Workforce Investment Field Instruction (WIFI) # 3-03

DATE:

September 11, 2003

TO:

Maryland WIA Grant Recipients

SUBJECT:
Maryland Business Works – Incumbent Worker Training

REFERENCES:
None

BACKGROUND 

INFORMATION: Based on exemplary performance in PY ’01, the Department of Labor, Licensing and Regulation (DLLR), Office of Employment Training (OET) was awarded incentive funds totaling $1,944,845 from the USDOL. From that award, a total of $1M has been set aside to administer an incumbent worker training program throughout the state. A diverse workgroup, comprised of state and local representatives, was formed to establish the parameters for this initiative. The result of their collaboration is an initiative known as Maryland Business Works.   

ACTION TO 

BE TAKEN:
Local WIA grant recipients should review the attached Policies and Procedures document for Maryland Business Works. Also to be reviewed are the related six attachments: Program Fact Sheet; Funding Allocation Formula; Business Application; Business Satisfaction Survey; Program Performance Report; and State Review Form.

Local WIA grant recipients should immediately submit the necessary paperwork to the DLLR OET for a new grant that will fund the Maryland Business Works Initiative. The initial local funding allocations are listed in Attachment B.  Once local incumbent worker training projects are developed, they must be submitted to mbw@dllr.state.md.us through utilization of the application provided in Attachment C. 

The workers being trained through Maryland Business Works will not require WIA registration. However, to allow an analysis of program effectiveness, all workers must be catalogued through use of the Excel worksheet as provided in Attachment E. To further assist with program analysis, upon completion of training, employers must complete the Business Satisfaction Survey as provided in Attachment D. 

The Program Fact Sheet, Business Application, and Business Satisfaction Survey may be accessed electronically at www.dllr.state.md.us/employment/mbw.htm.

CONTACT

PERSON:

Ron Windsor (410) 767-2832

EFFECTIVE

DATE:
Immediately

Ron Windsor

Executive Director

Office of Employment Training

DEPARTMENT OF LABOR, LICENSING AND REGULATION

MARYLAND BUSINESS WORKS 
INTRODUCTION AND BACKGROUND INFORMATION
Maryland Business Works Maryland Works is an effort to support employer strategies for upgrading the skills of currently employed workers.  The Program will provide funds to businesses to train incumbent workers in specific skills needed by the business or industry. Training projects shall result in the workers’ acquisition of transferable skills or an industry-recognized certification or credential, and are intended to lead to potential career growth and increased wages.  Maryland Business Works is also intended to be responsive to business needs as well as provide appropriate and effective training for incumbent workers.   

One million dollars of incentive grant funds awarded to Maryland under the Workforce Investment Act (WIA) has been earmarked by the Maryland Department of Labor, Licensing and Regulation for the training of incumbent workers.  Projects will be employer-based, targeted at specific demand occupations, and require a dollar-for-dollar match from the employer.  This employer match in conjunction with the federal WIA dollars allows for the development of training projects valued at two million dollars.

ELIGIBILITY AND TARGET CRITERIA 
Private sector employers (For-Profit and Non-Profit) are eligible to participate in the program.  Funds will be primarily targeted for training projects either with small businesses (50 employees or less), or the healthcare industry. Each local area is also afforded the opportunity to make a case for other priority industries in their area.  The local area shall submit a justification to the State review team, including any relevant industry sector data, to support training projects for other priority industries.  

All applicants must be headquartered or have at least one permanent physical location in Maryland.  Funds awarded to business applicants must be expended on employees working at the applicant’s Maryland facilities.  Training should be approved only for full-time positions that offer benefits.    
Prior to submitting an application for funds, Workforce Investment Area staff shall work with businesses and state/local economic development officials in their local jurisdictions to discuss the business plan, training needs and other available business services that are available to support/assist the business.  Training providers are not eligible to apply for Maryland Business Works’ funding on behalf of a business.  
Each local area may also establish procedures to prioritize training projects.  For example, local areas may give priority to employers who commit to promotions and/or wage increases; commit to hiring new employees; allow workers to access training during work hours; offer other support services to employees during training, etc.  Local areas may also establish funding caps on cost per trainee and/or cost per business project.  Such policies shall be forwarded to the State review team for review and approval.         

TRAINING REQUIREMENTS AND ALLOWABLE USE OF FUNDS

Training activities must be specific to the job, increase the occupational skill levels of existing workers, and relate to the strategic goals and objectives of the company.  English as a Second Language (ESL) courses are allowable if offered in conjunction with job related, occupational skills training.  Local areas are encouraged to access existing ESL instruction offered by the adult education program in each local jurisdiction.    

The training needs and costs must be reasonable, necessary and clearly related to the purposes and activities of the project as described in a training plan that is developed by the business applicant in conjunction with the local workforce investment area.  The business is required to pay for fifty percent of the actual training costs ($1 for $1 match from the employer).  
The following types of activities and items are allowable training costs:
· Classroom-based training, including training that is designed to meet the specific requirements of a business;
· In-house staff training;   
· Instruction provided by consultants; and 
· Books and training materials.
Maryland Business Works’ funds may be used for up to 50% of these costs; the business is responsible for the remainder of the costs. In addition, funds cannot be used for capital costs, purchase of equipment, payment of employee wages and/or benefits while in training, wage subsidies, or support services such as child care, transportation costs, lodging costs and meals for trainees.  Other prohibited uses include introductory classes, remedial education, safety and first aid courses, and other training that does not directly result in the enhancement of job related, occupational skills (with the exception that ESL offerings are allowable if provided with other job related, occupational skills training).    
In addition to training costs, local workforce investment areas are also allowed to expend their grant funds, up to 10 percent over and above the federal portion of the training costs, to support activities associated with the development, oversight and management of training projects.     
Training projects will not be considered if the business is not ready to begin training activities.  Business applicants must be prepared to enter into contract negotiations, and immediately begin training upon execution of a contractual agreement with the local workforce investment area.  To ensure that funds are expended in a timely manner, training contracts shall be awarded for up to six months.  The State review team may approve exceptions if a local area provides justification for the need to exceed the six-month training period.  The State review team shall approve such requests if the justification is reasonable and if the training will be completed and funds expended in a timely manner.    
EXPECTED OUTCOMES AND BENEFITS
As a result of an award of funds, the business will take the necessary steps to make provisions for the training of incumbent workers in specific, job-related skills that result in the workers’ acquisition of transferable skills or an industry-recognized certification or credential.  Benefits of training for incumbent workers include:
· Maryland employers are more productive, profitable and competitive;
· Employment stability for workers with upgraded skills;
· Career growth and increased wages for workers through training in transferable skills or an industry-wide recognized certification or credential program; and
· Development of promotional tracks and workforce growth within existing businesses.
ADMINISTRATIVE PROCEDURES
Distribution of Funds to Local Workforce Investment Areas

Funds will be made available to the twelve Workforce Investment Areas in Maryland to develop training projects directly with private sector employers.  Fifty percent of the funds will initially be allocated by formula to the local areas.  The distribution formula will take into account the number of private sector (for-profit and non-profit) employees in each local jurisdiction.   The balance of funds will be held at the State level for distribution to local areas that have a demonstrated need for additional training dollars.  Staff from the Division of Workforce Development will evaluate requests for additional funds and make additional dollars available based on documented training needs and a review of prior performance of the local area. 
To obtain grant funds, local Workforce Investment Areas are required to submit WIA grant documents to the Office of Employment and Training.  The grant package shall consist of two (2) signed copies of the WIA Grant Signature Sheet and a brief narrative description of the program.  The local Workforce Investment Area shall then use the existing requisition for cash procedures and the quarterly financial reporting procedures that have been established for WIA grants.   
Business Application Review and Approval Process










Workforce Investment Area staff shall work with businesses and state/local economic development officials in their local jurisdictions to discuss the business plan, training needs and other available business services that are available to support/assist the business.  Eligible businesses shall develop projects (training plans), select the most appropriate training vendor, and submit applications for Maryland Business Works funding directly to the appropriate local Workforce Investment Area using the procedures and processes established by the local jurisdiction.  
Staff from the local area shall review the application to ensure that the proposal meets all of the minimum program requirements established by both the State and local area. After the local WIA has certified that the proposal meets minimum program requirements including the requirement that training can begin immediately, the application for training funds shall be forwarded electronically (mbw@dllr.state.md.us)  to the review team at the State level.  The members of the review team (DLLR staff) are:

· Assistant Secretary for Workforce Development (or his designee);

· Executive Director of the Office of Employment Training; and 

· Assistant Deputy Secretary.

The State review team will review the application, make a determination and notify the local workforce investment area within 2 working days after receipt of the training proposal.   

The reviewers will evaluate projects based on the following criteria:

· Business applicant meets eligibility criteria (Maryland private sector employer);
· Proposed training meets program requirements (Specific to the job, increase the occupational skills levels, etc.);
· Funds are to be expended for allowable training costs (Types of activities and items of cost);
· Cost of training is reasonable, necessary and clearly related to the project as described in the training plan; 
· Business is paying for 50% of training costs; and 
· Training project will be completed within 6 months, or within the timeframes established if an exception has been approved. 

Local WIA staff will then be responsible for notifying the business and executing a contract with successful applicants and overseeing the training project.  As previously stated, training contracts shall generally be awarded for up to a six-month period. 
The successful business applicant is responsible for taking the necessary steps to make provisions for the training of its employees in specific skills that result in the workers’ acquisition of transferable skills or an industry-recognized certification or credential program.  The business is also responsible for providing acceptable documentation to verify successful completion of training and actual payment for training as well as any performance / outcome information required as part of the training plan.  

Request for Reimbursement (Payments to Businesses)
After a contract has been formally executed, funds shall be provided to the business applicant by the local Workforce Investment Area on a cost reimbursement basis.  Prior to receiving reimbursement for fifty percent of the training costs, the business must provide the following:

· Proof of successful completion of the approved training; and
· Proof of payment by the employer for approved training.

We strongly encourage the local areas to require the employer to pay all of the training costs up front and be reimbursed for 50 percent of the costs after the employee successfully completes the approved training.  However, to allow for some flexibility, if the local area determines that an employer is unable to pay for all of the training costs up front, the Workforce Investment Area may request approval from the State Review Team to allow an alternative payment method.  Alternative payment methods could include: (1) the Workforce Investment Area paying the training vendor for the total costs of training with the employer reimbursing the local area for 50 percent of the costs; or, (2) the employer paying the training vendor 50 percent of the costs and the Workforce Investment Area paying the training vendor 50 percent of the costs.  However, please note that the employee must successfully complete the approved training for the costs to be allowable under the Maryland Business Works program.    






Management Information Requirements / Performance Outcome Information
At a minimum, the local Workforce Investment Areas shall be required to track and report the following information regarding trainees and training activities:
· Names and SS#’s of trainees; 
· Type(s) of training programs /courses taken by each individual; and
· Training completion information for each individual including the acquisition of a recognized certification, credential and/or other positive outcomes such as promotion/wage increase information).

If applicable as part of the business training plan, the local Workforce Investment Area shall document and report the following outcome information:

· Number of trainees receiving job promotions;  

· Number of trainees retaining jobs as a result of training program;

· Pre-wage and post-wage information by individual;   
· Other jobs created as a result of training program; and
· Other economic benefits of the training program.

Employer Survey

The local Workforce Investment Area is responsible for the completion of an “Employer Survey” for each project.  The survey shall be completed and a copy forwarded by the local Workforce Investment Area to the State Review Team within 30 days after the completion of training.  The survey may be completed by one of three methods: by mail to the local Workforce Investment Area (by the authorized representative of the business); electronically (www.dllr.state.md.us/employment/mbw.htm) or through a telephone interview (with the authorized representative of the business).      
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