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Tennessee Department of Labor & Workforce 
Development 

 
I. Employment & Workforce Development Division 

 
 

OUR MISSION 
 

The mission of the Division is to provide leadership, guidance, and 
technical assistance to the workforce development system so it will 
improve the economic prosperity of Tennessee’s workforce. 

 
 

OUR GOAL 
 

Our goal is to bring together Tennessee Workers and Employers in a 
safe, profitable workplace.  We do this through a wide range of  
programs offering everything from adult education programs to  
retraining opportunities for workers who have lost their jobs to 
professional job applicants seeking a career change.  The Tennessee 
Career Centers are where employers and job seekers come together. 
Employers can access job information, explore tax credits and have 
qualified job applicants referred to their companies. 

 
OUR VALUES 

 
To treat each worker, business and partner with Professionalism, 
Dignity and Respect. 

 
    OUR VISION 

 
To be the # 1 ranked State Workforce Development Organization in the 

nation. 
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Introduction to the Programs under the Workforce 
Investment Act of 1998 

 
 The Workforce Investment Act of 1998 provides the framework for a 

unique national workforce preparation and employment system designed 
to meet both the needs of the nation’s businesses and the needs of job 
seekers and those who want to further their careers.  Title I of this 
legislation is based on the following elements: 

 
 Training and employment programs must be designed and 
managed at the local level—where the needs of businesses 
and individuals are best understood. 

 Customers must be able to conveniently access the 
employment, education, training, and information services 
they need at a single location in their neighborhoods. 

 Customers should have choices in deciding the training 
program that best fits their needs and the organizations that 
will provide that service.  They should have control over 
their own career development. 

 Customers have a right to information about how well 
training providers succeed in preparing people for the job 
market.  Training providers will furnish information on their 
success rate. 

 Businesses will provide information, leadership, and play an 
active role in ensuring that the system prepares people for 
current and future jobs. 

 
 The Act builds on the most successful elements of previous Federal 

legislation.  Just as important, its key components are based on local and 
state input and extensive research and evaluation studies of successful 
training and employment innovations over the past decade. 

 
 The law makes changes to the current funding streams, target populations, 

systems of delivery, accountability, long-term planning, labor market 
information system, and governance structure.  This guide book will detail 
these issues with a focus on program operations for the Administrative 
Entities who receive the Title I funds. 
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 Title I authorizes the Workforce Investment System.  A State Workforce 
Development Board has been established and the State’s five-year 
strategic plan has been developed.  The Governor designates local 
workforce investment areas and oversees the local workforce investment 
boards.  Youth councils have been set up as a sub-group of the local 
boards to guide the development and operation of youth programs.  
Customers will benefit from a Career Center Delivery System where they 
can access core employment services and be referred directly to job 
training, education, or other services.  

 
 Title I requires that standards for success be established for organizations 

that provide training services (see Eligible Training Providers list) and 
outlines a system for determining their initial eligibility to receive funds.  
It establishes the funding mechanism for states and local areas, specifies 
participant eligibility criteria, and authorizes a broad array of services for 
youth 14-21 years of age, adults, and dislocated workers.  It also 
authorizes certain statewide activities and a system of accountability to 
ensure that customer needs are met.  Also authorized are a number of 
national programs—the Job Corps; Native American programs; Migrant 
and Seasonal Farm Workers programs; Veterans Workforce Investment 
Programs; Youth Opportunity Grants for high poverty areas; Technical 
assistance efforts to states and local areas; demonstration, pilot, and other 
special national projects; programs evaluations; and, National Emergency 
Grants. 

 
 Title II re-authorized Adult Education and Literacy Programs for fiscal 

years 1999-2007. 
 
 Title III amends the Wagner-Peyser Act to require that Employment 

Service/Job Service activities become part of the Career Center System 
and establishes a national employment statistics initiative.  It requires 
linkages between the Act’s programs and the Trade Adjustment 
Assistance and North American Free Trade Agreement Transitional 
Adjustment Assistance Programs.  It establishes a temporary “Twenty-
First Century Workforce Commission” to study issues relating to the 
information technology workforce in the United States. 

 
 Title IV re-authorized Rehabilitation Act programs through fiscal year 

2003 and linked these programs to state and local workforce development 
systems. 
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 Title V contains general provisions that include authority for state unified 
plans relating to several workforce development programs, incentive 
grants, for states exceeding negotiated performance levels under the 
Workforce Investment Act., Adult Education Act, Perkins Vocational 
Education Act, and transition provisions. 
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Other Program (s) 
 

Senior Community Service Employment Program 
     (Older Workers) 

 Senior Employment Services Coordination Plan 
 

SCSEP Equitable Distribution Report 
 

Boomer Careers 
http://www.state.tn.us/labor-wfd/boomer/ 

Program Overview 
 

The Senior Community Service Employment Program (SCSEP), funded 
under Title V of the Older Americans Act, serves persons with low incomes 
who are 55 years old or over and have poor employment prospects. The 
program has two purposes: to provide useful community services and to 
foster individual economic self sufficiency through training and job 
placement in unsubsidized jobs. Services provided include: 

 Average 20 hours a week of part-time employment in 
community service assignments  

 job training and related educational opportunities  
 opportunities for placement into unsubsidized jobs  

Community service assignments include the following activities: 

 social, health, welfare, and educational services 
(particularly literacy tutoring)  

 personal assistance, including tax counseling and 
assistance and financial counseling  

 library, recreational, and other similar services  
 conservation, maintenance, or restoration of natural 

resources  
 community betterment or beautification  
 anti-pollution and environmental quality efforts  
 weatherization activities  
 economic development; and  
 Such other services essential and necessary to the 

community as the Secretary of the Department of 
Labor, by regulation, may prescribe.  
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The Code of Federal Regulations for the Senior Community Service 
Employment Program is: 

 
20 CFR Part 641 

 

Senior Community Service Employment Program 

Title V State & National Contractors 

Adrienne Walker, Title V 
Project Director 
Senior Service America 
Family Investment Center 
400 Harriet Tubman St. #207 
Knoxville, TN 37915 
865-403-1286 FAX 403-1250 
senior55@esper.com 

Cindy Crutchfield 
Project Director 
Senior Service America 
1000 Newby Street 
Chattanooga, TN 37402-2799 
423-755-6123 FAX 755-6125 
ccrutchfield@alexianbrother.net 

Jacqueline Sensabaugh, 
Title V Project Director 
Upper East TN HDA 
TDLWD 
301 Louis Street, P.O. Box 46 
Kingsport, TN  37662-0046 
423-246-6180 FAX 246-1934 
j_sensabaugh@hotmail.com 
 

John Governor, Project Director 
Mid-Cumberland Community 
Service Agency 
TDLWD 
531 Metroplex, Suite A200 

John Tucker 
Experience Works 
116 Foxcross Drive 
Hendersonville, TN 37075-2652 
615-264-0792 (also fax) 
john_tucker@experienceworks.org 

Jane Peoples 
Experience Works 
Five Rivers Center, Suite 6A 
6057 W. Andrew Johnson Highway 
Talbot, TN 37877 
Phone: 423-317-1072 
Cell: 865-567-7846 
jane_peoples@experienceworks.org 

Betty Lockard 
Experience Works 
144 Park Circle 
Trenton, TN 38382-3913 
731-855-1920 
betty_lockard@experienceworks.org 

 
 
 

Pamela Morris 
Project Director 
National Council on Aging 
South Central HRA 
606 Lee Avenue  
P.O. Box 638 
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Nashville, TN  37211-3140 
615-333-5412 FAX 620-0052 
jgov@mccsa.com 

Ophelia Parks, Project Director 
Hardeman County Literacy Council
TDLWD                                            
200 Hope Street, P.O. Box 856 
Bolivar, TN  38008-0856 
731-658-4106 FAX 658-3563 
nevator@bellsouth.net 

Virginia H. Donaldson 
Title V Project Director 
Upper Cumberland HRA 
TDLWD & NCOA 
3113 Enterprise Drive 
Cookeville, TN 38506-4281 
931-528-1127 FAX 526-8305 
vdonaldsonus@yahoo.com 

Polly Byrd, Project Director 
TDLWD 
East TN HRA 
9111 Cross Park Drive, Suite D100
Knoxville, TN  37923-4517 
865-691-2551 FAX 531-7216 
pbyrd@ethra.org 

 

Fayetteville, TN 37334-0638 
931-433-7182 FAX 438-0074 
pmorrisscsep@hotmail.com 

Melinda Goode Project Director 
Northwest TN Development District 
Senior Service America 
124 Weldon Avenue  
P.O. Box 963 
Martin, TN 38237-0963 
731-587-4213 FAX 587-9031 
mpghra@crunet.com  

Anthony Culver 
Project Director 
Senior Services Inc. 
TDLWD & SSA 
4700 Poplar Avenue 
Memphis, TN 38117-4411 
901-766-0600 FAX 766-0699 
anthony_culver@enablinglives.org 

Brenda Head, Project Director 
National Council on Aging 
Nashville Resource Center 
Nashville, TN 37211 
615-834-4900 FAX 331-1444 
brenda.head@ncoa.org 

 

Locate a program near you, please call Louis Stone 741-8777 
 

 
 
 
 
 
 
 



  13

Employer Services 
 

The Employer Services Unit coordinates and organizes the Incumbent Worker 
Training Program (IWTP) and is the Department of Labor and Workforce 
Development’s contact point for the Governor’s Fast Track Initiative (Executive order 
# 15). The IWTP is focused on providing training assistance in the form of employer 
reimbursement of instructor’s wages, curriculum development, materials, supplies, 
textbooks, etc.   This program has a maximum benefit of $50, 000.00.  The Fast track 
initiative is under the direction of the Department of Economic and Community 
Development.  Its purpose is to expedite the response to employer’s questions with 
regard to expansion, new development or relocation. For more Information on any of 
these two programs you can contact Mr. Jim Alford at 615-253-1330. 
 

A Customer-Focused System 
 
The most important aspect of the act is its focus on meeting the needs of businesses for 
skilled workers and the training, education, and employment needs of individuals.  Key 
components of the Act enable customers to easily access the information and services 
they need through the Career Center System, and to empower adults to obtain the 
training they find the most appropriate through Individual Training Accounts (ITAs), 
and ensures that all state and local programs meet customer expectations. The System 
is based on the “One Stop” concept where information about jobs and the access to a 
wide array of job training, education, and employment services are available for 
customers at a single neighborhood location. 

  
 Eligible Customers are able to easily:  

 
 Receive a preliminary assessment of their skill levels, 
aptitudes, abilities and support services needs. 

 Obtain information on a full array of employment-related 
services, including information about local education and 
training providers. 

 Get help filing claims for unemployment insurance and 
evaluation eligibility for job training and education 
programs, or student financial aid. 

 Obtain job search and placement assistance, and receive 
career counseling. 

 Have access to up-to-date labor market information, which 
identifies job vacancies, skills necessary for in-demand jobs, 
and provides information about local, regional and national 
employment trends. Through the Career Center System, 
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Employers have a single point of contact to provide 
information about current and future skills needed by their 
workers and to list job openings. They benefit from a single 
system for finding job-ready skilled workers who meet their 
needs. 

 
Each Local Area has established a Career Center Delivery System through 
which core services are provided and through which access is provided to other 
employment and training services funded under the Workforce Investment Act 
(WIA) and other Federal Programs.  There is at least one Center in each local 
area, which may be supplemented by a network of affiliated sites.  The operators 
of the local Career Centers are selected by the Local Workforce Investment 
Board for that area, through a competitive process or designation of consortia 
that includes at least three of the mandatory partners as established by the Act to 
provide services at the Center. 

 
Accountability 

 
As individuals become empowered to choose the services they require, states, 
local areas, and providers of those services become more accountable for 
meeting those needs. 
 
For adults and dislocated workers, the common measures are; a) entered 
employment; b) employment retention; c) and average earnings.   The youth 
common measures are; a) placement in employment education; b) attainment of 
a degree or certificate and c) literacy and numeracy gains,  
 
The Act also requires that training providers meet certain requirements in order 
to receive adult and/or dislocated workers funds. There are separate 
requirements for initial eligibility and for subsequently maintaining eligibility to 
receive funds. Training providers are held accountable for completion rates, the 
percentage of participants who obtain unsubsidized jobs and for their wage 
placement. Training providers also provide information about the cost of their 
programs. 
 
This information is available to the general public at the Local Career Centers. 
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Service Requirements 
 
The Act specifies three funding streams to the states and local areas:  adults, 
dislocated workers and youth (14-21). 
  
A)  Adults and Dislocated Workers 
    
The Act authorizes core services (available to all adults with no eligibility 
requirements), which include job search and placement assistance (including 
career counseling); labor market information (which identifies job vacancies, 
skills needed for in-demand jobs and local, regional and national employment 
trends); initial assessment of skills and needs; information about available 
services; and some follow-up services to help customers keep their jobs once 
they are placed.  Section 134(d) (B) (2).  
 
The Act authorizes intensive services to include more comprehensive 
assessments, development of individual employment plans, group and individual 
counseling, case management, and short term pre-vocational services.  
 Section 134(d) (B) (3). 
 
In cases where qualified customers receive intensive services and are still not 
able to find jobs, they may receive training services, which are directly linked to 
job opportunities in their local area, or an area where they are willing to relocate. 
These services may include occupational skills training, on-the-job training, 
entrepreneurial training, skill upgrading, job readiness training, and adult 
education and literacy activities in conjunction with other training.  Section 
134(d) (B) (4)  
 

B) Youth 
 
Eligible youth are to be prepared for post secondary educational opportunities or 
employment.  Programs link academic and occupational learning. Service 
providers have strong ties with employers. Programs must also include tutoring, 
study skills training and instruction leading to completion of secondary school 
(including dropout prevention); Alternative school services; mentoring by 
appropriate adults; paid and unpaid work experience (such as internships and job 
shadowing); occupational skills training; leadership development, and 
appropriate supportive services. Youth participants also receive guidance and 
counseling, and follow-up services for at least one year, as appropriate. 
 
Programs must provide summer employment opportunities linked to academic 
and occupational learning.  The mix of year round and summer activities is left 
to local discretion.  Section 129 (c) (C) (2) 
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Managing the Workforce Investment Act  
 
Several new features and/or changes are included with the re-authorization of 
the Workforce Investment Act to ensure the full participation of business, labor, 
and community organizations in designing and ensuring the quality of the new 
workforce investment system.  These may include the re-formulation of the 
State, and Local Boards and the Youth Councils.  The process of long term 
strategic planning also will be affected. 
 
A) State and Local Workforce Boards 
 
Each State has established both State and Local Workforce Investment Boards 
to implement the state initiatives and workforce system processes in accordance 
with the Workforce Investment Act of 1998. The State Workforce Development 
Board advises the Governor on strategies used to develop the statewide 
workforce investment system and a statewide labor market information system. 
The State Workforce Development Board serves as an advisory and policy 
council, providing assistance to the Governor with the development of the five-
year strategic plan.   
 
This strategic plan is used to describe statewide workforce development 
activities, and explains how the requirements of WIA will be implemented 
throughout Tennessee. The strategic plan also provides an overview of how 
Local Employment Service/Job Service activities fit into the actual service 
delivery structure of the workforce development system.  The strategic plan is 
submitted to the Secretary of Labor for approval. 
 
The composition of the State Workforce Development Board consists of thirty-
six (36) members appointed by the Governor.  Those individuals, who obtain 
appointments, represent key stakeholders within the state’s workforce 
development system.  The membership of Board is in accordance with the 
requirements of Title VII of the Job Training Partnership Act Amendments of 
1992, 29 U.S.C. 1792 et seq.  State Board membership is inclusive of: 
 

• State Agency heads responsible for the administration of Workforce 
Development Programs which include the Commissioners of the Tennessee 
Department of Education, Human Services, Labor, Economic and 
Community Development, and Employment Security; 

 

• Representatives from business and industry; representatives from organized 
labor; representatives from local public education, postsecondary education 
and secondary or postsecondary vocation education; and representatives of 
community-based organizations; 
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• The Board may also include representatives from the State legislature, local 
government, State and local workforce development programs, and those 
with special knowledge with respect to special education and career 
development needs of hard-to-serve individuals.   

 
The chairperson of the Board is a private sector employer, and this individual is 
appointed by the Governor.  The administering agency of the Board is the 
Tennessee Department of Labor and Workforce Development (TDLWD).  The 
overall mission of the Board is to provide effective leadership and guidance to 
Tennessee’s workforce development system. 
 
Local Workforce Investment Boards, in partnership with Local Chief Elected 
Officials, administer the local workforce development system.  The local board 
is appointed by the LCEO to assist with the establishment of local 
infrastructures, operational and programmatic protocols, and workforce 
development policy ensuring the implementation of WIA at the local level. 
Local plans are submitted annually for the governor’s approval.  These local 
plans provide an overview of the local workforce development initiatives. 
 
Local boards designate Career Center operators and identify providers of 
training services. Once an eligible training provider is designated, the local 
board, following the guidance set by the state, is responsible for the training 
provider’s certification. Local workforce boards monitor local workforce system 
performance levels against established performance measures with the State 
Board and the Governor.  Local workforce boards identify the economic 
development needs for the community and develop strategies to address those 
needs.   
 
In accordance with WIA Section 117 (b), the majority of local workforce board 
membership must be represented by businesses from the local workforce area.  
These local businesses are required to have employment opportunities that 
reflect the demand occupations within the local workforce area.  These business 
representatives are individuals who are owners, chief executive officers, chief 
operating officers, or other individuals with optimum policy-making or hiring 
authority. 
 
Local boards are chaired by a business representative.  It is required that local 
business organizations and business trade organizations nominate these 
individuals.  Other local board membership representation is inclusive of two or 
more representatives from the following categories: 
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• Local educational entities selected from nominations by regional or local 
educational agencies 

• Labor organizations nominated by local labor federations 
• Community based organizations 
• Economic development organizations 
• Others as deemed appropriate by the local chief elected official 
 
It is also a required that local board membership is inclusive of Career Center 
system partners.  All local workforce boards must adhere to the above 
composition requirements in order to be approved for recertification.  The 
governor recertifies local workforce boards every two years.     
 
 
B) Youth Councils 
 
Youth Councils were appointed as a subgroup of the Local Boards to develop 
parts of the local plan relating to the youth and youth program, recommend 
providers of youth services, and coordinate local youth programs and initiatives. 
 
C) Funding 
 
The Workforce Investment Act authorizes three funding streams: Adults, 
Dislocated Workers, and Youth.  Eighty-five percent of Adult and Youth funds 
are allocated to local areas; 15% is reserved for statewide activities.  For Youth, 
funds appropriated in excess of $1 billion (up to 250 millions) are used by the 
United States Department of Labor to fund Youth Opportunity Grants.  For the 
Dislocated Workers program, 65% of the total allotments are distributed to local 
areas, 10% of the funds are reserved for statewide activities and 25% are 
reserved for Rapid Response efforts. 
 
D) Statewide Activities 
 
The state retains 15% of the federally funded allocations for statewide activities 
from the Youth, Adults, and Dislocated Workers funding streams.  Of the 15% 
set aside funds, 5% is applied toward administration with the remaining 10% 
going to statewide programs.  Statewide programs include:  dissemination of the 
statewide list of certified eligible training providers, including eligible providers 
of non-traditional training services, information identifying eligible providers of 
on-the-job training and customized training, performance information, program 
cost information, conducting evaluations in coordination with the activities 
carried out under Section 172; providing incentive grants to local areas for 
regional cooperation among local boards for local coordination of activities 
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carried under the Act, and for exemplary performance the local areas on the 
performance measures; providing technical assistance to the local areas that fail 
to meet local performance measures and assisting in the establishment and 
operation of one-stop delivery systems; operating an enhanced consolidated 
management activity and tracking system, E-CMATS) and maintaining a fiscal 
activity management account information system. In addition, statewide funding 
is used for pilot or demonstration projects (e.g. Skills Shortage Demonstration 
Projects), research, development and training of staff and the development of 
exemplary program activities, incumbent worker training programs which 
include the establishment and implementation of an employer loan program to 
assist in skills upgrades. 
 
E) Programmatic and Financial Monitoring 
 
Another goal of the Employment and Workforce Development Division is to 
work closely with the Local Workforce Investment Areas, the Technical 
Assistance unit, and the Monitoring Unit from the Fiscal Services Division of 
the Department of Labor & Workforce Development for purposes of 
determining sub-recipient compliance with the requirements of WIA Title I, 
applicable state and federal laws and regulations, and WIA stated results and 
outcomes. Reviews are conducted to ascertain if internal controls, over financial 
management and accounting systems are adequate to account and safeguard   
program funds in accordance with state and/or federal requirements. 
 
The review process begins with a hardcopy letter with at least thirty (30) days 
prior notice of the Program Accountability Review (PAR) and financial review 
of your organization’s contract(s) and its activities.  You may be asked complete 
certain desktop review instruments before the review team arrives onsite; and 
the review itself will involve the scheduling of entrance and exit conferences, 
the collection of program and financial information as requested by the PAR 
review team.  During the post-review process, PAR will deliver its final review 
report which indicates the need for improvements and Technical Assistance.  A 
Corrective Action Plan is required if deficiencies and /or instances of non-
compliance are observed by PAR.            
 
Our objective is to help you ensure full compliance with the WIA and related 
state and federal laws and regulations.  To this end, we have identified a 
monitoring liaison and point of contact that takes questions and obtain answers 
in a timely manner. 

 
 
 



  20

F) Technical Assistance 
 
Another goal of the Employment and Workforce Development division through 
the Technical Assistance Unit is to provide clear, concise and timely technical 
support to those responsible for providing service delivery at the local level.  
You may contact technical assistance at 1-800-255-5872. 
 
Each local area is assigned a point of contact to serve as a clearinghouse of 
information.  This point of contact will take questions and obtain answers from 
experts within the Department. 
 
The Tennessee Department of Labor and Workforce Development also offer 
technical assistance through our web page, www.state.tn.us/labor-wfd/et.html. 
Additional information regarding workforce development issues are listed in the 
attachments/appendixes section. 
 

 
Additional Technical Assistance information is obtained 

through these Federal websites: 
 
The Sar Levitan Center for Social Policy Studies At Johns Hopkins University's 
Institute for Policy Studies 
 

www.Levitan.org 
 

New York Association of Training and Employment Professionals  
 

www.nyatep.org 
 

John J. Heldrich Center for Workforce Development 
 

www.heldrich.rutgers.edu/youth 
 
National Youth Employment Coalition 
 
 www.nyec.org 
 
US Workforce 
 
 www.doleta.gov/usworkforce/ 
 
National Governors’ Association  
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www.nga.org 
 

U. S. Department of Labor 
 
 www.dol.gov [Search for Youth] 
 
Tennessee Department of Labor and Workforce Development 
 
 www.state.tn.us/labor-wfd/youth 
 
Career Voyages 
 
 www.careervoyages.gov 
 
Workforce Tools 
 
 www.workforcetools.org 
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II. Basic Workforce Investment Act Participant 
Eligibility Criteria 

 
 
It is the purpose of this Act to establish programs to provide employment and 
training opportunities to adults, youth and dislocated workers who can benefit 
from and who are most in need of such opportunities.  In addition, efforts are 
made to develop programs which contribute to occupational development, 
upward mobility, development of new careers, and opportunities for non-
traditional employment. These efforts increase employment and earnings, 
educational and occupational skills, decrease welfare dependency, improve the 
quality of the workforce and enhance productivity and the competitiveness of 
the state and the nation as a whole. 
 
A) Adult Eligibility 
 
All adults 18 and over are eligible to receive WIA services.  In the event that 
funds allocated to a local area for the adult program are limited*, priority is 
given to recipients of public assistance and other low-income individuals. 
 
*Limited funding in a LWIA is defined as 75% expenditure rate before the 
end of the third quarter of that program year. 
 

The services to be provided are: 
 
     Core Services 
     Intensive Services 
     Training Services 
 
Note:  The question “who is eligible for training” is dependent on the following 
conditions:  (20CFR 663.310) 
 

 The individual employment plan developed for the 
customer after providing core services and intensive 
services 

 The funding availability for the area 
 The criteria developed by the LWIA to target the most 
in need for training services 
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B) Youth Eligibility 
 
WIA eligible are individuals that meet the following criteria: 
 

 Ages 14-21 
 Low Income (Up to 5 percent of the funds allocated to 
a local workforce area may be used for youth that do 
not meet the income criterion.) 

 
And one of the following: 

 Deficient in basic literacy skills 
 School dropout 
 Homeless, a runaway, or a foster child 
 Pregnant or a parent  
 Offender 
 Requires additional assistance to complete an 
education program or to secure employment (as 
defined in the LWIA’s plan) 

 
Out-of-School Youth: 

 
An out-of-school youth (for the purpose of the 30% expenditure rule) is 
defined as an eligible youth (see above) who is one of the following: 
 

 A school Dropout, or 
 A high school graduate or GED holder that is basic 
skills deficient, or 

 Unemployed  or underemployed 
 
C) Dislocated Workers Eligibility 
 
WIA Section 109 (9) defines dislocated workers as: 
 
1)  Individuals who have been terminated or laid off, or who have received a 
notice of termination or layoff from employment; are eligible for or have 
exhausted entitlement to unemployment compensation; Have been employed for 
duration sufficient to demonstrate  attachment to the workforce but are not 
eligible for unemployment compensation due to insufficient earning or having 
performed services for an employer that was not covered under State 
unemployment compensation law; and are unlikely to return to a previous 
industry or occupation. 
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2)  An individual who 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; is employed at a 
facility at which the employer has made a general announcement that such 
facility will close within 180 days; or for purposes of eligibility to receive 
services other than training services described in section 134(d)(4), intensive 
services described in section 134(d)(3), or supportive services; is employed at a 
facility at which the employer has made a general announcement that the facility 
will close. 
 
3) An individual who was self-employed (including employment as a farmer, a 
rancher, or fisherman) but is unemployed as a result of general  economic 
conditions in the community in which the individual resides or because of 
natural disaster. 
 
4) A displaced homemaker – The term “displaced homemaker” means an 
individual who has been providing unpaid services to family members in the 
home and who: 
 

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

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

 
D) Other Eligibility Requirements: 
 
The preceding factors supersede the application of any of the following 
dislocated worker criteria in determining an applicant’s eligibility: 
 

 Individuals who are unable to work for any reason 
and such condition can be documented are not 
considered eligible. 

 Individuals who are terminated or laid off for cause 
are not eligible for dislocated services. 

 Individuals are not eligible if the closing or layoff 
constitutes a strike or lock out. 

 Individuals who voluntarily terminate (quit) their 
employment are not eligible for dislocated services as 
a result of that dislocation. 

 The situation outlined in the last two circumstances 
above would not prevent an applicant from receiving 
dislocated worker services if the individual is awarded 
UI benefits as a result of mitigating circumstances 
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surrounding the termination for cause or voluntary 
termination. 

 Applicants who are laid off with recall rights should 
not be excluded from dislocated worker services based 
solely on the recall factor.  This situation applies 
primarily to organized labor with employment 
contracts. 

 Applicants shall not be considered as eligible for 
dislocated worker services if the applicant has been 
dislocated for five or more calendar years from the 
date of attempted certification. 

 Applicant’s termination is permanent in nature. 
 

E) Workforce Investment Income Guidelines 
 

Workforce Investment Income Guidelines 2006 
    

Family Size Poverty Level LLSIL* - Metro LLSIL – Non-Metro 
1 $9,800 $7,580 $7,250 
2 $13,200 $12,420 $11,880 
3 $16,600 $17,050 $16,310 
4 $20,000 $21,040 $20,130 
5 $23,400 $24,830 $23,760 
6 $26,800 $29,040 $27,780 
7 $30,200 $33,250 $31,800 
8 $33,600 $37,460 $35,820 
9 $37,000 $41,670 $39,840 
10 $40,400 $45,880 $43,860 
11 $43,800 $50,090 $47,880 
12 $47,200 $54,300 $51,900 
 Add $3,400 for each 

additional family 
member 

Add $4,210 for each 
additional family 

member 

 Add $4,020 for each 
additional family 

member 
    
*Lower Living Standard Income Level 
 
To use this chart, compare the poverty level for the family size against either the Metro or 
Non-Metro LLSIL, depending on the county of residence, using the higher of the two.  
 
Note - Metro LLSIL levels can only be used for the following counties: 
Anderson, Blount, Carter, Cheatham, Chester, Davidson, Dickson, Fayette, Grainger, 
Hamilton, Hawkins, Jefferson, Knox, Madison, Marion, Montgomery, Robertson, Rutherford, 
Sequatchie, Sevier, Shelby, Sullivan, Sumner, Tipton, Unicoi, Union, Washington, 
Williamson, Wilson. 
Revised June 15, 2006 
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General Overview of WIA Service Delivery 
 
Core Services: 

 
Core services are available to all applicants since this is  

  the point of entry to the program e.g. (job search or UI 
compensation).  A Career Center operator or the Satellite 
Office operator determines what core service an individual 
receives and the timing of the delivery. 

 
Intensive Services: 
 

Local Investment Boards set the criteria for determining 
whether an individual should receive intensive services to 
obtain employment that lead to self-sufficiency. For an 
individual to receive training services he/she must have been 
first provided with at least one intensive service, such as 
development of an individual employment plan, or individual 
counseling and career planning with a case manager. (20CFR 
663.220) 

 
Training Services:  
 

An individual is determined to be in need of training services 
if the individual has received at least one intensive service 
and is determined by a Career Center Operator or a Career 
Center Partner to have the skills and qualifications to 
successfully complete the selected training program.  
Additionally, the training program selected must be directly 
linked to the employment opportunities either in the local 
labor market or in another area to which the individual is 
willing to relocate. 

 
Note:  If the individual is eligible for and assessed to need training 
           services through the adult funding stream, the priority system 
          established by the Local Investment Board will apply. 

 
  Each LWIA should have a service strategy to move from one  
  service to the next  
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Workforce Investment Services 
 

Adults and Dislocated Worker Services 

Core Services may include: 
 

   1) Determination of whether the individuals are eligible  
   to receive assistance under adult or dislocated worker  
   program 

2) Outreach, intake (which may include worker profiling) 
and services available through the career center system 

   3) Initial assessment of skills levels, aptitude, abilities  
   and support services 
   4) Job search and placement assistance, and where  
   appropriate, career counseling 
   5) Provision of employment statistics information,  
   including the provision of accurate information relating  
   to local, regional, and national labor market areas,   
   including: 
 

  (a)  Job vacancy listing in such labor market areas 
  (b)  Information on job skills necessary to obtain  
  the listed jobs, and 
  (c)  Information relating to local occupations in  
  demand and the earnings and skill    
  requirements for such occupations. 
 

  6) Provision of program performance information and  
 program cost information on: 

 
   (a) Eligible providers of training services. 
   (b) Eligible providers of youth activities. 
   (c) Providers of adult education. 
                            (d) Providers of post secondary  

vocational education activities and,  
vocational education activities available 
to school dropouts under the Carl Perkins 
Vocational and Applied Technology  
Education Act. 

   (e) Providers of vocational rehabilitation  
   program activities. 
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 7) Provision of information on how the local area is  
 performing on the local performance measures and any 
 additional performance information with respect to the 
 career center system in the local area. 

8) Provision of accurate information relating to the 
availability of support services, including, at a minimum, 
child care and transportation, available in the local area, and 
referral to such services as appropriate. 

     9) Provision of information regarding filing claims for  
        unemployment compensation. 

10) Assistance in establishing eligibility for: 
  (a)  Programs of financial aid assistance for  
  training and education programs that are available  
  in the  local area  
  (b) Follow up services, including counseling  
  regarding the workplace, for participants in   
  workforce investment activities authorized under  
  Title I of WIA who is placed in unsubsidized  
  employment for not less than 12 months after the  
  first day of the employment as appropriate.   
  Section 134(d) (B) (2). 
 

Intensive Services may include: 
    
   1) Comprehensive and specialized assessments of the  
   skill levels and service needs of adults and dislocated  
   workers which may include: 

 
 Diagnostic testing and use of other assessment tools  
 In depth interviewing and evaluation to identify 
employment barriers and appropriate employment 
goals 

 Development of an individual employment plan to 
identify the employment goals and an appropriate 
combination of services for the participants to achieve 
the employment goals 

 Group counseling 
 Individual counseling and career planning  
 Case management for participants seeking training 
services 
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 Short-term prevocational services, including 
development of learning skills, punctuality, personal 
maintenance skills, and professional conduct, to 
prepare individuals for unsubsidized employment or 
training 

 Job search assistance, internship, work experience, 
relocation assistance may be provided based on the 
assessment or individual employment plan.   Section 
134(d) (B)(3) 

 
Training Services May include: 

 
  Occupational skills training, including training for 
 non-traditional employment. 

  On-the-job-training. 
  Programs that combine workplace training with 
 related instruction, which includes cooperative 
 education programs. 

  Training programs operated by the private sector. 
  Skills upgrade and retraining. 
  Entrepreneurial training. 
  Job readiness training. 
  Adult education and literacy activities provided in 
 combination with services described in any items  in 
1-7 above. 

  Customized training conducted with a 
 commitment by an employer or group of 
 employers employ the participant individual upon 

successful completion of the training. 
  Additional training services may be added.  Section 
134(d) (B) (4). 
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III. Individual Training Accounts (ITAs) 
 
Each local WIB, or its designee, establishes a mechanism that allows for the 
payment of training dollars to an approved training provider.  The local WIB, or 
designee, establishes a legal document that allows for the transfer of funds from 
the Fiscal Agent to the training provider.  As individuals are approved and an 
eligible training provider selected by the individual, an application for an 
Individual Training Account is completed by the individual.  The mechanism 
allows for the purchase of training in an amount not to exceed locally set limits. 
 

Purpose 
 
The purpose of the Individual Training Account (ITA) is to provide eligible 
individuals with the means to obtain the necessary training to become gainfully 
employed or re-employed.  Provisions of the Act promote individual 
responsibility and personal decision-making through the use of “Individual 
Training Accounts” (ITA’s), which allow adults, dislocated workers, and some 
youth to “purchase” the training they determine best for them.  This market 
driven system enables customers to get the skills and credentials they need to 
succeed in their local labor markets. 
 
Good customer choice requires quality information.  The Career Center System 
provides customers with a list of eligible training providers and information 
about how well those providers perform. Payment for training services is 
arranged through the Individual Training Accounts. Only in an exceptional 
situation, payment for training services may be arranged through a contract for 
services between the Local Career Center and other training providers. 
 
Eligibility 
 
Individuals are determined eligible through the criteria established under the Act 
[See Eligibility Criteria, page 14].  The provision of training services shall be 
limited to individuals who are 1) unable to obtain other grant assistance for such 
services; and 2) require assistance beyond the compensation available under 
other grant assistance programs, which includes but is not limited to, Pell grants, 
Trade Adjustment Assistance (TAA), Wilder-Naifeh grant, HOPE grant, grants 
from the Lottery Proceeds (TTC only), or other Federal grants.  If the TAA 
petition has not been approved, the dislocated worker receives an ITA or other 
training options until the approval is final. 
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The requested training must be in accordance with the policies of the Local 
Workforce Investment Board using the state’s approved eligible training 
provider list, lead to an occupation in demand and be completed with the time 
limits established by the local Board. 
 
ITA Waiver 
 
Since March 2004, Tennessee has been granted a waiver through the federal 
government to permit older, out-of-school youth to utilize Individual Training 
Accounts from the eligible training provider list within the LWIA’s youth 
allocation.  This was intended to expedite training services, add flexibility, gain 
recognized credentials and assist in ensuring the 30% requirement for money 
spent on this high risk population. 
 
Accessing Individual Training Accounts 
 
Each local WIA will define a process by which individuals can access training 
accounts and any other tuition assistance. Individuals must apply for 
PELL/PHEAA and any other of tuition available funding and provide a copy of 
the Student Aid Report, if applicable. Individuals must reapply yearly for 
PELL/PHEAA if in a multi-year program or in single year programs that 
overlaps a fiscal year.  Dislocated workers who are denied PELL/PHEAA 
funding should reapply immediately. 
 
Pell Grants 
 
Requirements: when other grant assistance is available to participants, Section 
663.320 implements the requirements of WIA section 134(d)(4)(B), which 
limits the use of WIA funds for training services to instances when there is no or 
insufficient grant assistance from other sources available to pay for those costs.  
The statute specifically requires that funds not be used to pay for the costs of 
training when Pell Grant funds or grant assistance from other sources are 
available to pay those costs.   
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TENNESSEE EDUCATION LOTTERY SCHOLARSHIP 
PROGRAM 

 
Pursuant to T.C.A  45-4-903(b) the Tennessee Higher Commission (THEC) 
is to annually report findings related to the lottery scholarship program to 
the General Assembly at the beginning of each legislative session.  The 
overview that follows presents an initial review of the first cohort of 
Tennessee Education Lottery scholarship recipients by select demographic 
and academic characteristics. This report will be updated as data become 
available.  

Background 
 

As the 2005 legislative session opens, more that 36,000 students enrolled in 
postsecondary institutions across both the public and independent sectors 
are Education lottery scholarship recipients.  However, before delving into a 
description of scholarship recipients, this program and highlights the 
distinctiveness of the Tennessee’ program to compare similar merit based 
scholarship programs in other states.  
 

Tennessee Education Lottery Scholarship Program 
 
This program was designed to meet the unique needs of the state of 
Tennessee by incorporating the hallmark elements of existing financial aids 
model in other states.  As determined through a process involving both 
elected officials and members of the academic community, the Tennessee 
Hope Program was developed to address broad public policy objectives. 
 

 Provide financial assistance as a means of promoting access to higher 
education 

 Improve academic achievement in high school through scholarship 
incentive 

 Retain the state’s “Best and Brightest” students in Tennessee colleges 
and universities 

 Enhance and promote economic and community development through 
workforce training. 

 
The Tennessee Education Lottery Scholarship program includes five unique 
scholarships awards each with differential initial eligibility requirements.  
The Wilder-Naifeh Technical Skills Grants was designed to address the final 
goal above noted and is available to all students enrolled in certificate and 
other diploma at the Tennessee Technology Centers (TTC).  All other 
scholarships and awards components of the Tennessee Hope program  
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require students to meet various combinations of high school grade point 
average (GPA) and standardized test scores  (ACT or SAT).  While initial 
eligibility criteria differ by award, the renewal criteria remain consistent 
across all awards for each subsequent 24 credit hours attempted.          
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IV. STATE PERFORMANCE MEASURES 
 

What are performance measures? 
 
Performance measures comprise a comprehensive accountability system to 
assess the effectiveness of programs and services.  This section details how they 
apply to state and local areas providing employment and training programs.  
Section 136 of the Workforce Investment Act specifies core indicators of 
performance for workforce investment activities in adult, dislocated worker, and 
youth programs. Fifteen core measures apply to the adult, dislocated worker and 
youth programs, and two measures of customer satisfaction apply across these 
three funding streams for a total of 17 required measures. The measures 
specified in the Act are as follows: 

A) Adult Programs 
 

1) Entry into unsubsidized employment. 
2) Retention in unsubsidized employment six months after 

entry into the employment. 
3) Earnings received in unsubsidized employment six months 

after entry into the employment. 
4) Attainment of a recognized credential relating to 

achievement of educational skills, which includes attainment 
of a secondary school diploma or its recognized equivalent, 
or occupational skills, by participants who enter unsubsidized 
employment. 

B) Dislocated Worker Program 
 

1) Entry into unsubsidized employment. 
2) Retention in unsubsidized employment six months after 

entry into the employment. 
3) Earnings received in unsubsidized employment six 

 months after entry  into the employment relative to  earnings 
of job of dislocation. 

4) Attainment of a recognized credential relating to 
achievement of educational skills, which includes attainment 
of a secondary school diploma or its recognized equivalent, 
or occupational skills, by participants who enter unsubsidized 
employment. 
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C) Youth Program 
 
  Older Youth (age 19-21) 
 

1) Entry into unsubsidized employment. 
2) Retention in unsubsidized employment six months after 

entry into the employment. 
3) Earnings received in unsubsidized employment six months 

after entry into the employment. 
 
Attainment of a recognized credential relating to achievement of educational 
skills, which includes attainment of a secondary school diploma or its 
recognized equivalent, or occupational skills, by participants who enter 
unsubsidized employment or who enter post-secondary education or advanced 
training. 
 
  Younger Youth (age 14-18) 
 

1) Basic skills attainment and, as appropriate, occupational 
skills attainment. 

2)  High school diploma. 
3) Placement and retention in post secondary education, 

advanced training, or employment,  
4) Apprenticeships or placement in military. 

 
 
D) Others 
 

1) Participant and customer satisfaction indicators.  
     2) State-established measures. 
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E)     Table for State Performance Indicators and Goals 
 

WIA Performance Measures 
WIA § 136(b) 

Performance Goals 
Out-Years 

              PY 2006        PY 2007 

ADULTS   

Entered Employment Rate 83.0% TBD 

6-Months Retention Rate 85.0% TBD 

Average Earnings $13,800.00 TBD 

Credential and Employment Rate 75.0% TBD 

   

DISLOCATED WORKERS   

Entered Employment Rate 86.0% TBD 

6-Months Retention Rate 92.5% TBD 

Average Earnings $16,000.00 TBD 

Credential and Employment Rate 75.0% TBD 

   

YOUTH AGES 19-21   

Entered Employment Rate 72.0% TBD 

6-Months Retention Rate 83.5% TBD 

6-Months Earnings Change $3,100 TBD 

Credential Rate 56.0% TBD 

   

YOUTH AGES 14-18   

Skill Attainment Rate 88.0% TBD 

Diploma/Equivalent Attainment Rate 67.0% TBD 

6-Months Retention in Post-Secondary 
Education/Training, or Placement in 
Military, Employment, Apprenticeship 

64.0% TBD 

   

CUSTOMER SATISFACTION   

Participant 81.0% TBD 

Employer 80.0% TBD 
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F) Background for the Common Measures at the 
 Tennessee Department of Labor and Workforce 
 Development 

 
Tennessee’s performance accountability system under the Common Measures 
focuses on key strategic goals of its workforce development program, 
continuously evaluates performance outcomes, and provides strategic and 
operational information for policy makers and managers in the decision making 
process. Thus, the Common Measures in Tennessee operate in the light of major 
long term goals as follows: 
 

 Implement Common Measures Throughout the Workforce Development 
System 

 Provide Leadership and Guidance to all Tennessee Local Workforce 
Agencies 

 Implement Cost Effective and Efficient Delivery of Services, and 
 Promote Partnership with Employers 

 
Our performance system understands, moreover, that long term strategic goals 
also consist in targeted levels of performance which, when measured against 
outcomes, then are used to tell us what we are accomplishing, whether the 
program is benefiting our citizens, and why things happen the way they do.  This 
means that the Common Measure outcomes blend evaluation data with key 
measurement indicators, specifically the common measurement indicators, to 
tell us what is the value of our WIA program. 
 
Quarterly performance reports focusing on the Common Performance Measures 
(as defined in TEGL 17-05 Common Performance Measures) are delivered on a 
regular basis to specific and highly capable performance contacts at each LWIA 
administrative office.  Performance outcomes are reviewed and monitored in 
systematic and timely ways in order to provide guidance and assistance in the 
most effective manner possible.  The value of implementing the Common 
Measures is the ability to describe in a similar manner the core purposes of our 
workforce system, that is, how many people found jobs, how many people 
stayed employed.  Presently, the state is gathering baseline data for the Common 
Measures, in preparation for negotiations, when appropriate. 
 
The workforce system in Tennessee utilizes the Common Performance 
Measures also in our approach to a demand-driven system with strategic 
investments in workforce solutions that result in more individuals being trained 
for high-skill jobs in high-growth, high-demand industries. 
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The table below provides a brief synopsis of the Common Performance 
Measures: 
 

 

Adult Measures: Common Youth Measures: Common 

Entered Employment Placement in Employment or 
Education 

Employment Retention Attainment of a Degree or 
Certificate 

Six Month Earnings Increase Literacy and Numeracy Gains 
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V.  Youth Councils 
 
The Workforce Investment Act [WIA] creates a unique opportunity for local 
areas and workforce investment boards to create a team of community leaders to 
develop a regional vision for youth in communities.  The Youth Council 
improves educational attainment, prepares young people for success in the labor 
market, supports young people and develops the potential youth possess to be 
good citizens and outstanding leaders. 
 
Youth Councils provide an excellent opportunity to re-examine the way in 
which we prepare young people – tomorrow’s workforce – for tomorrow’s 
workplace.  WIA takes into account the growing consensus that young people 
making the transition to working adulthood need both supports and opportunities 
that address the whole individual, not only training and skills programs.  WIA 
also emphasizes how important it is for communities to work together to forge a 
youth development system.  (Please see our web-site – www.state.tn.us/labor-
wfd/youth.) 
 

Purpose of the Youth Council 
 
The purpose of the Youth Council is to provide expertise in youth workforce 
development policy, serve in an advisory capacity and assist the LWIB to:  

 Develop and recommend local youth employment and training policy and 
practice 

 Broaden employment and training focus/policy in the community to 
incorporate a youth development perspective 

 Establish linkages with other organizations serving youth in the local area 
 Evaluate a range of issues that can impact young people’s success in the 
labor market.Summary of Goals from the Tennessee State Youth Plan 

 
 

Summary of goals from the Tennessee State Youth Plan 
 

1) The primary focus of the state youth plan is for students to attain a high 
school diploma or equivalent. 

 
2) If a student needs remediation in any of the three core courses of Math, 

English, or Science, this is required before they are enrolled in any work-
based learning activities. 
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3) Work-based learning activities must be integrated with the student's career 

goals. 
 

4) These work-based learning activities should be outlined in the student's 
high school plan.  The local workforce investment board is required to 
ensure that collaboration with the local education agency is implemented. 

 
5) Tennessee formed a Statewide Youth Council that assisted in establishing 

relationships and partnerships to assist with early implementation of the 
WIA youth program.  This structure was modified in July of 2003 to 
emphasize training and professional development for the Local Workforce 
Investment Area Youth staff on a quarterly basis.  This affords the local 
area staff the opportunity to learn from their peers in understanding both 
the challenges and success of different contractors and programs. 

 
Additional information regarding the federal planning guidance of the local 
youth councils: 
 

 The Local Workforce Investment Board (LWIB) appoints a 
 Youth Council in cooperation with the chief elected official in the  
           local area 

 Youth Councils are a subgroup within the LWIB 
 Youth Councils are required – not optional 
 Youth Councils include a mandatory membership with flexibility to  

  add additional members, as the local area requires. 

Youth Council Membership (CFR 661.335) 
 
Mandatory Youth Council membership includes: 
 

A. WIB Members 
 

 Members of the local board with special interest or expertise in 
 youth policy. 

 
 This includes LWIB members both public and private with 

 special interest or expertise in youth policy (if present on the 
 board). 
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B. Youth Service Agencies 
 

 Representatives of youth services, such as juvenile justice and 
 local law enforcement agencies. 

 
C. Public Housing Authorities 

 
 Local public housing authorities. 

 
D. Parents of Eligible Youth 

 
 Parents of eligible youth seeking assistance under this subtitle. 

 
E. Former Customers/Representatives 

 
 Individuals including former participants, and representatives of 
organizations that have experience relating to youth activities. 

 
F.  Job Corps 

 
 Job Corps representatives (if appropriate) 

 
G.  Other Partners / Representatives 

 
 Other members include other representatives as the chairperson  of 
the local workforce investment board, in cooperation with the 
chief local elected official, determines to be appropriate. 

 
 H.  Recommended Members:  

 
 Department of Children’s Services 
 Tech Prep 
 Education Edge (School-to-Work) 
 Vocational Education 
 Department of Human Services 

 

Duties & Responsibilities of the Youth Council (CFR 661.340) 
 
1. Develop parts of the local plan relating to eligible youth, as determined by 

the chair of the LWIB 
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2. Recommend eligible service providers to be awarded grants on a 
competitive basis to carry out youth activities under WIA, subject to approval 
of the LWIB 

3. Conduct oversight with respect to eligible providers of youth services in the 
local area 

4. Coordinate youth activities that include: 
 Provide eligible youth seeking assistance in achieving academic and 
employment success, effective and comprehensive activities, including 
options for improving educational and skill competencies and provide 
effective connections with employers. 

 Ensure ongoing mentoring opportunities with adults. 
 Provide opportunities for training. 
 Provide incentives for recognition and achievement. 
 Provide opportunities in activities related to leadership development, 
decision-making, citizenship, and community service. 

 Other duties determined appropriate by the Chair and the LWIB. 
The above responsibilities include the minimum requirements under WIA.  
Other roles the Youth Council might assume include: 

 Oversee the youth service planning process 
 Determine youth and business service needs, gaps and duplications 
 Design and develop a system of youth workforce development services 
 Undertake collaborative planning for local youth workforce development 
activities 

 Explore and leverage public and private resources 
 Make funding decisions 
 Develop collaborative RFPs for local youth services and service delivery 
 Set standards and performance measures for services that quantify and 
track responsiveness to the needs of both youth and business 

 Oversee, assess and recommend providers of youth services 
 Monitor and evaluate youth services 
 Develop and sponsor interagency staff capacity building efforts 
 Advocate on behalf of youth for appropriate and needed service 
interventions 
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Ten Required Program Elements (CFR 664.410) 
 
Each young person, based on assessment outcomes, receives the services that 
best meet his/her needs.  Each Local Workforce Investment Board is responsible 
for identifying, through a competitive request for proposal process, eligible 
youth providers that serve eligible youth participants with the following required 
10 program elements: 
 

1. Tutoring, study skills training, and instruction leading to completion of 
secondary school, including dropout prevention strategies. 

2. Alternative secondary school services. 
3. Summer employment opportunities linked to academic and occupational 

learning. 
Note:  No separate summer program on allocation.  Summer employment 
opportunities are to be one component in a year-round design.  Summer 
employment opportunities must not be a stand alone program separate from 
the year round youth program and must include a follow-up service for a 
minimum of 12 months. 
 

    4. Paid/unpaid work experiences. 
Note:  Work experience can be in the public or private sector and must be tied to 
the student’s academic and career goals. 
     5. Occupational skills training integrated with career goals. 

6.  Leadership development opportunities (CFR 664.420). 
7.  Supportive Services (CFR 664.440). 
8.  Adult mentoring for not less than 12 months. 

     9.  Follow-up services for no less than 12 months. 
 
Note:  Follow-up services are after program participation and is a required 
element for all youth enrolled in WIA.  (CFR 664.450). 

 
10. Comprehensive guidance and counseling. 

Note:  Mentoring can be during and after program participation. 
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VI. Selection of Eligible Training Providers 
 

Under the Workforce Investment Act of 1998 
 

Overview 
 
Section 122 of the Workforce Investment Act (WIA) requires the Governor to 
establish policy for a Training Provider Certification System.  The policy 
addresses the following areas: 

1. Initial eligibility procedures for training providers that are not 
automatically qualified in section 122(a) (2) (A) and (B). 

 
2. A procedure for use by Local Workforce Investment Boards (LWIBs) 

in determining the subsequent eligibility of a provider to continue to 
receive funds made available under section 133 (b) for the provision of 
training services described in section 134 (d)(4) 

 
3. Procedures for potential providers of training services to appeal a 

denial of eligibility by LWIB or the designated State agency; or a 
termination of eligibility or other action by the State agency 

 
Note:  These procedures apply exclusively to the certification of training 
institutions providing training services through “Individual Training Accounts.” 

 
Certifying Agency 

 
The Tennessee Higher Education Commission (THEC) which is appointed by 
the Governor is responsible for the Certification process. 
 
Each institution must complete an Eligibility Application which is reviewed by 
THEC. (See Attachments) 
 

Purpose 
To provide background information and guidance for the implementation of the 
Workforce Investment Act (WIA) as it relates to the process of certifying 
training programs/providers and Individual Training Accounts (ITAs).  It is 
intended to inform local workforce investment areas, training providers and 
other stakeholders about issues that have been identified through national and 
regional meetings, and via telephone and written requests. 
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This document is provided to assist local areas with key issues and concerns 
regarding training program/provider certification and Individual Training 
Accounts (ITAs). The information represents the Department of Labor and 
Workforce Development’s commitment to provide the most up-to-date 
information and will be updated as directives are received from the U. S. 
Department of Labor and as policy review warrants. 

 

Scope of Services 
 

1. Manage the eligible training provider’s list, which is the WIA Consumer 
Reporting System for the State of Tennessee. 

 
A. Develop and monitor the WIA website for public dissemination: 

 Manage the back-end databases of information displayed on the WIA 
website 

 Develop and maintain front-end web pages for public display 
 Add and delete providers and programs from the list 
 Update provider and program changes on a daily basis 
 Work directly with OIR on the maintenance and upkeep of the website 

  

B. Create and manage a database of all the eligible training providers. 
 The WIA Act stipulates the eligibility of over 1,000 schools to be on this 
list.  

 Work with the 13 Local Workforce Investment Boards (LWIB), providing 
them technical support on the eligibility process for providers, including 
training. 

 Information on student completion, placement and wage rates must be 
collected and monitored weekly to yearly, depending on the length of the 
program, to monitor the performance of the providers. 

  This will include sending paper work to the schools to be completed. 
  Updating the database with current information. 
 If the providers do not meet the performance criteria, the office of the 
Workforce Investment Act will meet with the school, try to correct the 
problem and finally take the provider off the list. 

 Address the questions, concerns, and complaints that any of the providers 
may have. 

 Give quarterly and annual reports to all 13 of the LWIBs and/or the 
Governor on the status and performance of all eligible providers. 

 Establish time lines and implement yearly re-certification procedures for 
all eligible training providers. 

 Query the database to create reports for state and federal representatives 
as needed. 
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 Add new provider and program application material to the WIA database 
and store the initial forms.   

 
2. Assist in the Development of WIA, Forms, Policies, and Procedures 

A.  Create and update all of the necessary forms: 
 initial provider application 
 agent forms (i.e. change of information, new programs, etc.) quarterly 
report forms  

 B.  Create and implement the appeals procedure for providers who are  
      determined ineligible to be on the eligible providers list by the 13 
      LWIBs. 

 Appeal forms must be created. 
 Procedures must be established. 
 Appeals must be investigated thoroughly, including: 
  Interviews (Provider and LWIB). 

  Site visits 
  Hearings 
  Written reports 
 All appeals must have a turn around time of 60 days. 

 
C.   Have a detailed knowledge of the WIA act of 1998 in order to:  

 Handle or re-route the enormous influx of phone calls concerning WIA 
issues. 

 Answer public queries received via email from the WIA website 
(www.state.tn.us/thec). 

 Provide training and technical assistance to the providers and the 
LWIBs. 

 Give accurate reports and successfully answer questions of the 
Governor, other politicians and/or the general public. 

 
3.   Being a Performance Accountability and Customer Information Agency 

(PACIA) for the entire state of Tennessee. 
 

 Participating in the Wage Record Interchange System (WRIS).  Both 
the pilot program and during the initial five year duration. 

 
 Develop and maintain a separate database on all completers from WIA 
certified programs, which includes their personal demographics, 
training program, job placement, wages, etc.  This could be anywhere 
from 25,000 to 30,000 records per year. 

 
 Obtain, clean, and analyze data from the Tennessee Board of Regents 
to determine the performance measures for the state institutions. 
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 Establish internal security measures, which comply with 
confidentiality provisions that are intended to prevent the unauthorized 
disclosure of wage data obtained from State Unemployment Insurance 
Agencies (SUIA). 

 
 Prepare aggregate statistical reports from wage data received through 
WRIS and UI data for the purpose of assessing training program 
performance and evaluating training provider performance, and for 
other purposes allowed under law.  We will be verifying the 
performance that the schools report. 

 
 Provide individuals receiving federally funded training services 
with consumer information regarding training providers, namely, 
the post-training wage and employment experience of past 
participants of specific training programs. 

 
 Provide the Interstate Conference of Employment Security 
Agencies (ICESA) with written copies of the procedures 
established by the PACIA to ensure compliance with 
confidentiality provisions for ICESA’s review and approval. 

 
 Cooperate with periodic financial, program and confidentiality 
compliance audits by ICESA or its agents and permitting site and 
record inspections during regular business hours by ICESA, it 
agents, and/or by representatives of other states participating in the 
WRIS. 

 
 Reimburse the WRIS on a timely basis for the costs associated with 
processing request and providing results in accordance with fee 
schedules established by ICESA. 

 
 Conduct performance workshops and/or attend LWIB meetings to 
answer questions and disseminate reports and information 
regarding the performance of eligible training providers in the state 
of Tennessee. 
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Identification of Eligible Providers 
 

A provider who is placed or retained on the list under paragraph (1) Section 122 
(e)(3) and is not removed by the designated State agency under paragraph (2) 
Section 122 (e) (3), for a program, is considered to be identified as an eligible 
provider of training services for the program.  Eligible providers of training 
services are described in WIA section 122.  They are those entities eligible to 
receive WIA Title 1-B funds to provide training services to eligible adult and 
dislocated worker customers. 
 

Initial Eligibility 
 
Role of the Commission and Local Workforce Investment Boards 
 
1. Role of the Local Workforce Investment Boards 
 

a. Approve eligible providers to participate on the State Provider List. 
b. Assure that no institution may solicit, recruit, award credentials or 

operate as an Eligible Training Provider until such certification is 
granted by the Local Workforce Investment Board and Tennessee 
Higher Education Commission. 

c. Provide Local Workforce Investment Boards, state or federal 
agencies information pertaining to school closures under any 
condition. 

d. Work with the Tennessee Higher Education Commission to 
monitor and coordinate the state Eligible Training Provider 
Certification System. 

 

Maintaining Provider Eligibility 
 

A training provider must deliver results and provide accurate information in 
order to retain its status as an eligible training provider.  If the provider does not 
meet the established performance levels, it is removed from the eligible provider 
list. 
An LWIB must determine whether a provider meets performance levels.  If the 
provider fails to meet such levels, the provider must be removed from the local 
list.   The designated State agency, upon receipt of the performance information 
accompanying the local list, may remove a provider from the State List, if the 
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agency determines the provider failed to meet the levels of performance 
established by the Governor. 
 
Providers determined to have intentionally supplied inaccurate information or to 
have subsequently violated any provision of WIA or its regulations may be 
removed from the list. 

 

Performance Criteria 
 
Eligible providers of training services submit the following, at least annually, 
under procedures established by the Governor under 663.535(c): 
 
Programs are vocational in nature, lead to employment, and are considered 
necessary based on the needs of the local employers (as determined by the 
LWIBs). 
 
Based on the THEC standards, a minimum of 66% of enrollees must complete 
the approved program (the intended plan of training) 
 
Of the total number of enrollees, the provider can subtract the following from 
the total when calculating the 66%: 

 Those individuals who have left and become employed (in an area 
other than that of the training programs 

 Those individuals who have transferred to other training programs 
 Those individuals who have entered the military 
 Those individuals who have become incarcerated 
 Those individuals who have died 

 
No more than 33% of the total enrollees can withdraw for reasons other than the 
five reasons stated above. 
 
Seventy-five percent of the total number that complete is placed in employment 
in an area related to training received (as indicated by the two-digit occupational 
divisions of the Dictionary of Occupational Titles). 
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Programs are checked by the LWIB to verify enrollment, the number of those 
that complete and placement of those completed.  Short-term programs (three 
months or less) are checked quarterly; long-term programs (over three months 
long) are checked once a year. 

 
Subsequent Eligibility 

 
The subsequent eligibility period will be from July 1st of each fiscal year until 
June 30th of each fiscal year.  The procedures for subsequent eligibility 
determination will include a review of each eligible program that has served a 
minimum cumulative of ten Workforce Investment Act supported students from 
the time of its initial eligibility until the time of analysis.  In order to be 
determined subsequently eligible to receive WIA funds, a program must meet 
any one of four minimum standards.  The four standards are:  Workforce 
Investment Act Student Completion Rate; All of Student completion Rate; 
Workforce Investment Act Student Placement Rate; and All of Student 
Placement Rate. 
 

 Workforce Investment Act Student Completion Rate – The WIA 
completion rate for a program is equal to or greater than the average 
completion rate of the state institutions. 

 All of Student Completion Rate – The All of Student completion rate for a 
program is equal to or grater than the average completion rate of the state 
institutions. 

 Workforce Investment Act Placement Rate – The WIA placement rate for 
each program is equal to or greater than the minimum placement rate for 
Performance Funding incentive points for state institutions. 

 All of Student Placement Rate – The All of Student placement rate for 
each program is equal to or greater than the minimum placement rate for 
Performance Funding incentive points for state institutions. 

 
Any program that does not meet at least one of the four performance standards is 
not deemed subsequently eligible for participation on Tennessee’s eligible 
training provider list.  These programs are eligible for reinstatement on the list at 
the end of the suspension period, which expires June 30th of each year. 
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Appeals 
 

INITIAL REJECTION 
 

If a LWIB rejects an application for initial eligibility to the statewide list, the 
board must provide notification to the institution specifying the reasons for the 
rejection(s) as well as indicating the availability of an appeal process. 
 
LOCAL APPEAL  
 

Each LWIB has a written appeal process.  The procedure includes an 
opportunity for a hearing, with a final written decision on the appeal within 60 
days of the date of the Limb’s receipt of the request for appeal.  If the provider is 
not satisfied with the outcome of the local appeal, they may submit a formal 
appeal to the state. 
 
STATE APPEAL   
 

The Tennessee Higher Education Commission (THEC) is the state agency 
responsible for hearing state appeals of initial eligibility decisions.  The written 
request for a state appeal of a Limb’s decision to deny initial eligibility must be 
received by THEC within 30 days of the date from which the LWIB denied the 
providers local appeal.  
 

Evidentiary Period 
 

 

Once a state appeal request is received, THEC contacts both the LWIB and the 
denied institution in efforts to gather supporting documentation from both sides.   
 

The LWIB shall provide 1) copies of any written correspondence between 
their office and the provider, 2) written documentation of the reasons 
given to the provider for their denial, and 3) written copies of any local 
policies and procedures that support both the initial denial and the appeal 
denial.   
 
The institution shall provide 1) copies of any written correspondence 
between their office and the LWIB, 2) written documentation indicating 
their efforts to address the concerns raised by the LWIB in their initial 
denial, and 3) written documentation of any additional information 
deemed pertinent to their case.  

  
Both sides have 10-business days to submit the requested items.  Failure to 
submit any or all of the material will result in an incomplete packet and 
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significantly influence the appeal decision. Once all materials are received from 
both sides, THEC compiles the appeals packet, which consists of the evidence 
gathered from both sides, and contacts the appeals committee.      

 
 

Committee Notification 
 
 

The 7-member state appeals committee consists of 1) two representatives from 
the Tennessee Department of Labor and Workforce Development (TDOL & 
WD), 2) two representatives from THEC, and 3) one representative from three 
non-involved LWIBs.  The representatives from TDOL and THEC are 
permanent members on the committee while the three local area reps change 
from case-to-case.  After the local area reps are chosen, the entire committee 
receives the appeal packet with the following instructions: 
 

Please review the enclose material taking into consideration the 
provisions of the Workforce Investment Act as well as the specific 
manner in which WIA operates in Tennessee on both the state and local 
levels.  Any request for additional information should be channeled 
through THEC; if supplemental information is provided it will be made 
available for all committee members.  After your review of the material, 
please be prepared to caste either a support or over-rule vote of the 
Limb’s decision.               

 
The committee members have a pre-determined period of time to review the 
material; at the end which, a hearing shall take place to formally discuss the 
issue and caste the official votes.   
 

Hearing 
 

The committee will conduct a hearing within 60 days from the date of the 
provider’s initial request.  The hearing will take place in the offices of either the 
TDOL or the THEC.  The hearings shall last approximately one and a half 
hours, with both parties having an opportunity to present their case.  The hearing 
procedures are as follows:  
 

1) Committee Briefing (30 Minutes) – During this time only the members of 
the committee are present in the room to discuss the issue and their 
individual interpretations of the decision.  Those individuals not able to 
attend the hearing will have the opportunity to sit-in on the hearing via a 
telephone conference.  Members who attend via telephone conference will 
be available for the duration of the hearing.  In the event that a telephone 
conference is not possible, the absent committee member must submit a 
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formal letter to the Director of WIA with THEC documenting their vote 
as well as any supportive materials.  These items must be received at least 
4 business days before the scheduled hearing.  At the start of the hearing 
copies of this material will be disseminated to those present for their 
consideration.  Consequently, proxy votes submitted prior to the hearing 
may not be amended.   

   
2) LWIB Presentation of Facts (20 Minutes) – During this time 

representatives from the LWIB are allowed to present materials 
supporting their decision and answer any questions from the committee 
members.  At the conclusion of this period, the LWIB reps must exit the 
room.  If no one from the LWIB is present, the committee will skip this 
step.  

 
3) Provider Presentation of Facts (20 Minutes) – During this time 

representatives from the denied institution are allowed to present 
materials supporting their belief that they should be added to the 
Statewide List and answer any questions from the committee members.  
At the conclusion of this period, the institutional reps must exit the room.  
If no one from the institution is present, the committee will skip this step. 

 
4) Committee Briefing (15 Minutes) – During this time only members of the 

committee are present in the room to further discuss the issue in light of 
the additional information provided by the LWIB and the institution. 

 
5) Committee Vote (5 Minutes) – Each committee member wills caste their 

official vote (in the absence of either side).  A majority vote is required to 
over-turn the Limb’s initial decision and add the institution to the 
Statewide List of Eligible Training Providers.            

 
Outcome Notifications 

The state appeals committee will provide a final written notification of the 
decision to the provider and the LWIB within 7 business days.  The written 
notification will include: 
 

1) The final numeric vote and the resulting consequences.  None of the 
committee members will be identified by their vote. 

2) A short summary of the comments made by committee members during 
the briefing periods.  None of the committee members will be identified 
by their comment(s).          
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VII   ENHANCED CONSOLIDATED 
MANAGEMENT ACTIVITY AND TRACKING 

SYSTEM 
 
The State of Tennessee has developed a WEB based, multi-department, 
enhanced Consolidated Management and Activity Tracking System, (E-
CMATS).  The E-CMAT system is an effort of eight major state agencies 
partnering to provide Tennessee with a comprehensive Workforce Investment 
Act application.  The E-CMATS application will provide the required 
Workforce Development functionality needed across the state.  (For additional 
information refer to the eCMATS Training Manual) 
 

Reports 
 
In general, recipients of funds under this title shall keep records that are 
sufficient to permit the preparation of reports required by this title and to permit 
the tracing of funds to a level of expenditure adequate to ensure that the funds 
have not been spent unlawfully.  Section 185(a) (1) 

 
In order to allow for the preparation of the reports required, such recipients shall 
maintain standardized records for all individual participants and provide to the 
Secretary a sufficient number of such records to provide for an adequate analysis 
of the records.  Section 185(a) (3) 

 
Except as provided above, records maintained by such recipients pursuant to this 
subsection shall be made available to the public upon request. 

 
Exceptions: The above paragraph shall not apply to information, the 
disclosure of which would constitute a clearly unwarranted invasion of 
personal privacy, and trade secrets, or commercial or financial 
information that is obtained from a person and privileged or confidential.  
Section 185(a) (4) (B) 

 
Accessibility of Reports 

 
Each state, each local board, and each recipient [other than a sub recipient, sub 
grantee, or contractor of a recipient] receiving funds under this title shall: 

 make readily accessible such reports concerning its operations and 
expenditures as are prescribed by the Secretary.  Section 185(c)(3) 

 prescribe and maintain comparable management information 
systems, in accordance with guidelines that are prescribed by the 
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Secretary, designed to facilitate the uniform compilation, cross 
tabulation, and analysis of programmatic, participant, and financial 
data, on statewide, local area, and other appropriate bases, 
necessary for reporting, monitoring, and evaluating purposes, 
including data necessary to comply with Section 188.  Section 
185(c)(2) 

 monitor the performance of providers in complying with the terms 
of grants, contracts, or other agreements made pursuant to this title.  
Section 185(c)(3) 

 
File Contents 

 
 Certification of Eligibility, signed by participant and person who 
determined eligibility 

 Individual Education Plan (IEP) 
 Grievance Procedures 
 Any & all Supporting Documents (Copies of SSN Card-Driver 
License-Other) 
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VIII Supportive Services 
 

Flexibility in the Provision of Supportive Services 
 

 The regulations in 20CFR663 subpart H define the scope and purpose of 
supportive services and the requirements governing their disbursement.  A 
fundamental principle of WIA provides local areas with the authority to 
make policy and administrative decisions as well as the flexibility to tailor 
the workforce investment system to meet the needs of the local 
community. 

 Local Boards are required to develop policies and procedures addressing 
coordination with other entities to ensure non-duplication of resources and 
services, as well as any limits on the amount and duration of such 
services. Section 134(e) (2) and (3). 

 Studies show that early entry into training for dislocated workers who are 
determined to need is a key factor in reducing the period of 
unemployment during the adjustment process. 

 Early intervention strategies and policies are best implemented through 
quality rapid response assistance which includes comprehensive core 
services, and the provision of other reemployment assistance, including 
intensive and training services, as soon as the need can be identified, 
preferably before layoff.  

 The statute authorizes all levels of assistance under Title I of WIA to 
many workers with access to quality information regarding all adjustment 
assistance available in the community, including any deadlines that must 
be met.  It is critical for workers to make intelligent reemployment 
choices.  

 Many of the concerns raised are resolved through the use of early 
intervention strategies. 

 
The Tennessee Department of Labor and Workforce Development continue to 
refine policies and strategies to identify the needs of individuals who need 
assistance to be productive citizens of their communities.  Local Workforce 
Investment Areas are encouraged to develop their own policies toward breaking 
the many barriers facing individuals who need assistance. 
 
The State recognizes that providing support services for youth, especially for 
young parents, is an important element in dropout prevention.  Hence, a wide 
range of support services are offered to both the in-school youth and out-of-
school youth.  Support services include but are not limited to transportation 
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services, mentoring activities, child rearing classes, personal counseling, limited 
legal assistance, and child care assistance.  Local areas seek input from a wide 
segment of the community when considering and developing plans for support 
services.  20CFR 664 subpart D; Section 129(c) (2) (G) 
 
As a part of the Career Center System, the local county satellite offices are 
electronically linked for easy access to job information and services. 
 
Customers eligible for core and intensive services are provided information on 
availability of support services and needs-related payments. 
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IX. WIA Statement of Policy 
 

A) Workforce Investment Act of 1998 (WIA) Statement 
of Policy/Non-Discrimination & Equal Opportunity 

Provisions 
 
Section 188 of the Workforce Investment Act prohibits 
discrimination on the basis of race, color, religion, sex, national 
origin, age, disability, political affiliation or belief, citizenship, and 
status of a lawfully admitted immigrant authorized to work in the 
United States. 
 
Complaint Process  
 

1) Authorization:   The Director of the Civil Rights 
Center (CRC) has the authority to receive and 
investigate complaints alleging a violation of the 
Nondiscrimination and Equal Opportunity provisions 
of the Workforce Investment Act and/or Code of 
Federal Regulations (CFR) 29, Part 37. 

2) Who May File A Complaint:   Any person who 
believes that either he/she or any specific class of 
individuals has been or is being subjected to 
discrimination, which is prohibited by WIA; may by 
himself/herself or by a representative, file a written 
complaint. 

3) Where To File:   The complaint may be filed either 
with the Local Workforce Investment Area 
(LWIA)/recipient or the Director of CRC. 

4) When To File A Complaint:   A complaint MUST be 
filed within 180 days of the alleged violation, however 
the Director of the CRC may extend the time period 
for good cause. 

5) Right To Representation:   Both the complainant and 
the respondent have the right to be represented by an 
attorney or other individual of their choice. 

6) Contents Of The Complaint: 
a) All the complaints must be in writing. 
b) Complaints must be signed by the complainant 

or his/her authorized representative. 
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c) The complaint must contain the name, address, 
telephone number, and any other means of 
contacting the complainant. 

d) The respondent must be clearly identified. 
e) A detailed description of the complainant’s 

allegations must be recorded. 
 

 A determination will be made 
based on the description, with 
regard to jurisdiction, whether CRC 
or the recipient has jurisdiction. 

 The recipient will issue a statement 
for each allegation indicating 
whether it will be accepted for 
investigation or rejected. 

 A reason must be given for each 
rejected allegation.  There must be 
a period of time set aside for 
investigation and/or fact finding 
regarding the circumstances 
underlying the complaint. 

f) There must be a period of time in which the 
recipient attempts to resolve the complaint. 

1) Alternative dispute resolution (ADR) 
is mandated to be a part of the 
resolution process. 

2) The complainant must be given the 
choice of using the customary 
process or the use of ADR.  

3) In the event of a breached agreement 
(under ADR), the non-breached party 
may file a complaint with the 
Director of CRC, within 30 days of 
the date on which the non-breaching 
party learns of the alleged breach. 

 
g) A Notice of final action (written) is provided to 
the complainant within 90 days of the date on 
which the complaint was filled. The information 
shall be contained therein: 
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1) The recipient’s decision regarding each 
allegation, and an explanation thereof; or 

2) A description of the way the parties 
resolved the allegations. 

3) Notice that the complainant has the right 
to file a complaint with CRC within 30 
days of the date on which the Notice of 
Final Action is issued, if he/she is 
dissatisfied with the recipient’s final 
action. 

 
7) Adopted Complaint Procedure  This procedure provides a 
clear, orderly, expedient, and compliant process through 
employees registrants/applicants of WIA Title-I financially 
assisted entities may file complaints of alleged discrimination. 

  
 a)  Each entity may develop its own form.  All forms 
must comply explicitly with the policies set forth in WIA State 
Policy Memorandum No. E & T 00-6 and this document. 

 
1) A complainant may file 
a complaint by completing and 
submitting CRC’s Complaint 
Information and Privacy Act Consent 
Forms. 

                                       b)  Each written complaint must contain all the 
                                            elements in item #6, (a) through (g) (3). 
                                       c)  The EOO must give notice to the complainant 
                                            and/or recipient regarding the right of representation  
                                            (by an a attorney or other individual). 
 

1)    The EOO must maintain a 
assigned statement regarding the 
right of representation, in each 
complainant file. 

                                      d)  The EOO will maintain a high level of  
                                 confidentiality at all times during the 
                                 processing of complaints of discrimination. 

                                      e)  The EOO will provide written acknowledgement 
                                           to the complainant that the complaint has been 
                                           received. 
                                      f)  A written statement of the issues raised in the 
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                                           complaint will be provided to the complainant. 
  1) For each issue it must be stated 
              that the issue will be accepted or 
              rejected for investigation. 

                                      g)  A thirty-day period from the date of the receipt 
                                           of the complaint will be set aside for 
                                           investigation and/or fact-finding. 

  1) This period of time can be 
  extended only if it agrees to by the 
  complainant, in writing. If the 
  EOO finds that more time is 
  needed and it is not agreeable to 
  the complainant, he/she will 
  document the need for the extra 
  time and proceed with what has 
  accumulated up to that time.  

                                      h)  Fifteen days beyond the thirty-day investigative 
                                           period will be utilized by the EOO to try to 
                                           resolve the issues contained in the complaint. 

  1) An alternative dispute 
               resolution (ADR) must be part 
               of the resolution process. 
  2) The complainant must make 
               a choice, whether to use ADR 
               or the customary process. 

                                      i)  The EOO must provide the complainant a written 
                                          Notice of Final Action within ninety days of the 
                                          filling date of the complaint.  The Notice of Final 
                                          Action shall contain the following information. 

  1) The recipient’s/LWIA 
     decision on each issue, and an 
     explanation of the reasons for the 
     decision, or  
  2)A description of the way the 
     parties resolved the issue. 
  3)Notice that the complaint has 
     thirty days of the date on which 
     the Notice of Final Action is 
     issue; to file a complaint with 
     CRC is he/she is dissatisfied 
     with the recipient’s decision. 
 



  62

B) Laws—Regulations and State Policies Governing the 
Programs under the Workforce Investment Act of 1998 
 
  1) Workforce Investment Act of 1998-Public Law 105-220 
  Aug. 7, 1998). 
 

 2) Code of Federal Regulations 20CFR Part 652 et. al. final 
 rule. 
 
 3) WIA State Memoranda. 
 
 4) Other 
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X.  Equal Opportunity Compliance 

 

A) Section 188 of the WIA in its entirety 
B) Code of Federal Regulations 29 CFR part 37 Non-Discrimination & 
 Equal Opportunity 
See the Tennessee Department of Labor Website under Employment and 
Training or the USDOL –ETA Website. 
C) E.O. State Policy Memoranda. 
See the Tennessee Department of Labor Website under Employment and 
Training. 
D) See Appropriate Equal Employment Opportunity Posters (English & 
Spanish – at USDOL website. 

Some of the statutes and regulations enforced by agencies within the 
Department of Labor require that notices be posted in the workplace. The 
Department provides electronic copies of the required posters. Some of the 
Department of Labor's posters are available in languages other than English.  
They are also available in electronic form. 

Please note that posting requirements vary by statute; that is, not all 
employers are covered by each of the Department's statutes and thus may 
not be required to post a specific notice. For example, some small businesses 
may not be covered by the Family and Medical Leave Act and thus would not be 
subject to the Act's posting requirements. For information on coverage, visit the 
Employment Laws Assistance for Workers and Small Business (elaws) Poster 
Advisor is a good starting point and will provide links to pages containing more 
detailed information.  

For information about poster requirements, or for assistance in obtaining posters, 
read our workplace poster requirements for small businesses and other 
employers.  

E) Posters of general applicability: 
 

 Fair Labor Standards Act 
(FLSA) 
(Minimum wage)  

 Job Safety & Health Protection 
(available in English and Español)  

 Job Safety & Health Protection 
— Federal Agency 
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(Occupational safety and health)  

 Family and Medical Leave Act 
(FMLA)  
 En Español  

 Equal Employment Opportunity 
Act  
 En Español  

 Migrant and Seasonal 
Agricultural Worker Protection Act 
(MSPA)  
 In English/En Español  
 In English/An Ereyôl  

 Notice to Workers with 
Disabilities 
(FLSA, SCA and Walsh-Healey 
Act)  
 En Español  

 Employee Polygraph Protection Act (EPPA)  
 En Español 

 

 The Davis-Bacon Act
(Government construction)  

 Equal Employment Opportunity 
 En Español  

 The Beck Poster   The Beck Poster for Contractors 
Subject to the Railway Labor Act  

The Service Contract Act (SCA)  
 
G) www.dol.gov/oasam/programs/crc/DiscriminationComplaintlogrevise
 d.htm 
H) www.dol.gov/oasam/programs/crc/DCLogrev.xls 
I)       Complaint Process see Section IX A) 1) of this manual 

 
 
 
 
 
 

F) Posters of special interest to federal contractors: 
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XI. America’s Service Locator and the Toll-Free 
Help Line 

 
America’s Service Locator (www.servicelocator.org) and the Toll-Free Help 
Line (1-877-US-2JOBS) is a partnership between the U.S. Department of Labor, 
state government and local agencies to provide a database of service providers 
accessible via phone of the Internet to the public.  Use of the database is free of 
charge and directs customers to a range of services available in their area; 
unemployment benefits, job training, youth programs, seminars, education 
opportunities, disable or older worker programs, service locations and much, 
much more. 
 
The U.S. Department of Labor estimates that more than three million workers 
are displaced annually.  The T-FHL and ASL database were designed to ensure 
that all Americans have an equal opportunity to get the re-employment services, 
information and training they need to succeed.  It automates routine information 
requests and allows state and local service providers to focus on providing direct 
service. 
 
States and locals have direct control over the maintenance of their data through 
the ability to make real time changes using authorized passwords.  ASL, a 
simple and easy-to-use system, will not impose an undue burden on State and 
local entities.  Rather, the ready accessibility of ASL and the T-FHL as 
partnered “front doors” to workforce information should actually free State and 
local personnel from responding to routine information requests, and enable 
them to spend more time providing direct services to customers. 
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XII. HOW TO ACCESS TITLE I SERVICES 
THROUGH THE CAREER CENTER SYSTEM 
 
The Career Center System is a unique system under which entities responsible 
for administering separate workforce investment, educational, and other human 
resource programs and funding streams collaborate.  This partnering creates a 
seamless service delivery that enhances access to the programs, services and 
improves long-term employment outcomes for individuals receiving assistance. 
 

The Career Center System enhances the range and quality of workforce 
development services that are accessible to individuals seeking assistance.  The 
system must include at least one comprehensive physical center (and may have 
additional comprehensive centers), in each local area that provides the core 
services specified in the Workforce Investment Act.  The system also provides 
access to other programs and activities carried out by Career Center System 
partners. 
 

WIA also provides for arrangements to supplement the Centers.  These 
arrangements may include: 
 

 A network of affiliated sites that provides one or more partners’ programs, 
services and activities at each site 

 A network of Career Center System partners through which each partner 
provides services that are linked, physically or technologically, to an 
affiliated site that assures individuals are provided information on the 
availability of core services in the local area 

 Specialized centers that address specific needs, such as those of dislocated 
workers. 

 

Information can be processed/accessed through the Enhanced consolidated 
Management and Activity Tracking System (E-CMATS).  E-CMATS allows a 
complete chronological listing of data per participant.  E-CMATS became 
available during PY 2001-2002.  Up until that time, a web-based database was 
in place.  (For additional information, refer to the E-CMATS Training Manual.) 
There are several ways to obtain information regarding Title I services: 

 The Internet – most Career Center Systems have a web-page explaining 
available services 

 Telephone – call for information 
 Walk-in – go to the Career Center to find out what is available 
 Brochures/pamphlet 
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XIII. GLOSSARY OF TERMS 
 
 
Administrative Entity – The agency that is selected by the local elected officers 
to administer the Title I funds. 
 
Adult – An individual who is age 18 or older. 
 
Basic Skills Deficient – Refers to an individual whose English speaking, 
reading, writing, or computing skills are at or below the 8th grade level on a 
generally accepted standardized test or a comparable score on a criterion-
referenced test. 
 
Career Center – A local site that  provides core, intensive, and training services, 
as well as access to programs and activities regarding job search, placement, 
recruitment, other labor exchanges, including serving as a point of access to 
individual training accounts for training services to participants. 
 
Case Management – The provision of a client-centered approach in the delivery 
of services designed to prepare and coordinate comprehensive employment 
plans for participants and to provide job and career counseling during program 
participation and after job placement. 
 
CLEO [Chair of Local Elected Officials] - Local elected officials, county 
mayors, and mayors are responsible for developing an agreement for the 
counties in their area.  This includes naming a grant recipient [county], an 
administrative entity, and a chair of this area.  The CLEO is this chair. 
 
Community-based Organization – Refers to a private nonprofit organization 
that is representative of a community or a significant segment of a community 
and has demonstrated expertise and effectiveness in the field of workforce 
investment. 
 
Community Service Block Grant Act – Created to reduce and/or prevent 
poverty through community-based educational activities, which will lead to a 
greater degree of self-sufficiency on the parts of low income persons. 
 
Completer – An individual who has completed a program of study as defined by 
the provider in cooperation with the LWIB. 
 
Consortium – An agreement, combination, or group formed to undertake an 
enterprise beyond the resources of any one member. 
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Core Services – Basic and essential services provided to customers. 
 
Dislocated Worker – An individual who has been terminated or laid off, or who 
has received a notice of termination or layoff, from employer. 
 
Displaced Homemaker – An individual who was dependent on the income of 
another family member.  Those who have been dependent on public assistance 
are served under the adult or the dislocated worker program. 
 
Economic Development Agencies – Establishments which include local 
planning and zoning commissions or boards, community development agencies, 
other local agencies and institutions responsible for regulating, promoting, or 
assisting in local economic development. 
 
Eligible Training Providers – Providers of Training with proven track records 
that, once contracted, deliver training services through the Individual Training 
Accounts. 
 
Eligible Youth – An individual who is not less than age 14 and not more than 
age 21, who is low income and one of the following: deficient in basic literacy 
skills, a school dropout, is homeless, a runaway, foster child, pregnant or a 
parent, an offender, and who requires additional assistance to complete an 
educational program or to secure and hold employment. 
 
Employed Worker –An individual, who is job attached, but is in need of skills 
upgrade to obtain self-sufficiency.  Employed workers are provided training 
services at the request of the employer. 
 
Employed Worker Training – Training services provided by LWIAs for 
employers, who request to upgrade the skills of workers that meet the employed 
worker definition. 
 
Families First – Federal program designed to strengthen and preserve families 
in partnership with them and their communities through parent empowerment. 
 
Immigrant - Lawfully admitted permanent resident aliens and any other 
residents of the United States who are not legally U. S. citizens. 
 
Incumbent Worker Training – Training services conducted by the state for 
workers, who are identified by the employer to need skills upgrade and do not 
qualify under the employed worker definition. 
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Individual Training Accounts [ITAs] – Title I funded training reimbursed on an 
individual basis.  
 
Intensive Services – Highly concentrated services designed to strengthen or 
increase the assistance provided customers. 
 
Local Chief Elected Official [LCEO] – The chief elected executive officer of a 
unit or local government in a local area. 
 
Local Plan – Each local board, in partnership with the local chief elected 
official for the local area involved, develops and submits a local plan to the 
Governor that addresses customer needs, delivers integrated user-friendly 
services, and is accountable to the customers and the public.  This plan is 
designed to complement, not duplicate, services provided by other partners. 
 
Local Workforce Investment Area [LWIA] – Geographic area served by local 
educational agencies [including post-secondary and area vocational education 
schools], served by local labor market areas, and areas that possess resources 
readily available to effectively administer the activities carried out in that 
geographical area. 
 
Local Workforce Investment Board [LWIB] – A board established to set policy 
for the portion of the statewide workforce investment system within the local 
area. 
 
Memorandum of Understanding – An agreement developed and executed 
between the Local Workforce Investment Board, in agreement with the Local 
Chief Elected Official[s], and a partner agency or agencies, participating in the 
area Career Center System. 
 
Older Worker – An individual age 55 or older. 
 
Participant – An individual who has been determined to be eligible to 
participate in and who is receiving services under a program authorized by the 
WIA. 
 
Performance Measures – Core indicators by which attainment of performance 
objectives will be measured. 
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Rapid Response Activity – An activity provided by a State, or by an entity 
designated by the State, with funds provided by the State in case of a permanent 
closure or mass layoff of a plant, facility, or enterprise, or a natural or other 
disaster, that results in job dislocation, in order to assist dislocated workers in 
obtaining re-employment as soon as possible. 
 
Self-sufficiency – For dislocated workers, it is defined in relation to a 
percentage of the layoff wage.  Each Local Board will develop a definition for 
self-sufficiency taking into consideration the economic and labor market 
situation in the area. 
 
Strategic Goals – Elements essential and necessary in the initiation, conduct, 
and completion of the plan. 
 
TANF [Transitional Assistance for Needy Families] – Needs-based work 
program for families with children under age 18 who need financial support due 
to death of parent[s], absentee parent[s], physical and/or mental incapacity of 
parent[s], or unemployment of parent[s]. 
 
Tracking – Monitoring participants to determine training received, completions, 
dropouts, transfers to other programs, those who have entered the military, who 
have become incarcerated, those who have died, etc. 
 
Trade Adjustment Assistance (TAA) – Programs created to assist individuals 
who have become unemployed as a result of increased imports from, or shifts in 
production to foreign countries. 
 
Training Services – Available to individuals who meet the eligibility 
requirements for the funding streams and who are determined to need these 
services to achieve employment or re-employment. 
 
Under-Employed – Adults or older youth, who are not self-sufficient as defined 
by each LWIB local policy and are eligible to receive core and intensive 
services and possibly receive training services as determined by the needs of the 
individual. 
 
Wagner-Peyser Act of 1933 [as amended in 1982] – Established as a 
nationwide network of public employment offices, through grant agreements 
with the States as funded by the Federal Government, to serve persons seeking 
or needing employment and employers seeking workers. 
 



  71

Workforce Investment Act [WIA] – Public law designed to consolidate, 
coordinate, and improve employment, training, literacy, and vocational 
rehabilitation programs in the United States, and for other purposes. 
 
Workforce Investment Activity – An employment, training, and/or youth 
activity as well as the public or private entity selected to be responsible for such 
activities that result in the increase of employment, retention, earnings, and 
occupational skill attainment of the participants in the workforce. 
 
Youth [Older] – An individual who is between the ages of 19 and 21. 
 
Youth [Younger] – An individual who is between the ages of 14 and 18 
 
 

 
 
 
 
 
 
 
 
 


































