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ALL JANUARY 2021 PGL REVISIONS ARE HIGHLIGHTED IN YELLOW

The Arapahoe/Douglas Workforce Development Board (ADWDB) has designated Arapahoe/Douglas Works! as
the provider of Career Services for WIOA Title I: Adult, Dislocated Worker and Young Adult programs, Title 11:
Wagner-Peyser, and Temporary Assistance for Needy Families (TANF).

CITATIONS/REFERENCES
e  Workforce Innovation and Opportunity Act (WIOA). of 2014, Pub. L. No. 113 and 128, Sections 128, 129,
133, and 134

e  WIOA Department of Labor-Only Final Rule (81 FR-56072, Aug. 19, 2016), Subparts D and F

e TEGL 19-16: Guidance on Services provided through the Adult and Dislocated Worker Programs under
WIOA{(March T1,2017)

e PGLWIOA-2016-08: On-the-Job Training

o PGL WIOA-2014-02: Guidelines for Affidavit of Immigration Status Wagner-Peyser Act of 1933 amended
by Title Il of WIOA

PURPOSE

Incumbent worker training is an available service led by workforce centers tailored for the benefit of business.
This policy defines incumbent worker training and provides a structure for the provision of services in the
Arapahoe/Douglas Works local area.

POLICY/ACTION

A. What is Incumbent Worker Training?

Incumbent worker training is work based and/or classroom training provided to individuals currently working
that increases the competitiveness of the employee and the employer. Arapahoe/Douglas Works! defines
competitive in an employee as one who meets or exceeds the skill requirements within their occupation.

Arapahoe/Douglas Works! defines competitiveness in the employer as one that exhibits workplace stability and
profitability. Arapahoe/Douglas Works! reserves the right to define in-demand industries within the Employer
Application. By giving preference to in-demand industries, this will ensure alignment with the WIOA local four-
year plan and sector strategy approach. It is focused on the needs of employers within the Arapahoe/Douglas
region and is fraining:
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e Designed to meet the special requirements of an employer or 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;

e Conducted with a commitment by the employer to avert the layoff of the incumbent worker(s) trained,
or otherwise retain the worker(s); and

¢ May include apprenticeship training

The training program for incumbent workers shall be carried out by Arapahoe/Douglas Works by contract in
conjunction with the employers or groups of employers of such workers, which may include partnerships with
other entities for purposes of delivering the fraining. The development of IWT confracts is, in general, the
responsibility of the Business Services Team, but may be assigned to other staff as appropriate.dn addition,
USDOL suggests that a “model” incumbent worker training program would be one where a participant
acquires new skills allowing him or her to.move to a higher skilled and higher paid.job within the company, thus
permitting the company to hire a job seeker to backfill the incumbent worker's pre-training position. This model
is encouraged, but is not a statutory requirement.

B. Who Qualifies as an Incumbent Worker?

Incumbent worker training is focused on employers and. their eligibility. for incumbent worker training services.
However, o receive the incumbent worker training, an individual being considered for incumbent worker
fraining must qualify.as an incumbent worker by-meeting the following requirements:
¢ Must be employed, meeting the Fair Labor Standards Act requirements for an employer-employee
relationship;
¢ Havean established employment history with the employer for 6 months or more, with the following
exception: In the event that the incumbent worker training is being provided to a cohort of employees,
not every employee in the cohort must meet the 6 month requirement. However, at least 51% of the
workers must meet this requirement; and
¢ Meet additional qualifications.that may be set by the Arapahoe/Douglas Works Workforce
Development Board
¢ Incumbent workers may also be underemployed, e.g. workers who would prefer full-fime work but are
currently working part-time. Such workers may have accepted reduced hours fo gain or maintain
employment, or a previous dislocation has caused them to accept lower wages than prior
employment. Training for the underemployed should focus on increasing skills to advance these workers
and increase theirearnings through more hours or higher pay. In addition, this upskilling strategy should
lead to backfiling jobs vacated by incumbent workers moving info advanced positions, whenever
possible.

C. Must Incumbent Workers Meet Priority of Service or Program and Training Eligibility for the Adult or Dislocated
Worker Programs?

¢ Ifincumbent workers only receive the IW incumbent worker training service, they are not subject to the
priority of service requirements for the Adult Program, the program eligibility requirements for the Adult
or Dislocated Worker Program, or the training eligibility requirements for either the Adult or Dislocated
Worker Programes.
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e If Arapahoe/Douglas Works intends to provide any career services, supportive services, and/or other
training services with WIOA Title | funding or funded staff, besides incumbent worker training, then the
incumbent worker is subject to Adult priority of service requirements, Adult or Dislocated Worker
eligibility, and eligibility for training.

e In eitherinstance, an incumbent worker must meet the State of Colerado Lawful Presence requirements
as applied to all WIOA customers. (See PGL WIOA-2014-02: Guidelines for Affidavit of Immigration Status)

NOTE: Individuals receiving IWT and no other services will not be enrolled in the AD or DW programs, and will
not be considered participants or included in the primary indicators of performance for the WIOA Adult or
DW programs. However, all individuals, whether or not enrolled in AD or DW, must meet the qualifications in
section B. above to receive incumbent worker training.

D. What Funding Can Be Used to Pay for Incumbent Worker Training?

Arapahoe/Douglas Works may reserve up to 20% of Adult formula funds and/or up to 20% of Dislocated Worker
formula funds for incumbent worker fraining. The 20% applies to the total allocation each year (the total of
program and administrative funds). This reservation of funds must be approved by the board and may occur at
any time during the program year, but cannot exceed 20% of each year’s total allocation.

Upon approval and designation of formula funds for IWI, Arapahoe/Douglas Works will reflect this decision in a
Work Plan/Work Book submitted to the Regional Licison, which includes separate Quarterly Participation,
Performance, andExpenditure charts for the IWT initiative. Arapahoe/Douglas Works will provide
documentation of the board decisioniin the form of local' board minutes or inclusion of the decision in the local
or regional plans submitted to CDLE and the Colorado Workforce Development Council.

NOTE: The state may also identify state level discretionary funds for Arapahoe/Douglas Works to use for
incumbent worker training. However, the rules for use of these funds will be covered in a separate PGL, should
the state designate funds for this purpose.

E. What Is the Difference Between an Incumbent Worker and an Employed Worker and the Services for These
Two Groups?

WIOA has intentionally created separate definitions for an Incumbent Worker and an Employed Worker. The
following chart identifies the key differences:

(see next page)
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Incumbent Worker

Employed Worker

An incumbent worker training program is focused on
the needs and eligibility of the employer. It can be a
program separate from the AD or DW program or a
part of these programs.

Employed worker services are focused on the needs
of the worker and are always part of the AD and/or
DW programs.

Local areas must obtain board approval for use of
local Adult and/or DW formula funds for IWT and this
may not exceed 20% of the total allocation for either
program for each year of funding

There is no limit to the amount or percentage of local
formula funds that may be used to serve participants
who are employed workers at.program

enrollment:.

Employers who participate in IWT contfracts and
receive IWT reimbursements must meet employer
eligibility and cost sharing requirements set by
the local board and commit to retaining the
employees receiving IWT.

Employers do not-have to meet an eligibility
requirement in‘the case of employed worker services
unless these services include an OJT, Customized
Training, or other fraining contfract under local
fraining policies.

To qualify as an incumbent worker, the employee
must be in an employer/employee relationship with
the current employer for a period.of no less than é
months prior to initiation of services; in a cohort of
workers, at least 51% must meet the 6-month
requirement.

To qualify as an employed worker, the individual must
be employed or underemployed and not earning a
self-sufficient wage or wages comparable to or
higher than wages from previous employment. The
local board must establish a self-sufficiency standard
inlocal policy.

An incumbent worker doesn't have o meet priority
of servicefor the Adult program, or program or
fraining eligibility for either the Adult or Dislocated
Worker programs, if he receives the IW service only
and no other career, supportive, oriraining
services provided with WIOA Title | funding.

An employed worker must meet priority of service,
and must meet program eligibility, and training
eligibility (if receiving training services) for the Adult
program; must meet program eligibility (in danger of
layoff), and training eligibility (if receiving training
services), for the DW program

An incumbent worker receiving only IWT and no other
career, supportive, or fraining service provided with
WIOA Title | funding will NOT become a participant or
be counted for the AD or DW primary indicators of
performance. Such individuals are to be enrolled in
the IW program code only. Performance outcomes
for this group will be reported separately to USDOL.

An employed worker will be considered as a
participant and counted in the Adult or DW primary
indicators of performance. Such individuals must be
enrolled in the AD and/or DW program codes, and
will be reported to USDOL as a program participant
for performance outcomes.

NOTE: Arapahoe/Douglas Works! and the ADWDB may choose either or both strategies to address the
employment needs of businesses and workers in their local labor markets.

F. Determination of Employer Eligibility

For the purpose of determining the eligibility of an employer to participate in an IWT contract and receive IWT
reimbursements, the ADWDB shall take info account the following factors:
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e The characteristics of the potential employed participants;
e The relationship of the training to the competitiveness of a participant and the employer; and
e Othersuch factors that the ADWDB may determine to be appropriate are;
o The number of employees participating in fraining;
o The wage and benefit levels of those employees (current and anticipated upon completion of
the training); or
o Existence of other training and advancement opportunities provided by the employer.

G. Determination of Non-Federal (Employer) Share of IWT Costs

The Arapahoe/Douglas Works Workforce Development Board shall determine the employer share of the IWT
costs, taking into consideration such factors as:
e The number of employees participating in fraining;
¢ The wage and benefit levels of the employees (at the beginning and anticipated upon completion of
the training;
e The relationship of the training to the competitiveness of the employer and the employees; and
e The availability of other employer-provided training and advancement opportunities.

The calculation of the employer share may include the amount of wages paid by the employer to the workers
aftending the IWT program. The employer may provide the share in cash, or in kind contributions that are fairly
evaluated (per OMB Uniform Guidance af 2 CFR 200.306). But the percentage share shall not be less than:

¢ 10% of the cost, for employers with not more than 50 employees;
o 25% of the cost, for employers with more than 50 employees but not more than 100 employees; and
e 50% of the cost, for employers with more than 100 employees.

The size-of the employer may be determined by the number of employees currently employed at the local
operation where the incumbent worker training will occur.

NOTE: In-kind contributions may include the cost of staff time when an employee is participating in classroom
training, the cost of running/maintaining equipment used in the training, the cost of classroom training not
covered by the WIOA share, or other fraining related costs not covered by the WIOA share.

H. State Monitoring

IWTs will be subject to annual program monitoring by CDLE, which includes a sample review of IWT contracts
and case files to ensure compliance with Federal, state and local policies. If incumbent workers are enrolled in
AD or DW, all AD and/or DW documentation and programmatic requirements will also be monitored. Review of
IWT fiscal transactions will be conducted by CDLE Fiscal Monitors.

I. Procedures and Documentation

1. Employer Selection
Arapahoe/Douglas Works will maintain sufficient documentation to demonstrate that participating employers
were selected equitably and that a variety of employers were given sufficient opportunity to participate in IWTs.
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Documentation will demonstrate that a variety of employer outreach strategies were utilized to ensure that
area employers are aware of IWT opportunities. Employer outreach strategies may include (but are not limited
to) newsletters, websites, forums, outreach materials, and other meetings or communications targeted to area
employers. If the majority of IWT funds benefit only one employer in‘the Arapahoe/Douglas Works local area in
a given program year, sufficient documentation will be provided to demonstrate that there was no preferential
treatment given to that employer.

2. Pre-Award Assessment Review

Arapahoe/Douglas Works will ufilize the following process and procedures for assessing the eligibility‘and
appropriateness of the employer and the qualifications of the employees who are expected to receive
incumbent worker training. This pre-award review must include:

a. Names under which the establishment does business, including predecessors and successors in
interest;

b. The Federal Employer Identification Number (FEIN);

c. The name, title, and address of the company official certifying the information;

d. Identifying that the targeted employee(s) have been in an employer/employee relationship for at
least 6 months and meet any other qualifications set by the ADWDB

e. Determining the employer eligibility for IWT per section F.'above

f. Identifying that the skills of the targeted employee(s) are no longer relevant to the employer's
operational needs

g. Determining how IWT will increase the competitiveness of the employer and targeted employees
h. Determining that new skills can be obtained in areasonable period of time at a reasonable cost
i. Obtaining the employer commitment to retain all employees receiving IWT, provide the employer
share of the costs, and provide required documentation

j Assessing any addifional items required by the local IWT policy

Note: As part of the Pre-Award Assessment, staff conducting the assessment are expected to fill out a pre-
award assessment form (paper or electronic) thatis signed by both the employer and the staff person. This form
will be considered documentation of self-attestation by the employer.

3. Contractual Requirements

The contract with the employer must ensure that participants are provided a structured tfraining opportunity fo
gain the skills and competencies necessary o be successful in the occupation in which they receive fraining.
The ideal IWT contract will include, but is not limited to:

a. A fraining plan that includes the occupation, skills and competencies to be learned; plus an outline
of the work-based and/or classroom fraining that will be provided;

b. The length of training time provided;

c. The wage rate for the employee;

d. The percentage rate used for reimbursement to the employer and the maximum amount for
reimbursement;

e. The employer share of the costs and whether it will be cash or in-kind;

ADWDB-05-2021: Incumbent Worker Training
Page 6 of 11

Arapahoe/Douglas Works! ® www.adworks.org © 303.636.1160

~ X
A proud partner of the america njobcenter network




m
Arapahoe/Douglas

WORKFORCE BOARD
COLORADDO

f. That the reimbursement is strictly for regular hours worked, and does not include paid time off (e.g. sick
leave, vacation, holidays, jury duty, etc.), overtime, or benefits;

g. The employer's agreement to maintain and make available time and attendance, payroll and other
required documentation to support amounts claimed by the employer for reimbursement and
cooperate with state and local monitoring;

h. Assurances that training will be in accordance with WIOA Section. 181 (fair and equal wages,
prohibition on displacement of current employees, equal benefits and working conditions, prohibition
on use of funds after relocation, collective bargaining); and

i. Assurances that training will be in accordance with the WIOA Final Rule, §680.780 — 680.820.

4. Payments to Employers and Tracking Employer Share of IWT Costs

Payment to employers must be managed by an invoice system that clearly. documents the number of hours
worked each day by the participant and rate of pay for the time period. Invoices must be signed by both the
participant and the employer or only by the employer if accompanying documentation (timesheets/time
cards) are signed by the participant and reconciled to the invoice: The reimbursement is for regular hours
worked, and does not include paid time off (e.g. sick leave, vacation, holidays, jury duty, etc.), overtime, or
benefits. It may include time in classroom training that is part of the IWT, and occurs during regular work hours.

Arapahoe/Douglas Works will also track the employer share of the IWT costs that includes a mechanism for
employers to report their confributions, and regular reconciliation with the total IWT costs and employer share
identified in the IWT conftract.

5. Reporting Incumbent Worker Training Costs

a. Upon approval by the Arapahoe/Douglas Works Workforce Development Board to implement incumbent
worker training, Arapahoe/Douglas Works! will. submit a Work Plan/Work Book showing the start and end date of
the IWT service, and the amount, year, and type of funds that are being set aside. This could occur in an
original Work Plan/Work Book or modification, depending on when the IWT service is being initiated.

b. Arapahoe/DouglasWorks will then be responsible for monthly reporting of incumbent worker training costs as
a sub-category of Adult and/or Dislocated Worker costs.

c. IWT costs can be administrative or program costs only, just as any other AD or DW service or activity. There
will not be separate CORE program codes for these expenditures.

6. Tracking Incumbent Workers in Connecting Colorado

a. Incumbent workers receiving.only the IW service and no other services must be registered in Connecting
Colorado and enrolled in the new IW program code for formula funding. CDLE has launched a short
registration form called the IW Mini-App that includes only those data elements necessary for reporting of
incumbent workers receiving the IW service only. This form is accessible through the Connecting Colorado E-
Stop System or the Agent Menu under Other Staff Functions, meaning that either staff or customers may use the
form.

The Mini-App requires:
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Social Security Number or masked ID

Birth date

Full address, phone, email address

Date of hire by current employer (to verify 6 months of employment)

Occupational code of employment first quarter prior to participation

Industry code of employment first quarter prior to participation

Layoff Assistance Provided (Rapid Response), if provided prior to or at the time of the application (may
enter the LA service instead at the tfime of the service)

a. Submission of the Mini-App will automatically friggeran IW _program enroliment.

b. Incumbent Workers receiving career, supportive and/or additionaliraining services that areprovided with
WIOA Title | funding must be registered in Connecting Colorado and enrolled in the AD and/or DW program
codes in instead of the IW program code. Any additional services provided should be entered into their
Connecting Colorado records.

c. Incumbent worker training is tracked in Connecting Colorado by the entry of the IW service code. The start
and end dates for this training service should match the start/end dates of the IWT contract unless the
individual drops out before completion.

d. Incumbent workers receiving only.the IW service code (and Rapid Response — LA code) are to be “hard
exited” with the exit. date being the last date of training. This-hard exit should be entered at the same time
Arapahoe/Douglas Works enters the completion date of the IW.service.

e. The following chart provides a side-by-side summary of these requirements:

(see next page)
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Incumbent Worker — IW and LA
Services Only

Incumbent Worker - Additional
Career/Supportive/Training
Services

An incumbent who receives the IW service (and the
LA Rapid Response service) and no other career,
supportive, or fraining services provided with WIOA
Title | funds, must only meet the WIOA + local
definition of an incumbent worker and the
requirements for the Affidavit of Immigration.

An incumbent worker receiving additional
career/supportive/iraining services provided with
WIOA Title | funds must meet priority of service for

the Adult program, program and/or training eligibility
for either the Adult or Dislocated Worker program,
and the requirements for the Affidavit of Immigration.

An incumbent worker receiving only IW (and LA
service) and no other career, supportive, or training
service provided with WIOA Title | funds, will NOT
become a participant or be counted for the AD or
DW primary indicators of performance. Such
individuals:

1. May be registered using a mini-app available
through E-Stop or the Agent Menu

2. Are to be enrolled in the IW program code only

3. Must have the IW service code added to their
record

4. Will have performance outcomes reported
separately to USDOL as part of the PIRL

5. Are hard-exited on the end date of the IW fraining
service

An incumbent worker receiving services'in addition
to the IW service must be enrolled.in.the Adult or DW
program, becomes.a participant and is counted in
the primary indicators of performance for the
program. Such individuals:

1. Must be registered using the complete WIOA
application.

2. Are to be enrolled in the AD or DW program code
3. Must have the IW service code added to their
record

4. Are counted.in the AD or DW primary indicators of
performance

5. Follow the exit rules for all other AD or DW
participants

7. Incumbent Worker Case Files
Case files shall include documentation as follows:

a. Connecting Colorado IW mini-application

b. Qualification for IWT per local policy definition of an incumbent worker (this may be a copy of the

signed Pre-Award Assessment)
c. Affidavit of Immigration;
d. Copy of the IWT contract including

e Percentage of reimbursement to employer;

¢ Amount of reimbursement, based on hours worked and wage rate;

¢ Type of fraining and length of the IWT, based on factors established in local policy;
e. Rapid Response service (LA code), if provided and not previously entered on the IW mini-app
f. Notes documenting trainee’s progress, including any employer progress reports. If enrolled in AD or
DW, the standard case file documentation also applies.

8. Local Monitoring of IWT Contracts

Arapahoe/Douglas Works Workforce Development Board and any sub-recipients (if applicable) must establish
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local monitoring procedures for IWT providers. On-site monitoring of IWT employers is required by
Arapahoe/Douglas Works to ensure validity and propriety of the reimbursement amounts claimed by employers
and to verify that the training for which the contract is written is delivered. Local monitoring procedures must
include, at a minimum:

a. Roles of the employer, participant, and workforce center representative;

b. Monitoring of IWT providers and worksites fo ensure that all parties are in compliance with contract
deliverables, cost, performance, and goals, including type and length of training

c. Desk review of invoices and supporting documeniation

d. Employer outreach strategies and equitable selection:(see Section I.1);

e. On-site monitoring of worksite conditions; and

f. Validation of skill and competency attainment for participants.

9. State Monitoring Requirements
See Attachment 2 of corresponding PGL: Incumbent Worker Training File Review Guide

10. State Reporting Requirements

Data acquired from the IW Mini-App, the IW and LA services, and the Termination screen will provide the inputs
to fulfill state reporting needs.

J. Local Incumbent Worker Training Policies and Procedures

The Arapahoe/Douglas Works Workforce Development Board is responsible for creating local IWT policies and
procedures that use, at a minimum, the guidelines in sections A through | above of this state policy. The ADWDB
may add requirements that are stricter than those of the state, but not less restrictive. The minimum state factors
include:

1. Procedures for.defermining the percentage (up to the maximum of 20%) of local Adult and/or

Dislocated Worker local formula funds to be used for IWT; and obtaining local board approval to use

these funds for IWT

2. Quadlifications for/definition of an incumbent worker

3. Definition of employer and employee competitiveness

4. Determining employer eligibility for IWT

5. Length of fraining; sliding scale for reimbursements, maximum reimbursement allowed, and

procedures for approval of exceptions to the maximum reimbursement

6. Determining employer share of the IWT costs

7. Pre-award assessments/factors for selecting employers and awarding contracts

8. Conftract requirements

9. Reimbursements and procedures for tfracking employer share of costs

10. Incumbent worker tracking and documentation requirements

11. Local contract monitoring process

12. Demonstrating alignment with the WIOA local 4-year plan, particularly sector strategy approaches

for in-demand occupations

13. Other requirements established by the local board, which may include establishing local

performance outcomes for IWT initiatives
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USDOL has not issued additional formal guidance or established a community of practice forincumbent worker
training initiatives under WIOA. Unftil resources become available, PGL WIOA-2016-08: On-the-Job Training and
its attachments at www.colorado.gov/cdle/pgl provides a sample‘pre-award checklist and confract.

Note: not all aspects of the documents within the PGL WIOA-2016-08 applyto IWT but the general format and
content may prove to be useful.

ATTACHMENTS:
Corresponding PGL attachments:

1. Incumbent Worker Data Elements
2. Incumbent Worker Training File Review Guide (new January 2021)

Only the Arapahoe/Douglas Works! Division Manager and/or the Workforce Center
Administrator may grant exceptions to provisions within this policy.
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