing

6 weeks

General Laborer

Manufacturing

6 weeks

Digital Printing Tech

Manufacturing

6 weeks

Material Handler

Manufacturing

6 weeks

Forklift Operator

Manufacturing

6 weeks

CNC Machine Operator

Manufacturing

8 weeks

Material Handler

Manufacturing

12 weeks

CNC Machine Operator

Manufacturing

12 weeks

Flex Driver Trainee

Transportation

6 weeks

Carpenter/Plumber

Specialty Trades

11 weeks

HVAC/Plumber

Specialty Trades

14 weeks

Production Assistant

Manufacturing

11 weeks

Production Assistant

Manufacturing

11 weeks

CNC Operator

Manufacturing

12 weeks

12 weeks

Date

SALARY

07/10/2017

$10.00 per
hour
$10.00 per
hour
$15.73 per
hour
$10.75 per
hour
$15.73 per
hour
$16.25 per
hour
$14.00 per
hour
$11.75 per
hour
$10.00 per
hour
$10.00 per
hour
$11.00 per
hour
$10.00 per
hour
$10.00 per
hour
$10.00 per
hour
$12.87 per
hour
$10.00 per
hour
$15.00 per
hour
$15.00 per
hour
$14.25 per
hour
$13.00 per
hour
$12.00 per
hour
$15.00 per
hour
$15.73 per
hour
$15.73 per
hour
$14.00 per
hour

07/05/2017
07/10/2017
07/14/2017
07/10/2017
07/11/2017
07/10/2017
07/10/2017
07/10/2017
07/14/2017
07/14/2017
07/17/2017
07/17/2017
07/24/2017
7/19/2017
07/25/2017
08/02/2017
08/01/2017
08/07/2017
08/07/2017
08/10/2017
08/14/2017
08/28/2017
08/28/2017
08/22/2017

STATUS
Successful
Successful
Successful
Successful
Successful
Successful
Successful
Successful
Unsuccessful
Successful
Successful
Successful
Successful
Successful
Successful
Unsuccessful
Successful
Successful
Unsuccessful
Successful
Successful
Unsuccessful
Successful
Successful
Unsuccessful
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CNC Operator

Manufacturing

12 weeks

Production Assistant

Manufacturing

11 weeks

Upholsterer

Manufacturing

6 weeks

Laminator

Manufacturing

6 weeks

Esco Operator

Manufacturing

6 weeks

HVAC/Plumber

Specialty Trades

14 weeks

Kitter

Manufacturing

6 weeks

Esco Operator

Manufacturing

6 weeks

Production Assistant

Manufacturing

11 weeks

Production Assistant

Manufacturing

11 weeks

Electrician

Specialty Trades

10 weeks

Electrician

Specialty Trades

10 weeks

Production Assistant

Manufacturing

11 weeks

Production Assistant

Manufacturing

11 weeks

Production Assistant

Manufacturing

11 weeks

Production Assistant

Manufacturing

11 weeks

Assembler

Manufacturing

6 weeks

Cutter and Grinder

Manufacturing

6 weeks

CNC Machinist

Manufacturing

10 weeks

Production Assistant

Manufacturing

11 weeks

Entry Level Field Tech

Specialty Trades

12 weeks

Production Assistant

Manufacturing

11 weeks

Cutter and Grinder

Manufacturing

6 weeks

Entry Level Field Tech

Specialty Trades

12 weeks

Reservation Specialist

Other

7 weeks

Digital Printing Tech

Manufacturing

6 weeks

Laminator

Manufacturing

6 weeks

Specialty Trades

10 weeks

Laminator

Manufacturing

6 weeks

Production Assistant

Manufacturing

11 weeks

Electrician Helper

08/22/2017
08/28/2017
9/7/2017
9/5/2017
9/18/2017
9/14/2017
9/13/2017
9/24/2017
09/25/2017
09/25/2017
09/26/2017
09/26/2017
10/9/2017
10/9/2017
10/9/2017
10/9/2017
10/9/2017
10/12/2017
10/16/2017
10/23/2017
10/23/2017
10/23/2017
10/23/2017
10/23/2017
10/30/2017
11/13/2017
11/16/2017
11/9/2017
11/16/2017
11/27/2017

$14.00 per
hour
$15.73 per
hour
$11.00 per
hour
$14.00 per
hour
$15.50 per
hour
$15.00 per
hour
$10.75 per
hour
$15.50 per
hour
$15.73 per
hour
$15.73 per
hour
$14.00 per
hour
$14.00 per
hour
$17.89 per
hour
$15.73 per
hour
$17.89 per
hour
$15.73 per
hour
$12.00 per
hour
$11.00 per
hour
$12.00 per
hour
$15.73 per
hour
$13.00 per
hour
$15.73 per
hour
$11.00 per
hour
$13.00 per
hour
$11.00 per
hour
$10.00 per
hour
$10.00 per
hour
$14.00 per
hour
$10.00 per
hour
$15.73 per
hour

Unsuccessful
Successful
Unsuccessful
Successful
Successful
Unsuccessful
Unsuccessful
Successful
Successful
Unsuccessful
Successful
Successful
Successful
Successful
Successful
Successfu
Successful
Successful
Unsuccessful
Unsuccessful
Active
Active
Successful
Active
Successful
Unsuccessful
Successful
Active
Successful
Active
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Production Assistant

Manufacturing

11 weeks

Production Assistant

Manufacturing

11 weeks

Assembler

Manufacturing

6 weeks

Production Assistant

Manufacturing

11 weeks

Production Assistant

Manufacturing

11 weeks

2%
0%

11/27/2017
11/27/2017
11/30/2017
12/4/2017
12/4/2017

$15.73 per
hour
$15.73 per
hour
$10.00 per
hour
$15.73 per
hour
$15.73 per
hour

Active
Active
Active
Active
Active

6%

19%

Manufacturing
IT
Speciality Trade
Medical
Transportation/Logistics
Other

3%

78%

OJT Duration
20

OJTS

15

26

24

10
5
0

9
0
0-3

4-7

8-11

12-16

Weeks

Salaries
25

OJTS

20
31

15
10
5

14

14

$0.00 - $10.00

$11.00 - $13.00

0

Salary

$14.00 - $18.00

$19.00 - $32.00
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