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OFFICIAL
E-mailed:  07/16/10 (tk)
Bureau of Workforce Transformation (BWT)

Policy Issuance (PI):  10-07
Date:
July 16, 2010
To:
Michigan Works! Agency (MWA) Directors

From:
Liza Estlund Olson, Director, Bureau of Workforce Transformation 



SIGNED
Subject:
Workforce Investment Act (WIA) Program Year (PY) 2010 (July 1, 2010 through June 30, 2011) Incumbent Worker Program 

Programs

  Affected:
WIA

References:
The WIA of 1998;


WIA Final Rule 20 CFR Part 652, et al.



Training and Employment Guidance Letter (TEGL) No. 30-09
Rescissions:
None

Background:
The Michigan Department of Energy, Labor & Economic Growth (DELEG)/BWT has identified $2,902,359 in Appropriation Year 2010 WIA Rapid Response (RR) Reserve funding to be used in the operation of an Incumbent Worker Program during PY 2010.

Policy:
Enabling workers to acquire the skills necessary to succeed in today’s 21st Century knowledge-based economy is central to Michigan’s strategy for economic transformation and is the foundation for the Governor’s No Worker Left Behind (NWLB) initiative.  The NWLB initiative aligns all federal workforce dollars used for worker training into a unified workforce development strategy.


Incumbent Worker programs shall be targeted to specific employers or industries that are experiencing a decline and have the potential to undergo layoffs. By definition, an Incumbent Worker is an individual who is employed, including a new hire.  This individual does not have to meet WIA eligibility requirements for intensive and/or training services for employed adults and/or dislocated workers.  Use of the eligible training provider list is not required for training provided using the RR funds awarded in this policy.
As defined in TEGL 30-09, layoff aversion is defined as when: a worker’s job is saved with an existing employer that is at risk of downsizing or closing; or a worker at risk of dislocation transitions to a different job with the same employer or a new job with a different employer and experiences no or a minimal spell of unemployment.  
Incumbent Worker training must be used as part of the MWAs’ overall layoff aversion strategies and meet at minimum one of the following requirements:

· Incumbent Worker training must be designed to avert layoffs.


· Job specific retraining related to layoff aversion.
· New organizational strategies designed to avert layoffs.
Cases where there is no foreseeable threat of layoff, or the intent of training is to generally “increase competitiveness” of the employer do not constitute layoff aversion strategies.
The following are identified strategies and initiatives that the DELEG/BWT will use when approving MWA Incumbent Worker training programs:

· Programs are reasonably expected to avert layoffs. 

· Programs provide training to employers and/or industries and workers that need assistance to retain jobs.


· Programs serve as a catalyst for additional economic and workforce development, and result in additional economic benefits to the region and the state.


· Coordinate existing training programs for Incumbent Workers.


· Link workforce policies to economic development policies in priority industry sectors (e.g., manufacturing, health care, skilled trades, life sciences, homeland security, and other industries of state or regional importance).


· Foster and/or further the development of Michigan Skills Alliances (MiSAs), or existing MiSA-like entities that provide a coherent method for addressing local employers’ concerns about worker shortages, skill shortages, training mismatches, or other workforce challenges.


· Program elevates the role community colleges undertake regarding workforce and economic development.




Plan Submission Requirements

For consideration for Incumbent Worker funding, MWAs must submit a proposal that includes a response that effectively addresses each of the following eight areas:

1. A description of the MWA’s overall layoff aversion approach, and how Incumbent Worker training fits into that approach.
2. The process MWA officials utilize to target specific employers/industries that are experiencing a decline and have the potential to undergo layoffs.


3. A description of how MWA officials coordinate Incumbent Worker training with economic development agencies located within the MWA’s service delivery area.
4. A description of how MWA officials intend to coordinate Incumbent Worker training with MiSAs, or existing MiSA-like entities, located within their service delivery area.


5. A description of how the Incumbent Worker program supports and coordinates with the local MWA’s strategic plan.
6. A description of how MWA officials ensure participating employers post future job openings on the Michigan Talent Bank, unless a labor agreement or mediated circumstance prevents such posting.
7. A description of how MWA officials intend, where available and cost effective, to involve local community colleges to the greatest extent possible with the delivery of Incumbent Worker training.
8. Identification of a contact person responsible for administering the Incumbent Worker program.

Description of Incumbent Worker Activities

Funding may be utilized, with proper documentation, for the following activities:

· Employee skills assessment and testing.


· Classroom training.


· Customized training.


· Instructor wages.


· Resource materials. 


· On-the-job training consistent with the WIA and the WIA Regulations.
All Incumbent Worker training delivered under this policy is restricted to skill attainment activities.  Skill attainment activities for Incumbent Workers are defined as activities that result in a demonstrated or measureable gain in work related abilities or result in the attainment of a certificate, certification, or credential.
Should an MWA implement a program in accordance with this policy that utilizes customized training, the employer(s) involved will be required to pay for not less than 50 percent of the cost of the training; i.e., training designed to meet the special requirements of an employer or a group of employers. 
Program Reporting Requirements

The MWA officials will be required to report participant data in the One-Stop Management Information System (OSMIS).  The MWA officials will also be required to submit all mandated fiscal reports.



OSMIS Participant Reporting
The following steps have been designed to reduce the amount of data entry required into the OSMIS in order to enroll an Incumbent Worker into a training activity.

The MWA officials must obtain information pertaining to the applicant’s current hourly wage.  

An Individual Service Strategy does not have to be completed for program participants.  Training services do not have to be provided through an Individual Training Account (ITA) or an eligible training provider.  Furthermore, WIA client follow-up services are not required.

For each MWA, the following Incumbent Worker program participant information will be obtained from the OSMIS:

· Number of program participants.
· Number of program participants who completed training.
· Number of program participants who received a credential or certificate.
Instructions for enrollment, tracking, and exiting an individual who has been determined to be an Incumbent Worker are outlined below.

Enter the individual as an adult in the WIA component of the OSMIS, completing all necessary data fields on the registration screen.

1. From the “Funding Source/Program” screen, select “Yes” for “Rapid Response” and enter 1007 for “Rapid Response Contract number.”  Do not select “Incumbent Worker Statewide (15%)” since this Incumbent Worker program is not funded with WIA Statewide Activities funds.  The “Rapid Response Contract number” will designate this individual as an Incumbent Worker.
2. To enter training services information, each participant must have a core service (select “Program Information/Basic Assessment” and then “WIA Eligibility Determination”) and an intensive service (select “Case Management”).

By identifying an employer and providing the participant with an employment opportunity that assists in long-term job retention, case management is being provided and no additional intensive service is required.  

3. On the “Enter Activities-Training” screen:
a. Indicate the “Type of Training”
b. “Occupational Skills Training Code (ONET)”
c.
“Training Provider,” “Training Program,” and “Training Location”
d. “Training Start Date”
e. Indicate “Completed Training” at the conclusion of training
4. For the “WIA Partner Funded” field, choose “Yes – Other Partner.”  Subsequently, it will not be necessary to enter the ITA Amount, School Code, CIP Code, CIP Code Extra, or Degree Level information.

5. Requirements for inputting exit information:  Enter information, as appropriate, for the fields shown.  This includes the participant’s hourly wage at time of exit and receipt of a credential or certificate, if achieved.  The customer satisfaction survey for participants must also be entered and accurate.  Satisfaction survey results will be used as an evaluation component at the completion of the program period.  For customer satisfaction survey purposes it is not necessary to enter employer information into the OSMIS.  If employer information is entered into the OSMIS, follow existing instructions to exclude employers from the employer customer satisfaction survey.

6. Requirements for entering outcome information:  Use the “Enter/Update WIA Outcome” screen to enter information regarding employment six months after exit from the program.  If the Incumbent Worker is employed, hourly wage information is required.  
Participants entered into OSMIS as Incumbent Workers will NOT be factored into local WIA performance and will ONLY be counted in state level performance. 
Incumbent worker participants will be subject to selection for federally mandated WIA data validation. 

Employer Satisfaction Survey

In order to evaluate the effectiveness of the Incumbent Worker program, MWAs shall survey each employer that participates in the program.  MWAs shall use the survey included in this policy (Attachment A) to record satisfaction levels.  The survey provided is the American Customer Satisfaction Index, which is created by combining scores from three specific questions that address different dimensions of employers’ experiences.  This is the same instrument that is currently administered to employers who receive a substantial service funded by WIA formula funds.   

Employers should be contacted as soon as possible, no later than 60 days after the completion of the service.  All employer survey results shall be incorporated into the “Incumbent Worker Employer Satisfaction Survey Results” form included in this policy (Attachment B) and submitted quarterly.  Each quarterly “Incumbent Worker Employer Satisfaction Survey Results” form shall build upon the previous quarter’s survey results and contain both the previous quarter(s) results and any new survey results for the current quarter ending period. 

At the end of the program year, the DELEG/BWT must have received survey results for each employer that received Incumbent Worker funds.  A value (1 - 12) must be included for each of the three questions for each employer.

Fiscal Information

MWAs must process all cash requests through the Management of Awards to Recipients System (MARS) in accordance with the MARS Manual.  MWAs must record all appropriate documentation to support each cash draw.
All reporting of fiscal expenditures of the funds provided through this grant must be reported to DELEG on a quarterly basis.  All quarterly financial expenditure reports are due to DELEG no later than the 20th calendar day after the end of the calendar quarter.  In the event that the due date falls on a weekend or state government holiday, the report is due on the last business day prior to the 20th.  Submit reports to the MARS system at http://www.michigan.deleg-mars.org/.  If there are any questions, please call Kerry Trierweiler at 517-241-1788 or Marilyn Carey at 517-335-1198.  

Allowable administrative funding for this program is limited to a maximum of 10 percent of allocated funding.

Incumbent Worker funding allocated by this policy issuance is available for expenditure from July 1, 2010 through June 30, 2011.  Unexpended funding as of June 30, 2011, will be recaptured by the DELEG/BWT with no action required by the MWA.

The maximum amount of profit a commercial organization can receive is 10 percent of the adjusted cost base.  Profit cannot be taken on pass-through costs (i.e., tuition paid to training institutions, on-the-job training costs paid to employers, work experience wages and fringes paid to participants, supportive service costs, all sub-awards under the contractor) or routine costs (i.e., space, maintenance, utilities).  When pass-through costs and routine costs are removed from the total cost amount, the balance (i.e., the adjusted cost base) is ordinarily composed of the contractor’s personnel-related costs for staff contributing to the contractor’s unique capacity to manage and achieve performance results.

The factors used to determine the amount of allowable profit include: contractor effort, complexity of the work to be performed, risk borne by the contractor, capital investment of the contractor, past performance, and industry profit rates.
Action:
MWA officials shall prepare and submit a proposal in accordance with the Plan Submission Requirements, a signed original Approval Request form, and one Budget Information Summary for the total allocation amount within 30 days from the date of this policy issuance. 
Submit all required documentation, except the signed original Approval Request form, electronically to Ms. Teresa Keyton at keytont@michigan.gov.

One hard copy of the signed original Approval Request page must be submitted within 30 days from the issue date of this policy issuance, to:

Michigan Department of Energy, Labor & Economic Growth


Bureau of Workforce Transformation


Accelerating Employment Division

Victor Office Center


201 N. Washington Square, 5th Floor


Lansing, MI 48913

MWA officials shall prepare and submit the quarterly “Incumbent Worker Employer Satisfaction Survey Results” form included in this policy (Attachment B).  
Survey results are to be submitted electronically to Mr. Ryan Doll at dollr@michigan.gov no later than the 20th day of the month following the end of the quarter (October 20, January 20, April 20, and July 20).

This policy issuance is available for downloading from the Internet system at:  http://web.michworks.org/OWD/index_wp.htm.  Please contact 
Ms. Teresa Keyton at (517) 335-7418, for details.

Inquiries:

Questions regarding this policy issuance should be directed to your WIA 



state coordinator.


The information contained in this policy issuance will be made available in alternative format (large type, audio tape, etc.) upon special request to this office.

Expiration

  Date:

June 30, 2011
LEO:RD:tk
Attachments

Approval Request Instructions

1.
Michigan Works! Agency (MWA):  Enter the name of the MWA.

2.
MWA Number:  Enter the number assigned to the MWA.

3.
Plan Title(s):  Enter the appropriate title(s) for the plan being submitted.

4.
Plan/Modification Number:  Each plan number will begin with the calendar year and subsequent modifications will be the next in sequence from 01, i.e., 08-01, 08-02, etc.
5.
Program Period:  Identify the program period covered by this plan.

The required signatories are designated in accordance with the Michigan Department of Labor & Economic Growth/Office of Workforce Development PI 07-13, issued August 29, 2007.  Signatures are required from the Workforce Development Board Chair and the Chief Elected Official(s).


APPROVAL REQUEST

	1.  Michigan Works! Agency (MWA):
	2.  MWA Number:



	3.  Plan Title(s):



	4.  Plan/Modification Number:


	5.  Program Period:


THE CHIEF ELECTED OFFICIAL (S) AND WORKFORCE DEVELOPMENT BOARD (WDB) HEREBY REQUEST APPROVAL OF THIS DOCUMENT

	Authorized Chief Elected Official


	Date



	Authorized Chief Elected Official


	Date



	Authorized Chief Elected Official


	Date



	WDB Chairperson 


	Date




BWT-344 (5/09)

The Michigan Department of Energy, Labor & Economic Growth, in compliance with applicable federal and state laws, does not discriminate in employment or in the provision of services based on race, color, religion, sex, national origin, age, disability, height, weight, genetic information, marital status, arrest without conviction, political affiliation or belief, and for beneficiaries only, citizenship or participation in any federally assisted program or activity.

Budget Information Summary (BIS) Instructions

Section I - Identification Information
1.
Michigan Works! Agency (MWA):  Enter the name of the MWA.

2.
MWA Number:  Enter the number assigned to the MWA.

3. Program Title:  Enter the program name.  “Workforce Investment Act” has been preprinted.
4. Policy Issuance Number:  Enter the Policy Issuance number that the BIS covers.  “10-07” has been preprinted.
5. Plan Period:  Enter the start and end dates of the plan period.  “07/01/10 through 06/30/11” has been preprinted.
6. Grant Name:  Enter the name of the grant associated with the funding being awarded.

7. Project Name:  Enter the name of the project associated with the funding being awarded.  “Incumbent Worker” has been preprinted.
Section II - Total Funds Available

1.
Appropriation Year (AY) Funding

a.
Enter the current AY allocated funding.


b.
Enter amount transferred in from another program, if any, and indicate which program the amount came from.


c.
Enter amount transferred out to another program, if any, and indicate which program the amount was transferred to.


d.
Enter the sum of lines 1a, 1b, and 1c to show the total allocation.

Section III - Current AY Planned Expenditures by Cost Category

1.
Administration:  Enter amount of allocation planned for administration.

2.
Program:  Enter amount of allocation planned for program costs.

If Youth:

a.
  Enter amount of allocation planned for in-school youth.

b.  Enter amount of allocation planned for out-of-school youth.

BUDGET INFORMATION SUMMARY


SECTION I – INDENTIFICATION INFORMATION
	1.  Michigan Works! Agency (MWA):


	2.  MWA Number:

	3.  Program Title: 

      Workforce Investment Act
	4.  Policy Issuance Number:  

      10-07

	5.  Plan Period: 

      07/01/10 through 06/30/11
	6.  Grant Name: 

	7.  Project Name: 

     Incumbent Worker




     SECTION II – TOTAL FUNDS AVAILABLE

	Allocation
	Amounts

	1.  Appropriation Year (AY) Funding
	

	     a.  Current AY Funding
	$

	     b.  Transfer in from:      Adult [     ]     Dislocated Worker [     ]
	$

	     c.  Transfer out to:         Adult [     ]     Dislocated Worker [     ]
	$

	     d.  Total Current AY funding
	$




     SECTION III - CURRENT AY PLANNED EXPENDITURES BY COST CATEGORY

	Cost Category
	Amounts

	1.  Administration
	$

	2.  Program
	$

	If Youth, complete a and b
	

	     a.  Program Funding Amount for In-School Youth
	$

	     b.  Program Funding Amount for Out-of-School Youth
	$


        BWT-345 (5/09)

The Michigan Department of Energy, Labor & Economic Growth, in compliance with applicable federal and state laws, does not discriminate in employment or in the provision of services based on race, color, religion, sex, national origin, age, disability, height, weight, genetic information, marital status, arrest without conviction, political affiliation or belief, and for beneficiaries only, citizenship or participation in any federally assisted program or activity.
	WIA Incumbent Worker Allocations

	
	

	PY 2010 (July 1, 2010 - June 30, 2011)

	
	

	Michigan
	Allocation

	Works!
	($)

	Agency
	 

	 
	 

	ACSET
	224,724 

	Berrien/Cass/Van Buren
	86,131 

	Calhoun ISD
	72,476 

	Capital Area
	151,180 

	Career Alliance
	136,626 

	Central Area
	68,711 

	City of Detroit
	194,192 

	Eastern U.P.
	15,506 

	Great Lakes Bay
	116,231 

	The Job Force
	55,499 

	Kalamazoo-St. Joseph
	99,156 

	Livingston County
	55,004 

	Macomb/St. Clair
	286,930 

	Muskegon County
	59,586 

	Northeast
	36,496 

	Northwest
	91,348 

	Oakland County
	360,669 

	Ottawa County
	79,024 

	Region 7B
	35,319 

	South Central
	85,209 

	SEMCA
	349,832 

	Thumb Area
	61,905 

	Washtenaw County
	115,480 

	West Central
	41,546 

	Western U.P.
	23,579 

	 
	 

	Total
	$2,902,359 


(Allocation based on employed population from calendar year 2009 LMI data.)
ATTACHMENT A
Incumbent Worker Employer Satisfaction Survey

Introductory Statement

My name is (Insert Name) with (Insert Agency) and I am conducting a survey for the (Insert Agency).  I would like to speak to Ms./Mr. (Insert Name). 

Are you the Ms./Mr. (Insert Name) who (describe the service).

I would like to ask you some questions about your recent experience with (Insert Agency).  Our purpose is to learn from you how to improve programs and services offered to employers.  The survey should take about (XX) minutes to complete.

Questions

Company Name:  ______________________________________________________________________________

1. Utilizing a scale of 1 to 10 where “1” means “Very Dissatisfied” and “10” means “Very Satisfied” what is your overall satisfaction with the service(s) provided from (Insert Agency).

	Very                                                                                                                                 Very

Dissatisfied                                                                                                                 Satisfied
	DK
	REF

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12


2. On a scale from 1 to 10, “1” means “Falls Short of Your Expectations” and “10” means “Exceeds Your Expectations.” Do you feel your employees are meeting your expectations in terms of applying what they have learned in the workplace?

	Falls Short of                                                                                                      Exceeds Your

Your Expectations                                                                                                Expectations
	DK
	REF

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12


3. Now think of the ideal service(s) for people in your circumstances.  How well do you think the service(s) you received compare with the ideal service(s)?  “1” means “Not Very Close to Ideal” and “10” means “Very Close to Ideal.”

	Not Very Close                                                                                                       Very Close

to Ideal                                                                                                                       to Ideal
	DK
	REF

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12


DK=Don’t Know

REF=Refused to Answer







ATTACHMENT B
	Incumbent Worker Employer Satisfaction Survey Results



	PY:
	
	Quarter Ending:
	


	Michigan Works! Agency:
	
	Contact Name:
	

	Contact Phone:
	
	Contact E-Mail:
	

	


	Employer


	Question 1
	Question 2
	Question 3

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


JENNIFER M. GRANHOLM


governor





State of Michigan


Department of Energy, Labor & Economic Growth 


Lansing





STANLEY “SKIP” PRUSS


director














DELEG is an equal opportunity employer/program. 

Auxiliary aids, services and other reasonable accommodations are available upon request to individuals with disabilities.
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