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ACRONYM GLOSSARY

Workforce System Acronym Glossary

The following is a list of acronyms typically used in the workforce development profession. Some acronyms
are specific to New Hampshire, while others are recognized nationally. This list is not intended to be all-
inclusive.

AARP American Association of Retired Persons

ABE Adult Basic Education

ABAWD Able-bodied Adults with Dependents

ACINET America’s Career Information Network — CareerOneStop
ACRN America’s Career Resource Network

ADA Americans with Disabilities Act

AJB America’s Job Bank — CareerOneStop

AJC America’s Job Centers — One Stop Centers
ALMIS America’s Labor Market Information System
ANB Aid to the Needy Blind

APTD Aide to the Permanently and Totally Disabled
ASL America’s Service Locator — CareerOneStop
ASTD American Society for Training and Development
AWEP Alternative Work Experience Placement

BAT Bureau of Apprenticeship and Training

BIA Business and Industry Association

BEAS Bureau of Elderly and Adult Services

BLS Bureau of Labor Statistics — US Dept. of Labor
BMCAP Belknap Merrimack County Community Action Program
BRG Business Relations Group — US Dept. of Labor
BRI Benefit Rights Interview
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CAP

Community Action Program

CAPHR Community Action Partnership Hillsborough and Rockingham Counties
CBO Community Based Organization

CBT Computer-based Training

CCSNH Community College System of NH

CDF Career Development Facilitator

CESER Center for Employment Security Education & Research

CEU Continuing Education Unit

CFR Code of Federal Regulations

CRC Civil Rights Center — US Dept. of Labor ETA

CRC Certified Rehabilitation Counselor

CRTI/CT Classroom Training

CPRW Certified Professional Resume Writer

CTE Career Technical Education

CWDP Certified Workforce Development Professional

CWEP Community Work Experience Placement

CWP Center for Workforce Preparation — US Chamber of Commerce
DCYF Division of Children, Youth and Families, DHHS

DD Development Disability

DED Division for Economic Development

DFA Division of Family Assistance, DHHS

DHHS Dept. of Health & Human Services

DO DHHS District Office

DOL Department of Labor (State DOL or USDOL)

DOLETA US Department of Labor, Employment & Training Administration
DOSO Division of One-Stop Operations or One-Stop Division — USDOL
DBEA Department of Business and Economic Affairs

DVOP Disabled Veterans Outreach Program

DWG National Dislocated Worker Grant Programs

BACK to TOC
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DWP Dislocated Worker Program

EO or EEO | Equal Employment Opportunity

ELMI Economic & Labor Market Information Bureau
EITC Earned Income Tax Credit

EP Employability Plan

ERI Eligibility Review Interview

ESL English as a Second Language

ESOL English for Speakers of Other Languages

ETA Employment and Training Administration, US Dept. of Labor
ETEAMS WIOA Case Management System

ETP(L) Eligible Training Provider (list)

EZ Enterprise Zone

FAFSA Free Application for Federal Student Aid

FAP Fuel Assistance Program (CAP)

FAP Family Assistance Program (DHHS)

FBO Faith-Based Organization

FEMA Federal Emergency Management Agency

FLSA Fair Labor Standards Act

FMLA Family Medical Leave Act

FSS Family Services Specialists

FSP Family Self-sufficiency Plan

FTE Full-Time Equivalency

FY Fiscal Year

G&C Governor & Council

GAO General Accounting Office

GSIL Granite State Independent Living

GPRA Government Performance and Results Act

HIPPA Health Insurance Portability and Accountability Act
HISET High School Equivalency Test, Published by Educational Testing Service

BACK to TOC
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IDG

Interagency Directors Group

IMS Information Management System

IEP Individual Employment Plan

INS Immigration and Naturalization Services

IPE Individualized Plan for Employment

ISS Individual Service Strategy

ISY In-School Youth (WIOA Youth Programs)

IT Information Technology

ITA Individual Training Account

JAN Job Accommodation Network

JAG Jobs for American Graduates

JJS Juvenile Justice System

JMS Job Match System (JMS)

JTF Job Training Fund is now WorkinvestNH

LEA Local Education Agency

LEAP Lifestyles for Employment, Achievement and Purpose
LEO Local Elected Official

LEP Limited English Proficiency

LLSIL Lower Living Standard Income Level

LMA Labor Market Area

LMI Labor Market Information

LO Local Office (NHES)

LVER Local Veterans Employment Representative
LWIOA Local Workforce Innovation and Opportunity Area
MEAD Medicaid for Employed Adults with Disabilities
MIS Management Information System

MOA Memorandum of Agreement

MOU Memorandum of Understanding

MSFW Migrant and Seasonal Farm Workers
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NACo National Association of Counties

NAICS North American Industry Classification System

NASWA National Association of State Workforce Agencies

NAWB National Association of Workforce Boards

NAWDP National Association of Workforce Development Professionals
NGA National Governors Association

NHED NH Department of Education

NHDOL NH Department of Labor

NHEP New Hampshire Employment Program

NHES New Hampshire Employment Security

NAMI National Alliance of Mental lliness

NJCA National Job Corps Association

OAA Old Age Assistance

O*NET Occupational Information Network

OAS Office of Adult Services — USDOL

OATEL Office of Apprenticeship- Training, Employment & Labor Services — USDOL
ODEP Office of Disability Employment Policy — US Dept. of Labor
OES Occupational Employment Statistics

OIG Office of Inspector General

ols Occupational Information Systems

0JcC Office of Job Corps — USDOL

oJT On-the-Job-Training

OOH Occupational Outlook Handbook

OSHA Occupational Safety and Health Administration — USDOL
osy Out of School Youth (WIOA Youth Programs)

OWCP Office of Workers’ Compensation Programs — USDOL

owo Office of Workforce Opportunity (Formerly WOC)

oYs Office of Youth Services — USDOL

PACIA Performance Accountability & Customer Information Agency
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PARW Professional Association of Resume Writers

PDT Professional Development Team

PIC Parent Information Center

PIRL Participant Information Record Layout

PY Program Year

RCA Rockingham Community Action

RESEA Reemployment Services and Eligibility Assessment
RFB Request for Bid

RFP Request for Proposal

RFQ Request for Qualifications

SAC State Apprenticeship Council

SBA Small Business Association

SBVI Services for Blind and Visually Impaired

SCSEP Senior Community Service Employment Program
SDA Service Delivery Area

SGA Solicitations for Grant Applications

SIC Standard Industrial Classifications

SNAP Supplemental Nutrition Assistance Program (Food stamps)
SNHS Southern New Hampshire Services, Inc. (Now CAPHR)
SOC Standard Occupational Classification

SWCS Southwestern Community Services

SWIB State Workforce Innovation Board

TA Technical Assistance

TAA Trade Adjustment Act

TAG Technical Assistance Guide

TANF Temporary Assistance for Needy Families

TEGL Training and Employment Guidance Letter

TEIN Training and Employment Information Notice

TEN Training and Employment Notice
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UC/Ul Unemployment Compensation/Insurance

UNH University of NH

USDOL United States Department of Labor

VETS Veterans’ Employment and Training Service — USDOL
VR Vocational Rehabilitation

WARN Worker Adjustment and Retraining Notification Act
WEN Workforce Excellence Network — National Association of Workforce Boards
WFD Workforce Development

WIOA Workforce Innovation and Opportunity Act

wiB Workforce Innovation and Opportunity Board

wiIC Women, Infants and Children (Nutritional Program)
wocC “Council” — Workforce Opportunity Council

WINH WorkInvestNH

WOTC Work Opportunity Tax Credit

WNNH WorkNowNH

WRIS Wage Record Interchange System
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ACCOMMODATIONS FOR INDIVIDUALS
WITH DISABILITIES POLICY

Policy #: 1998-P-01 Previous #: 000-082

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the NH Office of Workforce Opportunity (OWO) policies and procedures for ensuring an
environment which promotes reasonable accommodations for individuals with disabilities.

POLICY:

It is the policy of the OWO that the OWO, One-Stop Partners, and WIOA-Title | recipients/subrecipients will
make reasonable accommodation to the known physical or mental limitations of otherwise qualified applicants,
employees, or participants with disabilities, unless it can be shown that such accommodations would impose
an undue hardship on program operations.

For purposes of this policy, reasonable accommodation means any change or adjustment to a training or work
environment that permits a qualified applicant, participant, or employee with a disability to participate in the
application process, to perform the essential function of the job, or to enjoy the benefits or privileges of
employment equal to those enjoyed by others.

Examples of accommodations include, but are not limited to:

» acquiring or modifying equipment or devices

* job restructuring

* part-time or modified work schedules

+ providing readers or qualified interpreters

* making the workplace or program facility accessible to and usable by individuals with disabilities

PROCEDURE(S):
1. Decisions regarding reasonable accommodation for individuals with disabilities will be determined
on a case-by-case basis.
2. Individuals who are not satisfied with accommodations provided may file a grievance or EO
complaint in accordance with the equal opportunity policy.
3. Individuals will not be forced to accept an accommodation if they choose not to.
ACTION:

All staff must be knowledgeable of the contents of this directive.
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ADA CHECKLIST POLICY

Policy #: 2024-P-03

Appendix #: 2024-A-01r

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity (OWO) policies and procedures regarding the requirement to
have an Americans with Disabilities Act (ADA) checklist on file.

POLICY:

The Americans with Disabilities Act (ADA) requires state and local governments businesses, and non-profit
organizations to provide goods, service, and programs to people with disabilities on an equal basis with the
rest of the public. It is the policy of the Office of Workforce Opportunity, that all NH Works partners,
subrecipients, and vendors be accessible to all individuals.

PROCEDURE(S):

Upon entering into a contract and/or Memo of Understanding (MOU) to provide services to individuals, the
subrecipient shall provide the OWO with a copy of the completed ADA Checklist for Existing facilities for each
location where Title | services will be provided. OWO will accept a completed checklist that is no more than 5
years old. If the checklist is older than 5 years, a new checklist must be completed and submitted to OWO. To
access the list, please htips://www.adachecklist.org

ACTION:

All staff must be knowledgeable of the contents of this directive.

LINK: ADA Checklist for Existing Facilities
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ALTERNATIVE DISPUTE RESOLUTION
(ADR) POLICY

Policy #: 1998-P-02 Previous #: 000-27¢
Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity (OWO) policies and procedures for alternative dispute
resolution on complaints alleging illegal discrimination and non-civil rights grievances.

POLICY:

It is the policy of the OWO that mediation shall be the alternative dispute resolution choice available to civil
rights and non-civil rights complainants/grievants. New Hampshire state agencies may follow their own internal
policies, procedures and disciplinary guidelines when implementing this policy, as such policies and
procedures recognize the constraints imposed by the Collective Bargaining Agreement, the NH Division of
Personnel Rules, the NH Administrative Procedures Act and other applicable state laws and regulations. This
means that not all complaints or grievances are appropriate or subject to mediation.

For purposes of this policy, mediation is defined as a voluntary attempt by the parties to reach resolution
(settlement) of disputed issues through discussion. The mediator is a neutral person who attempts to help
disputing parties without having the authority, as an arbitrator does, to impose settlement. A mediator can
only act as a catalyst in translating, suggesting, cajoling, persuading, or, at times, recommending possible
ways of solving the dispute. The parties can reject the mediator’s participation at any time. A mediator can
refuse to intervene or participate if he/she determines that the dispute is not suitable for mediation, or if
settlement is not the true goal of the parties.

PROCEDURE(S):

1. Who may request mediation: Any individual who has filed a formal discrimination/harassment complaint
or non-civil rights grievance.

2. When to request mediation: A request for mediation must be filed within 15 calendar days of the formal
filing of a complaint or grievance. Requests initiated more than 15 calendar days from the date of the
formal filing of the complaint or grievance will not be considered due to statutory time frames for
investigation and resolution.

3. Where to file request: Requests for mediation may be filed with the OWO EO Officer, 100 North Main
Street Suite 100 Concord, NH 03301, Telephone: (603) 271-0355 TDD: 1-800-735-2964.

With respect to Title | WIOA-funded organizations, requests may also be filed with the One-Stop
Partner or WIOA-subrecipient, who will forward it to the OWO EO Officer for proper processing.
4. How to file: Each request shall be in writing and shall:
a. be signed by the complainant/grievant or his/her authorized representative.
b. Contain the complainant/grievant’ s name and address or specify another means of contact;
c. Identify the person(s) and/or legal entity complained against (the respondent); and
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d. Reference the original complaint/grievance OR describe the allegations in sufficient detail to
allow determination of whether the request for mediation
i. is appropriate under the circumstances alleged (this means that not all complaints or
grievances are appropriate or subject to mediation), and
ii. was filed timely
e. Upon receipt of a written request for mediation, the OWO EO Officer shall promptly contact the
Respondent and arrange, as soon as possible, a time and location convenient to the parties.
Arrangements shall include securing a neutral mediator for the session. If the
complaint/grievance involves a One-Stop Partner or WIOA-subrecipient who is a state agency,
the OWO EO Officer shall coordinate with the appropriate agency to screen the request and
arrange the mediation. NOTE: State agencies shall follow their internal policies and procedures
for ADR. See Above Policy Statement.

5. All parties to the mediation shall understand and agree that the details of the mediation session(s) are
strictly confidential. Discussion of session details with others, with the exception of a party’s legal
representation, is strictly forbidden. Notes taken by any party, including the mediator, shall be
destroyed at the end of the session. The identities of the parties shall be revealed only to the extent
necessary to complete the mediation process.

6. While representation of the parties is permitted, the goal of mediation is to facilitate an agreement
between the complainant and respondent. Thus, representatives shall refrain from participating in the
discussions between the parties and be available only for private consultation (caucus) outside of the
mediation room. The mediator shall allow each party to initially state their story without interruption from
the other party. Discussion will be encouraged after the initial stories have been told. Should the parties
fail to respect this basic premise, the mediator may conclude that mediation is not possible under the
circumstances and cancel the mediation.

7. Mediation is not the forum to right past wrongs, and formal rules of evidence are not followed in
mediation. Either party may present whatever information they feel is necessary to clarify the issues for
resolution. However, since the goal of mediation is to facilitate an agreement for future behavior
between the parties, attempts to "prove" past facts will be allowed only to the extent necessary to move
the parties forward towards settlement.

8. Every attempt will be made to encourage resolution between the parties, and such resolution shall be
formalized with a written agreement that all parties sign prior to the end of the mediation. All parties
shall receive a copy of the signed agreement. In the event agreement cannot be reached, and the
parties feel that an additional mediation session will not be conducive towards reaching agreement, the
complainant has the right to file with the CRC within 30 days of the date of the failed mediation, or 90
days from the date of the original complaint, whichever date occurs first.

9. Inthe event that the ADR agreement is breached, the non-breaching party may file a complaint with the
CRC within 30 days of the alleged breach. If the CRC determines that there has been a breach, the
complainant may file a complaint with the CRC based upon his/her original allegation(s), and the CRC
will waive the time deadline for filing such a complaint.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:
1. How To Request Mediation
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Notice Of Mediation

No ok owdN

Mediation Request Form
Sample Letter of Acknowledgement

Memorandum of Agreement
Final Disposition Outline
Notice Of Right to File With CRC

Forms To Be Used for Filing A Civil Rights/EO Complaint With U.S. Dept. Of Labor, Directorate of Civil Rights:

Director
Civil Rights Center (CRC) U.S. Department of Labor
200 Constitution Avenue, NW Room: N-4123

Washington, DC 20210

Link: DIRECTORATE’'S COMPLAINT INFORMATION FORM, and

Link: PRIVACY ACT CONSENT FORM

BACK to TOC
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Attachment 1 July 2025 #1998-P-02

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

How to Request Mediation with The Office
of Workforce Opportunity

Any applicant, client, potential contractor, contractor or other aggrieved party who seeks to file a civil rights
complaint as a result of equal opportunity discrimination (on the basis of race, color, religion, sex, national origin,
age, disability, genetics, political affiliation or belief, or citizenship/status as a lawfully admitted immigrant

authorized to work in the U.S.) or a non-civil rights grievance may choose mediation as an alternative method of
dispute resolution.

1. A written request for mediation must be prepared and submitted to the EO Officer. This should be done
by completing an OWO Mediation Request Form which includes the following information:
a. Your address, business and/or home phone.
b. Reference or original complaint/grievance or
c. Date and detailed description of the alleged discriminatory act or grievance, and
d. Name and title of others involved in the situation (if any).

2. All requests for mediation must be submitted within 15 calendar days of the alleged act(s). Requests
received after this time period may not be considered due to statutory time frames for investigation and
resolution of the complaint/grievance.

3. The Office of Workforce Opportunity shall arrange mediation no later than 45 days from date of receipt
of the request. The location and time shall be reasonably convenient for all parties.

4. If the mediation does not result in a successful resolution, the complainant may file a complaint with the
Director of the Civil Rights Center, U.S. Department of Labor within 30 days of the date of mediation or
within the statutory 90-day resolution period, whichever is soonest.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 2

July 2025 #1998-P-02

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

WIOA/OWO Mediation Request Form

Complainant/Grievant:

Name:
Address:

Telephone Number:

Respondent: (the agency or person against whom you
believe discriminated)

Name:

Address:

Telephone Number:

Reference the Original Complaint -OR- Provide
details of the Complaint and Indicate the
discriminatory action.

Include relevant names, dates, and locations of
incidents. If additional space is required, attach a
sheet of paper with the complainant's signature.

Complainant/Grievant’s

Signature:

Date:

Date of Alleged Act(s):

OTHER PROCEDURES:

Have you filed an action with U.S. Department of Labor,
Director of Civil Rights, court or other agency based on
the incidents noted in your complaint? If so, where and
with whom?

Where:
Who:

OwWO:
Date Received:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-

us/transparency
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Attachment 3 July 2025 #1998-P-02

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Sample Letter of Acknowledgment of
Receipt for Mediation Request

DATE

RE: VS.

Dear

This is to acknowledge the receipt of your Equal Opportunity/non-Civil Rights Complaint/Grievance.

Mediation will be scheduled as soon as possible, but within the next 45 days, at a time and location
reasonably convenient to the parties.

If you have any additional information or questions concerning your complaint/grievance, please do not
hesitate to contact me at

Office of Workforce Opportunity
100 North Main Street Suite 100
Concord, NH 03301

Phone: 1-603-271-0355
TDD: 1-800-735-2964

Sincerely,

Equal Opportunity Officer

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 4 July 2025 #1998-P-02

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Notice of Mediation

COMPLAINTANT/GRIEVANT: RESPONDENT:

YOU ARE HERBY NOTIFIED THAT MEDIATION WILL BE HELD

DATE TIME

PLACE BEFORE A NEUTRAL MEDIATOR

CONCERNING:

INSTRUCTIONS:

The goal of mediation is to seek an agreement between the parties, which focuses on future behavior. It is not
meant to right a past wrong. The mediation will be conducted informally. Technical rules of evidence or
procedures will apply. You MAY bring to the mediation all documents previously received or relative to this
matter, but the mediator may, if he/she chooses, limit the presentation of such information. If you prefer you
may, at your own expense, be accompanied by an attorney, but that person will be asked to not participate in
the discussion between the parties. If a party having received notice fails to appear, the mediation will be
cancelled. If time permits, another session may be scheduled, but if this is impractical, the complainant will be
notified of his/her right to file a complaint/grievance directly with the Department of Labor.

Inquiries can be addressed to:

Name: Equal Opportunity Officer

Address: Office of Workforce Opportunity
100 North Main Street Suite 100
Concord, NH 03301

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 5 July 2025 #1998-P-02

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Memorandum of Agreement

COMPLAINANT:

Vs.

RESPONDENT:

DATE FILED:

We hereby agree to the provisions listed below in settlement of the above Equal Opportunity Complaint/Civil
Rights Grievance:

EO OFFICER Date RESPONDENT Date

COMMISSIONER Date COMPLAINANT Date
NH DEPT. OF BUSINESS
AND ECONOMIC AFFAIRS

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Final Disposition Outline

COMPLAINANT:

RESPONDENT:

DISPOSITION:

SUMMARY OF COMPLAINT/GRIEVANCE:

FACT FINDINGS:

REGULATIONS AND/OR POLICIES RELIED ON:

CONCLUSION:
EO OFFICER:
Date
APPROVAL:
Commissioner Date

NH Dept. of Business
and Economic Affairs

#1998-P-02
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Notice of Right to File with The US
Department of Labor

Complainant:

Vs.

Respondent:

Failure to reach resolution at mediation results in the right of any party to the Complaint listed above to file with
the Director of Civil Rights Center, U.S. Department of Labor, utilizing the process previously outlined and the
following forms:

1. COMPLAINT INFORMATION FORM, and
2. PRIVACY ACT CONSENT FORM

U.S. Department of Labor

Director, Civil Rights Center

200 Constitution Avenue, NW., Room: N-4123
Washington DC 20210

Filing with the CRC must be within 30 days of the failed mediation or 90-day resolution period,
whichever occurs first.
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ASSURANCES POLICY

Policy #: 2018-P-01 Previous #: 2018-001
Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

The Workforce Innovation and Opportunity Act (WIO) and the NH Works Consortium require compliance with
29 CFR Part 38 Implementation of the Nondiscrimination and Equal Opportunity Provisions of the Workforce
Innovation and opportunity Act.

POLICY:

29 CFR Part 38.25 requires the provision of a grant applicant’s obligation to provide written assurances. For
all NH Works partners utilizing WIOA funds, each NH Work partner must include the following assurance:

“As a condition to the award of financial assistance from the Department of Labor under Title | of WIOA, the
grant applicant assures that it has the ability to comply with the nondiscrimination and equal opportunity
provisions of the following laws and will remain in compliance for the duration of the award of federal financial
assistance:

A. Section 188 of the Workforce Innovation and Opportunity Act (WIOA), which prohibits discrimination
against all individuals in the United States on the basis of race, color, religion, sex (including
pregnancy, childbirth, and related medical conditions, transgender status, and gender identity), national
origin (including limited English proficiency), age, disability, or political affiliation or belief, or against
beneficiaries on the basis of either citizenship status or participation in any WIOA Title |- financially
assisted program or activity;

B. Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the bases of race,
color and national origin;

C. Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination against
gualified individuals with disabilities;

D. The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis of age;
and

E. Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination on the basis
of sex in educational programs.

As a recipient of WIOA Title | financial assistance, all funded agencies will comply with 29 CFR part 38 and all
other regulations implementing the laws listed above.”

The assurance is considered incorporated by operation of law in the grant, cooperative agreements, contracts,
MOU'’s or other arrangement whereby Federal financial assistance under Title | of WIOA is made available,
whether it is explicitly incorporated in such document and whether there is a written agreement between the
Department and the recipient, between the Department and the Governor, between the Governor and the
recipient, or between recipients. The assurance also may be incorporated in such grants, cooperative
agreements, contracts, or other arrangements by reference.

PROCEDURE(S):

29
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The above assurance needs to be added to all NH Works Partner websites, Plans, Request for Proposals,
grant applications, Memorandum of Understanding, Contracts, Agreements, internal and external handbooks
written notices, recruitment and orientation materials that have been developed to serve WIOA funded
programs, client, and personnel.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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BABEL NOTICE REQUIREMENT POLICY

Policy #: 2020-P-04 Previous #: 2020-P-004

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025

PURPOSE:

To provide guidance on compliance with the requirements of the Babel Notice.
POLICY:

29 CFR 38.9(0)(3): “Recipients must include a “Babel notice,” indicating in appropriate languages that
language assistance is available, in all communications of vital information, such as hard copy letters or
decisions or those communications posted on websites.”

A Babel notice is a short notice included in a document or electronic medium (e.g., website, “app,” email) in
multiple languages informing the reader that the communication contains vital information and explaining how
to access language services to have the contents of the communication provided in other languages.

PROCEDURE(S):

When a communication contains vital information, a Babel notice needs to be included with the document.
Attached is a sample notice to assist in compliance with this Babel notice requirement. It is being provided in
10 of the most common non-English languages spoken in the United States. The notice can be translated into
other languages based on the needs of the community. Also note that the Babel notice does not replace the
obligations for recipients to provide individualized language services.

WIOA Title | staff must provide a Bable notice with all communication considered vital information. Title | staff
may utilize the NH Department of Business and Economic Affairs contract with Propio, an online translation
service to access interpreter services if needed. Translation services must be initiated by staff following the
instructions provided in the Propio attachment.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

1. Sample Babel Notice
2. Propio Instructions
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Sample Babel Notice

English

IMPORTANT! This document contains important information about your rights, responsibilities and/or
benefits. It is critical that you understand the information in this document, and we will provide the information
in your preferred language at no cost to you. Call (xxx) xxx-xxxx for assistance in the translation and
understanding of the information in this document.

Spanish

iIMPORTANTE! Este documento contiene informacidn importante sobre sus derechos, responsabilidades
y/o beneficios. Es importante que usted entienda la informacion en este documento. Nosotros le podemos
ofrecer la informacién en el idioma de su preferencia sin costo alguno para usted. Llame al (XXX) XXX-XXXX
para pedir asistencia en traducir y entender la informacién en este documento.

Chinese — Traditional

HEAM | AP G EERNR, FREMER. BF, /8w, BEBLEBERAXHREENA, mEfit
BERAERIFHES, BEATIREER, FEE (XxX) XXX-XXXX V& 705l M FAFA SR 55 1 0 1 B

Vietnamese

LWU Y QUAN TRONG! Tai liéu nay chtra thdng tin quan trong vé quyén han, trach nhiém va/ho&c quyén loi
clia quy vi. Viéc hiéu ré thong tin trong tai liéu nay la rat quan trong, va ching tdi sé cung cp mién phi cho
quy vi théng tin nay bang ngén ng ma quy vi wa dung. Hay goi (xxx) xxx-xxxx dé dwoc hé tro vé viéc théng
dich va hiéu théng tin trong tai liéu nay.

Tagalog

MAHALAGA! Naglalaman ang dokumentong ito ng mahalagang impormasyon tungkol sa iyong mga
karapatan, responsibilidad at/o benepisyo. Napakahalaga na nhauunawaan mo ang impormasyong nakapaloob
sa dokumentong ito, at ibibigay namin nang libre ang impormasyon sa pinili mong wika. Tumawag sa (Xxx)
XXX-XXXX upang humingi ng tulong sa pagsasaling-wika at pag-unawa sa impormasyong nasa dokumentong
ito.

French

IMPORTANT! Le présent document contient des informations importantes sur vos droits, vos
responsabilités et/ou vos avantages. Il est essentiel que vous compreniez les informations figurant dans ce
document, et nous vous fournirons gratuitement les informations dans la langue de votre choix. Appelez au
(xxx) XxXx-Xxxx pour obtenir de I'aide pour la traduction et la compréhension des informations contenues dans
le présent document.

Haitian Creole

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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ENPOTAN! Dokiman sa a gen enfomasyon enpotan ladan konsénan dwa, responsablite ak/oswa avantaj ou
yo. Liap vreman enpotan pou ou konprann enfomasyon yo ki nan dokiman sa a, epi n ap ba ou enfomasyon
sa yo nan lang ou prefere a gratis. Rele (xxx) XXX-XXXX pou jwenn asistans pou tradui ak pou konprann
enfomasyon ki nan dokiman sa a.

Portuguese

IMPORTANTE! Este documento contém informacdes importantes sobre os seus direitos, responsabilidades
e/ou beneficios. E essencial que compreenda as informacées constantes neste documento, as quais
disponibilizaremos, gratuitamente, na lingua a sua escolha. Contacte o namero (Xxx) XXX-xXxx para solicitar
ajuda para traduzir e compreender as informac6es contidas neste documento.

Arabic

138 53 sl e glaall dan i Baclia e J pasdl (XXX) XXX-XXXX éé)l\uie Sl Aal<s Lﬂ;i Alaad ) 3 dliadal) Slialy cila glaall
D 5 el
Russian
BAXHO! B HacTtosem OOKYMEHTE COOEPXKMTCA BaxkHaa MHdopMaLma o0 BalLMxX nNpaBax, 0693aHHOCTAX
n/vnn npemmyliectsax. KpanHe BaxkHO, YTODObI Bbl MOHANM UHPOPMaLMIO, COAepXaLlyocs B JaHHOM
AOKYMeHTe, a Mbl 6ecnnaTtHo npegocTaBuM BaM 3Ty MHPOpMaumio Ha BbiIbpaHHOM Bamu s3bike. Mo3BoHUTe

no TenedoHy (XXX) XXX-XXXX OS5 NOfy4eHUs: NOMOLLM B NEPEBOAE M MOHMMAHUN UHopMaLmK,
cogepxallencs B JaHHOM JOKYMEHTe.

Korean

Q! X EAME A
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Babel Notice Requirement Policy — Propio
Instruction (Provided Only in PDF Form)

This is the TOC Link for the attachment. The attachment begins on next page.
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Propio Instruction

or@pio @

By Tablet - Selact the Propio One application,
anter access code, salect languaga.

To access an interpreter, dial

781-678-4751 =

Provide required information:

- G0
1o antar access code,
salact language, than click start call,

(l- START CALL)

Client 1D: 27357 Access Code:
Back-up Service Line: 1-866-386-1284
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CORRECTIVE ACTIONS - EO
COMPLIANCE POLICY

Policy #: 2012-P-01 Previous #: 2012-000-085

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the NH Workforce Opportunity (OWO) policies and procedures for corrective actions and/or
sanctions in the event a recipient, subrecipient, vendor, staff, or participant is in non-compliance of Section 188
of the Workforce Innovation and Opportunity Act (WIOA).

POLICY:

The OWO will follow similar procedures utilized by the Civil Rights Center to ensure enforcement to effect
compliance with the nondiscrimination and equal opportunity provisions of WIOA. Sanctions permitted by
statute or regulation may be imposed only after all appeal rights have been exhausted. State agencies shall
follow their internal policies, procedures, and disciplinary policies for staff-related issues.

PROCEDURE(S):

1. Inthe event that monitoring activities or formal complaints indicate a lack of compliance with Section
188 of WIOA, the OWO shall attempt to resolve the non-compliance through education and/or
consultation with the recipient, subrecipient, vendor, staff member, or participant.

2. Should non-compliance continue and collaborative educational efforts fail, the OWO may issue a
Warning notice.

3. If, after 15 days from the date of the Warning, compliance has not been achieved, the OWO may issue
a Final Determination Notice, which will indicate the potential sanctions which may be imposed and
inform the party of his/her right to request a hearing within 30 days from the date of the Final
Determination. NOTE: Personnel issues will be subject the organization's internal personnel policies,
procedures, and disciplinary guidelines.

4. Should a hearing be requested, the policies of OWO shall be followed.

5. Should a hearing not be requested, the OWO may proceed with the sanction deemed most appropriate
for the circumstances.

6. Appropriate sanctions include, but are not limited to, suspension or termination, in whole or in part, from
the program (or funding source); referral to the N.H. Attorney General’s Office, with a request that the
AG’s Office obtain compliance; deferral of new grant funding; and/or any action as may be provided by
law.

ACTION:
All recipients, subrecipients, vendors, staff and participants must be knowledgeable of this directive.

ATTACHMENTS:

1. Notice of Non-Compliance with Section 188

2. Final Determination of Notice of Non-Compliance with Section 188
36
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3. Final Order for Sanctions Due to Non-Compliance with Section 188
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Notice of Non-Compliance with Section
188 of The Workforce Innovation and
Opportunity Act
Party/Organization:
Address:
Contact Person:

Phone;

Through monitoring or the receipt of EO complaint(s), it has been determined that you are not in
compliance with Section 188 of WIOA, as implemented by 29 CFR part 37. Non-compliance is evidenced
by the following:

This notice is an official WARNING that begins the corrective actions/sanctions process. You have fifteen
(15) days from the date of this warning to correct the matters noted above. Failure to do so may result in a
Final Determination of Non-Compliance Notice.

Should you receive a Final Determination of Non-Compliance Notice, you have the right to request a hearing
on this matter. The request must be in writing and be received by the OWO EO OFFICER, 100 North Main St.
Suite 100, Concord, NH 03301 no later than thirty (30) days from the date of Final Determination Notice. The
request for a hearing should include an answer to the issues noted in the Final Determination Notice.

Failure to request a hearing will result in a final decision by OWO that non-compliance exists and has not
been corrected. The OWO may, within 45 days, then Order sanctions, which may include, but not be limited
to:

suspension or termination, in whole or in part, from the program (or funding source);

referral to the N.H. Attorney General, with a request that the AG obtain compliance;

deferral of new grant funding; and/or

any action as may be provided by law.

el N .

NOTE: Sanctions permitted by statute or regulation may be imposed only after all appeal rights have
been exhausted.

The Final Order may be appealed, within thirty (30) days of the date of the Order, directly with the Civil Rights
Center, U.S. Department of Labor, or a request for review by OWO may be filed.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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Any case reviewed by OWO under the above paragraph must be decided within 180 days of the notification
of such review. If OWO fails to issue a Final Decision and Order within the 180-day period, the initial decision
and order of OWO becomes the Final Decision.

OWO EO Officer Date
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Final Determination Notice of Non-
Compliance with Section 188 of The
Workforce Innovation and Opportunity Act

Party/Organization:
Address:
Contact Person:
Phone:
On you were issued a Warning Notice of Non-Compliance for the following EO
matters:

Since you have failed to correct the matters noted above, this Final Determination Notice has been
issued.

You have the right to request a hearing. You must do so in writing within thirty (30) days from the date
of this notice. Your request must be sent to the OWO EO Officer, 100 North Main St. Suite 100, Concord,
NH 03301.

Failure to request a hearing will result in this Final Determination becoming the Final Order for Sanctions.

Sanctions include but are not limited to:

suspension or termination, in whole or in part, from the program (or funding source);
referral to the N.H. Attorney General, with a request that the AG obtain compliance;
deferral of new grant funding; and/or

any action as may be provided by law.

pwnNpE

NOTE: Sanctions permitted by statute or regulation may be imposed only after all appeal rights have been
exhausted.

OWO EO Officer Date
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Final Order for Sanctions Due to Non-
Compliance with Section 188 of The
Workforce Innovation and Opportunity Act
Party/Organization:
Address:
Contact Person:
Phone:
On you were issued a Final Determination of Non-Compliance for the following EO
matters:

Since you have failed to request a hearing within 30 days of the Final Determination of Non-Compliance
Notice noted above, this Final Order for Sanctions has been issued.

Sanctions imposed:

You have the right to request to appeal or request a review of this decision to order sanctions.
You must do so in writing within forty-five (45) days from the date of this order.

Your request for an appeal must be sent to the Civil Rights Center, U.S. Department of Labor, 200
Constitution Avenue, NW, Rm N-4123, Washington D.C. 20210.

Your request for a review must be sent to the OWO EO Officer, 100 North Main St. Suite 100, Concord, NH
03301. A decision on the review must be issued within 180 days of the date of the initial decision.

Sanctions permitted by statute or regulation may be imposed only after all appeal rights have been
exhausted.

OWO EO Officer Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency



https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency

EQUAL OPPORTUNITY POLICY

Policy #: 2018-P-05 Previous #: 2018-005

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To provide guidance regarding equal opportunity under the Workforce Innovation and Opportunity Act which
requires compliance with 29 CFR Part 38 Implementation of the Nondiscrimination and Equal Opportunity
Provisions of the Workforce Innovation and Opportunity Act (WIOA).

Section 188 of the workforce Innovation and Opportunity Act provides for equal opportunity within all
WIOA funded programs.

POLICY:

It is the policy of the New Hampshire Works Consortium and partner agencies to assure nondiscrimination on
the basis of race, color, religion, sex (including pregnancy, childbirth, and related medical conditions,
transgender status, and gender identity), national origin (including limited English proficiency), age, disability,
or political affiliation or belief, or against beneficiaries on the basis of either citizenship status or participation in
any WIOA financially assisted program or activity.

PROCEDURE(S):

The WIOA Career Specialist shall explain and provide the WIOA Grievance Procedure Notice to all individuals
who are applying for services under WIOA. As part of the application process, a signed copy of the notice
must be included in the individual’s Job Match System file and a copy must be provided to the individual. This
notice will be provided in the individual's language of choice.

Who may file: Any covered individual who believes that he or she has been discriminated against based on
race, color, religion, sex (including pregnancy, childbirth, and related medical conditions, transgender status,
and gender identity), national origin (including limited English proficiency), age, disability, or political affiliation
or belief, or against beneficiaries on the basis of either citizenship status or participation in any WIOA Title I-
financially assisted program or activity.

When to file: A formal complaint must be filed within 180 days of the alleged discriminatory act(s).
Complaints initiated more than 180 days from the date of the alleged discrimination may be extended for good
cause by the Director of CRC.

How to file: Each complaint shall be in writing and shall:

Be signed by the complainant or his/her authorized representative;
Contain the complainant’s name and address, or specify another means of contact;
Identify the person(s) and/or legal entity complained against (the respondent); and
Describe the complainant’s allegations in sufficient detail to allow determination of whether the
complaint
a. falls under OWO, One-Stop Partner, or WIOA-Recipient jurisdiction
b. was timely filed, and

P wbdPR
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c. has apparent merit.

5. Upon receipt of a written complaint alleging discrimination, the OWO EO Officer shall promptly log the
complaint and forward it to the appropriate One-Stop Partner or WIOA-Recipient to

a. initiate review and/or investigation of the complaint, or;

b. provide notice, as appropriate, to all parties including the complainant and the respondent of the
specific charges;
inform the complainant and respondent of their right to representation;
inform the complainant and respondent of their right to present evidence;
inform the complainant and respondent of their right to rebut evidence presented by others;
inform the complainant of their right to select an alternative method of dispute resolution, such
as mediation; and
g. make a decision strictly on the evidence.

~® 2o

Where to file: Complaints may be filed with the Department of Business and Economic Affairs, Office of
Workforce Opportunity (OWO) Equal Opportunity (EO) Officer, 100 North Main Street Suite 100, Concord, NH,
03301, Telephone: (603) 271-0355 TDD: 1-800-735-2964 relay 711. With respect to WIOA-funded
organizations, complaints may also be filed with the One-Stop Partner or WIOA-subrecipient, who will forward
it to the OWO EO Officer for proper logging and processing if appropriate.

Complaints may alternatively be filed directly with the Director, Civil Rights Center (CRC),
U.S. Department of Labor, 200 Constitution Avenue, NW, Rm N-4123, Washington, D.C.
20210. Telephone: (202) 219-7026, TDD: 1-800-326-2577.

e The identity of the complainant shall be kept confidential except to the extent necessary to carry out the
purposes of 29 CER 38, including the conducting of any investigation, hearing or judicial proceeding
arising hereunder. When consent has been provided for release of complainant’s identity, disclosure
should be under the conditions which will promote receipt of confidential information.

¢ No person shall intimidate, threaten, coerce, or discriminate against any individual for the purpose of
interfering with any right or privilege secured by Equal Opportunity policies or because he/she has
made a complaint, testified, assisted, or participated in any manner in an investigation, proceeding, or
hearing in this part.

¢ OWO, the One-Stop Partner, or WIOA-subrecipient shall process the complaint within 90 days and
offer a resolution to the complainant. If by the end of 90 days, complaint processing has not been
completed, or the complainant has not been notified of the resolution, the complainant or his/her
representative may, within 30 days of the expiration of the 90-day period or upon notification of
resolution, file with CRC.

e OWO, the One-Stop Partner, or WIOA-subrecipient shall notify the complainant immediately in writing
upon determining that it does not have jurisdiction over a complaint that alleges a violation of the
nondiscrimination and equal opportunity provisions of WIOA. The notification shall include the basis for
such determination, as well as a statement of the complainant’s right to file a written complaint with the
Director of CRC within 30 days of receipt of the notification.

e The complainant has the choice of an Alternative Dispute Resolution rather than the customary
process. The complainant must request ADR within 10 days of filing the complaint. If an agreement is
not reached under ADR, the complainant may file with the CRC. In the event that the ADR agreement
is breached, the non-breaching party may file a complaint with the CRC within 30 days of the date on
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which the party learns of the alleged breach. If the CRC determines that there has been a breach, the
complainant may file a complaint with the CRC based upon his/her original allegation(s), and the CRC
will waive the time deadline for filing such a complaint.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

HOW TO REGISTER A CIVIL RIGHTS COMPLAINT
CIVIL RIGHTS COMPLAINT FORM

SAMPLE LETTER OF ACKNOWLEDGEMENT
NOTICE OF HEARING

FINAL DISPOSITION OUTLINE

NOTICE OF RIGHT TO APPEAL

o g ks wbh e

FORMS TO BE USED FOR FILING A CIVIL RIGHTS/EO COMPLAINT WITH U.S. DEPT. OF LABOR,
DIRECTORATE OF CIVIL RIGHTS

Director
Civil Rights Center
ATTENTION: Office of External Enforcement
U.S. Department of Labor
200 Constitution Avenue, NW
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WE'LL HELP YOU FIND YOUR FUTURE

How to Register a Formal Civil Rights Complaint
with NH Department of Business and Economic
Affairs Office of Workforce Opportunity

Any applicant, client, potential contractor, contractor or other aggrieved party who seeks to file a civil rights
complaint as a result of equal opportunity discrimination on the basis of race, color, religion, sex (including
pregnancy, childbirth, and related medical conditions, transgender status, and gender identity), national origin
(including limited English proficiency), age, disability, or political affiliation or belief, or against beneficiaries on
the basis of either citizenship status or participation in any WIOA Title I- financially assisted program or activity
must follow this procedure if choosing to file the complaint with the Office of Workforce Opportunity.

1. A written complaint, detailing the specific action deemed to be discriminatory, must be prepared and
submitted to the EO Officer. This should be done by completing an OWO Civil Rights Complaint Form
which includes the following information:

Your address, business and/or home phone

Nature of the complaint,

Date and detailed description of discriminatory act, and
Name and title of others involved in the situation (if any).

coop

2. All Civil Rights Complaints must be submitted within180 days of the alleged unfair or discriminatory act.
An extension may be provided for good cause by the Director, CRC.

3. The Office of Workforce Opportunity shall investigate and offer a resolution to the complainant within
ninety (90) days from the date of receipt of the Civil Rights Complaint.

4. If the complainant is dissatisfied with OWOQ’s resolution of the Civil Rights complaint, the complainant
may file a complaint with the Director of the Civil Rights Center, U.S. Department of Labor within 30
days of the receipt of the final resolution or 90-day resolution period.

5. The complainant has the option of choosing mediation as an alternative method of dispute resolution
(ADR). If the complainant wishes to pursue mediation, and resolution is not reached, the complainant
may file a complaint with the Director of the Civil Rights Center, U.S. Department of Labor within 30
days of the date the of ADR meeting, or 90-day resolution period.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Civil Rights Complaint Form

Complainant:

Name:

Address:

Telephone Number:

Respondent:(the agency or person against whom
you believe discriminated)
Name:

Address:

Telephone Number:

Provide Details of the Complaint and indicate the
discriminatory action.

Include relevant names, dates, and locations of
incidents. If additional space is required, attach a
sheet of paper with the complainant's signature.

Complainant's Signature Date

Date of Alleged Discrimination:

OTHER PROCEDURES:

Have you filed an action with U.S. Department of
Labor, court or other agency based on the incidents
noted in your complaint? If so, where and with
whom?

Where:

Who:

Complaint Received:

Date:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
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Sample Letter of Acknowledgment of Receipt
for Civil Rights Complaint
DATE

RE VS.

Dear )

This is to acknowledge the receipt of your Equal Opportunity/Civil Rights Complaint dated

Investigation, which may include a hearing, will be conducted and a decision will be rendered within ninety (90)
days from the date your complaint was filed.

If you have any additional information or questions concerning your complaint, please do not hesitate to
contact me at:

NH Department of Business and Economic Affairs
Office of Workforce Opportunity

100 North Main Street Suite 100

Concord, NH 03301

Phone: 603-271-7275
Relay NH 1-800-735-29541

Sincerely,

Equal Opportunity Officer

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Notice of Hearing

COMPLAINANT: (Name and Address) RESPONDENT: (Name and Address)

YOU ARE HEREBY NOTIFIED THAT A HEARING WILL BE HELD:

Date Time

Place
BEFORE A HEARING OFFICER
CONCERNING:

You are entitled to appear, with witnesses, if any, at the above scheduled hearing to offer evidence as to the
issue(s) raised in an Equal Opportunity/Civil Rights Complaint. You should bring to the hearing this notice and
all documents previously received relative to this matter. The hearing will be conducted informally. Technical
rules of evidence or procedures will not apply. You may have the Hearing Officer question the witnesses if you
wish. If you prefer you may, at your own expense, be represented by an attorney. If a party having received
notice fails to appear, the hearing will nevertheless proceed, and the Hearing Officer will review and consider
such evidence as is available. A decision will be made within ninety (90) days from the date on which the
complaint was filed.

Inquiries can be addressed to:

Name: Equal Opportunity Officer

Address: NH Department of Business and Economic Affairs
100 North Mains Street Suite 100 Concord, NH 03301
Telephone: 603-271-7275
Relay NH 1-800-735-2964

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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COMPLAINANT:

RESPONDENT:

DISPOSITION:

SUMMARY OF COMPLAINT/GRIEVANCE:

FACT FINDINGS:

REGULATIONS AND/OR POLICIES RELIED ON:

CONCLUSION:
EO OFFICER:
Date
APPROVAL:
Commissioner Date

NH Dept. of Business
and Economic Affairs
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Notice of Right to Appeal

Complainant:

VS.

Respondent:

Any party to the Equal Opportunity Complaint listed above who is not satisfied with the Office of Workforce
Opportunity’s resolution of the issue or who has not received a decision within ninety (90) days of filing of the
complaint may file with the Secretary, U.S. Department of Labor, utilizing the process previously outlined and
the following forms which are available online at: CRC Complaint Forms

1. COMPLAINT INFORMATION FORM, and
2. PRIVACY ACT CONSENT FORM.

Filing with the US Dept. of Labor must be within 30 days of the date of receiving the Notice of Final Action.
Complaints and Privacy Act Consent forms may be submitted to CRC in the following ways:
Sent by postal mail to:

Director

Civil Rights Center

U.S. Department of Labor

200 Constitution Avenue, NW., Room: N-4123
Washington DC 20210

ATTN: Office of External Enforcement

Faxed to:
202-693-6505, Attention Office of External Enforcement (limit 15 pages)
Emailed to:

CRCExternalComplaints@dol.gov

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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EQUAL OPPORTUNITY GRIEVANCE
PROCEDURE NOTICE POLICY

Policy #: 2024-P-07 Previous #: NONE

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To provide guidance regarding providing the equal opportunity grievance procedure to all individuals enrolling
in a Workforce Innovation and Opportunity Act (WIOA) Title | funded program.

POLICY:

It is the policy of the New Hampshire Works Consortium and partner agencies to assure nondiscrimination on
the basis of race, color, religion, sex (including pregnancy, childbirth, and related medical conditions,
transgender status, and gender identity), national origin (including limited English proficiency), age, disability,
or political affiliation or belief, or against beneficiaries on the basis of either citizenship status or participation in
any WIOA financially assisted program or activity. Individuals receiving assistance from a WIOA Title | funded
program shall be provided the process for filing a grievance if they believe they have been discriminated
against.

PROCEDURE(S):

As part of the application process the WIOA Career Specialist (WCS) shall explain equal opportunity and will
provide the WIOA Grievance Procedure Notice to all individuals who are applying for services under a WIOA
Title | funded program. The individual will be asked to sign a copy of the notice and will be provided an
additional copy to keep for future reference. The ECS will upload the signed notice into the documents section
of the Job Match System (JMS) as part of the application process.

If English is not the individuals first language, the grievance procedure notice shall be provided in the language
that the individual indicates in their JMS registration.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

1. WIOA Grievance Procedure Notice English
WIOA Grievance Procedure Notice Spanish
WIOA Grievance Procedure Notice French
WIOA Grievance Procedure Notice Arabic
WIOA Grievance Procedure Notice Dari
WIOA Grievance Procedure Notice Pashto
WIOA Grievance Procedure Notice Swabhili
WIOA Grievance Procedure Notice Ukrainian

© NOo gk wN
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA)
GRIEVANCE PROCEDURE NOTICE

Any applicant or program participant, who wishes to file a grievance as a result of perceived unfair
treatment, discrimination, or violation of WIOA regulations, must follow the appropriate procedure
outlined below. If a problem arises when being considered for a service or while enrolled, you should
first try to work out a satisfactory solution with the service or training provider, or in OJT, with your
employer. If that does not solve the problem, contact the Office of Workforce Opportunity Equal
Opportunity Officer. He/she will try to help you find a solution that meets your needs as well as those
of the service or training provider or employer. If you are still not satisfied, you may file a formal
grievance or written complaint.

A. You may file a written complaint to begin the formal process (one can be obtained from your
Youth Specialist, Career Navigator or the EO Officer on file). This written complaint must
detail the specific grievance and include the following information:

1. Your name, address, business, and home telephone number
2. Nature of the grievance

3. Regulations or policies violated, if known

4. Date of alleged act

5. Name and title of others involved in the situation

B. All non-civil rights grievances must be submitted within 90 days of the alleged incident.

C. The Grievance Officer may contact you and/or other parties relevant to the complaint to obtain
additional information and may convene a formal hearing. As an alternative, you may request a
formal mediation process using an impartial mediator.

D. The Office of Workforce Opportunity EO Officer will render a decision within ninety (90) days
of receipt of the complaint.

E. If you are dissatisfied with the decision, you may choose to file your complaint with the
Director of the Office of Workforce Opporutnity.in Concord, NH. Information regarding this
process will accompany the OWO EQ’s decision.

F. Appeals must be filed within 60 days of the receipt of the decision being appealed.

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Phone: 603-271-0355 Relay:211

EQUAL OPPORTUNITY IS THE LAW NOTICE
It is against the law for this recipient of Federal financial assistance to discriminate on the following
bases: against any individual in the United States, on the basis of race, color, religion, sex (including
pregnancy, childbirth, and related medical conditions, sex stereotyping, transgender status, and gender
identity), national origin (including limited English proficiency), age, disability, or political affiliation
or belief, or, against any beneficiary of, applicant to, or participant in programs financially assisted
under Title I of the Workforce Innovation and Opportunity Act, on the basis of the individual’s
citizenship status or participation in any WIOA Title I-financially assisted program or activity.

Participant’s Initials



The recipient must not discriminate in any of the following areas: deciding who will be admitted, or
have access, to any WIOA Title I-financially assisted program or activity; providing opportunities in,
or treating any person with regard to, such a program or activity; or making employment decisions in
the administration of, or in connection with, such a program or activity.

Recipients of federal financial assistance must take reasonable steps to ensure that communications
with individuals with disabilities are as effective as communications with others. This means that, upon
request and at no cost to the individual, recipients are required to provide appropriate auxiliary aids
and services to qualified individuals with disabilities.

WHAT TO DO IF YOU BELIEVE YOU HAVE EXPERIENCED DISCRIMINATION

If you think that you have been subjected to discrimination under a WIOA Title I-financially assisted
program or activity, you may file a complaint within 180 days from the date of the alleged violation
with either: the recipient’s Equal Opportunity Officer (or the person whom the recipient has designated
for this purpose);

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Phone: 603-271-0355 Relay:211
or

Director, Civil Rights Center (CRC), U.S. Department of Labor
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
or electronically as directed on the CRC website at www.dol.gov/crc.

If you file your complaint with the recipient, you must wait either until the recipient issues a written
Notice of Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil
Rights Center (see address above). If the recipient does not give you a written Notice of Final Action
within 90 days of the day on which you filed your complaint, you may file a complaint with CRC
before receiving that Notice. However, you must file your CRC complaint within 30 days of the 90-
day deadline (in other words, within 120 days after the day on which you filed your complaint with the
recipient). If the recipient does give you a written Notice of Final Action on your complaint, but you
are dissatisfied with the decision or resolution, you may file a complaint with CRC. You must file your
CRC complaint within 30 days of the date on which you received the Notice of Final Action.

I have read and/or had this form read to me. [ understand my rights to file a grievance. I understand
that I may ask for help in filing a grievance from the EO/Grievance Officer.

Signature of Applicant/Participant Date

2 ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/
transparency
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WE'LL HELP YOU FIND YOUR FUTURE

LEY DE OPORTUNIDADES Y DE INNOVACION DE LA FUERZA LABORAL (WIOA)
AVISO DE PROCEDIMIENTO DE QUEJA

Todo postulante o participante de un programa que desee presentar una queja por haber percibido un
trato injusto, discriminacion o violacion de los reglamentos de la WIOA debe seguir el procedimiento
adecuado que se describe a continuacion. Si surge un problema cuando se lo considera para un servicio
0 mientras se encuentra inscrito, primero debe intentar encontrar una solucion satisfactoria con el
proveedor de servicios o de capacitacion, o en el caso de una capacitacion en el trabajo (OJT, por sus
siglas en inglés), con su empleador. Si eso no resuelve el problema, comuniquese con el/la oficial de
igualdad de oportunidades (EO, por sus siglas en inglés) de la Oficina de Oportunidades Laborales
(OWO, por sus siglas en inglés). El/La oficial intentar4 ayudarlo a encontrar una solucidon que satisfaga
sus necesidades, asi como también las del proveedor de servicios o capacitacion o del empleador. Si atn
no se esta satisfecho, puede presentar una queja formal o una reclamacion por escrito.

A. Puede presentar una reclamacion por escrito para comenzar con el proceso formal (puede
obtener una de su especialista en juventud, asesor profesional o del oficial de EO registrado).
Esta reclamacion por escrito debe detallar la queja especifica e incluir la siguiente informacion:

1. Sunombre, direccion, nimero de teléfono profesional y particular
2. Naturaleza de la queja

3. Reglamentos o politicas infringidos, si los conoce

4. Fecha del supuesto acto

5. Nombre y cargo de otras personas involucradas en la situacion

B. Todas las quejas no relacionadas con derechos civiles deben presentarse dentro de los 90 dias a
partir del supuesto incidente.

C. El oficial de quejas puede comunicarse con usted y/o con otras partes implicadas en la
reclamacion para obtener informacion adicional y puede convocar una audiencia formal. Como
alternativa, usted puede solicitar un proceso de mediacioén formal en la que participe un
mediador imparcial.

D. El/La oficial de EO de la Oficina de Oportunidades Laborales emitird una decision dentro de
los noventa (90) dias posteriores a la recepcion de la reclamacion.

E. Sino esta satisfecho con la decision, puede elegir presentar su reclamacion ante el director de
la Oficina de Oportunidades Laborales en Concord, NH. La informacion relacionada con este
proceso acompafiada a la decision del/de la oficial de EO de la OWO.

F. Las apelaciones deben presentarse dentro de los 60 dias posteriores a la recepcion de la
decision que se apela.

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite I, Concord, NH 03301
Teléfono: 603-271-0355 Retransmision: 211

AVISO: LA IGUALDAD DE OPORTUNIDADES ES LA LEY
Es contrario a la ley que este beneficiario de asistencia financiera federal discrimine de la siguiente
forma: contra toda persona en los Estados Unidos por motivos de raza, color, religion, sexo (incluye
embarazo, parto y condiciones médicas relacionadas, estereotipos sexuales, condicion de transgénero e
identidad de género), origen nacional (incluido el dominio limitado del inglés), edad, discapacidad o
afiliacion o creencia politica, o contra todo beneficiario, postulante o participante de programas que
reciban asistencia financiera conforme al Titulo I de la Ley de Oportunidades y de Innovacion de la
Fuerza Laboral, sobre la base de la condicién de ciudadania de la persona o de la participacion en todo
programa o actividad que reciba asistencia financiera conforme al Titulo I de la WIOA.

Iniciales del participante



El beneficiario no debe discriminar en ninguna de las siguientes areas: cuando decida quién sera
admitido o tendré acceso a todo programa o actividad que reciba asistencia financiera conforme al
Titulo I de la WIOA; cuando brinde oportunidades en el programa o en la actividad o en el trato hacia
personas en relacion con estos; o cuando tome decisiones relativas a empleo en la administracion del
programa o de la actividad, o relacionadas con estos.

Los beneficiarios de asistencia financiera federal deben tomar medidas razonables para asegurar que
las comunicaciones con personas con discapacidades sea tan eficaz como la comunicacion con otras
personas. Esto significa que, a pedido de la persona y sin costo alguno para ella, los beneficiarios
deben proporcionar ayuda y servicios auxiliares apropiados a las personas calificadas que tengan
discapacidades.

QUE HACER SI CONSIDERA QUE HA SUFRIDO DISCRIMINACION

Si usted cree que ha sufrido discriminacion en un programa o actividad que recibe asistencia financiera
conforme al Titulo I de la WIOA, puede presentar una reclamacion dentro de los 180 dias a partir de la
fecha de la supuesta violacion ante alguna de las siguientes entidades: el oficial de igualdad de
oportunidades del beneficiario o la persona que el beneficiario ha designado para este fin;

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite I, Concord, NH 03301
Teléfono: 603-271-0355  Retransmision: 211
0

Director, Civil Rights Center (CRC), U.S. Department of Labor
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
o de forma electronica como se indica en el sitio web del Centro de Derechos Civiles (CRC, por sus
siglas en inglés) en www.dol.gov/crc.

Si presenta su reclamacion ante el beneficiario, debe esperar hasta que el beneficiario emita un aviso de
accion final por escrito o hasta que hayan pasado 90 dias (lo que ocurra primero) antes de la
presentacion ante el Centro de Derechos Civiles (vea la direccion anterior). Si el beneficiario no le envia
un aviso de accion final por escrito dentro de los 90 dias posteriores a la presentacion de la reclamacion,
puede presentar una reclamacion ante el CRC antes de recibir ese aviso. Sin embargo, debe presentar la
reclamacion ante el CRC dentro de los 30 dias del plazo de 90 dias (en otras palabras, dentro de los 120
dias posteriores a la fecha en la que presento la reclamacion ante el beneficiario). Si el beneficiario le
envia un aviso de accion final por escrito sobre su reclamacion, pero usted no esta satisfecho con la
decision o resolucion, puede presentar una reclamacion ante el CRC. Debe presentar su reclamacion
ante el CRC dentro de los 30 dias posteriores a la fecha en la que recibi6 el aviso de accion final.

He leido y/o me han leido este formulario. Entiendo mis derechos de presentar una queja. Entiendo que
puedo pedir ayuda para presentar una queja al oficial de EO/quejas.

Firma del postulante/participante Fecha

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program.
2 Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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LOI SUR L'INNOVATION ET LES OPPORTQNITES DE MAIN-D'(EUVRE(WIOA)
AVIS SUR LA PROCEDURE DE REGLEMENT DES GRIEFS

Tout postulant ou participant au programme, qui souhaite déposer un grief en raison de la perception d'un
traitement injuste, d'une discrimination ou d'une violation des réglements de la WIOA, doit suivre la
procédure appropriée décrite ci-dessous. Si un probléme survient lors de la prise en considération d'un
service ou pendant l'inscription, vous devez d'abord essayer de trouver une solution satisfaisante avec le
prestataire de service ou de formation ; ou, si le probléme survient lors d'une formation en cours d'emploi
(OJT, selon I’acronyme anglais), avec votre employeur. Si cela ne résout pas le probléme, contactez le/la
responsable de 1'égalité des chances (EO, selon I’acronyme anglais) du Bureau des opportunités d'emploi
(OWO, selon I’acronyme anglais). Il/elle essaiera de vous aider a trouver une solution qui réponde a vos
besoins ainsi qu'a ceux du prestataire de services ou de formation ou de I'employeur. Si le résultat ne vous
satisfait toujours pas, vous pouvez donc déposer un grief formel ou une plainte écrite.

A. Vous pouvez déposer une plainte écrite pour entamer la procédure formelle (disponible aupres
de votre spécialiste de la jeunesse, votre responsable de navigation de carriere ou le/la
responsable de I’EO dans le dossier). Cette plainte écrite doit détailler le grief spécifique et
inclure les informations suivantes :

1. Votre nom, adresse, et numéro de téléphone professionnel et personnel
2. Lanature du grief

3. Les réglements ou politiques violés, si vous les connaissez

4. La date du fait allégué

5. Le nom et le titre des autres personnes impliquées dans la situation

B. Tous les griefs non liés aux droits civils doivent étre soumis dans les 90 jours suivant l'incident
allégué.

C. Le/Laresponsable des griefs peut vous contacter et/ou contacter d'autres parties concernées par
la plainte pour obtenir des informations supplémentaires, et peut convoquer une audience
formelle. Vous pouvez également demander une procédure de médiation formelle avec un
médiateur impartial.

D. Le/La responsable de ’EO du Bureau des opportunités d'emploi rendra une décision dans les
quatre-vingt-dix (90) jours suivant la réception de la plainte.

E. Si la décision ne vous satisfait pas, vous pouvez choisir de déposer votre plainte aupres du
directeur du Bureau des opportunités d'emploi a Concord, NH. Les informations concernant ce
processus accompagneront la décision du/de la responsable de I'EO du OWO.

F. Les recours doivent étre déposés dans les 60 jours suivant la réception de la décision faisant
l'objet du recours.

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Téléphone : 603-271-0355 Relais : 211

AVIS : LA LOI PRONE L'EGALITE DES CHANCES
La loi interdit au destinataire de l'aide financiere fédérale de pratiquer une discrimination sur les bases
suivantes : contre tout individu aux Etats-Unis, sur la base de la race, la couleur, la religion, le sexe (y
compris la grossesse, 1'accouchement et les troubles de santé connexes, les stéréotypes sexuels, le statut
de transgenre et I'identité sexuelle), l'origine nationale (y compris en raison de compétences limitées en
anglais), 1'age, le handicap ou l'affiliation politique ou la croyance, ou contre tout bénéficiaire, postulant
ou participant a des programmes financiérement aidés en vertu du Titre I de la Loi sur l'innovation et les
opportunités de main d'oeuvre, sur la base du statut de citoyen de la personne physique ou la participation
a tout programme ou activité bénéficiant d'une aide financiere en vertu du Titre I de la WIOA.

Initiales du participant



Le destinataire ne doit pas pratiquer de discrimination dans aucun des domaines suivants : décider qui
sera admis ou aura acces a tout programme ou a toute activité bénéficiant d'une aide financiere en vertu
du Titre I de la WIOA ; offrir des opportunités ou privilégier toute personne dans le cadre dudit
programme ou de ladite activité ; ou prendre des décisions en matieére d'emploi dans I'administration
dudit programme ou de ladite activité, ou en relation avec ces derniers.

Les destinataires de l'aide financiere fédérale doivent prendre des mesures raisonnables pour veiller a
ce que les communications avec les personnes handicapées soient aussi efficaces que les
communications avec d'autres personnes. Cela signifie que, sur demande et sans frais pour les
individus, les destinataires sont tenus de fournir des aides et des services complémentaires appropriés
aux personnes handicapées qualifiées.

QUE FAIRE SI VOUS PENSEZ AVOIR FAIT L'OBJET DE DISCRIMINATION

Si vous pensez que vous avez subi une discrimination dans le cadre d'un programme ou d'une activité
financierement aidée en vertu du Titre I de la WIOA, vous pouvez déposer une plainte dans les 180
jours suivant la date de la violation alléguée, soit aupres du responsable de 1'égalité des chances du
destinataire, soit aupres de la personne que le destinataire a désignée a cet effet ;

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Téléphone : 603-271-0355 Relais: 211
ou

Director, Civil Rights Center (CRC), U.S. Department of Labor
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
ou par voie €lectronique, en suivant les indications données sur le site Web du Centre des droits civils
(CRC, selon I’acronyme anglais) a I'adresse suivante : www.dol.gov/crc.

Si vous déposez votre plainte aupres du destinataire, vous devez attendre soit que le destinataire émette
un avis d'action finale par €crit, soit que 90 jours se soient €écoulés (selon la premiere éventualité),
avant de déposer une plainte aupres du Centre des droits civils (CRC) (voir 'adresse ci-dessus). Si le
destinataire ne vous remet pas un avis d'action finale par écrit dans les 90 jours suivant la date ou vous
avez déposé votre plainte, vous pouvez déposer une plainte aupres du CRC avant de recevoir cet avis.
Toutefois, vous devez déposer votre plainte aupres du CRC dans les 30 jours suivant du délai de

90 jours (en d’autres termes, dans les 120 jours a compter de la date ou vous avez déposé votre plainte
aupres du destinataire). Si le destinataire vous donne un avis d'action finale par €crit concernant votre
plainte, mais que la décision ou la résolution ne vous satisfait pas, vous pouvez déposer une plainte
aupres du CRC. Vous devez déposer votre plainte aupres du CRC dans les 30 jours a compter de la
date a laquelle vous avez recu l'avis d'action finale.

J'ai lu et/ou on m'a lu ce formulaire. Je comprends mes droits de déposer un grief. Je comprends que je
peux demander de I'aide pour déposer un grief au/a la responsable de 'EO/responsable des griefs.

Signature du postulant/participant Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program. Auxiliary aids and services are available upon
2 request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
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SHERIA YA UBUNIFU WA NGUVU KAZI NA FURSA (WIOA)
TAARIFA YA UTARATIBU WA MALALAMIKO

Mwombaji maombi au mshiriki yeyote wa mpango, ambaye anataka kuwasilisha malalamiko kwa
sababu ya kutendewa isivyo haki, ubaguzi, au ukiukaji wa kanuni za WIOA, lazima afuate utaratibu
ufaao ulioainishwa hapa chini. Ikiwa tatizo litatokea wakati wa kuzingatiwa kwa huduma au wakati wa
kujiandikisha, unapaswa kujaribu kwanza kupata suluhisho ya kuridhisha na mtoa huduma au mtoa
mafunzo, au katika OJT, na mwajiri wako. Iwapo hilo halitatui tatizo, wasiliana na Afisa wa Fursa
Sawa wa Nafasi ya Wafanyakazi. Atajaribu kukusaidia kupata suluhu inayokidhi mahitaji yako pamoja
na yale ya mtoa huduma au mtoa mafunzo au mwajiri. Ikiwa bado hujaridhika, unaweza kuwasilisha
malalamiko rasmi au malalamiko yaliyoandikwa.

A. Unaweza kuwasilisha malalamiko yaliyoandikwa ili kuanza mchakato rasmi (moja inaweza
kupatikana kutoka kwa Mtaalamu wako wa Vijana, Mwelekezaji wa Kazi au Afisa wa EO
kwenye faili). Malalamiko haya yaliyoandikwa lazima yaeleze kwa undani malalamiko
mahususi na yajumuishe taarifa ifuatayo:

1. Jina lako, anwani, biashara, na nambari ya simu ya nyumbani
2. Asili ya malalamiko

3. Kanuni au sera zilizokiukwa, ikiwa zinajulikana

4. Tarehe ya kitendo kinachodaiwa

5. Jina na cheo cha wengine waliohusika katika hali hiyo

B. Malalamiko yote yasiyo ya haki za kiraia lazima yawasilishwe ndani ya siku 90 baada ya tukio
linalodaiwa.

C. Afisa wa Malalamiko anaweza kuwasiliana nawe na/au wahusika wengine wanaohusika na
malalamiko ili kupata maelezo ya ziada na anaweza kuitisha usikilizaji rasmi. Kama kibadala,
unaweza kuomba mchakato rasmi wa upatanishi kwa kutumia mpatanishi asiye na upendeleo.

D. Afisa wa EO wa Fursa ya Waftanyakazi atatoa uamuzi ndani ya siku tisini (90) baada ya
kupokea malalamiko.

E. Ikiwa haujaridhika na uamuzi huo, unaweza kuchagua kuwasilisha malalamiko yako kwa
Mkurugenzi wa Ofisi ya Nguvu Kazi huko Concord, NH. Taarifa kuhusu mchakato huu
itaambatana na uamuzi wa OWO EO.

F. Rufaa lazima ziwasilishwe ndani ya siku 60 baada ya kupokelewa kwa uamuzi unaokatiwa

rufaa.

IDARA YA BIASHARA NA UCHUMI YA NH, OFISI YA FURSA YA WAFANYAKAZI
LISA GERRARD, AFISA WA FURSA SAWA (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Simu: 603-271-0355 Relay:211

FURSA SAWA NI NOTISI YA SHERIA
Ni kinyume cha sheria kwa mpokeaji huyu wa usaidizi wa kifedha wa Shirikisho kubagua kwa misingi
ifuatayo: dhidi ya mtu yeyote nchini Marekani, kwa misingi ya mbari, rangi, dini, jinsia (ikiwemo
ujauzito, kujifungua, na hali zinazohusiana za kiafya, dhana potofu kuhusu jinsia, hali ya watu
waliobadili jinsia, na utambulisho wa kijinsia), asili ya taifa (ikiwemo ufahamu mdogo wa Kiingereza),
umri, ulemavu, au uhusiano wa kisiasa au imani, au, dhidi ya mnufaika yeyote wa, mwombaji, au
mshiriki katika mipango inayosaidiwa kifedha chini ya Kifungu cha I cha Sheria ya Ubunifu na Fursa
ya Wafanyakazi, kwa misingi ya hali ya uraia wa mtu binafsi au kushiriki katika mpango au shughuli
yoyote ya Title I ya WIOA inayosaidiwa kifedha.

Herufi za Kwanza ya Jina la Mshiriki



Mpokeaji lazima asibague katika mojawapo ya maeneo yafuatayo: kuamua ni nani atakayekubaliwa, au
kupata ufikiaji, kwa mpango au shughuli yoyote ya Title I ya WIOA inayosaidiwa kifedha; kutoa fursa,
au kumtendea mtu yeyote kuhusiana na, mpango au shughuli kama hiyo; au kufanya maamuzi ya ajira
katika usimamizi wa, au kuhusiana na, mpango au shughuli hiyo.

Wapokeaji wa usaidizi wa kifedha wa shirikisho lazima wachukue hatua zinazofaa ili kuhakikisha
kwamba mawasiliano na watu wenye ulemavu yanafaa sawa na mawasiliano na wengine. Hii
inamaanisha kwamba, kwa ombi na bila gharama yoyote kwa mtu binafsi, wapokeaji wanatakiwa kutoa
usaidizi na huduma zinazofaa kwa watu waliohitimu wenye ulemavu.

UTAKACHOFANYA UKIAMINI KWAMBA UMEBAGULIWA

Iwapo unafikiri umebaguliwa chini ya mpango wa usaidizi wa kifedha wa Title I wa WIOA au
shughuli, unaweza kuwasilisha malalamiko ndani ya siku 180 kuanzia tarehe ya madai ya ukiukaji na:
Afisa wa Fursa Sawa wa mpokeaji (au mtu ambaye mpokeaji amemteua kwa kusudi hili);

IDARA YA BIASHARA NA UCHUMI YA NH, OFISI YA FURSA YA WAFANYAKAZI
LISA GERRARD, AFISA WA FURSA SAWA (EEO)
100 North Main Street, Suite I, Concord, NH 03301
Simu: 603-271-0355 Relay:211
au

Mkurugenzi, Kituo cha Haki za Kiraia (CRC), Idara ya Kazi ya Marekani
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
au kielektroniki kama ilivyoelekezwa kwenye tovuti ya CRC katika www.dol.gov/crc.

Ukiwasilisha malalamiko yako kwa mpokeaji, ni lazima usubiri hadi mpokeaji atoe Notisi iliyoandikwa
ya Hatua ya Mwisho, au hadi siku 90 zipite (yoyote itakayotangulia), kabla ya kuwasilisha kwenye
Kituo cha Haki za Kiraia (angalia anwani hapo juu). Ikiwa mpokeaji hatakupa Notisi iliyoandikwa ya
Hatua ya Mwisho ndani ya siku 90 baada ya siku ambayo uliwasilisha malalamiko yako, unaweza
kuwasilisha malalamiko kwa CRC kabla ya kupokea Notisi hiyo. Hata hivyo, lazima uwasilishe
malalamiko yako ya CRC ndani ya siku 30 za tarehe ya mwisho ya siku 90 (kwa maneno mengine,
ndani ya siku 120 baada ya siku ambayo uliwasilisha malalamiko yako kwa mpokeaji). Ikiwa mpokeaji
atakupa Notisi iliyoandikwa ya Hatua ya Mwisho kuhusu malalamiko yako, lakini hujaridhika na
uamuzi au azimio hilo, unaweza kuwasilisha malalamiko kwa CRC. Ni lazima uwasilishe malalamiko
yako ya CRC ndani ya siku 30 kutoka tarehe ambayo ulipokea Notisi ya Hatua ya Mwisho.

Nimesoma na/au nimesomewa fomu hii. Ninaelewa haki yangu ya kuwasilisha malalamiko. Ninaelewa
kwamba ninaweza kuomba usaidizi wa kuwasilisha malalamiko kutoka kwa EO/Afisa wa Malalamiko.

Saini ya Mwombaji/Mshiriki Tarehe

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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3AKOH ITPO THHOBAIII TA MOKJHUBOCTI JIJI POBOYOI CUJIA (WIOA)
MHOBIZIOMJVIEHHSA ITPO TPOLUEAYPY PO3IJIAAY CKAPT

Bynp-sikuii 3asBHUK a00 Y4YaCHUK NpPOTpaMHM, KWl Oakae IMOJATH CKapry 4Yepe3 HECTIpPaBEIJIMBE CTaBIICHHS,
TUCKpuMiHamito abo mopymenHs npaBun WIOA, MOBHHEH NOTPUMYBATHCS BiIIMOBIAHOT HABEAECHOI HIDKYE
nporenypu. SIKImo y Bac BUHHKIIA TpobieMa i Yyac po3riisiy Balloi KaHIUIaTypy Ha OTPUMAHHS MOCIyTH abo
MiJ] Yac HaBYaHHS, BU MMOBUHHI CIIOYATKy CHpOOYBaTH 3HANUTH 3aJ0BUILHE PIIICHHS 3 MOCTAYaJIbHUKOM MOCITYTH
a0o TpeHiHTy, 200, Y BUMAJIKy HaBYAaHHSI Ha POOOYOMY MICIIi, 3 BallluM poOOTOAaBIEM. SIKIIO 1€ HE BUPILIUIIO
npobiieMy, 3BepHiThcs 10 DaxiBIld 3 MUTaHb PIBHAX MOXKIUBOCTEH YTIPaBIiHHA 3 MUTAaHb TPYIOBUX BiTHOCHH.
Bin/BoHa HaMaraTuMeThCs TOTIOMOTTH BaM 3HAWTH PIllICHHS, SIKE BiJITIOBIIa€ BAIIUM MOTpedaM, a TAaKOK MmoTpedam
MoCTa4alIbHUKA TOCITYT, HABYAJILHOTO 3aKJaay a0o poOoTomaBId. SIKIIO BU 3alIMIIAETECs HE3aJOBOJICHUMH,
MOJKeTe moaatu oimiifHy MpeTeH3ito ado MICEMOBY CKapry.

A. Bu MoxeTe momaTH NMHUCBMOBY CKapry, mo0 posmodatd odimidHuii mpoiec (O1aHK CKaprd MOKHA
OTpUMATH y BAaIIOTO CHEIiajlicTa 3 MUTaHb MOJOJI, Kap'€pHOTO paJHUKa abo CHIBPOOITHHMKA BiIfiTy
Ka/IpiB, 3a3HAYCHOTO y BAIIOMY JI0Che). Ll mIchMOBa ckapra Mae MiCTHTH JeTaIbHUN ONMHUC KOHKPETHOT
CKapT¥ Ta HACTYITHY iH()OpMAIIifO:

Bane im's1, agpeca, podouuii Ta gomariiHii HoMmep Tenedony

3MmicT ckapru

[Nopymieni npaBuia a00 MOTITHKY, SKIIO 1€ BITOMO

Jara iiMOBipHOTO 1HIIMJCHTY

ImenHa Ta mocaau iHIMX 0ci0, 3aTyYeHHUX 10 CHTYAIii
B. yCl CKapru, M0 HE CTOCYIOThCS HUBUILHUX MpaB, HEOOXiMHO mojaBaTd NpoTsroM 90 IHIB mmicis

HMOBIpHOTO 1HIIUACHTY.

C. ®daxiBews 3 po3rJsiy CKapr MOXe 3B'I3aTUCS 3 BAMH Ta/a00 IHIIUMHU CTOPOHAMH, I1I0 MAIOTh BiJIHOIICHHS
JI0 CKapry, JJisl OTPUMaHHA JI0JaTKOBOI iHpopMaIlii, a Takox MOke NMpuU3HA4YnTH odiliiiHe ciayxaHHs. B
SKOCTI aJbTEpHATHBH BH MOXETE 3BEpHYTHCS 10 O(imiHHOrO TpoIlecy Memiamii i3 3arydeHHSIM
HEYIEepeKEHOTO TIOCePEIHUKA.

D. ®axieup 3 nuTaHb piBHUX MOXKJIMBOCTEH YTIPaBIIiHHS 3 MHTaHb TPYAOBHX BITHOCHH BHHECE PIllICHHS
npotsirom jies'stHocTa (90) THIB 3 MOMEHTY OTPHUMAaHHS CKaprH.

E. V¥ pasi He3anoBoneHHS pillIeHHSM, BH MOKETE OAATH CKApTy JUPEKTOPY YTIPaBIiHHS 3 TUTAHb TPYIOBUX
BigHocuH y Konkopmi, mratr Heto-I'emmmmup. [Hpopmariis mpo 1eit mporec Oyae CynpoOBOKYBaTH
pimenHs BukonaBuoro nupexkropa YmpaBiiHHS 3 MTUTAHb TPYAOBHX BiJJHOCHH.

F. Anensauis mogaersest mpotsrom 60 THIB 3 MOMEHTY OTPHMAHHS PIiIICHHS, IO OCKAPKYEThCS.

ke =

JEITAPTAMEHT 3 IIUTAHB BIBHECY TA EKOHOMIKU,
VIIPABJIIHHS 3 TIMTAHL TPY JOBUX BIJJTHOCHUH
JII3A JUKEPPAPJI, ®AXIBELIb 3 IMTAHBb PIBHUX MOXJIMBOCTEN (EEO)
100, Hopr-Meiin-ctpur, Crtot 1, Korkopa, Heto-I'emmmmp, 03301
Tenedon: 603-271-0355 nonarkosuii Homep: 211

PIBHI MOKJIMBOCTI - IIE 3AKOH

Jlns uporo onxepkyBada (emepanbHOi (piHAHCOBOI JOTIOMOTH € HE3aKOHHOI JIMCKPHUMIHAIlS 32 HACTYITHUMHU
O3HaKaMu: MPOTH OyJb-sikoi ocobu B CIIIA Ha mijcTaBi pacu, KOJBOPY IIKIpH, PeNirii, crari (BKIHOYAIOYN
BariTHICTh, TOJIOTH Ta TIOB'S3aHI 3 HUMH MEIUYHI CTaHM, CTaTEBI CTEPEOTHITH, TPAHCTCHACPHUH CTAaTyC Ta
TeH/ICPHY IICHTUYHICTH ), HAIIIOHATBHOTO TOXO/KCHHS (BKIIIOYAI0YX HEJOCTATHIH PiBEHB BOJIO/IIHHS aHTIIHCHKOI0
MOBOIO), BIKY, IHBJIIJHOCTI, MOJITHYHOI IPUHAIEKHOCTI a00 MepeKoHaHb, a00 MpoTH OyAb-IKOoro OeHedimiapa,
3asMBHUKA a00 y9acHHKA MPOorpam, o OTPUMYIOTH (PiHAHCOBY MIATPUMKY BimmoBigHO 10 Posminy I 3akony mpo
IHHOBAIIIi Ta MOXJIHMBOCTI JIJIs1 poO0OYO0I CHIIM Ha MiJCTaBi rPOMaASHCTBA ab0 y4acTi B Oynab-sKiii mporpami abo
IisutbHOCTI, 110 (inaHcyeTbes 3a Po3ainom I 3akoHy npo iHHOBAIIT Ta MOKIIMBOCTI AJ1s1 pOOOYOi CHIIH.

IHimianm ygacHuka



OpepxyBad HE TOBUHEH JOIMyCKATH TUCKPUMIiHAMIT B Oyb-sKil 3 HACTYMHUX chep: MPUIHATTA pilIeHHs Tpo Te,
XTO OyJie JomyIeHn i abo MaTuMe JOCTYII 10 OyAb-AKOi MporpaMu abo AisIBHOCTI, MO (hiHaHCyeThCs 3a Po3mimom
1 3akoHy mpo iHHOBAITIT Ta MOMJIUBOCTI JJTst pOO0YO0T CHIIH; HAIAHHS MOXKIIMBOCTEH a00 BiTHOIICHHS 0 Oy Ib-SKOT
0co0M y 3B'I3Ky 3 TAKOIO MPOTPAMOI0 ad0 MiSIBHICTIO; a00 MPUIHSTTS KaApOBUX PIIIEHb B afaMiHicTparlii abo y
3B'SI3KY 3 TAKOIO MPOTPAMOIO U1 AiSUTEHICTIO.

OpnepxyBaui (hegepanbHOI (DiIHAHCOBOI TIOMIOMOTH TTOBHHHI BXXUBAaTH PO3YMHHUX 3aXOJiB JIIsl 3a0€3MeUCHHS TOTO,
00 KOMyHiKalis 3 ocodamMu 3 00MEKEHUMH MOXKIUBOCTSIMU OyJia TaKOIO K €QEKTHBHOIO, SIK i KOMYHIKallis 3
iHmmMu JoapMu. Lle o3Haudae, mo 3a 3amUTOM 1 0e30IDIaTHO I 0coOM ofep)KyBadi 3000B'sI3aHI HamaBaTH
BiJIMOBiAHI JOMOMIXHI 3aCO0M Ta MOCIYTH KBai(hiKOBaHUM 0c00aM 3 00MEKEHIMH MOXKIIMBOCTSIMU.

1110 POBUTHU, SAKIIIO BU BBAXKAETE, 1110 3A3HAJIU JUCKPUMIHALIII

Slkmio BW BBaXkaeTe, IO 3a3HANM MUCKPUMIHAIII B paMKax mporpamMu abo AisuTbHOCTI, MO (hiHAHCYeThCS 3a
Pozainom 1 3akony mpo iHHOBAIT Ta MOXKIMBOCTI 7151 pOOOYOi CHIIM, BU MOXKETE IMOAATH cKapry mpotsroM 180
JHIB 3 JIaTH WMOBIPHOTO MOPYIICHHS A0: (axiBLs 3 MUTaHb PIBHUX MOXKIMBOCTEH ollepxyBaua (abo ocobwu, sIKy
OZIepKyBad MPU3HAYMB JIJIS Ii€1 METH).

JEITAPTAMEHT 3 IIMTAHb BIBHECY TA EKOHOMIKU,
VIIPABJIIHHA 3 I[TMTAHBb TPY JOBUX BIJIHOCHH
JII3A JDKEPPAPJI, ®AXIBELb 3 IIMTAHb PIBHUX MOXJIMBOCTE (EEO)
100, Hopt-Meiin-ctpur, Crrot 1, Korkopa, Heto-I'emmmmmp, 03301
Tenedon: 603-271-0355 nomarkoBuit Homep: 211
abo

Hupextop Llentpy rpomansacekux npas (CRC) Minictepcrsa npaui CLIA
200, KoHCTiThIONIH-aBEHIO, MiBHIYHUH 3axij, kKiMHaTa Ne4123, BamwuarToH, okpyr Komym0is, 20210
a00 B CJIEKTPOHHOMY BHIJISII, SIK 3a3HaueHO Ha BeO-caiiti CRC 3a anpecoro www.dol.gov/cre .

SIk1o BM moJaiid CKapry A0 OJepiKyBayua, BaM CJIijl TIOUYEKaTHCsA a00 MHChMOBOTO MOBIIOMIICHHS PO OCTATOYHE
pimenHs1, abo 3akinueHHs 90 MHIB (3aJIe)KHO BiJl TOTO, IO HACTaHE paHIIle), MepII HiK MOJaBaTH CKapry JO
LenTpy rpoMaissHCHKHX MPaB (IUB. aapecy Bullle). SKII0 ogepKyBad HE Ha/IaB BaM ITUCHMOBE TIOBIIOMJICHHS TIPO
OCTaTOuHE pileHHS NnpoTsaroM 90 IHIB 3 MOMEHTY IOJaHHS CKapru, BU MOXETE Mojaatu ckapry no LleHTpy
TPOMAISIHCHKHX IIpaB JO OTPUMaHHS Takoro moBimomieHHs. OIHAK BM TMOBHHHI Momatd ckapry 3a LleHTpy
TPOMAISTHCHKHX ITpaB poTsaroM 30 qHiB micis 3akiHdeHHs 90-1eHHoro TepMiHy (IHITUMHY CIIOBaMH, TpoTsiroM 120
JHIB MICJIS MOJaHHS CKapru OJepKyBauy). SIKIIO oJep)KyBad HagacTb BaM IMMHCbMOBE IOBIIOMIICHHS ITPO
OCTaTOYHE PINICHHS 3a BaIIOI CKaproro, ajie BU HE3aJ0BOJICHI PIlIEHHSIM a00 PE30JIIOIIEI0, BU MOKETE MOJIATH
ckapry no LlenTpy rpomansHchkux rnpaB. Bu noBuHHI mogatu ckapry A0 LleHTpy rpoMaassHChKUX TIPpaB MPOTITOM
30 AHIB 3 1aTH OTPUMAHHS IMOBIJOMJICHHS PO OCTATOYHE PIIICHHS.

51 npounTaB Ta/abo MeHi 3aunTtany 10 Gopmy. A po3ymito cBoi npasa Ha MOJIAHHS cKapr. S po3yMito, Mo MOXY
3BEpHYTHCS 32 JIOTIOMOT'OI0 Y MO/IaHHi ckapru Jio BukonaByoro nupekropa/®DaxiBiis 3 po3risiLy cKapr.

[Mianuc 3asBHUKA/y9acHUKA Hata
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INTERGRATED SETTING: INDIVIDUALS
WITH DISABILITIES POLICY

Policy #: 2018-P-12 Previous #: 2018-0012

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the NH Office of Workforce Opportunity (OWO) policies and procedures for ensuring an integrated
setting for individuals with disabilities.

POLICY:

It is the policy of the Office of Workforce Opportunity, One-Stop Partners, and WIOA-Title |
recipients/subrecipients will make reasonable efforts to provide qualified individuals with disabilities effective
and equal opportunity to participate or benefit from programs or services funded under WIOA.

This goal does not preclude offering separate or special programs specifically designed to meet the needs of
individuals (including specific classes) with disabilities. However, individuals with disabilities cannot be
excluded from the regular (mainstream) program or activity or be forced/restricted to participate in separate or
special programs or activities if they meet the minimal criteria established for participating in the regular
program.

A "qualified individual with a disability" means:

1. With respect to employment, an individual with a disability who, with or without reasonable
accommodation, is capable of performing the essential functions of the job in question;

2. With respect to services, an individual with a disability who meets the essential eligibility requirements
for the receipt of such services;

3. With respect to employment and employment-related training programs, an individual with a disability
who meets the eligibility requirements for participation under WIOA and who, with or without reasonable
accommodation, is capable of performing the essential functions of the job or meets the qualifications
of the training program, as applicable.

PROCEDURE(S):

1. WIOA recipients, subrecipients, and vendors are prohibited from denying services or benefits to a
qualified individual with a disability.
2. The requirements provide for equality of opportunity, but do not guarantee equality of results.
a. Individuals with disabilities must be provided an equally effective opportunity to participate in or
benefit from a recipient's aids, benefits, and services.
3. The major principles of mainstreaming are:
a. Individuals with disabilities will be integrated to the maximum extent appropriate. Separate
programs are permitted where necessary to ensure equal opportunity.
b. A separate program must be appropriate to the particular individual or group of individuals.
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c. Individuals with disabilities cannot be excluded from the regular program or required to accept
special services or benefits.

4. Generally, the WIOA recipient, subrecipient, or vendor may not ask an applicant for employment or
training whether he or she has a disability or the nature of severity of a disability. However, this
prohibition does not apply to inquiries required or necessitated by federal law or regulation, including:

a. record keeping and reporting;
b. determining, where appropriate, eligibility for a WIOA-funded program or activity;
c. determining the extent to which the recipient is operating its WIOA-funded program or activity in
a nondiscriminatory manner;
d. other use authorized by the nondiscrimination/equal opportunity provisions of WIOA.
When making such inquiries, the recipient should tell applicants for employment or training:
a. the purpose of the inquiry,
b. that the confidentiality of the information will be safeguarded, and
c. that refusal to provide the information will not subject the individual to any adverse treatment.

5. Where testing is a part of the selection process, the tests must, if necessary, be modified so that they
reflect job skills or aptitudes, rather than hearing, visual, speaking, or manual skills (unless the tests are
specifically designed to measure these skills).

6. Applicants may be asked about their ability to perform job or training functions.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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RELIGIOUS ACCOMMODATION POLICY

Policy #: 2014-P-01 Previous #: 2014-1

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025

PURPOSE:

To transmit the Office of Workforce Opportunity (OWO) policies and procedures for Religious Accommodation.
POLICY:

Title VII of the Civil Rights Act of 1964 prohibits employers from discriminating against individuals because of
their religion in hiring, firing, and other terms of employment. The Act also requires employers to reasonably
accommodate the religious practices of an employee or prospective employee, unless to do so would create
an undue hardship upon the employer (see also 29 CFR 1605). Flexible scheduling, voluntary substitutions or
swaps, job reassignments and lateral transfers are examples of accommodating an employee’s religious
beliefs.

PROCEDURE(S):

Employers cannot schedule examinations or other selection activities in conflict with a current or prospective
employee’s religious need, inquire about an applicant’s future availability at certain times, maintain a restrictive
dress code, or refuse to allow observance of a Sabbath or religious holiday, unless the employer can prove
that not doing so would cause an undue hardship on the employer.

An employer can claim undue hardship when accommodating an employee’s religious practices if allowing
such practices requires more than ordinary administrative costs. Undue hardship also may be shown if
changing a bona fide seniority system to accommodate one employee’s religious practices denies another
employee the job or shift preference guaranteed by the seniority system.

An employee whose religious practices prohibit payment of union dues to a labor organization cannot be
required to pay the dues but may pay an equal sum to a charitable organization.

Mandatory “new age” training programs, designed to improve employee motivation, cooperation or productivity
through meditation, yoga, biofeedback or other practices, may conflict with the non-discriminatory provisions of
Title VII. Employers must accommodate any employee who gives notice that these programs are inconsistent
with the employee’s religious beliefs, whether or not the employer believes there is a religious basis for the
employee’s objection.

Service Providers will take steps necessary to ensure that Religious Accommodation occurs in programs,
projects, and activities, funded through federal WIOA Title-I funds. Particular attention to this subject should be
made when considering potential worksites for On-the-Job training (OJT), Work Based Learning (WBL) or
summer employment activities.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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SAME SEX MARRIAGE POLICY

Policy #: 2018-P-07 Previous #: 2018-007

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

The Workforce Innovation and Opportunity Act (“WIOA”) and the New Hampshire Works Consortium require
compliance with DOL’s Employment and Training Administration’s policy on same-sex marriages. On June 26,
2013, the Supreme Court found that Section 3 of the Defense of Marriage Act (DOMA, codified at 1. U.S.C.
section 7) violates the U.S. Constitution. Because that section no longer controls the definition of marriage or
spouse under the federal framework for ETA workforce grant programs, DOMA no longer bars the recognition
of same-sex marriages in such programs. As with the Department of Labor, NH Works policy is to recognize
lawful same-sex marriages as broadly as possible to the extent that federal law permits, and to recognize all
marriages valid in the jurisdiction where the marriage was celebrated.

POLICY:

TEGL 26-13 dated June 18, 2014 entitled Impact of the U.S. Supreme Court’s Decision in United States v.
Windsor on Eligibility and Services Provided Under Workforce Grants Administered by the Employment and
Training Administration section 5 states:

“Consistent with the Supreme Court’s Windsor decision and with ETA’s policy of treating all individuals equally,
regardless of sexual orientation, ETA interprets gender specific terms of marriage such as “widow,” “widower,”
“husband,” and “wife” to include married same-sex spouses.”

The definition of family means two or more persons related by blood, marriage, or decree of court, who are
living in a single residence, and are included in one or more of the following categories:

a. A husband, wife, and dependent children
b. A parent or guardian and dependent children
c. A husband and wife

Although the definition of “family” uses the terms husband and wife, both ETA and NH Works requires grantees
to apply these terms in a gender-neutral manner so that same-sex married couples are included in the
definition of family.

PROCEDURE(S):

N/A
ACTION:

All staff must be knowledgeable of the contents of this directive.
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SANCTIONS — EQUAL OPPORTUNITY
POLICY

Policy #: 2018-P-13 Previous #: 2018-0013

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

The Workforce Innovation and Opportunity Act (“WIOA”) and the New Hampshire NH Works Consortium
require compliance with 29 CFR Part 38 Implementation of the Nondiscrimination and Equal Opportunity
Provisions of the Workforce Innovation and Opportunity Act.

POLICY:

It is the policy of the NH Works Consortium that any action to suspend, terminate, deny or discontinue WIOA
financial assistance must be limited to the particular political entity, or part thereof, or other recipient (or grant
applicant) as to which the finding has been made, and must be limited in its effect to the particular program, or
part thereof, in which the noncompliance has been found.

No order suspending, terminating, denying or discontinuing WIOA financial assistance will become effective
until after all appeal rights have been exhausted or waived and the respective agency Commissioner (or
designee) has issued a Final Determination or Notification of Breach of Conciliation Agreement.

PROCEDURE(S):

1. Once all appeal rights have been exhausted or waived, the respective NH Works partner may impose
whatever sanctions noted in the Final Order for Sanctions.

2. Sanctions include, but are not limited to:

a. Suspension or termination, in whole or in part, from the program (or funding source);
b. Referral to the N.H. Attorney General, with a request that the AG obtain compliance;
c. Deferral of new grant funding; and/or

d. Any action as may be provided by law.

3. When the NH Works Partner Agency withholds funds from a recipient or grant applicant under this
policy, the NH Works Partner agency may disburse the withheld funds directly to an alternate recipient.
In such case, the NH Works Partner will require any alternate recipient to demonstrate:

a. The ability to comply with these regulations; and
b. The ability to achieve the goals of the nondiscrimination and equal opportunity provisions of
WIOA.

4. A grant applicant or recipient adversely affected by a Final Order may at any time petition the
respective NH Works Partner Commissioner to restore its eligibility to receive WIOA financial
assistance.

a. A copy of the petition must be served on the parties to the original proceeding that led to the
Final Decision and Order.
b. The petition must be supported by information showing the actions taken by the grant applicant

or recipient to bring itself into compliance.
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c. The grant applicant or recipient has the burden of demonstrating that it has satisfied the
requirement.

d. While proceedings under this section are pending, sanctions imposed by the Final Decision
must remain in effect.

e. The respective NH Works Partner Commissioner must issue a written decision on the petition
for restoration. If it is determined that the grant applicant or recipient has not brought itself into
compliance, he or she must issue a decision denying the petition.

f.  Within 30 days of its receipt of the Commissioner’s decision, the recipient or grant applicant may
file a petition for review of the decision by the Secretary of the US Department of Labor, setting
forth the grounds for its objection to the Commissioner’s decision to be handled within 14 days.

ACTION:

All staff must be knowledgeable of the contents of this directive.

81
BACK to TOC



SERVICE ANIMALS PROVIDING
ACCOMMODATION POLICY

Policy #: 2020-P-10 Previous #: 2020-P-010

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

The Workforce Innovation and Opportunity Act (“WIOA”) and the New Hampshire Works Consortium require
compliance with 29 CFR Part 38 Implementation of the Nondiscrimination and Equal Opportunity Provisions of
the Workforce Innovation and Opportunity Act.

POLICY:
29 CFR 35.16

It is the policy of the NH Works Partners to permit the use of a service animal by an individual with a disability.
However, there may be exceptions that may cause the removal of a service animal from the premises if:

1. The animal is out of control and the animal’s handler does not take effective action to control it; or
2. The animal is not housebroken.

If a partner property excludes a service animal for one of the reasons identified above, the NH works partner
must give the individual with a disability the opportunity to participate in the WIOA financially assisted service,
program, or activity without having the service animal on the premises.

Animal under handler’s control: A service animal must be under the control of its handler. A service animal
must have a harness, leash, or other tether, unless either the handler is unable because of a disability to use a
harness, leash, or other tether, or the use of a harness, leash, or other tether would interfere with the service
animal’s safe, effective performance of work or tasks, in which case the service animal must be otherwise
under the handler’s control (e.g., voice control, signals, or other effective means).

Care or supervision: A NH Works Partner is not responsible for the care or supervision of a service animal.

Inquiries: NH Works Partner staff or programs funded with WIOA funds must not ask about the nature or
extent of a person’s disability but may make two inquires to determine whether an animal qualifies as a service
animal. S/he may ask if the animal is required because of a disability and what work or task the animal has
been trained to perform. Furthermore, s/he must not require documentation, such as proof that the animals
has been certified, trained, or licensed as a service animal. Generally, program staff may not makes these
inquiries about a service animal when it is readily apparent that an animal is trained to do work or perform
tasks for an individual with a disability (e.g., the dog is observed guiding an individual who is blind or has low
vision, pulling a person’s wheelchair, or providing assistance with stability or balance to an individual with an
observable mobility disability).

Access to areas of a recipient’s facilities:
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1. Ingeneral: Individuals with disabilities must be permitted to be accompanied by their service animals in
all areas of the recipient’s facilities where members of the public, participants in services, programs or
activities, beneficiaries, registrants, applicants, eligible applicants/registrants, applicants for
employment and employees, or invitees, as relevant, are allowed to go.

2. Use of service animals in food preparation areas: An employee, applicant or beneficiary with a
disability who needs to use a service animal in a food preparation area must be allowed to do so unless
the employer, after an individualized assessment, can demonstrate, that the presence of the service
animal presents a direct threat to health and safety that cannot be eliminated or reduced by a
reasonable accommodation to the employee, applicant or beneficiary.

Surcharges: Programs funded with WIOA funds must not ask or require an individual with a disability to pay a
surcharge because of the individual’s service animal, even if people accompanied by pets are required to pay
fees or comply with other requirements generally not applicable to people without pets. If a recipient normally
charges individuals for the damage they cause, an individual with a disability may be charged for damage
caused by the individual’'s service animal.

PROCEDURES:

N/A
ACTION:

All staff must be knowledgeable of the contents of this directive.
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SEXUAL HARASSMENT POLICY

Policy #: 1998-P-03 Previous #: 000-065

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity (OWO) policies and procedures for ensuring a work
environment free from sexual harassment.

POLICY:

It is the policy of the OWO that sexual harassment by or against any employee or program client of the OWO,
One-Stop Partners, or WIOA-Title | recipients/subrecipients will not be tolerated. New Hampshire State
Agencies shall follow their internal policies, procedures, and disciplinary guidelines when implementing this
policy.

For purposes of this policy, sexual harassment is defined to include unwelcome sexual advances, requests for
sexual favors, and other verbal or physical conduct of a sexual nature when:

¢ such conduct has the purpose of effect of interfering with an individual’s work performance or creating a
hostile or offensive work environment.

e Submissions to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting that individual.

e Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's
employment. (Sec. 1604.11 of the EEQ’s guidelines on Sex Discrimination)

Examples of conduct which may, if continued or repeated, constitute sexual harassment are:

e unwelcome sexual propositions

e graphic comments about a person’s body

o derogatory or sexually explicit statements about an actual or supposed sexual relationship
e unwelcome touching, patting, pinching, or leering

e derogatory gender-based humor

PROCEDURE(S):

1. Who may file: Any individual who believes that he or she has experienced, or been the victim of,
sexual harassment. Any individual may also submit complaints whether or not the individual was
personally subjected to harassment. Complaints may be filed regardless of whether the behavior
occurred on or off duty, if it results in work-related sexual harassment.

2. When to file: Complaints should be filed as soon after the alleged act(s) as possible.

3. Where to file: Complaints may be filed with the individual’s immediate supervisor, who will forward it to
the OWO EO Officer, or with the OWO EO Officer, 100 North Main Street, Suite 100, Concord, NH,
03301, Telephone: (603) 271-0355 TDD: 1-800-735-2964.
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Complaints may alternatively be filed directly with the Director, Civil Rights Center (CRC), U.S.
Department of Labor, 200 Constitution Avenue, NW, Rm N-4123, Washington, D.C. 20210. Telephone:

(202) 2

19-7026, TDD: 1-800-326-2577.

4. How to file: Complaints by individuals experiencing the harassment may be verbal or written and shall:

a.
b.

NOTE

C.

h.

BACK to TOC

Identify the person(s) and/or legal entity complained against (the respondent); and
Describe the complainant’s allegations in sufficient detail to allow the OWO or appropriate State
Agency EO Officer to
I. conduct a preliminary review/investigation in an effort to resolve the issue without further
formal action being taken,
ii. prepare a written statement of action taken, with a copy to all appropriate parties, and, in
the event a formal administrative investigation is required,
iii. conduct a formal administrative investigation as outlined in these procedures.

: Complaints by individuals other than the victim shall be in writing

Upon receipt of a verbal or written complaint alleging harassment, the OWO EO Officer shall

i. promptly log and initiate review and/or investigation of the complaint;

ii. provide notice, as appropriate, to all interested parties;

ii. inform all interested parties of their ability to submit information relevant to the complaint;
and

iv. make a decision strictly on the evidence.

Investigations shall be conducted with particular care to preserve the confidentiality of all
persons involved. Only those who have an immediate need to know, including, but not limited
to, the investigator, the complainant, and the alleged harasser or retaliator shall be provided
with the identity of the complainant and allegations.

No employee or program client shall be required to file a complaint with supervisor who is
hostile to that individual, and/or who engages in conduct or has been alleged to have engaged
in conduct which could be considered sexual harassment. No person shall intimidate, threaten,
coerce, or discriminate against any individual for the purpose of interfering with any right or
privilege secured by Equal Opportunity policies or because he/she has made a complaint,
testified, assisted, or participated in any manner in an investigation, proceeding, or hearing.
OWO shall process the complaint within thirty (30) days and offer a resolution to the
complainant.

Investigation shall be based on behavior, intent, and frequency. Resolution may include, but not
be limited to

i. disciplinary action against the harasser or retaliator,

ii. removal of all records from the victim’s file that may have been tainted by the sexual
harassment, and replacement with records that more accurately reflect the victims work
performance,

iii. financial restitution to the victim,

iv. opportunities for the victim to transfer, although the victim would not be required to take
a transfer.
Supervisory staff or management who knew that work-related harassment was occurring in
his/her chain of command and failed to take action as required under this policy may also be
subject to disciplinary action.
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i. Any party who objects to the discipline they have received as a result of the implementation of
this policy may file a grievance.

j- Nothing in this policy should be construed to prohibit an individual from filing a complaint of
sexual harassment with any appropriate State or Federal Enforcement Agency.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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SITE SELECTION TO ASSURE
ACCESSIBILITY POLICY

Policy #: 2012-P-05 Previous #: 2012-005

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity (OWO) policies and procedures for ensuring accessible
programs, activities, and services to individuals with disabilities.

POLICY:

It is the policy of the OWO, that the OWO, One-Stop Partners, and WIOA Title-I recipients, subrecipients and
vendors will not deny the benefits of its programs, activities, and services to individuals with disabilities
because its facilities are inaccessible. All aspects of the program or activity should be accessible; however,
each facility or every part of an existing facility need not be totally accessible, as long as arrangements are
made to ensure full participation by individuals with disabilities.

PROCEDURE(S):

Program accessibility may be achieved by a number of methods: Providing access to facilities through
structural methods--altering existing facilities or acquiring or building additional ones may be the most efficient
way to provide program accessibility. However, alternatives to structural changes to achieve program
accessibility may also be pursued. Non-structural methods include:

e redesign of equipment,

e reassignment of classes or other services to accessible buildings or sites,
e home visits,

e delivery of services at alternate accessible sites, and

e use of auxiliary aids.

Where methods other than facility renovation and construction are successful in achieving program
accessibility, the time and expense of renovating facilities may be avoided.

Signs: Recipients, subrecipients and vendors must provide signs at a primary entrance to each of its
inaccessible facilities, directing users to a location at which they can obtain information about accessible
facilities. In addition, the international symbol for accessibility should be used at each primary entrance of an
accessible facility and appropriate signs should direct individuals with disabilities to accessible secondary
facilities, for example, restrooms, lunchrooms, water fountains, etc.

Transition Plan: Where structural changes to facilities are required, the (sub) recipient/vendor must develop a
transition plan with the assistance of interested persons, including qualified individuals with disabilities, and
make that plan available for public inspection. The plan must:
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¢ Identify physical obstacles in the recipient's facilities that limit the accessibility of its program or activity
to qualified individuals with disabilities.

o Describe in detail the methods that will be used to make the facilities accessible as expeditiously as
possible or within a 3-year period.

e Specify the schedule for taking the steps necessary to achieve full program accessibility and, if the time
period of the transition plan is longer than 1 year, identify steps that will be taken during each year of
the transition period.

¢ Name of the person responsible for implementing the plan.

Training Sites: All recipient/subrecipient/vendor training site locales shall be handicap-accessible including, at
a minimum, entrance, classroom, and restrooms. If the training site is not handicap-accessible, an alternative
plan of delivering training must be approved in advance and indicated in the contract. Programs that are not
accessible and without an alternative plan will not be re-funded until accessibility is achieved.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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BASIC SKILLS/EDUCATION SERVICE
POLICY

Policy #: 2020-P-22 Previous #: 2020-P-022

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

Background: The purpose of this policy is to outline a process for provision of Basic Skills/ Education
Services. These services are provided to eliminate/lessen barriers that customers may face to enter and
successfully complete an occupational training program, to obtain employment, and/or to ensure job retention.

POLICY:

Guidelines: Participants will receive a comprehensive assessment and the development of an Individual
Employment Plan (IEP)/Individual Service Strategy (ISS) prior to approval of Basic Skills/Education Services.
WIOA Career Specialists (WCS) will work with customers to put in place a support system to address barriers,
(i.e. transportation, childcare needs, etc.) to employment as well as completion of Basic Skills/Education
Services. The IEP/ISS will define the purpose of and justification for the Basic Skills/Education Services.
Once the program is approved, the funds will be obligated. Verification of continued progress consistent with
the IEP/ISS is required by the WIOA Career Specialist.

The following stipulations pertain to the delivery of Basic Skills/Education Services:

1. Financial Assistance is contingent upon the availability of WIOA funds.

2. Basic Skills/Education Services will only be provided to individuals who have received assessment
services indicating/documenting a need for basic skills/education services.

3. Basic Skills/Education Services will only be provided when they are appropriate and necessary to
enable participants to obtain their employment goal (or other interim employment-related goal if literacy
issues prevent development of an employment/career goal) as documented in the IEP/ISS.

4. The Basic Skills/Education Authorization must be approved prior to the delivery of services.

5. Basic Skills/Education Services are available only when the participant is unable to obtain similar
funding assistance through other programs/agencies in the community.

6. If the customer finds full-time employment during the duration of the Basic Skills/Education program,
continued enrollment will be reviewed on a case-by-case basis by the WIOA Program Manager.

7. If a customer withdraws from a program before its completion, the WIOA Career Specialist (WCS) will
initiate the necessary steps to recapture the unused funds.

Types of assistance: Financial assistance may be provided for customers who meet the above-mentioned
eligibility criteria.

Basic Skills/Education Services are generally intended to be short-term services not to exceed six months and
may include the following:

1. Hi-Set/GED Testing and/or Hi-Set/GED Preparatory classes.
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2. Adult Basic Education/Literacy Classes including Reading, Writing, Mathematics and Basic Computer
Literacy

3. English for Speakers of Other Languages (ESOL) classes

4. Basic Drivers Education programs for individuals that do not have a driver’s license. Individuals who
have lost their license due to other issues are not eligible for this service.

Allowable amount: Basic Skills/Education Services may be provided to customers at a maximum amount of
$1,000 per program year.

Waiver: A Waiver Request is required for programs exceeding the $1,000 maximum and must include a
justification detailing the need for services with a total amount over $1,000 and the customer’s financial need.
All waiver requests must be approved by the OWO Program Manager utilizing the forms included in the Waiver
Request Policy (2020-P-011).

Program continuation / refund process: Inthe event a customer finds full time employment during the
course of his/her basic skills/education program, continuation will be reviewed on a case-by-case:

Employment in the same field as the occupational goal.
Amount of wages.

Time remaining in the training contract.

Refund availability.

pPwbnPe

If a customer withdraws from a program before its completion, the WIOA Career Specialist will initiate the steps
necessary to recapture the unused funds according to the training vendor’s refund policies. When refunds are
captured, they are processed in accordance with subrecipient’s fiscal policies.

PROCEDURE(S):

Assessment/ Program Selection: Basic Skills/Education Services are developed for eligible WIOA
participants who have completed a comprehensive assessment. The assessment must result in a
demonstrated need and the services to be provided are needed to obtain their employment goal.

The WIOA Career Specialist will document justification for and delivery of services in the Individual
Employment Plan (IEP)/Individual Service Strategy (ISS) in the Job Match System (JMS) case management
system as well as Service Details screens and case notes. Notes should contain information regarding the
following items.

The justification of the need for Basic Skills/Education Services.

Documentation of the customer’s ability to sustain him/herself while in the Basic Skills program.
Explanation of how unmet needs will be satisfied.

Identification and justification of supportive services needed.

Documentation regarding partner agency involvement.

Description of the customer’s progress during the program.

o g~ wh e

Upon identification of appropriate program providers, the participant will contact provider(s) for the purpose of
obtaining first-hand knowledge such as: school environment; program specific details; cost of tuition, books,
and fees; start/end date of the program; and any other needs/information required for a successful program
experience.
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Once a participant has selected a program of interest, he/she will work with their WIOA Career Specialist to
complete a “Basic Skills/Education Request Form.” This form will contain all necessary fields of information
collected by the participant to enable the WIOA Career Specialist to process the paperwork.

The WIOA Career Specialist, in approving the plan, needs to ensure there is no duplication of funds and that
all other avenues to cover program costs have been explored and exhausted.

Voucher process: WIOA Career Specialist complete a Basic Skills/Education Services Packet that is
scanned and saved in the Job Match System participant’s document file.

Basic Skills/Education Services Request

Basic Skills/Education Services Approval Checklist
Basic Skills/Education Services Voucher

Basic Skills/Education Services Student Agreement
Assessment Summary

a b wbhe

A Waiver Request is required for programs exceeding the $1,000 maximum and must include a justification
detailing the need for services with a total amount over $1,000 and the customer’s financial need. All waiver
requests must be approved by the OWO Program Manager utilizing the forms included in the Waiver Request
Policy (2020-P-011).

The WIOA Career Specialist should ensure that the customer receives a copy of the Basic Skills/Education
Student Agreement.

All vouchers must be processed, dated, and signed prior to the start of a program. In no case will a voucher be
authorized after the start date of program.

The Basic Skills/Education Services Voucher/Activity will be voided if the customer is not in an activity
consistent with the IEP/ISS within the 90 days of the date the program is authorized to begin.

Distribution of the paperwork shall be as follows. An approved, signed, voucher with an invoice attached will be
sent with a cover letter directly to the program provider. A second, approved, signed Basic Skills/Education
Services Packet will be sent to the subrecipient’s fiscal office.

During the program, it may be necessary to make modifications to the original contract. When necessary, the
WIOA Career Specialist will initiate the modification utilizing the Basic Skills/Education Services Voucher
Modification and send it for approval to the WIOA Program Manager or Program Specialist. Upon approval, the
same distribution of the paperwork is followed as for the original voucher. All modifications will also be
reflected on the IEP/ISS.

Ongoing case management: The WIOA Career Specialist will track and record customer progress
throughout his/her program on at least a monthly basis. Services and notes in the JMS case management
system will be updated at least monthly for every customer receiving Basic Skills/Education services. This will
help ensure a successful outcome.

A supply of Student Participation timesheets will be provided to the customer to send to the WIOA Career
Specialist weekly to update his/her progress and attendance.

It is essential that the WIOA Career Specialist schedule an appointment with the customer prior to the
completion of the Basic Skills program. Once the program is completed, the WIOA Career Specialist will
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continue working with the customer in accordance with the IEP/ISS. Next steps may include exploration of
Occupational Training through an ITA or initiation of the job search/placement process.

As available, the WIOA Career Specialist will secure a copy of the certificate earned for the Basic Skills
program from the customer. In addition, a Basic Skills/Education Services Evaluation Form will be given to the
customer for completion at this appointment. The completed form will be forwarded to the WIOA Program
Manager or by the WIOA Career Specialist. The certificate information will be entered in as a Measurable Skill
Gain along with case note in JMS.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

1. Basic Skills/Education Services Request
Basic Skills/Education Services Approval Checklist
Basic Skills/Education Services Student Agreement
Student Participation Time Sheet
Basic Skills/Education Services Evaluation Form
Vendor Release of Credential Information

o gk wN
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Attachment 1 July 2025 #2020-P-22

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Basic Skills/Education Services Request

Instructions

This form shall be completed by the participant and submitted to the WIOA Career Specialist (WCS) for review.
Since this is the source document to initiate Vouchers and the commitment of funds, the accuracy and
completeness is critically important.

Agency:

Participant Information

Name:

State |ID#:

Participants Signature:

Choice of Vendor
Vendor Name:

Address:
Contact Person:
Phone number:

Educational Goal:

RATIONALE FOR VENDOR SELECTION

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency



https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency

Attachment 1 July 2025 #2020-P-22

Customer Name:

Final Summary of All Costs

Itemized Cost Total Cost
+ Total Tuition $
+ Fees
Registration $
Lab $
Comp $
Testing $
$
+ Supplies $
+ Books $
$
Total Cost $
Program Information
Start Date End Date
Any licensing, certificate or special test required? Yes No

If yes, explain and give dates

Title of Program

Number of program weeks

Total number of class hours perweek

Total number of program hours
Financial Assistance

Any other funding source providing assistance? (unmet need) Yes No
Amount

Amount

Amount

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 2 July 2025 #2020-P-22

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Basic Skills/Education Services Approval

Checklist
Customer Name:
State ID #:
Funding Source (Please Check One) L1 Adult L Youth [ Dislocated Worker

Documents Attached (Please Check)
O Approved/Signed Basic Skills
[0 Assessment Summary
[0 Basic Skills/Education Services Student Agreement
[0 Basic Skills/Education Services Request
O Individual Employment Plan/Individual Service Strategy
Ensure that the following information is documented, and the IEP/ISS and Assessment Worksheet

contains the following:
ITEM CHECK HERE

Previous Occupation

Employment Goal

Program Type / Title

Client Suitability for Program

WIOA Career Specialist Signature Date

WIOA Program Manager Signature Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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WE'LL HELP YOU FIND YOUR FUTURE

Basic Skills/Education Services Student
Agreement

With signature below | agree to the following:

e | understand that my Basic Skills/Education Services Request reflects all associated costs for my
program to the best of my knowledge.
| understand that funds are payable to vendorsonly.

¢ | have thoroughly researched basic educations providers/vendors. | understand that by selecting this
vendor | will not be permitted to change programs or vendors unless the vendor violates the terms of the
contract.

¢ | understand that all changes to my Basic Skills/Education Services Voucher and associated costs such
as books or supplies will only be made with the express written approval of the Workforce Innovation
and Opportunity Act (WIOA) Career Specialist.

¢ | will maintain continuous communication with my WIOA Career Specialist to ensure that my program is
a success. Accordingly, | will provide attendance information, grades and/or progress reports while
enrolled in school on a weekly basis via the WIOA Student Participation Time Sheet.
I will promptly report any problems or concerns affecting my success in the program as soon as possible.

o | will contribute my best effort toward making my program asuccess.
| grant permission for the release of employment information. This includes employment start date, job
title, wages and any other relevant information. When hired, | will contact my WIOA Career Specialist and
provide the name of employer, wage and other benefit information.

o | will participate in follow up activities to determine employment retention and wages at six months after
employment or at other designated intervals.

¢ | will actively participate in job search activities and fully understand that the final goal of my program
will be employment.

e | understand that | am responsible for any un-met financial costs related to my program.
The difference in cost is being covered by (specify funding source, amount, item, and how any un-

met need will be paid for.

Customer Signature: Date:

WIOA Career Specialist: Date:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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WE'LL HELP YOU FIND YOUR FUTURE

Submission of this timesheet is required on a weekly basis as per your signed Basic Skills/Education
Services Student Training Agreement

Participant:

WIOA Career Specialist:

Vendor:
Week Ending:

Day Date Scheduled Class/Lab Day Student Attended Class/Lab
Monday L] Yes ] No L Yes 1 No
Tuesday ] Yes ] No L Yes 1 No
Wednesday U Yes 1 No U Yes L] No
Thursday O Yes ] No [ Yes 1 No
Friday ] Yes ] No L Yes 1 No
Saturday ] Yes ] No I Yes 1 No
Sunday O Yes ] No [ Yes 1 No

Instructor Assessment of Student Progress:

Instructor/Vendor Official Signature:

Student Comments

Student Signature:

Do you have any concerns about your training? [1 Yes [1 No
If yes, contact your WIOA Career Specialist

Are there any problems or issues such as class delays, changes, or cancellations? 1 Yes [ No

If yes, please explain:

Have you found employment? [J Yes [J No

If yes, please provide Employer's name and address:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
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WE'LL HELP YOU FIND YOUR FUTURE

WIOA Basic Skills/Education Services Evaluation Form

This form is to be completed by a WIOA Customer who has finished a Basic Skills/Education program at
an approved vendor program.

Today’s Date

Customer Name (optional)

Vendor Name

Program Attended

Start and End Dates of Program

Credential Obtained? O Yes [ No

Please place an x on the appropriate box beneath each question.

1. | am satisfied with my training experience.

O Strongly agree 0 Agree [0 Disagree [ Strongly Disagree
2. The facility was conducive to learning.
O Strongly agree O Agree O Disagree [ Strongly Disagree
3. The instructors were knowledgeable, helpful and informed on the subject matter.
O Strongly agree 0 Agree [0 Disagree [ Strongly Disagree
4. The materials /equipment were informative, useful and up to date.
O Strongly agree O Agree O Disagree [ Strongly Disagree
5. The learning objectives outlined at registration for the program were clear and met by the instruction
received.
O Strongly agree 0 Agree [0 Disagree [ Strongly Disagree

6. | would recommend this program to a friend, co-worker or family member.

O Strongly agree O Agree O Disagree [ Strongly Disagree

Please use the space below for additional comments:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
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WE'LL HELP YOU FIND YOUR FUTURE

Release of Credential Information

The below student has completed training/schooling supported by the Workforce Innovation and Opportunity Act
(WIOA). As program performance is based in part on the number of WIOA patrticipants achieving a credential,
we are requesting a copy of the certificate, course grade, or other credential the student earned after completing
training. To expedite this request, the student has signed the following Release of Information for your records.

| authorize (Name of School) to provide the staff at
the NH Works Office all information and copies of credentials pertaining to my training in
received there. | understand that this information will be confidential and used only for
Federal reporting purposes.

Student Printed Name

Student Signature Date

Please provide the following information:

1.Did the student receive a credential? [J Yes [ No
2.1f YES, what Credential was achieved?

[ Certificate [ Diploma [ Associated Degree [ Bachelor's Degree [ Other:

Comments:
Name of Verifier from School: Title:
Signature of Verifier: Date:

Kindly return completed Verification Form ALONG WITH a copy of the Credential awarded to
the career navigator listed below.

WIOA Career Specialist:

Email:

Thanks in advance for your cooperation.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
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CASE NOTE POLICY

Policy #: 2020-P-24  Previous #: 2020-P-024

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for ensuring case
management documentation and effectiveness.

POLICY:

In September 2020, the case management system for Title | funded programs was converted to the Job Match
System (JMS). With this conversion, Title | and Title 1l (Wagner Peyser) funded programs are now utilizing the
same case management system. The attached power point will be utilized to achieve consistency in case
management activities across funding streams.

PROCEDURE(S):

Case notes are a way for all WIOA Career Specialists (WCS) to provide a brief synopsis of what services were
provided to participants and when. This allows for federal, state, and local staff to review the progress of the
case and to understand the “story”. Case notes are not reported and do not trigger services or extend exit.

All Title I WIOA staff will utilize the case notes Power Point as a reference guide when entering notes into a
participant’s file. There should be consistent labeling and level of detail in case notes across Title | and Title Il
programs.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENT: The Art of Writing Case Notes
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Case Note Policy — The Art of Writing Case
Notes (Provided Only in PDF Form)

This is the TOC Link for the attachment. The attachment begins on next page.
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Case Note Requirements

The participant record must
reflect a frequency and
intensity of contacts to

support reported units of
service and minimum contact
requirements.

)

Documentation/case
notation of all contacts must
reflect allowable activity and
indicate that the activity is
related to the participant’s
individual needs.
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What 1s Case

Management?

* Ongoing monitoring of services and service
coordination.

* Ensures that quality service is being provided.

* Evaluating whether a service is effectively
meeting the participant’s needs.

o

* Identifies any changes in the participant’s
condition or circumstances that would warrant an
adjustment to the plan.
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Purpose

e Case notes record important details about
services provided to the customers.

* Case notes should also record the
customer’s participation in activities and his
or her progress.

e Sometimes case notes serve as
documentation of factors affecting eligibility
or other important information.

Case noting is our way of letting the next
reader know what is going on with the
customer.

Poor case notes cause confusion and potential
lack of services to customers.
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Attachment 1

 Date and time of the note

b i’ I at 1S * Method of contact (face to face,

e-mail, telephone call)

rﬁqulrﬁd ln Ad « Name of staff making the

note

Case N()te P * Description of the event

* Description of how the
customer will benefit from
the activity




Who, What, Where and When!
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Timeliness

Update case notes frequently and promptly:

 While the informationis freshin  your
mind.

*  Frequency makes it easier for
someone else to pick up where you
left off if you are called away from the

case.

e (Case note any time there is
interaction with customer (phone call,
in person, etc.)
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* Assessed 3

* I|dentified * Clarified

e Summarized * Referred
* Structure
* Urged

e Assisted
e Recommended
e Discussed

* Advised
* Focused
* Directed

Strong Verbs to Use

* Supported

Confronted
* Reflected

e Counseled
* Encouraged
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* |rrational
* Anxious
e Qverwhelmed

e Suicidal

* Demanding
* Threatened
* Unfit

* Dangerous
* Resistant
e Delusional

* Abnormal
* Impulsive
* Abusive

* Immature

Words to Avoid

Disturbed
* Troubled

* Hysterical
* Uncooperative
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Professionalism

Avoid using slang, street
language, clichés or
jargon.

Do not write so cryptically
that no one knows what
you are writing.
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Writing Recommendations

* Write in a style that is:
° Factual
o Objective; unbiased
° Specific
° Clear and to the point
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Supervisors may review your case notes
to monitor progress.

Auditors may review your case notes
for compliance with state and federal
policy and procedure.

Remember, you never know who will be
reading the case notes!
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Warning

Recording a “to do”
item in the case file
and not following
through

#2020-P-24

Negative, biased or

prejudicial language
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CO-ENROLLEMENT POLICY IN WIOA
TITLE | PROGAMS POLICY

Policy #: 2024-P-08

Source: July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for dual enroliment of WIOA
Title | funded participants.

POLICY:

The OWO encourages dual enrollment of WIOA Title | funded participants. Dual enrollment across Title |
funded programs helps programs share in the costs of training and supportive services for individuals who are
eligible for more than one program. It is essential that there is coordination of services for the participant(s)
enrolled in and receiving services from Adult, Dislocated Worker and/or Youth funding streams. Documentation
of said services must be coordinated by the WIOA Career Specialists (WCS) and WIOA Program Managers
(WPM) and actions must be reflected within the Job Match System (JMS) case management system.
Furthermore, attainment of all co-enrollment performance measures for dually or concurrently served
participants will be the responsibility of all parties serving the individual.

PROCEDURE(S):

A patrticipant may be dually enrolled in the WIOA Title | funded program based on appropriately meeting the
eligibility criteria. The referring agency must ensure that all the participant’'s completed assessments are
included in the JMS system. The receiving agency will honor the assessment results and ensure the use of all
assessments to assist in the achievement of the eligible participant’s identified employment and training goals.
Assessments will not be repeated unless specific assessment data is not available from the referring party.
Services will be provided in accordance with each programs existing policies, documented in JMS and subject
to data validation of each partnering agency. Both programs will be responsible for the attainment of all WIOA
performance measures.

When working with a dually enrolled participant, each of the partnering agencies must maintain monthly
communication. Pertinent services and case notes from either agency will be shared, discussed, and
documented in respective funding streams within the JMS system. The agencies will decide which program
will be the main case management organization and who will be the secondary case management
organization. This decision should be based on the individual participant.

It is crucial that there is an agreed upon exit date that will be used by all programs. This date must reflect the
completion of all services provided to the participant on the final date of service delivery. In all cases, the
participant will be exited based on the federal soft exit policy. The JMS Case Management System will
automatically exit an active participant as a Soft Exit if no meaningful service has been entered into the system
for 90 consecutive days.

118
BACK to TOC



Attachment 1 July 2025 #2020-P-24

Follow-up services will be provided by the main case management organization agency and follow up services
may vary according to the funding source.

Joint training between partners will occur, as needed, to ensure understanding of the Co-Enrollment Policy and
Procedures.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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CONFIDENTIALITY POLICY

Policy #: 2020-P-05 Previous #: 2020-P-005

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for ensuring the privacy of
applicant, participant, and employee information.

POLICY:

It is the policy of OWO that the OWO, NHWORKS One-Stop Partners, and WIOA Title | recipients,
subrecipients including Senior Community Service Employment Program (SCSEP), and vendors will hold in
strictest confidence any and all information learned through their interaction with applicants, participants, or
employees. Employees and/or volunteers of the above entities may inspect records and reports of an
individual only when such information will aid in the performance of the employee’s duty.

This policy does not preclude divulging information to other agencies and their personnel, provided that

1. Such information is necessary in order to successfully provide service to the individual; AND
2. The individual has provided written authority to divulge the information pertinent to him/her; AND
3. Information provided by other than the individual is not divulged under any circumstances.

Individuals may inspect, at the convenience of the OWO, One-Stop Partner or WIOA Title | recipient,
subrecipient, SCSEP, or vendor, records or reports which pertain to that individual and which were generated
by the OWO, One-Stop Partner or WIOA Title | recipient, subrecipient, SCSEP, or vendor.

PROCEDURE(S):

1. All OWO employees and volunteers will be required to sign a Confidentiality Statement (copy attached).
The original signed document will be kept in the employee’s personnel file and a copy provided to the
employee.

2. All WOA Title I subrecipients shall have the same or similar confidentiality agreement in place for all
staff assigned to a WIOA Title | funded program.

3. Revealing confidential information will immediately place the employee’s or volunteer’s job in jeopardy
and subject to disciplinary action. The employee/volunteer may also be subject to criminal and/or civil
prosecution as provided by law.

4. All One-Stop Partners, WIOA recipients, subrecipients, and vendors shall follow their own policies,
procedures, and disciplinary process, provided that each entity clearly articulates a confidentiality
policy, and that policy does not directly conflict with this policy.

ACTION:
All staff must be knowledgeable of the contents of this directive.
ATTACHMENT: Confidentiality Statement
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WE'LL HELP YOU FIND YOUR FUTURE

Confidentiality Statement

To ensure the privacy and confidentiality of applicant, participant, and employee information and to comply with the
regulations under the Workforce Innovation and Opportunity Act of 2014 (Pub L 113-128), the Privacy Act of 1974 (5 USC
5521), and the US Office of Management and Budget (OMB Circular A-130), all employees and volunteers are required
to read and sign this confidentiality statement.

. ial f |
Information obtained from any individual in the course of the administration of the programs that involves OWO
oversight shall be held confidential and shall not be published or open to public inspection in any manner revealing
the individual’s identity except that:

1. Anindividual may inspect, at the convenience of the OWO, records and reports that pertain to him/her that
were generated by the OWO;

2. Employees/volunteers of the OWO or its partners, in performance of their duties, may inspect records and
reports of an individual where such information will aid in the performance of the employee’s duties;

3. Employees of the US Department of Labor, other federal agencies, and state organizations with lawful
responsibility to monitor, audit, and/or evaluate OWO-sponsored programs may inspect records and reports of
an individual where such information is necessary for the performance of their legal duties;

4. Information regarding an individual may be divulged to other agencies and their personnel provided that

a. such information is necessary in order to successfully provide service to the individual;
AND

b. the individual has provided written authority to divulge the information pertinent to him/her;
AND

c. information provided by other than the individual is not divulged under any circumstances.

5. All information obtained in the course of employment or volunteer work with the OWO, which could reveal the
identity of an individual, is completely confidential subject to the exceptions provided.

6. Exchange of information regarding program applicants, participants, or employees among or between OWO
employees/volunteers, when such information is not necessary to the performance of official duties, is
prohibited.

7. Such exchanges of information with spouses, children, friends, relatives, acquaintances, and strangers are
equally forbidden.

8. Unless specific authorization to release confidential information is received in writing, all release of such
information is prohibited. All requests for such confidential information, except as noted above should be referred
to a supervisor.

9. Releasing confidential information without authorization will immediately place the employee/volunteer’s job
in jeopardy and subject to discipline, as well as to potential criminal and/or civil prosecution as it may be
provided for in the law.

| certify that | have read the above and understand that violation of this confidentiality policy is sufficient cause for
immediate discharge.

WIOA Employee/Volunteer Signature Printed Name Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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CREDENTIAL POLICY

Policy #: 2020-P-27 Previous #: 2020-P-027

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025

PURPOSE: To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for ensuring the
proper documentation of credentials.

POLICY: The Workforce Innovation and Opportunity Act (WIOA) puts into place a Credential Attainment
indicator for Title | funded programs. As stated in TEGL 10-16, Change 2, Credential Attainment is the
percentage of participants enrolled in an education or training program (excluding OJT and Customized
Training) who attained a recognized postsecondary credential or a secondary school diploma, or its recognized
equivalent, during participation in or within one year after exit from the program. A participant who attained a
secondary school diploma or its recognized equivalent is included in the percentage of participants who have
attained a secondary school diploma or its recognized equivalent only if the participant is also employed or is
enrolled in an education or training program leading to a recognized postsecondary credential within one year
after exit from the program.

A recognized postsecondary credential defined as a credential consisting of an industry-recognized certificate
or certification, a certificate of completion of an apprenticeship, a license recognized by the State involved or
Federal government, or an associate or baccalaureate degree. A recognized postsecondary credential is
awarded in recognition of an individual’s attainment of measurable technical or industry/occupational skills
necessary to obtain employment or advance within an industry/occupation. These technical or
industry/occupational skills generally are based on standards developed or endorsed by employers or industry
associations. A certificate of completion is not considered a credential unless the certificate is also recognized
by the industry associations.

Work readiness certificates are not included in this definition because the certificate is not recognized industry-
wide nor documents the measurable technical or industry/occupational skills necessary to gain employment or
advancement within an occupation. Likewise, such certificates must recognize technical or
industry/occupational skills for the specific industry/occupation rather than general skills related to safety,
hygiene, etc., even if such general skills certificates are broadly required to qualify for entry-level employment
or advancement.

A variety of public and private entities award Industry-recognized credentials, including:

1. A state education agency, or a state agency responsible for administering vocational and technical
education within a state;

2. An institution of higher education described in Section 102 of the Higher Education Act (20 USC 1002)
that is qualified to participate in the student financial assistance programs authorized by Title IV of that
Act. This includes community colleges, proprietary schools, and all other institutions of higher education
that are eligible to participate in federal student financial aid programs;

3. A professional, industry, or employer organization (AWS for welding) using a valid and reliable
assessment of an individual’s knowledge, skills and abilities;
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4. ETA’s Office of Apprenticeship or a State Apprenticeship Agency.

5. A public regulatory agency, upon an individual’s fulfilment of educational, work experience or skill
requirements that are legally necessary for an individual to use an occupational or professional title or
to practice an occupation or profession

6. A program that has been approved by the Department of Veterans Affairs to offer education benefits to
veterans and other eligible persons;

7. Job Corps; and

8. Institutions of higher education that are formally controlled, or have been formally sanctioned or
chartered by, the governing body of Tribes. Types of credentials include:

a. High School Diploma

Secondary/High School Equivalency

AA/AS Degree

BA/BS Degree

Occupational Skills License

Occupational Skills Certificate or Credential

Other Recognized Diploma, Degree or Certificate (specify)

Occupational Certification

@ ™o oo

Non-Occupational Skills Training is training that enhances employability but does not in itself result in a
credential. If a training program does not include a credential, the participant’s training can still be funded
through WIOA as non-occupational skills training. Non-occupational skill training would not count as a
credential in performance reporting, since a credential is not earned as part of that particular training. Non-
Occupational Skills training count as a measurable skill gain.

All training services must be clearly identified and expectations for earning a credential must be stated in the
participant’s Individual Service Strategy (ISS) or Individual Employment Plan (IEP). The participant must
understand that once training begins, he or she is expected to complete all requirements. If the participant fails
to complete the entire program, WIOA Career Specialists (WCS) must not report a credential. If an individual
is enrolled in a program that consists of multiple courses (AA/AS, BA/BS, etc.,), the individual courses
completed are not considered a credential. Upon completion of all the requirements of the program of study, a
credential is entered upon proper documentation of such.

PROCEDURE(S):

Entry in the Job Match System

Once the patrticipant completes the training program and documentation of the postsecondary credential has
been received, the WIOA Career Specialist (WCS) will enter the credential in the Job Match System (JMS).
The WCS will use the following codes as appropriate when entering the credential:

High School Diploma

Secondary/High School Equivalency
AAJ/AS Degree

BA/BS Degree

Occupational Skills License

Occupational Skills Certificate or Credential

~® Q0o
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Staff will verify the credential by uploading a copy of the credential using the credential verification field in JIMS.
Additionally, staff will associate the credential to the appropriate training/activity record. If the participant
completes a training program that leads to an occupational skills certificate/credential and an occupational
skills license and the participant obtains both, two separate credentials can be entered, as long as both of them
meet the definition of a credential. Staff must have documentation of both credentials before entering them
into JMS.

The WCS will obtain a copy of the certificate (diploma, certificate, school letters, license or school transcript
that indicates degree attained, etc.) or license and upload the document in the client’s electronic case file.
School letters, certificates and licenses must have the client’s name and actual date of the achievement.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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CUSTOMER SATISFATION SURVEY
POLICY

Policy #: 2020-P-12 Previous #: 2020-P-021

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for customer satisfaction
survey requirements for WIOA Title | funded participants.

POLICY:

A WIOA Customer Satisfaction Survey will be distributed through a method that is chosen by the individual
subrecipient of Title | funds. These methods may include Survey Monkey, Google Docs, Microsoft Docs, or
any other method that will capture and track on the data being requested. The goal is to achieve an 80%
satisfaction rate in each funding stream.

PROCEDURE(S):

At the end of each quarter, subrecipient staff will send the customer satisfaction survey question in the format
that they have chosen to all individuals who were exited during the previous quarter. Subrecipient staff will
monitor the return of the survey’s and keep track of the responses. Additionally, at the end of each program
year, the survey will also be sent to participants that enrolled during the program year but have not yet been
exited.

Subrecipient staff will be responsible for compiling the results of the survey for their individual programs. A
year-end narrative report must be sent to OWO no later than 60 days after the program year end date. This
report should include but is not limited to the method of collection used, number of survey’s sent, the number
returned, the return percentage rate, calculations for each individual question asked, and comments made by
participants.

ACTION:

All staff must be knowledgeable of the contents of this directive.

ATTACHMENT: WIOA Customer Satisfaction Survey Questions and Desk Aid
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nhworks

WE'LL HELP YOU FIND YOUR FUTURE

WIOA Customer Satisfaction Survey

Survey Contents
Each subrecipient should use the format and questions below when creating their survey.
NH Works WIOA Customer Satisfaction Survey

Employment & Training Customer Satisfaction Survey
Welcome! Your feedback is very important to us and will be used to help us improve services for

others. This survey is confidential and only the answers will be recorded.

Workforce Innovation and Opportunity Act (WIOA) is designed to help job seekers access
employment, education, training, and support services to succeed in the labor market and to match
employers with the skilled workers they need to compete in the global economy. For additional
general information about WIOA legislation and programs, visit the U.S. Department of Labor
website.

If you have any questions regarding this survey, please feel free to contact your WIOA career
navigator or Lisa Gerrard at (603) 271-0355.

1. What organization did you work with?
a. JAG NH
b. My-Turn
C. NH Employment Security

d. SNHS
2. What WIOA services did you receive?
(Select all that apply)

a. Employment assistance
b. Career navigation and exploration
c. Education and/or training assistance
d. Supportive services
e. Referral to partner program
f. Other
3. How would you rate the quality of services you received from your WIOA Career Navigator?
(1= not helpful to 5=extremely helpful)
a. 1-5
4. If you were in need of employment and training services again in the future, would you use the
WIOA services again?
(1=not likely to 5= extremely likely)
a. 1-5
5. Would you refer your family and friends to the WIOA programs?

(1= not at all to 5= 100% yes)
ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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a. 1-5
6. Comments and/or concerns. (Optional)

Survey Desk Aid

Microsoft Forms:

1. Get to Microsoft Forms either in the office apps on your computer or Microsoft 365 online. Click
“‘New Form”.

Explore templates

Organize successful events Gain insights through user research Improve employee satisfaction

[ My forms [ Filled forms &3 Shared with me vy Favorites

2. The new form will show this screen.

Untitled form - Saved

Questions  Responses NP PN Colcct responses

Untitled form

+ Add new

3. Click “Untitled form” and it will show this screen.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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Untitled forrrl ’z_'r

Form description

-+ Add new

4. Add the
NH Works logo and NH Works WIOA Customer Satisfaction Survey

to the title and

Employment & Training Customer Satisfaction Survey

Welcome! Your feedback is very important to us and will be used to help us improve services
for others. This survey is confidential and only the answers will be recorded.

Workforce Innovation and Opportunity Act (WIOA) is designed to help job seekers access
employment, education, training, and support services to succeed in the labor market and to
match employers with the skilled workers they need to compete in the global economy. For
additional general information about WIOA legislation and programs, visit the U.S. Department
of Labor website.

If you have any questions regarding this survey, please feel free to contact your WIOA career
navigator or Lisa Gerrard at (603) 271-0355.

to the description

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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QW

MH Works WIOA Customer Satisfaction Survey

Employment & Training Customer Satisfaction Survey

fuNeIcome! Your feedback is very important to us and will be used to help us improve services for others. This survey is
confidential and anly the answers will be recorded.

Workforce Innovation and Opportunity Act (WIOA) is designed to help job seekers access employment, education,
training, and support services to succeed in the labor market and to match employers with the skilled workers they
need to compete in the global economy. For additional general information about WIOA legislation and programs,
visit the U.5. Department of Labor website,

If you have any questions regarding this survey, please feel free to contact your WIOA career navigator or Lisa
Gerrard at (603) 271-0355,

@ Choice Text /Y Rating Date v I

5. Chose the “choice” option for question #1. Fill in the question with
What organization did you work with?
and the choice answers with the organizations: JAG NH, My-Turn, NH Employment Security,

and SNHS. Make sure to check off “Required”.

1

0 w
What organization did you work with? 3
JAG NH 2
My-Turn B
MNH Employment Security )
SNHS >

—+ Add option  Add "Other" option

@ Multiple answers ‘:) Required

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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6. Chose the “choice” option for question #2. Fill in the question with
What WIOA services did you receive?

(Select all that apply)

and the choice answers with: Employment assistance, Career navigation and exploration,
Education and/or training assistance, Supportive services, Referral to partner program, and
other. Make sure to check off “Multiple answers” and “Required”.

Referral to partner program )

+ Add option  Add "Other” option

(|

2. What WIOA services did you receive? )
(Select all that apply)

Employment assistance

Career navigation and exploration

Education and/or training assistance

Supportive services

Referral to partner program
Other

—+ Add option

Select total options: Mo limit £

‘D Multiple answers ‘:) Required

7. Chose the “rating” option for question #3. Fill in the question with
How would you rate the quality of services you received from your WIOA Career Navigator?

(1= not helpful to 5=extremely helpful)
and change the “symbol” to “number”. Make sure to check off “Required”.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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Levels: 5 W Symbol: ¥ Star A
¢ Star
@ MNumber
& Heart
@ Choice Text Y Rz v
& Ribbon
0 w 0
3. How would you rate the guality of services you received from your WICA Carser Navigator? )

(1= not helpful to 5=extremely helpful)

Levels: & A Symbol: @ MNumber s~

‘) Required

8. Chose the “rating” option for question #4. Fill in the question with
If you were in need of employment and training services again in the future, would you use the
WIOA services again?

(1=not likely to 5= extremely likely)
and change the “symbol” to “number”. Make sure to check off “Required”.

0 W 0

4. Ifyou were in nesd of employment and training services again in the future, would you use the WIOA services L3
again?
(1=not likely to 5= extremely likely)

Levels: & A Symbol: @ MNumber s~

‘) Required

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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9. Chose the “rating” option for question #5. Fill in the question with
Would you refer your family and friends to the WIOA programs?

(1= not at all to 5= 100% yes)
and change the “symbol” to “number”. Make sure to check off “Required”.

0 w 0
5. Would you refer your family and friends to the WIOA programs? 7
(1= not at all to 5= 100% yes)
Levels: 5 N Symbol: @ MNumber v~
‘:) Required

10.Chose the “text” option for question #6. Fill in the question with
Comments and/or concerns. (Optional)

and make sure to check “Long answer” and UNCHECK “Required”.

O (W] T

Ll

6. Comments and/or concerns. (Optional) B

‘:) Long answer @ Required

11.The “preview” should look like this:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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WE'LL HELP ¥OU FIND YOUR FUTURE

NH Works WIOA Customer Satisfaction Survey

Employment & Training Customer Satisfaction Survey

Welcome! Your feedback is very important to us and will be used to help us improve services for others. This survey is
confidential and only the answers will be recorded.

Workforce Innovation and Opportunity Act (WIOA) is designed to help job seekers access employment, education,
training, and support services to succeed in the labor market and to match employers with the skilled workers they
need to compete in the global economy. For additional general information about WIOA legislation and programs, visit
the U.S. Department of Labor website.

If you have any questions regarding this survey, please feel free to contact your WIOA career navigator or Lisa Gerrard
at (603) 271-0355.

Hi, . When you submit this form, the owner will see your name and email address.

* Required

1. What organization did you work with?
*

() JAGNH
O My-Turn

O NH Employment Security

(O sNHs

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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2. What WIOA services did you receive?
(Select all that apply) *

D Employment assistance

D Career navigation and exploration
D Education and/or training assistance
\:\ Supportive services

D Referral to partner program

[ ] Other

3. How would you rate the quality of services you received from your WIOA Career Navigator?
(1= not helpful to 5=extremely helpful) *

4. If you were in need of employment and training services again in the future, would you use the
WIOA services again?
(1=not likely to 5= extremely likely) *

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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5. Would you refer your family and friends to the WIOA programs?
(1= not at all to 5= 100% yes) *

6. Comments and/or concerns. (Optional)

Enter your answer

12.To send to clients click the “collect responses” button.

NH Works WIOA Customer Satisfaction Survey - Saved

Questions  Responses o preview D o

13.Check the option, “Anyone can respond” to make anonymous.

14.1f you would like to send out via URL you can copy link and shorten URL, if you would like it to
be a QR Code it will give you one to copy, if you would like to send it via email it brings up your
outlook email, if you would like to post it to a webpage via code it will give you a line of code to
copy.

Send and collect responses X

@ Anyone can respond e

Anonymous response, doesn’t reguire sign-in

ae
®o

<fs

O Only people in State of New Hampshire can respo

nd https://forms.office.com/g/CVIDTMSHch Copy link

Specific people in State of New Hampshire can res
O speciic peop P 18 Shorten URL

pond

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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Send and collect responses X

@ Anyone can respond = @ M <f>

Anonymous response, doesn't require sign-in

O Only pecple in State of New Hampshire can respo
nd

O Specific people in State of New Hampshire can res

NH Works WIOA Customer
Satisfaction Survey

pond

Recipients can scan the code on a phone or tablet to access
Download
the form.

15.To view the response data, click “Responses” where it will pull up the results of the survey and
give you an option to download an Excel sheet that needs to be sent to Lisa.

Questions  Responses o preview Dsyle i

NH Works WIOA Customer Satisfaction Survey

0 00:00 Active
Responses Average time to complete Status
Vi racults EfH Openin Excel =

This form doesn't have any responses yet.

Try sharing it to more people, or use preview mode to enter your own response.

16. There are multiple settings that are available and one that must be checked off. You MUST
check “Hide Submit another response”.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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o' Preview % Style Collect responses CJ Present

Settings

Who can fill out this form

@ Anyone can respond

Anonymous response, doesn't require sign-in

O Only people in State of New Hampshire can

respond

O Specific people in State of New Hampshire ¢

an respond

Options for responses

n Accept responses

D Start date
I:‘ End date

Set time duration @

Collect responses J Present

&8 Collaborate or Duplicate

D Shuffle questions

D Disable question number for respondents

€ Settings Show progress bar (1)
Multilingual Hide Submit another response
® g 2 P
& Print Form D Customize thank you message
D Allow respondents to save their responses
B Terms

17.There is also the option to add in “Collaborators” which will give the option to multiple people to
check responses and “own” the form.

o Preview % Style Collect responses CJ Present

Add collaborators

Share the link to collaborate and
view result
le Collect responses CJ Present

oo Collaborate or Duplicate

@ Ssettings Share as a template
@& Multilingual
Get a link to duplicate
& Print Form
@ Terms

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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Survey Desk Aid

Google Docs:

NH Works WIOA Customer Satisfaction Survey

Employment & Training Customer Satisfaction Survey

Welcome! Your feedback is very important to us and will be used to help us improve services for others. This
survey is confidential and only the answers will be recorded.

Workforce Innavation and Opportunity Act (WIOA) is designed to help job seekers access employment,
education, training, and support services to succeed in the labor market and to match employers with the
skilled workers they need to compete in the global economy. For additional general information about WIOA
legislation and programs, visit the U.S. Department of Labor website.

If you have any questions regarding this survey, please feel free to contact your WIQA career navigator or Lisa
Gerrard at (603) 271-0355.

What organization did you work with? (] (® wmultiple choice -
2
JAG NH X Tr
[
My-Turn e
=]
NHE i
mployment Security X —
=
SNHS X .

Add option or add "Other”

(] ] Required . :

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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[ Checkboxes -
What WIOA services did you receive?

(Select all that apply)

Employment assistance

Career navigation and exploration

NP oF®e

Education and/or training assistance

Supportive services

Referral to partner program

X X X X X X

Other...

Add option

0 [ Required ()

[ «+s Linear scale -
How would you rate the quality of services you received

from your WIOA Career Navigator?

(1= not helpful to 5=extremely helpful)

1 Label (optional)

5 Label (optional)

0 m Requied @ ¢

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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If you were in need of employment and training services
again in the future, would you use the WIOA services
again?

(1=not likely to 5= extremely likely)

1 Label (optional)

5  Label (optional)

July 2025

L]

~+= Linear scale

0O m Required (@ ¢
[&] e Linear scale -
|Wou|d you refer your family and friends to the WIOA
programs?
(1= not at all to 5= 100% yes)
B I U & ¥
1 = to 5 =
1 Label (optional)
5  Label (optional)
0 mw Required « )

nmQEeF®e

n0EF®e

#2020-P-12

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity

employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-

opportunity/about-us/transparency
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[

Paragraph -
1. Comments and/or concemns. (Optional)

Long answer text

nNEBDF®He

|_|:| ]E[ Required

NH Works WIOA Customer Satisfaction
Survey

Employment
& Training Customer Satisfaction Survey

Welcome! Your feedback is very important to us and will be used to help
us improve services for others. This survey is confidential and only
the answers will be recorded.

Workforce Innovation and Opportunity Act (WIOA)

is designed to help job seekers access employment, education, training, and
support services to succeed in the labor market and to match employers with the
skilled workers they need to compete in the global economy. For additional
general information about WIOA legislation and programs, visit the U.S.
Department of Labor website.

If you have any questions regarding this survey,
please feel free to contact your WIOA career navigator or Lisa Gerrard at (603)
271-0355.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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What organization did you work with? *

(O JAGNH

O My-Turn

O NH Employment Security

(O SNHS

What WIOA services did you receive? *

(Select all that apply)

Employment assistance

Career navigation and exploration
Education and/or training assistance
Supportive services

Referral to partner program

000000

COther:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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How would you rate the quality of services you received from your WIOA Career *
Navigator?

(1= not helpful to 5=extremely helpful)

O O O O O

If you were in need of employment and training services again in the future, would *
you use the WIOA services again?

(1=not likely to 5= extremely likely)

O O O O O

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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Would you refer your family and friends to the WIOA programs? *

(1= not at all to 5= 100% yes)
O O O O O

1.  Comments and/or concerns. (Optional)

Your answer

Mever submit passwords through Google Forms.

This content is neither created nor endorsed by Google. Report Abuse - Terms of Service - Privacy Policy

Google Forms

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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Questions  Responses  Settings

Presentation
Manage how the form and responses are presented

FORM PRESENTATION
Show progress bar
Shuffle question order

AFTER SUBMISSION

Confirmation message
Your response has been recorded

Edit

Show link to submit another response

View results summary
Share results summary with respondents. Important details

Questions  Responses  Settings

O responses Linkto Sheets

Accepting responses .

Waiting for responses

E NH Works WIOA Customer Satisfaction Survey [ ¥ Al changes saved in Drive @ @ o ¢ m

Questions Responses  Settings

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency
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Send form X

Collect email addresses Do not collect -

Send via & = {2 n n

Email

To

Enter names or email addresses

Subject

NH Works WIOA Customer Satisfaction Survey

Message

I've invited you to fill out a form:

|:| Include form in email

2+ Add editor Cancel Send

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
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DATA VALIDATION POLICY

Policy #: 2019-P-01 Previous #: 2019-1
Source: 7/1/2020, 3/9/2022, 7/1/2022, 10/30/23, July 22, 2024, eff. July 9, 2025
PURPOSE:

To define the data validation guidance and procedures to be used for the Workforce Innovation and
Opportunity Act (WIOA) Title | Adult, WIOA Title | Dislocated Worker (DW), WIOA Title | Youth programs.

POLICY:

Under WIOA Section 116 (d)(5) and the further guidance of U.S. Department of Labor (USDOL) Training and
Employment Guidance Letter (TEGL) 23-19 Change 1, TEGL 23-19 Change 2 and TEGL 07-18, states are
required to develop a data validation strategy that helps ensure the accuracy of the annual statewide
performance reports, safeguards data integrity, and promotes the timely resolution of data anomalies and
inaccuracies.

Data validation is a series of internal controls or quality assurance techniques established to verify the
accuracy, validity, and reliability of data. Establishing a data validation framework will ensure that all program
data are consistent and accurately reflect the performance of each grant recipient. To that end, the purposes
of validation procedures are to:

1. Verify that the performance data reported by grant recipients to DOL are valid, accurate, reliable, and
comparable across programs;

2. Identify anomalies in the data and resolve issues that may cause inaccurate reporting;

3. Outline source documentation required for common data elements; and

4. Improve program performance accountability through the results of data validation effort.

PROCEDURE(S):

Data Entry into Case Management System: As a recipient of WIOA Title | funds, OWO and its WIOA Title |
funded service providers are required to maintain and report accurate and reliable program and financial
information to the Department of Labor (DOL). Data validation requires OWO and WIOA Title | funded service
providers to ascertain the validity, accuracy, and reliability of participant data submitted to DOL, as set forth in
Section 116 of the Workforce Innovation and Opportunity Act (WIOA).

In addition, modern time saving and cost cutting business practices embrace the elimination of paper “hard
files” for storing participant source documentation used in the data validation process. Case management and
compliance oversight is most efficient when source documentation is stored in a common and secure virtual
database. Common virtual case file documentation practices across WIOA Title | programs ensures
consistency, increases accuracy, and contributes to lean practices.

It is OWOQ’s policy to ensure, to the maximum extent feasible, the accuracy of the data entered by WIOA Title |
programs into the Job Match System (JMS), New Hampshire’s statewide electronic case management system.
New Hampshire WIOA Title | funded service providers must upload and record all source documentation and
case notes related to the demographics, eligibility determination, program enrollment, and provision of services
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to WIOA Title | enrolled individuals into JMS as outlined in this policy. Source documentation for required data
elements are located in TEGL 23- 19 Change 2, Attachment II.

OWO will conduct ongoing reviews of JMS records to ensure compliance with this policy and to validate the
accuracy of information recorded in JMS. JMS reviews may include but are not limited to desk review of IMS
records and the review of JMS reports. OWO will provide training and technical assistance as appropriate, but
not less frequently than on an annual basis.

To ensure consistency and accuracy of the uploading of data validation source documentation into JMS across
all WIOA Title I programs in NH, WIOA Title | service providers are required to comply with the following
procedures when recording services and other data, uploading documents, and recording case notes into
participant JMS records.

Providers are authorized to upload documents in addition to those referenced in this policy. Providers must
ensure a consistent naming convention and consistent JMS filing system for these additional documents.

Timeline for JMS data entry, uploading documents, and recording activities and case notes: Real time
and accurate JMS data entry is imperative. DOL requires the collection and reporting of “accurate and timely
information about individuals who receive services through programs authorized under the law” (WIOA Joint
Rule, Department’s response on page 55793) and further describes the states’ responsibilities for ensuring
valid and reliable data collection in 20 CER 677.240.

WIOA Title | service providers must record services, upload supporting data validation source documentation,
and record case notes corroborating participant eligibility determination, program enrollment, services
provided, and outcomes of services in real time. If real time data entry is not possible, service providers have
seven (7) calendar days to record services, upload applicable documentation, and record case notes. If
services are entered beyond the 7-day allotted timeframe, the reason for the late entry must be recorded in
case notes. The WIOA program manager (WPM) for each subrecipient must document in case notes the
service that was recorded late, the reason for the late entry, and that the program manager reviewed and
approved the late entry.

In addition, dates of services recorded in IMS must reflect the date the service was provided to the participant.
It is incredibly important that services are not left “open ended”. Therefore, an activity must be entered each
and every time it is provided. Begin and end dates should not extend longer than the amount of time a service
takes to complete. For example, when labor market and employment information is provided to an individual
on a specific date, an activity should be entered using that begin and end date. It should not extend beyond
the actual day it was provided. For training, the begin and end date should reflect the actual begin date of the
first day of training and the end date should be the last day of training.

Data Validation: Data validation will be conducted by OWO on a quarterly basis. OWO staff responsible for
conducting data validation reviews will download the PIRL Data sampling report in JMS for the program they
are validating. Reports will be available on or after the 1st of the month following the quarter end. Staff
responsible for conducting data validation review must complete their quarterly reviews at by the end of
October, January, April and July on both active and exited cases. OWO Staff are responsible for validating the
most recent completed quarter.

OWO staff will follow the JIMS Data Validation Processes on how to access the PIRL data sampling report (to
run data validation in IMS — Staff). The sample size will be based on a 95% confidence Level and a 20%
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Confidence Interval. Depending on the size of each record set, the corresponding number of sample records
shown below, at a minimum, must be examined. These guidelines are applicable for every review. If the
minimum number of sample records is not available, all available records must be reviewed.

PIRL Data Record Set Confidence Confidence Resulting
Level Interval Sample Size

1-99 95 20 20
100-199 95 20 29
200-299 95 20 29
300-399 95 20 03
400-499 95 20 03
500-599 95 20 23
600-699 95 20 03
700-799 95 20 23
800-899 95 20 23
900-999 95 20 03

The Job Match System (JMS), NH’s case management system, will be used to sample the pool of available
active and exited cases for WIOA Title | Adult, Dislocated Worker. and Youth programs. JMS will generate the
necessary number of worksheets and will cover the PIRL elements to be validated. All elements that are
eligible to be validated can be found on the Common Elements document. PIRL data elements that add value
(weight to the participant record) may include:

1. Enrolled during program participation in an education or training program leading to a recognized
postsecondary credential or employment.

2. Enrolled in secondary education.

3. Participant received a recognized credential.

4. Participant received training services.

5. Participated in Postsecondary education during program participation.

6. Received a measurable skill gain.

Each worksheet will detail one case, with the corresponding PIRL element values and columns for the
Reported Value, the Audit Outcome, the Document used for validation and any comments. OWO staff will
evaluate each PIRL element value against the participant’s file to see if case file documentation supports it and
mark the reported value as either “Pass”, “Fail”, or “Unable to Validate” by choosing the corresponding value in
the drop-down within the Audit Outcome column. Each PIRL element listed in TEGL 23-19 Change 2
Attachment 1l has a list of the supported documentation acceptable for that element. In addition, Attachment 3,
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lists the documentation that is preferred, acceptable, and allowed as it aligns with TEGL 23-19 Change 2
Attachment 1. Only the documents listed as approved documentation for that PIRL element may be used in
support. Any elements marked “Fail” must be accompanied by a supportive explanation in the Comments
column, detailing why the value failed and what corrective action must be undertaken to correct the issue.

At the conclusion of the validation process, an electronic copy of the workbook will be retained by OWO to
ensure proper records retention. A report outlining the outcome of the validation process will be sent to the
subrecipients no later than the last day of November, February, May and August. Subrecipients will also be
sent their individual workbooks via email or they can access their individual workbooks in JMS once the reports
are completed by following the instructions in the JMS Data Validation Processes.

Monitoring: OWO will also integrate data validation into its annual onsite program reviews. The OWO WIOA
Program Specialist and WIOA Program Administrator will review a random sample of active cases. The items
to be reviewed may vary from year to year based on certain initiatives. At a minimum, cases will be reviewed
for eligibility documentation and proper recording of case management activities. OWO staff will document the
results in the Annual On-Site Program Report. The WIOA programs will receive feedback on the outcomes of
the reviews and that feedback will indicate required findings, if applicable. Any issues found and noted will
need to be corrected by the subrecipient within thirty days of the report. OWO will randomly review cases for
correction.

OWO will also conduct quarterly desk reviews during 2nd or 3rd (depending upon when the annual review is
held) and 4th quarters. OWO will provide official results of the random file reviews in the desk review reports
that are issued. The WIOA programs will receive feedback on the outcomes of the reviews and that feedback
will indicate required findings, if applicable. Any issues found and noted will need to be corrected by the
subrecipient within thirty days of the report. OWO will randomly review cases for correction.

Data Integrity: On a monthly basis, OWO staff will run a file in JIMS to produce a data integrity report that
mirrors the Department of Labor’s quarterly reports. Subrecipient staff will be notified that the file is available.
Subrecipient staff will then run the data integrity report in JMS and review any targets that do not meet the
values set. Subrecipient staff will have until the end of that month to review and update any information.

In addition, the Department of Labor (USDOL) will provide OWO with feedback on its submitted performance
reports to aid in data integrity efforts and support data accuracy. The analysis will include, but is not limited to,
a review of the data submitted, anomalies and outliers, and other potential data quality issues, which may
indicate reporting inaccuracies. OWO and subrecipients will make use of these feedback reports to conduct
guarterly data integrity reviews to identify data errors, missing data, out-of-range variances in values reported,
and other anomalies.

Correcting Missing or Erroneous Data: All data validation related reports, desk reviews, or annual reviews
will provide required corrective actions with a due date of 30 days of the date of the report. Each subrecipient
must take appropriate actions to correct missing or erroneous data found during data validation.

Record Retention: All data validation records and documentation will be maintained in accordance with
Federal records retention requirements, as given in 2 CER 200.334:

Financial records, supporting documents, statistical records, and all other non-Federal entity records
pertinent to a Federal award must be retained for a period of three years from the date of submission of
the final expenditure report or, for Federal awards that are renewed quarterly or annually, from the date
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of the submission of the quarterly or annual financial report, respectively, as reported to the Federal
awarding agency or pass-through entity in the case of a subrecipient. Federal awarding agencies and
pass-through entities must not impose any other record retention requirements upon non-Federal
entities.

This would include:

copies of worksheets on data elements or records reviewed,;

frozen quarterly wage records for wage record matching used for reporting outcomes;
trends in common data accuracy issues and error rates; and

corrective action efforts made after data validation reviews.

pwn e

Training: During the first quarter of each program year, data validation staff will review, and receive training
on the data validation process to ensure uniform application of all policies and procedures. In addition, OWO
will provide annual data validation training for staff.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

1. JMS Data Validation and Data Integrity Process
2: Common Elements
3: Source Documentation List
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WE'LL HELP YOU FIND YOUR FUTURE

JMS Data Validation and Data Integrity Process - WIOA

To create Templates (must have an admin account):

In the JIMS admin system select Reports Administration>Federal Reports Administration>PIRL Reporting
Assistant>PIRL Data Sampling>Data Sample Audit Form Templates>Create New Audit Form. Complete Form
Title. Select Funding Stream. Select required for program. Select the element’s to be completed click add
selected elements. Once all of the elements have been added select save audit form.

To add the data file for analytics (this will pull the files for the data integrity report) and data sampling
(must have an admin account):

In the JMS admin system select Reports Administration>Federal Reports Administration>PIRL Reporting
Assistant>PIRL Files Download. The most recent PIRL files will be listed based on the “Schema Name”. The
PIRL files run every night. Find the program and date you want. Select show file details of the report you
want. Scroll down to Data Administration and select administer dataset and click. Under Usability Group, click
data analytics and data sampling radio button. From data analytics availability drop down choose “share” with
staff users. Click include for data analytics and/or data sampling.

***You must wait for the file to be visible (15 minutes or more)

In the JMS admin system select Reports Administration>Federal Reports Administration>PIRL Reporting
Assistant>PIRL Data Sampling>PIRL Data Sampling Requests>scroll to Request new sample>Reporting year
select>select source file (the one you just did)>radio button for active and Exited Participants> identify the data
element validation sample size> click the box indicating the funding stream> take out the percentage number>
no less than the number required>no more than required number +1>WIB name State of NH>
next>confirm>show details>

You must wait for the file to update. You will see an administer hyperlink when it is ready (15 minutes or
more).

To Run Data Validation in JIMS- ADMIN (must have an admin account):

In the JMS admin system select Reports Administration>Federal Reports Administration>PIRL Reporting
Assistant>PIRL Data Sampling>PIRL Data Sampling Requests>Choose the file you want (match up by the
create date) by clicking administer. To download all of the data validation sheets as an excel document click
on download data element validation workbook. Choose the form you want (youth, adult, DW, etc.), audit
status button should be set at all, so you get the whole workbook. Click prepare forms. Click download file.
This will open an Excel document that shows instructions, summary and each data validation worksheet. If
you save this document and enter the DV information on each sheet you can upload the whole document once
completed.

If you want to complete them one at a time, choose complete Data Element Validation instead of the workbook.
Choose the form you want (youth, adult, DW, etc.), electronic or manual. Click prepare forms. Click validate
record and complete the audit outcome and source document fields that are required for that case. Click Save
once complete.

To Run Data Validation in JMS-Staff

In IMS system select reports>federal reports>WIOA Performance>PIRL Reporting Assistant> Data Sampling.
Choose the file you want (match up by the create date). Click Show Details.

To download all of the data validation sheets as an excel document click on download data element validation
workbook. Choose the form you want (youth, adult, DW, etc.), audit status button should be set at all, so you
get the whole workbook. Click prepare forms. Click download file. This will open an Excel document that
shows instructions, summary and each data validation worksheet. If you save this document and enter the DV
information on each sheet you can upload the whole document once completed.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency



https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency

Attachment 1 July 2025 #2019-P-01

If you want to complete them one at a time, choose complete Data Element Validation instead of the workbook.
Choose the form you want (youth, adult, DW, etc.), electronic or manual. Click prepare forms. Click validate
record and complete the audit outcome and source document fields that are required for that case. Click Save
once complete.

To Run Data Validation Result Report in JMS-Staff

In IMS system select reports>federal reports>WIOA Performance>PIRL Reporting Assistant> Data Sampling
Audit Summary by File. Click on the reporting period you want, the funding stream, and the audit form. Or
simply pick the data sample audit that you need. Hit Display. This will produce a report that can be exported
to PDF. Save a copy of this report in your data validation for folder and send a copy to OWO.

To Run Data Integrity Reports in JMS - Staff

Once the PIRL file has been run and administered by a user with ADMIN privileges (see section: To add the
data file for analytics and data sampling), staff with privileges will be able to run the Data Integrity Measures
report for their individual programs. To access this report in IMS, select reports>federal reports>WIOA
Performance>PIRL Data Analytics>Data Integrity Measures. Select the funding stream you want, the
appropriate reporting period, and the data set configuration provided. Click Display. For any area that target is
not met, click on the percent number listed. This will open a new window and provide a listing of cases.
Export this sheet into excel. Review cases where the NUM value is 0 to make sure that the JMS case is
accurate. If not, make any changes to the participants record with supporting documentation. Return to
manage reports and run the report again if there were more areas where the target wasn’'t met. Complete the
steps as necessary so that all areas that do not meet target have been reviewed.
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Common Elements

Please refer to TEGL 23-19 Change 2 Attachment 2 for Source Documentation Requirements to validate the

following Data Elements:

DATA ELEMENT #

DATA ELEMENT NAME

200 Date of Birth

202 Individual with a Disability

211 American Indian/Alaska Native

214 Native Hawaiian/Other Pacific Islander

301 Eligible Veteran Status

401 UC Eligible Status

402 Long-Term Unemployed at Program Entry (WIOA)

407 Highest School Grade Completed at Program Entry

408 Highest Educational Level Completed at Program Entry

409 School Status at Program Entry

410 Date of Actual Dislocation

411 Most Recent Date of Qualifying Separation

412 Tenure with Employer at Separation

413 Migrant and Seasonal Farmworker Designation as defined at 20 CFR 651.10

600 Temporary Assistance to Needy Families (TANF)

601 Exhausting TANF Within 2 Years(Part A Title IV of the Social Security Act) at Program
Entry

602 Supplemental Security Income(SSI) / Social Security Disability Insurance (SSDI)

603 Supplemental Nutrition Assistance Program (SNAP)

604 Other Public Assistance Recipient

701 Pregnant or Parenting Youth

702 Youth who needs additional assistance

704 Foster Care Youth Status at Program Entry (WIOA)

800 Homeless participant, Homeless Children and Youths, or Runaway Youth at Program
Entry

801 Ex-Offender Status at Program Entry

802 Low Income Status at Program Entry

803 English Language Learner at Program Entry

804 Basic Skills Deficient/Low Levels of Literacy at Program Entry

806 Single Parent at Program Entry

807 Displaced Homemaker at Program Entry

808 Eligible Migrant and Seasonal Farmworker Status(WIOA sec.167)

900 Date of Program Entry

901 Date of Program Exit

902 Date of First Case Management and Employment Service

906 Date of First WIOA Youth Service

907 Recipient of Incumbent Worker Training

908 Rapid Response

915 TAA Petition Number
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923 Other Reasons for Exit

924 TAA Application Date

925 Date of First TAA Benefit or Service

1001 Date of First Basic Career Service (Staff-Assisted)

1002 Most Recent Date Received Basic Career Services (Self-Service/Information - Only)

1003 Most Recent Date Received Basic Career Services (Staff-Assisted)

1004 Date of Most Recent Career Service (WIOA)

1005 Most Recent Date Received Staff-Assisted Services (DVOP specialist)

1006 Date Referred to Department of Veterans Affairs Vocational Rehabilitation and
Employment Program

1007 Date of Most Recent Reportable Individual Contact

1200 Date of First Individualized Career Service

1201 Most Recent Date Received Individualized Career Service

1202 Date Individual Employment Plan Created

1205 Type of Work Experience

1206 Date Received Financial Literacy Services

1211 Transitional Jobs

1300 Received Training (WIOA)

1302 Date Entered Training #1 (WIOA)

1303 Type of Training Service #1 (WIOA)

1306 Occupational Skills Training Code #1

1307 Training Completed #1

1308 Date Completed, or Withdrew from, Training #1

1309 Date Entered Training #2 (WIOA)

1310 Type of Training Service #2 (WIOA)

1311 Occupational Skills Training Code #2

1312 Training Completed #2

1313 Date Completed, or Withdrew from, Training #2

1314 Date Entered Training #3 (WIOA)

1315 Type of Training Service #3 (WIOA)

1316 Occupational Skills Training Code #3

1317 Training Completed #3

1318 Date Completed, or Withdrew from, Training #3

1319 Established Individual Training Account (ITA)

1321 Waiver from Training Requirement

1322 Date of Most Recent Case Management and Reemployment Service

1323 Date Waiver From Training Requirement Issued

1332 Participated in Postsecondary Education During Program Participation (WIOA)

1401 Enrolled in Secondary Education Program (WIOA)

1402 Most Recent Date Received Educational Achievement Services

1403 Most Recent Date Received Alternative Secondary School Services

1405 Most Recent Date Received Work Experience Opportunities

1406 Date Enrolled in Post Exit Education or Training Program Leading to a Recognized
Postsecondary Credential (WIOA)

1407 Most Recent Date Received Education Offered Concurrently with Workforce
Preparation

1408 Most Recent Date Received Leadership Development Opportunities
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1409 Most Recent Date Received Supportive Services

1410 Most Recent Date Received Adult Mentoring Services

1411 Most Recent Date Received Comprehensive Guidance/ Counseling Services

1412 Most Recent Date Received Youth Follow-up Services

1413 Most Recent Date Youth Received Entrepreneurial Skills Training

1414 Most Recent Date Youth Received Services that provide labor market information and
employment information

1415 Most Recent Date Youth Received Postsecondary transition and preparatory activities

1500 Received Needs-Related Payments

1511 Date Received First Basic TRA payment

1526 Date Received First Completion TRA Payment

1534 Date Received First AIRTAA Payment

1535 Received Needs-Related Payments

1600 Employed in 1%t quarter after exit quarter (WIOA)

1601 Type of Employment Match 1% quarter after exit quarter (WIOA)

1602 Employed in 2" quarter after exit quarter (WIOA)

1603 Type of Employment Match 2" quarter after exit quarter (WIOA)

1604 Employed in 3™ quarter after exit quarter (WIOA)

1605 Type of Employment Match 3™ quarter after exit quarter (WIOA)

1606 Employed in 4™ quarter after exit quarter (WIOA)

1607 Type of Employment Match 4"'quarter after exit quarter (WIOA)

1608 Employment related to training (2" quarter after exit) (WIOA)

1610 Occupational Code

1611 Entered non-traditional employment

1612 Occupational code of Employment 2™ quarter after exit quarter

1613 Occupational code of Employment 4" quarter after exit quarter

1614 Industry code of employment 1% quarter after exit quarter

1615 Industry code of employment 2" quarter after exit quarter

1616 Industry code of employment 3™ quarter after exit quarter

1617 Industry code of employment 4" quarter after exit quarter

1618 Retention with the same employer in the 2" quarter and the 4" quarter (WIOA)

1700 Wages 3rd Quarter Prior to Participation Quarter

1701 Wages 2" Quarter Prior to Participation Quarter

1702 Wages 1% Quarter Prior to Participation Quarter

1703 Wages 1% Quarter After Exit Quarter (WIOA)

1704 Wages 2" Quarter After Exit Quarter (WIOA)

1705 Wages 3™ Quarter After Exit Quarter (WIOA)

1706 Wages 4™ Quarter After Exit Quarter (WIOA)

1800 Type of Recognized Credential (WIOA)

1801 Date Attained Recognized Credential (WIOA)

1802 Type of Recognized Credential #2 (WIOA)

1803 Date Attained Recognized Credential #2 (WIOA)

1804 Type of Recognized Credential #3 (WIOA)

1805 Date Attained Recognized Credential #3 (WIOA)

1806 Date of Most Recent Measurable Skill Gains: Educational Functioning Level (EFL)

(WIOA)
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1807 Date of Most Recent Measurable Skill Gains: Postsecondary Transcript/Report Card
(WIOA)

1808 Date of Most Recent Measurable Skill Gains: Secondary Transcript/Report Card
(WIOA)

1809 Date of Most Recent Measurable Skill Gains: Training Milestone (WIOA)

1810 Date of Most Recent Measurable Skill Gains: Skills Progression (WIOA)

1811 Date Enrolled During Program Participation in an Education or Training Program
Leading to a Recognized Postsecondary Credential or Employment (WIOA)

1812 School Status at Exit

1813 Date Completed, During Program Participation, an Education or Training Program
Leading to a Recognized Postsecondary Credential or Employment (WIOA)

1900 Youth 2" Quarter Placement (Title 1) (WIOA)

1901 Youth 4" Quarter Placement (Title I) (WIOA)

1902 Category of Assessment #1

2001 Date of Completion of DWG Services

2002 Employed at Completion of DWG Services

2004 Received Services through a Disaster Recovery Dislocated Worker Grant

2101 Underemployed Worker

2102 Previous Quarter Received Case Management Service

2103 Most Recent Date Received Assessment Services

2104 Previous Quarter Received Assessment Services

2105 Previous Quarter Received Supportive Services

2106 Most Recent Date Received Specialized Participant Services

2107 Previous Quarter Received Specialized Services

2108 Previous Quarter Participated in Work Experience

2109 Primary Type of Training Service for Training Activity #1

2110 Secondary Type of Training Service for Training Activity #1

2111 Tertiary Type of Training Service for Training Activity #1

2112 Primary Type of Training Service for Training Activity #2

2113 Secondary Type of Training Service for Training Activity #2

2114 Tertiary Type of Training Service for Training Activity #2

2115 Primary Type of Training Service for Training Activity #3

2116 Secondary Type of Training Service for Training Activity #3

2117 Tertiary Type of Training Service for Training Activity #3

2118 Date Entered Employment (Discretionary Grants)

2119 Incumbent Workers Retained Current Position

2120 Incumbent Workers Advanced into a New Position with Current or New Employer in
the 15 Quarter after Completion

2121 Incumbent Workers Retained Current Position in the 2nd Quarter after Program
Completion

2122 Incumbent Workers Advanced into a New Position with Current Employer or New
Employer in the 2" Quarter after Training Program Completion

2123 Incumbent Workers Retained Current Position in the 3rd Quarter After Program
Completion

2124 Incumbent Workers Advanced into a New Position with Current or
New Employer in the 3" Quarter after Training Program Completion

2126 Entered Training-Related Employment

2302 Tribal Affiliation
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For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-
opportunity/about-us/transparency



https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency

Attachment 2

July 2025 #2019-P-01

2303 Public Assistance Recipient

2400 In Work Release Program

2413 Incarcerated at Program Entry (WIOA)

2414 Date Released from Incarceration (WIOA)

2415 Date of Anticipated Release From Incarceration

2416 Post-Release Status

2422 Housing Status at Six Months After Program Entry

2423 Housing Status at Enrollment

2424 Alcohol/Drug Abuse Six Months After Enroliment

2433 Re-arrested within 12 months of Release for a New Crime

2434 Re-arrested for a previous crime

2435 Re-incarcerated for a revocation of the parole or probation order for violations of terms
of sentence

2436 Not Re-arrested

2437 Date arrested for new/previous crime

2438 Convicted for new/previous crime

2500 Secondary school enroliment status at arrest

2502 Youth Offender status at enrollment

2505 Date verified Selective Service registration

2509 First date of service

2510 Completed diversion without out-of-home placement

2511 Records expunged

2512 Records sealed

2516 Date of postsecondary education or training placement

2523 Date entered degree or certificate program:

2525 Date arrested for new crime after enrollment

2526 Convicted for new crime committed after enrollment

2527 Type of crime

2528 Reached 12-month point since release from correctional facility or placement on
probation

2529 Convicted for new crime committed within 12 months of release from correctional
facility or placement on probation

2530 Incarcerated for new crime committed after enroliment

2542 Arrested for new crime in follow-up period

2453 Date arrested for new crime in follow-up period

2544 Convicted for new crime committed in follow-up period

2545 Incarcerated for new crime committed in follow-up period

2546 Housing Status at follow-up

2607 Migrant Youth

2608 Offender

2609 Secondary School Dropout

2610 Child of Incarcerated Parent or Legal Guardian

2700 Social Security Number
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WE'LL HELP YOU FIND YOUR FUTURE

Source Documentation List

Data Element Name Source Documentation Programs the data
(at least one of the following) element applies to:
Social Security Preferred ADULT
Number Social Security Card DISLOCATED WORKER
Employment Records/Paystubs with full SSN YOUTH

NOTE: An unsigned | W-2 Form with full SSN
social security card is | School records with full SSN

valid, and a child’s Acceptable

social security card is | Social Security Benefit/Letter with full SSN

valid if signed by a School, state, or federal identification card with full SSN
parent. When the DD-214 with full SSN

child reaches working | Allowed

age (14 or 15), the Self-Attestation (see Self-Attestation Policy #2024-P-10
parent can apply for
another card, which
can then be signed

by the child.

* Applicants are not
required to disclose
their social security
numbers if they so
choose. However, all
other eligibility
information provided
by the applicant must
be verified as
outlined in this
document.

Address Preferred ADULT
Driver’s License/State Issued ID DISLOCATED WORKER
Lease/landlord statement/rent receipt with address on it | YOUTH
School Records or ID with Address
Public Assistance record/food stamp letter with address
on it (must list the participant as a member in the case)
Housing Authority Verification
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Homeless- Primary Nighttime Residence
Acceptable

Insurance Policy (Residence and Auto)

Computer Printout from Government Agency
Postmarked Mail Addressed to Applicant (must show
envelope postmarked)

Utility bill (in participants name) with address on it
Selective Service Card (if registered within 30 days)
Allowed

Self-attestation

Date of Birth

Preferred

Birth Certificate

Driver's License

Federal, State, Local or Tribal Identification Card
Passport

Acceptable

School Records or ID Cards

Hospital Record of Birth

Report of Transfer or Discharge Paper/DD-214
Public Assistance/Social Service Records
Work Permit

Crossmatch with State Agency Records
Justice System Records

Selective Service Registration

Medical records

Allowed

Self-Attestation

Baptismal Record

ADULT
DISLOCATED WORKER
YOUTH

Family Bible
Signed Letter from a parent or guardian
Veteran Preferred ADULT
DD-214 DISLOCATED WORKER

Letter from Veteran’s Administration

NGB-22 documenting Title 10 federal active duty
service

Acceptable

Crossmatch with Department of Defense records
Crossmatch with Veterans Service Database
Allowed

Self-attestation

Selective Service

Preferred

ADULT
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Selective Service Website Print Out/Registration
Card/Acknowledgement Letter

DD-2214

Allowed

Selective Service Advisory Opinion Letter
Selective Service Registration Record (Form 3A)
Acceptable

Stamped post office receipt of registration
Self-attestation

DISLOCATED WORKER
YOUTH

Citizenship

Preferred

US Passport or Passport Card

Valid Driver’s License

Social Security Account Number

Original Certificate of Birth from any State, county or
Municipal Authority or Territory of the US
Permanent Resident Card

Native American Tribal Documentation
Allowed

School Record or ID with Photograph
Voter Registration Card

Selective Service Registration Card
Clinic Doctor or Hospital Record

US Citizen ID card, (form | 197)
Acceptable

Self-Attestation

ADULT
DISLOCATED WORKER
YOUTH

Disability

Preferred

School IEP Record

504 Records

Allowed

Assessment Test Results

Acceptable

Self-attestation (See Documentation of Disability for
Eligibility Policy (#2020-P-13)

ADULT
DISLOCATED WORKER
YOUTH

Family Size

Preferred

Birth Certificate(s)

Social Security Card(s)
Public Assistance Record(s)
Allowed

Proof of Disability Payment
Court/Divorce Decree
Marriage Certificate

ADULT
DISLOCATED WORKER
YOUTH
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Lease/Landlord Statement
Most Recent Tax Record(s)

Acceptable
Self-Attestation
Low Income Status | Preferred ADULT
Pay Stubs DISLOCATED WORKER

Compensation Award Letter

Court Award Letter

Pension Statement

Social Security Benefits

Copy of Public Assistance Check/ Copy of
Authorization to Receive Cash/Public Assistance/Public
Assistance Eligibility Verification/cross match with
Public Assistance Records/

Ul Claim Documents/Cross match with Ul Wage
Records

Cross match with Refugee Assistance Records
Quarterly estimated tax for self-employed persons
Allowed

Award letter from Veteran’s Administration

Bank Statements

Family or Business Financial Records

Housing Authority Verification

Quarterly Estimated Tax for Self-Employed Persons
Employer Statement/Contact

Acceptable

Self-attestation

YOUTH

School status at
youth program
eligibility

Preferred

Applicable Records from Education Institution (GED
certificate, diploma, attendance record, transcripts, drop
out letter, or school documentation)

Allowed

Signed Intake Application or Enrollment Form
Electronic Records

Case Notes

Acceptable

Self-attestation

YOUTH

School Status at
Program Entry

Preferred

Applicable Records from Education Institution (GED
certificate, diploma, attendance record, transcripts, drop
out letter, or school documentation)

ADULT
DISLOCATED WORKER
YOUTH
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Allowed

Signed Intake Application or Enrollment Form
Electronic Records

Case Notes

Acceptable

Self-attestation

Highest School
Grade Completed at
Program Entry

Preferred

Applicable Records from Education Institution (GED
certificate, diploma, attendance record, transcripts, drop
out letter, or school documentation)

Allowed

Signed Intake Application or Enrollment Form
Electronic Records

Case Notes

Acceptable

Self-attestation

ADULT
DISLOCATED WORKER
YOUTH

School Dropout

Preferred

Applicable Records from Education Institution (GED
certificate, diploma, attendance record, transcripts, drop
out letter, or school documentation)

Allowed

Signed Intake Application or Enrollment Form
Acceptable

Self-attestation

ADULT
DISLOCATED WORKER
YOUTH

Public Assistance
(TANF)

Preferred

TANF Eligibility Verification (DHHS verification/NH
Easy printout)

Allowed

TANF Period of benefit receipt verification
Referral transmittal from TANF

Crossmatch with TANF Public Records
Acceptable

ADULT
DISLOCATED WORKER
YOUTH

Exhausting TANF
within Two Years at
Program Entry

Preferred

TANF Eligibility Verification (DHHS verification/NH
Easy printout)

Allowed

TANF Period of benefit receipt verification
Referral transmittal from TANF

Crossmatch with TANF Public Records
Acceptable

ADULT
DISLOCATED WORKER
YOUTH
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Food Stamps
(SNAP)

Preferred

SNAP eligibility verification (DHHS Verification/NH
Easy printout)

Allowed

Documentation of SNAP Benefit Receipt

Referral Transmittal from SNAP

Crossmatch

Acceptable

ADULT
DISLOCATED WORKER
YOUTH

SSI or SSDI

Preferred

SSI/SSDI Receipt of Benefits Verification
SSI/SSDI Eligibility Verification

Allowed

Referral Transmittal from SSA
Crossmatch with SSA Database
Acceptable

ADULT
DISLOCATED WORKER
YOUTH

Free/Reduced
Lunch

Preferred

Documentation from school
Allowed

SNAP Approval Letter
Acceptable
Self-attestation

YOUTH

English Language

Preferred

ADULT

Learner Assessment Test Results DISLOCATED WORKER
Applicable Records from Education Institution YOUTH
(transcripts, or other school documentation)
Allowed
Signed Intake Application or Enrollment Form
Signed Individual Service Strategy/Individual
Employment Plan
Case Notes
Acceptable
Self-attestation
Basic Skills Preferred ADULT
Deficient Assessment Test Results DISLOCATED WORKER
Allowed YOUTH
Applicable Records from Education Institution
(transcripts, or other school documentation)
Acceptable
Homeless Preferred ADULT
Participant, A letter from caseworker or support provider DISLOCATED WORKER
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Homeless Children | Written Statement or Referral Transmittal from a YOUTH
and Youth, Shelter or Social Service Agency
Runaway Youth Allowed

Needs Assessment
Case Notes
Signed Intake Application or Enrollment Form
Individual Service Strategy/Individual Employment Plan
Acceptable
Self-attestation

Foster Care (former | Preferred ADULT

or current)

Written Confirmation from Social Services Agency
Foster Care Agency Referral Transmittal

Allowed

Signed Intake Application or Enrollment Form
Needs Assessment

Signed Individual Service Strategy/Individual
Employment Plan

Case Notes

Acceptable

Self-Attestation

DISLOCATED WORKER
YOUTH

Out-of-home
Placement

Preferred

Paperwork from DCYF or court showing out of home
placement

Allowed

Acceptable

Self-attestation

YOUTH

Youth Offender
status at enrollment

Preferred

Documentation from the Juvenile Justice System
Written Statement or Referral Document from a Court
or Probation Officer

Referral Transmittal from a Reintegration Agency
Allowed

Signed Intake Application or Enrollment Form
Case notes

Needs Assessment

Signed Individual Service Strategy/Individual
Employment Plan

Federal Bonding Program Application
Acceptable

Self-attestation

YOUTH
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Ex-offender Preferred ADULT
Documentation from the Documentation from the DISLOCATED WORKER
Juvenile or Adult Criminal Justice System YOUTH

Written Statement or Referral Document from a Court
or Probation Officer

Referral Transmittal from a Reintegration Agency
Federal Bonding Program Application

Allowed

Signed Intake Application or Enrollment Form

Case notes

Needs Assessment

Signed Individual Service Strategy/Signed Individual
Employment Plan

Acceptable
Self-Attestation
Pregnant/Parenting | Preferred YOUTH
Youth WIC Eligibility Verification

TANF Single Parent Eligibility Verification
Ultrasound/Medical Record (must be marked as
medical in IMS)

Allowed

Signed Intake Application or Enrollment Form
Signed Individual Service Strategy

Case notes

Needs Assessment

Acceptable

Self-Attestation

Single Parent Preferred ADULT

TANF Single Parent Eligibility Verification DISLOCATED WORKER
Allowed YOUTH

Signed Intake Application or Enrollment Form
Signed Individual Service Strategy/Individual
Employment Plan

Case notes

Needs assessment

Acceptable

Self-Attestation

Family Size Preferred ADULT

Housing Services Contract DISLOCATED WORKER
Public Assistance Records with family members listed YOUTH

Allowed
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Signed Intake Application or Enrollment Form
Case Notes

Acceptable

Self-Attestation

Family Income

Preferred

Paycheck stubs

Bank Statement (Direct Deposit)

Allowed

Public Assistance Records

Social Security Benefits

Unemployment Insurance Documents

Award Letter from Veterans Administration
Pension Statements

Signed Intake Application or Enrollment Form

ADULT
DISLOCATED WORKER
YOUTH

Acceptable
Self-Attestation
Youth in need of Preferred YOUTH
additional Allowed
assistance Signed Intake Application or Enrollment Form
See policy for Case Notes
definition Needs Assessment
Individual Service Strategy
Acceptable
Self-Attestation
UC Eligible Status | Preferred ADULT
Crossmatch with State Ul Database DISLOCATED WORKER
Allowed

Crossmatch with State MIS Database
Referral transmittal from RESEA

Acceptable
Long-term Preferred ADULT
Unemployed at Crossmatch with Ul Database DISLOCATED WORKER
Program Entry Allowed

Public Assistance Records

Refuge Assistance Records

Crossmatch with Public Assistance Database
Acceptable

Self-Attestation

Date of Actual
Dislocation

Preferred
Notice of layoff

DISLOCATED WORKER
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Verification from Employer

Rapid Response list

Allowed

Public announcement with Follow-up crossmatch with
Ul database

Acceptable

Self-attestation

Displaced
Homemaker at
Program Entry

Preferred

Copy of Spouse's Layoff Notice

Copy of Spouse's Death Record

Copy of Spouse's Permanent Change of Station (PCS)
Orders (for a military move or assignment)

Copy of Divorce Records

Copy of Applicable Court Records

Copy of Bank Records (showing financial dependence
on spouse, no separate individual income support, or
no employment income earned)

Allowed

Needs Assessment

Individual Employment Plan

Intake Application or Enroliment Form

Crossmatch with Public Assistance Records
Acceptable

Self-attestation

ADULT
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DEFICIENT IN BASIC SKILLS CRITERION
POLICY

Policy #: 2020-P-23 Previous #: 2020-P-023

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

The purpose of this policy is to define “Deficient in Basic Literacy Skills Criterion” for all Title | funded WIOA
programs.

POLICY:

New Hampshire will use the definition for all WIOA Title | funded programs as outlined in the Act. The term
"basic skills deficient" means, with respect to an individual, that the individual has English reading, writing, or
computing skills at or below the 8th grade level on a generally accepted standardized test or a comparable
score on a criterion-referenced test. Eighth grade level is defined as less than or equal to 8.9 grade level.

PROCEDURE(S):

As part of the initial assessment (or done at the time that eligibility documentation is collected), WIOA Career
Specialists (WCS) shall administer a reading and math assessment to individuals to determine if they are basic
skills deficient. If a participant’s assessment indicates results of 8.9 grade level or below, the participant will be
considered to have low literacy skills. The WIOA Career Specialists (WCS) must report the participant as
basic skills deficient/low literacy in the case management system.

In addition, if the participant is an individual with Limited English proficiency, the WIOA Career Specialist
(WCS) can utilize the WIOA Limited English Proficiency Basic Skills Deficient Certification form. The WCS will
certify that, after meeting with the individual, the participant is of limited English proficiency and is unable to
read, speak, write, or understand English at or below an 8.9 grade level.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENT: WIOA Limited English Proficiency Basic Skills Deficient Certification
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WE'LL HELP YOU FIND YOUR FUTURE

WIOA Limited English Proficiency
Basic Skills Deficient Certification

Participant Name:

The above individual does not speak English as their primary language and has a limited ability to
read, speak, write, or understand English. The individual’s primary language is:

In my role as a WIOA Career Specialist, | have met with the above individual and certify that the
individual has limited English proficiency. To avoid unnecessary assessments, | certify that the
individual is unable to read, speak, write, or understanding English at or below an 8.9 grade level and
is considered basic skills deficient for the purposes of WIOA.

Signature of WIOA Career Specialist Date
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DETERMINING LOW LITERACY POLICY

Policy #: 2020-P-07 Previous #: 2020-P-007

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

Low Literacy Skills is considered a Priority of Service for participation in WIOA funded programs. Section 20
CFR Part 681.290 of the Federal Register defines low literacy skills as one who solves problems, reads, writes,
or speaks at or below the 8th grade level or is unable to compute or solve problems, read, write, or speak at a
level necessary to function on the job, in the individual’s family or in society.

It is recommended that Standardized tests including be utilized in determining low literacy skills.
POLICY:

Programs that receive WIOA funding will utilize CASAS Goals Reading and Math tests to determine low
literacy skills.

PROCEDURE(S):

The CASAS Goals Math and Reading assessments will be administered by staff at the time of the application.
Test results will be entered and saved in the participant file in the Job Match System (JMS) case management
system.

In School Youth participants: Title | funded subrecipients who are serving in school youth participants will
utilize the Locator CASAS Math and Reading Goals etests. Based on the locator, the system will automatically
choose the appropriate version of the test to be administered.

Adult, Dislocated Worker and Out of School Youth participants: Title | funded subrecipients who are
serving adult, dislocated workers and/or out of school youth will utilize the CASAS Math and Reading Goals -
Appraisal paper and pencil tests.

If a participant’s assessment indicates results of 8.9 grade level or below, the participant will be considered to
have low literacy skills. The WIOA Career Specialists (WCS) must report the participant as basic skills
deficient/low literacy. The WCS must check the “yes” radio button for basic skills deficient/low levels of literacy
on the barriers tab in the NH Job Match System (JMS) WIOA Application. Additionally, as part of the
application process, the scores should be added to the application by clicking the hyperlink entitled add/view
basic skills score. The assessment results will also need to be linked and uploaded to the participants JIMS
case file. The assessment results are considered documentation for data validation purposes.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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DOCUMENTATION OF DISABILITY FOR
ELGIBILITY POLICY

Policy #: 2020-P-13 Previous #: 2020-P-013

Source: 7/1/2021, 8/28/23, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for the documentation of a
disability for eligibility in a WIOA Title | funded programs when disability is an eligibility criteria.

POLICY:

Under WIOA, "individual with a disability" means an individual with any disability as defined in Section 3 of the
Americans with Disabilities Act (ADA) as follows:

1. A physical or mental impairment that substantially limits one or more of the major life activities of
such individual.

2. Arecord of such impairment.

3. Being regarded as having such an impairment.

Documentation provided for eligibility purposes must clearly state that the disability substantially limits one or
more maijor life activities of the individual. According to the ADA Amendments Act of 2008, the definition of
“major life activities” also encompasses “major bodily functions”.

Major life activities may include, caring for oneself, performing manual tasks, seeing, hearing, eating,
sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, thinking,
communicating, and working.

Major bodily functions may include, functions of the immune system, normal cell growth, digestive, bowel,
bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive functions.

An Individual Education Plan (IEP) is an acceptable form of documentation of a disability, and because the
disability was diagnosed, documented and addressed at some point during the person’s secondary school
education, an IEP can be used as documentation of a disability for the purposes of eligibility for WIOA Youth
services, regardless of the date that the IEP was created.

Additionally, TEGL 23-19 Change 2, issued by US DOL on May 12, 2023, allows for a self-attestation as an
acceptable form of documentation.

PROCEDURE(S):

Applicants to any of the WIOA Title | programs will be allowed to complete the Disability Self Attestation for
WIOA Eligibility as documentation of a disability. WIOA Title | staff will provide this form to every applicant for
services at the time of application. If the individual completes the form indicating that they have (or have had)
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a disability, the WIOA Career Specialist (WCS) will indicate this on the application in the Job Match System
(JMS) and upload the documentation into the participants case file.

In addition, applicants to the WIOA Youth programs (in school and out of school) are also able to submit a
copy of an Individual Education Plan (IEP) or a 504 Plan as documentation of a disability. If the individual
provides documentation of an IEP or 504 Plan, the WIOA Career Specialist (WCS) will indicate that the
individual is considered to have a disability as well as which type of disability in the application on the Job
Match System (JMS) and upload the documentation into the participants case file.

The information contained on this form should be used to determine disability status as it relates to eligibility,
shall not be used against the individual, and must be kept confidential. During the objective assessment
process, the WCS can review the documentation to identify any barriers or needs of the individual participant.
At no point should an individual who has self-disclosed a disability be forced to accept an accommodation or
services specific to the disability. (see Accommaodations for Individuals with Disabilities Policy# 1998-P-01)

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENT: Disability Self Attestation for WIOA Eligibility
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Attachment 1 July 2025 #2020-P-13

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Disability Self Attestation for WIOA

In order to establish eligibility for employment and training services under the Workforce Innovation and
Opportunity Act (WIOA), verification of my disability is necessary.

Why are you being asked to complete this form?

Because we are a program that is regulated by the U.S. Department of Labor, we must reach out to, enroll,
and provide equal opportunity to qualified people with disabilities. Having a disability is one of the eligibility
criteria for enroliment into the WIOA Title | Adult and Youth Programs. If you are applying for the WIOA Title |
Adult or Youth Program activities and services, any answer you give will be kept private and will not be used
against you in any way.

How do | know if | have a disability?

You are considered to have a disability if you have a physical or mental impairment or medical condition that
substantially limits one or more major life activities or major bodily functions, or if you have a history or record
of such an impairment or medical condition.

Major life activities may include: caring for oneself, performing manual tasks, seeing, hearing, eating,
sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, thinking,
communicating, and working.

Major bodily functions may include: functions of the immune system, normal cell growth, digestive, bowel,
bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive functions.

O YES, | HAVE A DISABILITY (or previously had a disability)

[ Physical/Chronic Health Conditions 0 Physical/Mobility Impairment
0 Mental/Psychiatric disability 0 Vision-related disability

O Hearing-related disability O Learning disability

O Cognitive/Intellectual disability O Prefer not to disclose

| certify, under penalty of perjury, that | have or have had a disability that substantially limits a major life activity.
I understand that by signing this form, | attest that the information is true and accurate. If it is found that the
information has been misrepresented or incomplete, it may be grounds for immediate termination and/or
penalties as specified by law.

Print Name

Signhature Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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DOCUMENTATION OF LOW
INCOME/PUBLIC ASSISTANCE POLICY

Policy #: 2020-P-14 Previous #: 2020-P-014

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for the documentation of low
income for eligibility in the WIOA Title | funded programs.

POLICY:

It is the policy of the OWO that if an applicant for one of the Title | programs is being certified eligible as low
income, WIOA Career Specialists (WCS) must provide document of the low income. This includes the
household size as well as the amount each member of the household has earned in income in the 26 weeks
prior to the eligibility date.

PROCEDURE(S):

If an applicant is being certified eligible under one of the barriers that require the applicant to meet the federal
low-income guidelines, and the applicant has earned income in the 26 weeks prior to the Eligibility Date, that
income must be documented in the Household and Income Screen in the Job Match System (JMS). The
individual must provide documentation of the income (pay stubs, etc.) being entered as well as documentation
of the household size. Although a self-attestation can be provided for household size, it is not acceptable
documentation for low income unless the individual has had no income for the last 26 weeks. If this is the
case, the individual must explain how they have been able to support themselves without income for the last
26 weeks. This explanation must be included in the self-attestation form.

If the applicant (or the applicant is part of a family that) also received public assistance, including (but not
limited to) Food Stamps/SNAP, TANF, SSI, SSDI, Free or Reduced Lunch, during that time frame, the
estimated income is entered into the Income screen. Because eligibility for public assistance is income based,
low-income status has already been determined. Therefore, all applicable income will be estimated as part of
the application process for WIOA services. Documentation of the public assistance dated within the 26-week
timeframe (from the Eligibility Date) is required. Documentation of the applicable income is not required.

To assist WCS’s on the calculation of household income, an income worksheet has been developed. This can
be used to document and calculate estimated household income. It cannot be used to document income if low
income is being used for program eligibility.

ACTION:
All staff must be knowledgeable of the contents of this directive.
ATTACHMENT: Income Computation Worksheet
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Attachment 1

Participant Name:

Total Family Size:

July 2025

WIOA Income Computation Sheet

Current WIOA Income Guideline for 6 Months:

State |D#:

#2020-P-14

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

6-month Eligibility Determination Period From: To:
o | &
- Qo .
Name_ of Relationship | rge | Source(s) of Income Last | Frequency Computation Method § § Annualized
Family to Applicant 6 months (show your math) 213 Gross Income 26| Income (26 weeks
Members - (Company Name) £ |3 weeks X 2)

TOTAL FAMILY INCOME

All gross income received in the family during the 6-month Eligibility Determination period must be documented.

WIOA Career Specialist:

Date:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program. Auxiliary aids and services are available upon

request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
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DUAL ENROLLEMNT POLICY IN WIOA
TITLE I AND TITLE Il PROGRAMS
POLICY

Policy #: 2015-P-01 Previous 2015-1
Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for dual enrollment of
WIOA Title | and Title 11l funded participants.

POLICY:

This Policy and procedure for dual enroliment of WIOA Title | and Title Il funded participants is to ensure
coordination of services for participant(s) enrolled in and receiving services from Wagner Peyser, Adult,
Dislocated Worker and/or Youth funding streams. Documentation of said services must be coordinated by the
funding stream personnel and actions reflected within the Job Match System (JMS) case management system.
Furthermore, attainment of all co-enroliment performance measures for dually or concurrently served participants
will be the responsibility of all parties serving the individual.

PROCEDURE(S):

A participant may be dually enrolled in the WIOA Title | and Title 11l funded program based on appropriately
meeting the eligibility criteria. The referring agency must ensure that all the participant’'s completed
assessments are included in the JMS system. The receiving agency will honor the assessment results and
ensure the use of all assessments to assist in the achievement of the eligible participant’s identified
employment and training goals. Assessments will not be repeated unless specific assessment data is not
available from the referring party. Services will be provided in accordance with each programs existing policies,
documented in JMS and subject to data validation of each partnering agency. Both programs will be
responsible for the attainment of all WIOA performance measures.

When working with a dually enrolled participant, each of the partnering agencies must maintain monthly
communication. Pertinent services and case notes from either agency will be shared, discussed, and
documented in respective funding streams within the JMS system. The agencies will decide which program
will be the main case management organization and who will be the secondary case management
organization. This decision should be based on the individual participant.

It is crucial that there is an agreed upon exit date that will be used by all programs. This date must reflect the
completion of all services provided to the participant on the final date of service delivery. In all cases, the
participant will be exited based on the federal soft exit policy. The JMS Case Management System will
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automatically exit an active participant as a Soft Exit if no meaningful service has been entered into the system
for 90 consecutive days.

Follow-up services will be provided by the main case management organization agency and follow up services
may vary according to the funding source.

Joint training between partners will occur, as needed, to ensure understanding of the Dual-Enroliment Policy
and Procedures.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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ELIGIBILE TRAINING PROVIDER POLICY
AND PROCEDURES

Policy #: 2024-P-01
Source: 7/1/2020, July 1, 2024, eff. July 9, 2025
PURPOSE:

This policy and procedures govern the operation of the statewide Eligible Training Provider List (ETPL) in New
Hampshire. They address the activities of the Governor, State Workforce Innovation Board (SWIB) and their
NH Works locations, and those training providers who wish to offer services to individuals whose training is
funded by the Workforce Innovation and Opportunity Act (WIOA). This directive establishes the minimum
performance standards for initial and subsequent eligibility for training providers who list training programs on
the ETPL. New Hampshire is a single state entity, with the State serving as the state and local board, with a
single ETPL system.

POLICY:

WIOA Section 122 requires states to establish criteria, information requirements, and procedures regarding the
eligibility of providers of training services to receive funds provided under WIOA section 133(b) for the
provision of training services in the State.

Role of the Office of Workforce Opportunity

The Office of Workforce Opportunity (OWO) is the entity responsible for publishing and maintaining the
comprehensive New Hampshire ETPL with performance and cost information. In alignment with WIOA,
publishing the ETPL promotes customer choice and enables job seekers to compare offerings on the ETPL
and select, with the assistance of WIOA Career Specialists (WCS), the most appropriate training program.

In addition, as the designated State agency for WIOA administration, OWO must establish criteria and
procedures for initial determination and renewals of eligibility for training providers and training programs to
receive funds under WIOA Title I. As such, OWO is responsible for the following:

e Establish eligibility procedures and criteria

e Establish a mechanism for adding Registered Apprenticeship programs to the list and verifying

registered status at least every two years

e Consult with the State Workforce Innovation Board when establishing these procedures
Determine whether the provider submitted accurate information, and take enforcement actions as
needed
Notify training providers of the denial of programs
Disseminate information concerning the ETPL and maintain the State ETPL
Evaluate the performance data of all training providers during the subsequent eligibility review
Monitor training providers for compliance and performance
Determine if State-established minimum performance levels for eligibility are met
Remove programs and/or providers that do not meet State-established program criteria, performance
levels for eligibility, and/or are out of compliance with the provisions of WIOA law
e Develop and implement a complaint and appeals procedure.

Registered Apprenticeships
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Unlike other training programs that must apply for eligible training provider status and placement on the
statewide ETPL, National Program Registered Apprenticeship programs (RAPs) and other RAPs are
automatically eligible for placement if they “opt in” for such placement, consistent with the WIOA regulations
and federal policy. There are other distinctions and exceptions that apply uniquely to RAPSs.

Pursuant to Section 122(a)(3) of WIOA, apprenticeship programs registered with the U.S. Department of Labor
(US DOL), Apprenticeship and Training Division are automatically eligible to be included on the ETPL. US
DOL and the State of New Hampshire are committed to developing apprenticeship opportunities for the
citizens of New Hampshire. RAPs are a proven model of apprenticeship that has been validated by the US
DOL or a State Apprenticeship Agency. RAPs enable and energize more employers to participate and provides
them access to larger talent pools that have been trained for entry-level to management positions, thereby
meeting industry demands and reducing unemployment rates across the country.

This rigorous vetting process on the national level allows the RAPs to bypass the initial or continued eligibility
applications under these procedures and can automatically be added to the ETPL with their consent. To notify
RAPs of their ability to join the ETPL, OWO will receive contact information from the US Department of Labor’s
Office of Apprenticeship in NH. At the end of each quarter, the apprenticeship office will email OWO staff a list
of all new RAP’s approved that quarter. OWO staff will email all new registered apprenticeship sponsors within
30 days of receiving the list. An informational letter about the ETPL, the benefits of being include on the list, as
well as the instructions and information required to register the apprenticeship program will be attached to the
email.

RAPs that request to be on the ETPL are required to provide the following information to OWO.
e Occupations included within the registered apprenticeship program
¢ The name and address of the registered apprenticeship program sponsor
e The name and address of the Related Technical Instruction provider, and the location of instruction if
different from the program sponsor’s address
e The method and length of instruction
e The number of active apprentices

Once an apprenticeship program is registered on the ETPL, the program will remain on the ETPL until the
program is no longer registered with the US Department of Labor’s Office of Apprenticeship or until the
provider notifies OWO, in writing, of their intention to be removed from the list. In addition, OWO, in coordination
with the Office of Apprenticeship, will verify the status of RAPs at least every two years to ensure that they
remain registered by US DOL. OWO will remove any apprenticeship program from the ETPL that is no longer
registered with US DOL.

As stated above, RAP sponsors interested in being on the ETPL will not be subject to the same application and
performance information requirements as other providers. RAPs are however required to comply with all laws
and rules regarding apprenticeship programs including but not limited to CFR29, Part 29 and Part 30 and
applicable labor laws in the State of New Hampshire.

All RAP occupations for which registered apprenticeship programs are accepting applications or actively
conducting apprenticeship training are considered an in-demand occupation for the purposes of ETPL
eligibility.

Unlike RAPs, pre-apprenticeship programs do not have automatic eligibility for the ETPL. Pre-apprenticeship
programs are subject to the same eligibility process and performance requirements as other eligible training
providers.

Eligible Training Providers and Programs of Study:

The WIOA statute and the Final Rule distinguish between eligible training providers (ETPs) and programs of
study, as one ETP may provide multiple programs of study for a variety of occupations. Determining ETP
eligibility is therefore a two-tier approach.
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First, the training provider must be an eligible entity to provide training, as listed in the Training Provider
Criteria section later in this policy. Second, the training program(s) offered by an approved training provider
must meet eligibility and performance criteria also delineated later in this policy. For a training provider to
receive WIOA Title | funds for adults, dislocated workers, and out-of-school youth aged 18-24, the programs of
study must be listed on the ETPL.

Eligible Training Providers
The following types of training providers are eligible to receive WIOA Title | funds to provide training services to
eligible adult, dislocated workers, and out-of-school youth through Individual Training Accounts (ITA).

1. Institutions of higher education that provide a program of training that leads to a recognized
postsecondary credential

2. Apprenticeship programs, including Registered Apprenticeship Programs (RAP), National
Program RAPs, and Industry Recognized Apprenticeship Programs (IRAPs) (see the registered
apprenticeship section of this policy for additional information)

3. Public or private training providers, including joint labor-management organizations, and
occupational/technical training

4. Providers of adult education and literacy activities provided in combination with occupational skills
training

Training Provider Criteria

¢ All new and current ETPL providers will be required to register in the Job Match System (JMS) and
submit their request for approval to have programs listed on the ETPL.

¢ Provide the required data elements in JMS as directed. This includes but is not limited to items such as
reasonable accommodations, business partnerships, credential offerings, and debarment status.

e Training providers must agree to securely collect and report required information
for all programs listed on the ETPL. This includes collecting Social Security Numbers (SSNs) for all
students (WIOA and non-WIOA students) in the programs listed on the ETPL

e Training providers must be in good standing with the Secretary of State in NH.

e Training providers must be licensed or accredited by the State of NH or a similar entity.

e Training providers must provide a current refund policy specifying when refunds for tuition and other
costs associated with the training program will be allowed. Refund policies must be written and
published so that students are aware of how to request a refund.

e Training providers must have a current grievance policy which provides for due process for
students to file complaints with an organization against faculty, staff, or other institution
employees. Grievance policies must be written and published so that students are aware of how to file
a complaint.

e Training providers must assure their ability to provide training programs that are architecturally and
programmatically accessible for individuals who are employed and individuals with barriers to
employment, including individuals with disabilities.

e Every training provider that applies to be listed on the ETPL must sign a WIOA Training Provider
Assurances acknowledging adherence to WIOA requirements before receiving final approval to be
added to the ETPL. The WIOA TPA form indicates the training provider will comply with
nondiscrimination and equal opportunity provisions of all applicable federal and state laws. If a training
provider does not assure compliance with all applicable federal and state laws, they will not be able to
complete the application for inclusion on the ETPL.

e Training providers must comply with nondiscrimination and equal opportunity provisions of all federal
and state applicable laws including, but not limited to:

= Section 188 of the Workforce Innovation and Opportunity Act
= Title VI of the Civil Rights Act of 1964
= Age Discrimination Claims Assistance Act of 1988
= Sections 504 and 508 of the Rehabilitation Act of 1973
= The Age Discrimination Act of 1975
181
BACK to TOC



= Title IX of the Education Amendments of 1972

Out of State Providers

New Hampshire has reciprocal agreements with Massachusetts, Vermont, and Maine that allow training
providers who are listed on the ETPL in those states, to be added to NH’s ETPL. This allows WIOA
participants in New Hampshire to use ITAs to enroll in a program of training identified on those states’ ETPL.
The training provider must be active and in good standing in the state of the provider’s physical address,
complete the necessary documentation for inclusion on NH’s ETPL, and comply with the rules and policies
contained in this directive. Only programs listed on the other state’s ETPL will be eligible for inclusion. Final
approval for using a New Hampshire funded ITA at a Massachusetts, Vermont, or Maine training provider rests
with New Hampshire WIOA service providers.

Other out-of-state training providers that are not operating within New Hampshire and with which New
Hampshire does not have a reciprocal agreement must apply to be on New Hampshire’s ETPL. In general,
training providers should have a permanent location in NH to be included on the ETPL. NH will consider a
program as ETP eligible if it is on the ETPL in the state in which it is located. Out-of-state providers (aside
from those in NH'’s bordering states) must meet the following criteria for consideration of inclusion on NH’s
ETPL:

* Meet the eligibility requirements established in this policy

e Meet the licensing requirements of its home state

¢ Be active and in good standing on its home state’s ETPL

Distance Learning
Training programs in which the majority of training is delivered via distance or online learning must meet all of
the eligibility requirements listed in this policy as well as the following additional requirements:

e Providers must have a mechanism for student interaction with an instructor or instructors

* Providers must have a process in place that ensures periodic assessment of each student.

¢ The providers’ policy must describe the responsibilities of each party (training provider, participant) to

the distance or online learning experience
¢ Providers must have procedures in place for tracking students’ participation in the training program

Eligible Training Programs

As stated previously, both training providers and their individual programs must meet eligibility criteria. A
program of training is defined as one or more courses or classes, or a structured regimen that directly leads to
employment in an in-demand occupation. The training must lead to the following:

e An industry-recognized certificate or certification, a certificate of completion of a registered
apprenticeship, a license recognized by the State involved or the Federal government, an
associate or baccalaureate degree

e Employment
or

e Measurable skill gains toward a credential described in the first bullet of this section or
employment.

Note: The US DOL Employment and Training Administration (ETA) defines a measurable skill gain as
one of the following types of gains:

o Educational Functioning Level (EFL) gain

o Attainment of Secondary School Diploma

o Secondary Transcript/Report Card

o Training Milestone

o Skills Progression
Training programs may be delivered in person, online (virtual), or through a blended approach.
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However, the training provider must provide physical facilities and/or tools and equipment to provide a high-
guality experience in meeting instructional and skills assessment needs.

OWO, and it’s subrecipients, may choose not to approve or fund specific training programs based on, but
not limited to, the following reasons:

Lack of high occupational demand

High tuition costs compared to similar programs

Doesn’t lead to a self-sufficient wage

Doesn’t lead to a WIOA — defined “recognized post-secondary credential”

Training Program Criteria

The training program leads to an in-demand occupation that is listed on the NH High Demand
Occupation List. The list can be found within JMS, is updated at least every two years, and is approved
by the State Workforce Innovation Board. (also see high demand occupation exception)

The training program provides a high-quality experience, including a recognized postsecondary
credential or demonstrated measurable skills gain toward such a credential or employment.

Note: WIOA participants will be encouraged to select high quality training that leads to an
industry-recognized postsecondary credential.

A high-quality training experience is identified by:
o Physical or virtual facilities with the appropriate tools or equipment to meet
instructional and skills assessment needs
Reportable skills gain measured by assessments
Industry endorsement
Regional or national accreditation, if applicable
Not having a high dropout rate and/or high student loan default rate and/or poor
job placement rate
The training program is published in the provider’s catalog of courses/programs and is available
to all students (WIOA and Non-WIOA)
The training program meets or exceeds a factor related to established WIOA performance outcomes:
Employment in the 2nd quarter after exit
Employment in the 4th quarter after exit
Median earnings in the 2nd quarter after exit
Credential attainment

0] O O O O

O O O O

Note: If the eligible training provider has not previously collected program data on the WIOA
performance measures listed above, the state has identified alternative criteria that may be
used to satisfy the initial performance requirement. Any of the following may be used:

o The training provider’'s general student retention, placement, or completion rates

o The number of students who obtained employment

o The number of students who obtained a credential or degree

o A narrative that describes and quantifies how the training program improves students’

employability and/or earning potential

Occupational Skills Training

Occupational skills training is an organized program of study that provides specific vocational skills that lead to
proficiency in performing actual tasks and technical functions required by certain occupational fields at entry,
intermediate, or advanced levels. Such training must:

Be outcome oriented and focused on an occupational goal specified in an ISS or IEP
Be of sufficient duration to impart the skills needed to meet the occupational goal
Lead to the attainment of a recognized postsecondary credential per WIOA

Meet the quality standards in WIOA Section 123
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Individual Training Accounts

Except in specific circumstances, occupational skills training is provided for WIOA Title | Adults, Dislocated
Workers, and Out-of-School Youth through an individual training account (ITA) that is used to purchase training
from an ETP. ETPs must be approved by the State before they may receive funding through ITAs. Only ITAs
require the use of an eligible training provider. Other training services required by contracts are not required to
be certified as an ETP.

Note: The Eligible Training Provider List only provides occupational skills training services. Basic skills training,
“soft” skills training, or other workforce preparation activities do not train individuals for a particular occupation.
Additionally, the following are not considered occupational skills training:
¢ Intensive review courses as instruction for test preparation
* Continuing education courses for those with existing occupational skills
e Short term certificates that are only one component of the typical requirements for a job, such as CPR,
OSHA, WorkKeys, Food Handler Certificates, and basic computer training.

As part of a WIOA participant’s individualized employment plan, NH’s WIOA programs may pay for
these activities as career services separate from or in addition to occupational skills training.

Training Exceptions

Under WIOA Section 134(c)(3)(G), limited exceptions allow states to provide training through a contract for

services rather than ITAs in order to maintain consumer choice. These programs are not included on the

ETPL. These exceptions include:

On the Job Training

Customized training*

Incumbent worker training?

Transitional employment®

Instances where the Board determines there are insufficient numbers of eligible providers of

training services in the local area

Where the Board determines an exception is necessary to meet the needs of individuals with

barriers to employment (including assisting individuals with disabilities or adults in need of adult

education and literacy services)

7. Where the Board determines that it would be most appropriate to award a contract to an
institution of higher education or other eligible provider to facilitate the training of multiple
individuals in in-demand industry sectors or occupations (where the contract does not limit
customer choice)

8. Pay-for-performance contracts*

arLdOE

o

Eligibility

WIOA provides for Initial Eligibility and Continued Eligibility. Initial eligibility refers to new providers
and/or programs that, upon approval, receive eligibility for one year. Continued eligibility refers to a
biennial review and renewal of programs that have completed initial eligibility.

Initial Eligibility

Initial eligibility procedures apply to all training providers except for Registered Apprenticeships. RAPs
complete an in-depth application and vetting process which satisfies the eligibility criteria for inclusion on the
ETPL.

Prospective training providers may apply at any time on a year-round basis; eligibility will be open and rolling.
All applications must be submitted through the Job Match System (JMS). Providers must submit separate
applications for each individual program. If multiple training delivery formats (in-person only, online only,
hybrid) are available, an application must be submitted for each delivery format.

184
BACK to TOC



The initial eligibility period is good for one year after which the provider must apply for continued eligibility on a
biennial basis, except for RAPs (see registered apprenticeship section of this policy).

Initial Eligibility Procedures

As stated previously, both training providers and their individual programs must meet eligibility standards. To
be considered for inclusion on the ETPL, a training provider must first create a training provider account in
JMS. The account information includes but is not limited to:
e Provider FEIN
Name and address of institution
Type of institution
Years in business
Description of the institution
Certification that the institution is accessible to those with disabilities
Certification that the institution is ADA compliant
Whether the institution is eligible to administer Pell Grants

In addition, providers must upload proof of current licensing/accreditation, certificate of good standing from the
NH Secretary of State, and proof of current liability insurance. For providers that are licensed by the
Department of Safety, the Division of Public Health Services or the Board of Barbering, Cosmetology and
Esthetics, the additional documentation listed below must also be uploaded:
e documentation of surety bond insurance in the amount of 10% of last year’s annual gross income or
a minimum of $10,000
e most recent audit or audited financial statement

Provider initial and continued eligibility is based on but is not limited to the following:

e Training programs must be for occupations in industry sectors that are in-demand® (unless
approved for a high demand occupation exception)

e Training programs must result in completion of an industry-recognized credential, national or state
certificate, or degree, including all industry appropriate competencies, licensing and/or certification
requirements

e Providers must provide evidence of accreditation and/or licensure with the appropriate state or

other governing entity

Providers must be in good standing with the NH Secretary of State

Providers must have liability insurance

Providers must have a student grievance policy and procedure

Providers must have a refund policy and procedure

Cost information, including tuition and fees must be available to all students

A statement should be provided if the provider is in partnership with a business or multiple

businesses

¢ Information that addresses alignment of the training services with in-demand industry sectors and
occupations, to the extent possible

o All providers, except Registered Apprenticeships, must meet the minimum established performance
criteria. Information must be provided for all students (includes every student enrolled in a WIOA-
approved training program) based on performance measures set forth under WIOA

o Unsubsidized Employment During the Second Quarter after Exit
o Unsubsidized Employment During the Fourth Quarter after Exit
o Median Earnings at the Second Quarter After Exit

o Credential Attainment Rate

Once the provider account and required documentation has been submitted, staff will review the provider
account for approval. If the application is not complete, documentation is not uploaded, or documentation
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indicates that a provider is not eligible for the list, the training provider contact will be notified within 30 days via
email that their account is not approved with the reason(s) why.

Providers whose accounts have been approved, will be able to complete an application for each training
program they wish to have included on the ETPL by accessing their account on JMS. All required information
is marked with an asterisk and must be completed to proceed with the application. Some of the information
needed for the application includes:
e Name and description of the program
Attainment of credential
CIP code that best fits the program
Program prerequisites
Minimum entry requirements
Class size, frequency, number of hours, class schedule
Costs of program to include tuition, books, fees, materials, etc.

Continued Eligibility
After the initial eligibility period, providers can apply for continued eligibility on the ETPL. Continued eligibility
will be granted for two (2) years for providers who continue to meet the eligibility requirements described
throughout this policy. For the provider and training programs to be considered for continued eligibility, the
training provider must review and update the provider and program information in JMS. All provider
information should be reviewed and updated to include:

e Accurate provider information including contacts and users

e Accurate program cost information (including tuition & fees)

e Accurate consumer information in JMS

Upon receipt of completed information and student data, OWO will review all provider and program information
to make a determination as to continued eligibility. OWQO’s determination of continued eligibility will be based
upon the information supplied by the provider, as well as:

o consideration of the provider’s continued ability to offer high quality programs resulting in industry-
recognized certificates and recognized post-secondary credentials in in-demand industry sectors and
occupations.
the timeliness and accuracy of submitted performance reports

e whether performance measures were met
whether the program has had WIOA participants enrolled during the previous two years

OWO staff will send the determination to the providers contact via email within 30 days of receiving the
application. Should the provider and/or program be denied continued eligibility, the provider may appeal the
decision. (see, denial, delisting, and appeals section)

Reporting and Performance Requirements

Program Performance

All providers must meet reporting and performance requirements for continued eligibility. Data collected in the
ETP performance will be made accessible to the public via the WIOA Annual Report and shared by U.S. DOL
at trainingproviderresults.gov. This information will also be available to job seekers through JMS.

Training Provider Reporting Period

Each approved training provider must submit program performance reports on an annual basis, based on the
Program Year (July 1 to June 30) for each approved program using the data template supplied in JMS. Data
must be submitted no later than July 31 after the end of each program year for the 12-month period
beginning July 1 of the previous year. This 12-month period is the "reporting period."

Should the training provider fail to submit the program performance for each program listed, for all students
enrolled in the program, or fail to provide the required information including SSNs, the provider and its
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programs will be deactivated and removed from the ETPL. OWO staff will inform the providers of deactivation
via email. The email will consist of the cause of deactivation, their right to an appeal and the date the written
notice of appeal should be received by the ETP Coordinator. Providers who fail to provide performance data
will be removed for a period of at least one full program year before they can re-apply for inclusion.

Required Reporting Elements

1. Total Number of Individuals Served — The total number of students (WIOA and non-WIOA) in the program
of study in the reporting period.

2. Total Number of Individuals Exited — The total number of students (WIOA and non-WIOA) who completed,
withdrew, or transferred from this program of study in the reporting period.

3. Total Number of Individuals Completed — The total number of students (WIOA and non-WIOA) who
completed (did not withdraw or transfer out) from this program of study in the reporting period.

4. Credential Attainment Rate — The total number of students (WIOA and non-WIOA) who completed the
training program AND attained a credential associated with the program of study within one year after exit.
This includes all students who attained a recognized postsecondary credential during the program or within
one year after exit OR attained a secondary school diploma or its equivalent, and who were also employed
or enrolled in an education or training program leading to a postsecondary credential within one year after
training program exit.

5. Social Security Number - Include the social security numbers of students (WIOA and non-WIOA) for the
purpose of direct Ul wage record match or supplemental wage information conducted by New Hampshire
Employment Security (NHES). (A Memorandum of Understanding (MOU) between NHES and OWO exists
to provide this information.)

e Employment Rate 2nd and 4th Quarter After Exit — The total number of students (WIOA and non-
WIOA) from the training program who are found to be employed.

¢ Median Earnings 2nd Quarter After Exit — Total quarterly earnings, for the total number of students
(WIOA and non-WIOA) who are employed in the second quarter after exit.

e Average Earnings 2nd and 4th Quarters After Exit — Average earnings of students (WIOA and non-
WIOA) in the training program who are in unsubsidized employment during the second and fourth
quarters after exit.

Minimum Performance Requirements

Program performance is collected for OWO to evaluate program effectiveness and monitor compliance. OWO
has established the minimum performance standards to meet the State's lowest negotiated performance rate
of the Adult, Dislocated Worker, or Youth program established with US DOL for the program year. Registered
Apprenticeship Programs are not required to submit performance information and are not held to minimum
performance requirements.

Program performance is based on all student outcomes for the Employment Rate 2nd Quarter After Exit,
Employment Rate 4th Quarter After Exit, Median Earnings 2nd Quarter After Exit, and Credential
Attainment Rate.

Programs that fail the same performance measure for two consecutive years must be removed from the
ETPL. Training programs with less than ten total students enrolled will not be included in performance data due
to insufficient performance information. Providers removed for failing performance measures may reapply, after
one year, for initial eligibility. The program must demonstrate, in a written statement to OWO, how it intends to
meet program performance and demonstrate compliance with all requirements under WIOA law and this

policy.

PERSONAL IDENTIFIABLE INFORMATION & CONFIDENTIALITY

To comply with federal reporting requirements, the collection of Personally Identifiable Information (PII) (e.g.,
Social Security Numbers on WIOA and non-WIOA program participants) is required to derive performance
outcomes such as employment and earnings. PIl and other sensitive information must be protected. OWO,
NHES, and training providers must take the steps necessary to ensure all Pll obtained from participants and/or
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other individuals in the ITA invoicing process is secure to protect such information from unauthorized
disclosure. All PIl data must be processed in a manner that will protect the confidentiality of the
records/documents and is designed to prevent unauthorized persons from retrieving such records by
computer, remote terminal, or any other means.

The Federal Educational Rights and Privacy Act

The Federal Educational Rights and Privacy Act (FERPA) generally applies to postsecondary institutions that
are eligible training providers. Most postsecondary institutions are also recipients of federal funds under a
program administered by the U.S. Department of Education. However, some private providers of training
services may not be recipients of funds administered by the U.S. Department of Education, including Pell
Grants or student loans funded under Title 1V of the Higher Education Act of 1965. Those providers would
generally be excluded from FERPA requirements.

Compliance with ETPL reporting requirements does not violate the privacy requirement set forth in FERPA.
Per TEGL 7-16, joint guidance issued by the U.S. Departments of Labor and Education, the FERPA audit or
evaluation exception permits Pl disclosure from education records for WIOA performance accountability
purposes.

Publication of ETPL

OWO will post the ETPL on JMS so that individuals, WIOA Career Specialists (WCS), WIOA Program
Managers, NH Works partners, providers, and the public will have immediate access. Training providers will
appear on the statewide ETPL after verification of eligibility by the State. As new programs, and providers, are
verified and approved, the statewide list will be updated on an ongoing basis. If a program is removed from the
list, the State will cease to approve additional ITAs for that program and the ineligible program will be removed
from the statewide list.

The State ETPL must be accompanied by appropriate information to assist participants in
choosing employment and training activities. Such information must include the following, as applicable:
¢ Recognized post-secondary credential(s) offered
o Provider information supplied to meet the State’s eligibility procedure
e Performance and cost information aligned with the time periods; and,
e Additional information as determined by the State as follows:
o Program length including number of units such as credits, hours, weeks, or semesters needed
to earn the credential(s) offered.
Program Service/Location and type
Class/Faculty size
Program prerequisites
Target occupations
Program description
Additional information as deemed necessary

O O O O O O

Training providers are responsible for providing updated information about their programs in JIMS. OWO will
accept any changes to data displayed for providers and programs listed on the ETPL and will update the list as
necessary.

Denial, Delisting, and Appeals Policy and Procedures

A training provider and/or its program may be denied inclusion in or removed from the state ETPL for the
following reasons:
¢ The initial and/or renewal application was not completed, was not completed by the established due
date, or was missing required information
o Performance data was not submitted or was not submitted by established due date
e The training provider does not meet the WIOA definition of an eligible training entity
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The training program does not meet the WIOA definition of an eligible training service

The training program does not result in a WIOA recognized credential

The training provider intentionally supplied inaccurate information

The training provider substantially violated any requirement under WIOA, state or local laws and

policy

¢ Failure to abide by the equal opportunity and nondiscrimination requirements under WIOA Section
188

e The training provider loses its license or accreditation of its accrediting body

e Upon setting minimum levels of performance, a provider or program that fails to meet such levels
will be removed

e Failure to comply with all applicable provisions in the ETPL contract and/or policy
Or

e Other just cause

If OWO denies eligibility for listing a provider's program on the ETPL, the provider will be notified via email
within 10 business days after the decision. The notice shall be emailed to the training provider using the
information listed in JIMS. The notice shall include:
¢ Display the “date emailed”
¢ Identify the program that was denied or terminated
e State specific reason(s) for the action
and
e State the training provider has the right to appeal within 30 calendar days of the date
the notice is emailed. with the reason(s) for denial and information on the appeal process.

If a training provider chooses to appeal, the training program that is subject to removal shall remain on the
ETPL until the appeal has concluded and a final determination is made. If WIOA students are currently
enrolled in a program that is subject to removal or has been removed, those students will be allowed to
complete the program.

A provider choosing to appeal a decision must submit a written appeal to the Director of OWO within 30
calendar days of the issuance of the denial notice. The written appeal must include:
e a statement of the desire to appeal
e specification of the program in question
e Specifically and in detail, the grounds and the reasons upon which it claims that the denial is invalid
¢ OWO will not consider any factual or legal grounds for relief that are not set forth in the appeal.
OWO will determine whether a hearing for the purpose of fact-finding is necessary and will issue a
decision not later than 30 calendar days from either the date a hearing is held, or the date the
appeal request is received by OWO.

Providers and Programs that have been removed from or denied listing on the ETPL may be reinstated after
two years by applying through the initial application process. A provider who has been removed from the list
for noncompliance is liable to repay all WIOA training funds received during the period of noncompliance.

High Demand Occupation (HDO) Exception

Providers who have training programs that meet all other eligibility requirements but whose program does not
lead to an occupation on the current NH high demand occupation list, can request an exception. This
exception only applies to whether the program should be exempt from the high demand occupation
requirement. All other eligibility requirements must be met. Providers need to request this exception by
completing a request form. Only providers that have one or more programs that are on the current HDO list
are allowed to request an exception for additional programs.
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Providers who wish to request this exception must complete all information on the HDO exception form
(Appendix C) for consideration. Incomplete requests will be returned to the provider without consideration.
Upon receipt of a completed HDO Exception Form, OWO will review the request for accuracy and forward the
request to the State Workforce Innovation Board (SWIB) — Education and Training subcommittee. The
subcommittee will vote to approve or deny the request.
e |If the request is approved, the program will receive initial eligibility for one program year. After the initial
eligibility expires, the program will be subject to the application procedures for continued eligibility.
¢ If the request is denied, the program will not be added to the ETPL and the program will need to wait
one calendar year to request another exception.

Endnotes

1 The term “customized training” means training—

o that is designed to meet the specific requirements of an employer (including a group of employers);

e that is conducted with a commitment by the employer to employ an individual upon successful
completion of the training; and

o for which the employer pays—(i) a significant portion of the cost of training, as determined by the local
board involved, taking into account the size of the employer and such other factors as the local board
determines to be appropriate, which may include the number of employees participating in training,
wage and benefit levels of those employees (at present and anticipated upon completion of the
training), relation of the training to the competitiveness of a participant, and other employer-provided
training and advancement opportunities.

2 Incumbent worker training is defined as training designed to meet the special requirements of an employer
(or group of employers) to retain a skilled workforce or avert the need to lay off employees by assisting workers
in obtaining the skills necessary to retain employment and conducted with a commitment by the employer to
retain or avert laying off incumbent worker(s) that are trained in order to increase the competitiveness of the
employee and/or employer.

3 Transitional employment is defined as time-limited subsidized work experiences that help individuals who are
chronically unemployed and have barriers to employment establish a work history and develop skills to access
unsubsidized employment and progress in the workplace.

4 The law defines pay-for-performance contract strategies as contracts that specify a fixed amount that will be
paid to an eligible service provider (which may include a local or national community-based organization or
intermediary, community college, or other training provider, that is eligible) based on the achievement of
specified levels of performance on the primary indicators of performance for target populations as identified by
the local board (including individuals with barriers to employment), within a defined timetable, and which may
provide for bonus payments to such service provider to expand capacity to provide effective training.

5 For the purpose of this policy, all approved Registered Apprenticeship programs meet the in-demand criteria.

PROCEDURE(S):

OWO, with assistance from staff at NHES, will review applications from training providers to maintain the NH
ETPL in accordance with the policies and procedures set forth in this policy.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENT: Training Provider Assurances form

190
BACK to TOC



Attachment 1 July 2025

Eligible Training Provider Policy and
Procedures — Training Provider Assurances
Form (Provided Only in PDF Form)

This is the TOC Link for the attachment. The attachment begins on next page.

BACK to TOC

#2024-P-01

191



Attachment 1 July 2025 nh Wo r'ks #2024-P-01

WE'LL HELP YOU FIND YOUR FUTURE
New Hampshire Department of
B I > A BUSINESS AND
ECONOMIC AFFAIRS

Workforce Innovation & Opportunity Act (WIOA) Training Provider Assurances

The applicant acknowledges that certification as an eligible training provider is subject to, and requires
compliance with, the provisions of Workforce Innovation and Opportunity Act Section 122 relating to
eligibility requirements.

WIOA Requirements Related to Debarment and Suspension, Drug-Free Workplace and
Lobbying: All WIOA Title | and Wagner-Peyser grant recipients, sub-recipients, and eligible training
providers must comply with the government-wide requirements for debarment and suspension and the
requirements for a drug-free workplace, codified at 29 CFR part 98 and restrictions on lobbying, and the
nondiscrimination provisions of WIOA section 188 and section 195, respectively.

1. Debarment and Suspension: A certification regarding debarment and suspension requirements is
required by the Federal Regulations implementing Executive Order 12549, Government-wide
Debarments and Suspension, for the Department of Agriculture (7 CFR Part 3017), the
Department of Labor (29 CFR Part 98), the Department of Education (34 CFR Part 85), and the
Department of Health and Human Services (45 CFR Part 76). By applying, the applicant is
certifying that it is in compliance with the assurance set out in the regulations cited above.

2. Drug-Free Workplace: A certification regarding drug-free workplace is required by Federal
Regulations implementing the Drug-Free Workplace Act of 1988 for the Department of Agriculture
(7 CFR Part 3017), the Department of Labor (29 CFR Part 98), the Department of Education (34
CFR part 84), and the Department of Health and Human Services (45 CFR Part 76). By applying,
the applicant is certifying that it is in compliance with the regulations cited above.

3. Lobbying: A certification regarding lobbying is required by Federal Regulations adopted by the
Department of Agriculture (7 CFR Part 3018), the Department of Labor (29 CFR Part 93), the
Department of Education (34 CFR Part 82), and the Department of Health and Human Services
(45 CFR Part 93). By applying, the applicant is certifying that it is in compliance with the
assurance set out in the regulations cited above.

Nondiscrimination: As provided in WIOA Section 195, as a condition of payment of funds under title | of
WIOA, the applicant assures that it will comply fully with the nondiscrimination and equal opportunity
provisions of the following laws.
1. Section 188 of WIOA, which prohibits discrimination against all individuals in the United
States on the basis of race, color, religion, sex, national origin, age, disability, political
affiliation or belief, and against beneficiaries on the basis of either citizenship/status as a
lawfully admitted immigrant authorized to work in the United States or participation in any
WIOA title I-financially assisted program or activity.
2. Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the
bases of race, color and national origin.
3. Section 504 and 508 of the Rehabilitation Act of 1973, as amended, which prohibits
discrimination against qualified individuals with disabilities.
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4. The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis
of age.

5. Title IX of the Education Amendments of 1972, as amended, which prohibits discrimination
on the basis of sex in educational programs.

The applicant also assures that it will comply with 29 CFR Part 38 and all other regulations implementing
the laws listed above. This assurance applies to the applicant's operation of the WIOA Title | financially
assisted program or activity, and to all agreements the applicant makes to carry out the WIOA Title |
financially assisted program or activity. The applicant understands that the United States, and the State of
New Hampshire has the right to seek judicial enforcement of this assurance.

This assurance is considered incorporated by operation of law in any grant, cooperative agreement,
contract, or other arrangement whereby funds under Title | of the WIOA are made available, whether or
not it is physically incorporated in such document and whether or not there is a written agreement
between OWO and the recipient of those funds. This assurance also may be incorporated by reference in
such grants, cooperative agreements, contracts, or other arrangements.

WIOA Section 188(a)(3): WIOA Title | funds may not be spent on the employment or training of
participants in sectarian activities. Further, the undersigned applicant certifies that it shall comply with the
requirements of the U.S. Department of Health and Human Services set forth in 45 CFR Chapters 80 and
84.

Education Standards and Procedures: The applicant certifies that it shall comply with the provision
outlined in WIOA Section 194(9)(B) Except as otherwise provided in this title [WIOA Title 1], the following
conditions are applicable to all programs under this title: ....Standards and procedures with respect to
awarding academic credit and certifying educational attainment in programs conducted under such
chapter shall be consistent with the requirements of applicable State and local law, including regulation.

Compliance with State Law: The applicant certifies that it shall comply with applicable State law,
including legislation related to the licensure or regulation of providers of education and training services,
including but not limited to NH RSA 188-G, related to Private Post-Secondary Career Schools and
Chapter Hedc 300: Office of Career School Licensing.

Reporting Requirements: The undersigned applicant certifies that it shall comply with the provisions of
WIOA Section 122, and the reporting and procedural requirements issued by the Office of Workforce
Opportunity (OWO). Where the prospective recipient of federal assistance funds is unable to certify any
of the statements in this certification, such prospective recipient shall attach an explanation to this
certification.

The undersigned authorized representative of the applicant herein certifies that the statements above
pertaining to WIOA Requirements Related to Debarment and Suspension, Drug-Free Workplace and

The NH Business and Economic AffairsfOWO is a proud member of the American Job Center Network and of the NH
WORKS system and is an equal opportunity employer/program. Auxiliary aids and services are available upon request to
individuals with disabilities.

Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-
workforce-opportunity/about-us/transparency
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Lobbying; Nondiscrimination; Education Standards and Procedures; Compliance with State Law; and
Reporting Requirements are true and correct as of the date of submission.

The authorized representative acknowledges that this information applies to any and all applications for
initial and continued eligibility submitted. In addition, the authorized representative acknowledges that
OWO is statutorily charged with the function of oversight responsibilities including ensuring continuous
improvement of eligible programs of services through the system and ensuring that such programs meet
the needs of local employers and training participants. In this capacity, OWO has oversight authority over
the quality and integrity of training services by providers, and the provider's compliance with all
assurances herein. Violations of any terms of this agreement may lead to further action.

Submission of this document authorizes OWO to accept and use all information submitted to OWO by the
applicant through the Eligible Training Provider System. Further, the authorized representative
acknowledges that any information submitted will be attributed to the applicant and the applicant will be
responsible and liable for any action taken by the OWO or training participants in reliance on that
information.

| have received, read, and understand the Workforce Innovation and Opportunity Act (WIOA) Eligible
Training Provider List (ETPL) policies and procedures. | agree to follow all rules outlined above as
well as in the policies and procedures document.

Name of Training Institution:

Print Name of Representative:

Signature of Representative: Date:

The NH Business and Economic AffairsfOWO is a proud member of the American Job Center Network and of the NH
WORKS system and is an equal opportunity employer/program. Auxiliary aids and services are available upon request to
individuals with disabilities.

Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-
workforce-opportunity/about-us/transparency
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EQUAL OPPORTUNITY GRIEVANCE
PROCEDURE NOTICE POLICY

Policy #: 2024-P-07 Previous #: NONE

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To provide guidance regarding providing the equal opportunity grievance procedure to all individuals enrolling
in a Workforce Innovation and Opportunity Act (WIOA) Title | funded program.

POLICY:

It is the policy of the New Hampshire Works Consortium and partner agencies to assure nondiscrimination on
the basis of race, color, religion, sex (including pregnancy, childbirth, and related medical conditions,
transgender status, and gender identity), national origin (including limited English proficiency), age, disability,
or political affiliation or belief, or against beneficiaries on the basis of either citizenship status or participation in
any WIOA financially assisted program or activity. Individuals receiving assistance from a WIOA Title | funded
program shall be provided the process for filing a grievance if they believe they have been discriminated
against.

PROCEDURE(S):

As part of the application process the WIOA Career Specialist (WCS) shall explain equal opportunity and will
provide the WIOA Grievance Procedure Notice to all individuals who are applying for services under a WIOA
Title | funded program. The individual will be asked to sign a copy of the notice and will be provided an
additional copy to keep for future reference. The ECS will upload the signed notice into the documents section
of the Job Match System (JMS) as part of the application process.

If English is not the individuals first language, the grievance procedure notice shall be provided in the language
that the individual indicates in their JMS registration.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

1. WIOA Grievance Procedure Notice English
WIOA Grievance Procedure Notice Spanish
WIOA Grievance Procedure Notice French
WIOA Grievance Procedure Notice Arabic
WIOA Grievance Procedure Notice Dari
WIOA Grievance Procedure Notice Pashto
WIOA Grievance Procedure Notice Swabhili
WIOA Grievance Procedure Notice Ukrainian

© NOo gk wN
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nhworks

WE'LL HELP YOU FIND YOUR FUTURE

WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA)
GRIEVANCE PROCEDURE NOTICE

Any applicant or program participant, who wishes to file a grievance as a result of perceived unfair
treatment, discrimination, or violation of WIOA regulations, must follow the appropriate procedure
outlined below. If a problem arises when being considered for a service or while enrolled, you should
first try to work out a satisfactory solution with the service or training provider, or in OJT, with your
employer. If that does not solve the problem, contact the Office of Workforce Opportunity Equal
Opportunity Officer. He/she will try to help you find a solution that meets your needs as well as those
of the service or training provider or employer. If you are still not satisfied, you may file a formal
grievance or written complaint.

A. You may file a written complaint to begin the formal process (one can be obtained from your
Youth Specialist, Career Navigator or the EO Officer on file). This written complaint must
detail the specific grievance and include the following information:

1. Your name, address, business, and home telephone number
2. Nature of the grievance

3. Regulations or policies violated, if known

4. Date of alleged act

5. Name and title of others involved in the situation

B. All non-civil rights grievances must be submitted within 90 days of the alleged incident.

C. The Grievance Officer may contact you and/or other parties relevant to the complaint to obtain
additional information and may convene a formal hearing. As an alternative, you may request a
formal mediation process using an impartial mediator.

D. The Office of Workforce Opportunity EO Officer will render a decision within ninety (90) days
of receipt of the complaint.

E. If you are dissatisfied with the decision, you may choose to file your complaint with the
Director of the Office of Workforce Opporutnity.in Concord, NH. Information regarding this
process will accompany the OWO EQ’s decision.

F. Appeals must be filed within 60 days of the receipt of the decision being appealed.

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Phone: 603-271-0355 Relay:211

EQUAL OPPORTUNITY IS THE LAW NOTICE
It is against the law for this recipient of Federal financial assistance to discriminate on the following
bases: against any individual in the United States, on the basis of race, color, religion, sex (including
pregnancy, childbirth, and related medical conditions, sex stereotyping, transgender status, and gender
identity), national origin (including limited English proficiency), age, disability, or political affiliation
or belief, or, against any beneficiary of, applicant to, or participant in programs financially assisted
under Title I of the Workforce Innovation and Opportunity Act, on the basis of the individual’s
citizenship status or participation in any WIOA Title I-financially assisted program or activity.

Participant’s Initials



The recipient must not discriminate in any of the following areas: deciding who will be admitted, or
have access, to any WIOA Title I-financially assisted program or activity; providing opportunities in,
or treating any person with regard to, such a program or activity; or making employment decisions in
the administration of, or in connection with, such a program or activity.

Recipients of federal financial assistance must take reasonable steps to ensure that communications
with individuals with disabilities are as effective as communications with others. This means that, upon
request and at no cost to the individual, recipients are required to provide appropriate auxiliary aids
and services to qualified individuals with disabilities.

WHAT TO DO IF YOU BELIEVE YOU HAVE EXPERIENCED DISCRIMINATION

If you think that you have been subjected to discrimination under a WIOA Title I-financially assisted
program or activity, you may file a complaint within 180 days from the date of the alleged violation
with either: the recipient’s Equal Opportunity Officer (or the person whom the recipient has designated
for this purpose);

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Phone: 603-271-0355 Relay:211
or

Director, Civil Rights Center (CRC), U.S. Department of Labor
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
or electronically as directed on the CRC website at www.dol.gov/crc.

If you file your complaint with the recipient, you must wait either until the recipient issues a written
Notice of Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil
Rights Center (see address above). If the recipient does not give you a written Notice of Final Action
within 90 days of the day on which you filed your complaint, you may file a complaint with CRC
before receiving that Notice. However, you must file your CRC complaint within 30 days of the 90-
day deadline (in other words, within 120 days after the day on which you filed your complaint with the
recipient). If the recipient does give you a written Notice of Final Action on your complaint, but you
are dissatisfied with the decision or resolution, you may file a complaint with CRC. You must file your
CRC complaint within 30 days of the date on which you received the Notice of Final Action.

I have read and/or had this form read to me. [ understand my rights to file a grievance. I understand
that I may ask for help in filing a grievance from the EO/Grievance Officer.

Signature of Applicant/Participant Date

2 ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/
transparency
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WE'LL HELP YOU FIND YOUR FUTURE

LEY DE OPORTUNIDADES Y DE INNOVACION DE LA FUERZA LABORAL (WIOA)
AVISO DE PROCEDIMIENTO DE QUEJA

Todo postulante o participante de un programa que desee presentar una queja por haber percibido un
trato injusto, discriminacion o violacion de los reglamentos de la WIOA debe seguir el procedimiento
adecuado que se describe a continuacion. Si surge un problema cuando se lo considera para un servicio
0 mientras se encuentra inscrito, primero debe intentar encontrar una solucion satisfactoria con el
proveedor de servicios o de capacitacion, o en el caso de una capacitacion en el trabajo (OJT, por sus
siglas en inglés), con su empleador. Si eso no resuelve el problema, comuniquese con el/la oficial de
igualdad de oportunidades (EO, por sus siglas en inglés) de la Oficina de Oportunidades Laborales
(OWO, por sus siglas en inglés). El/La oficial intentar4 ayudarlo a encontrar una solucidon que satisfaga
sus necesidades, asi como también las del proveedor de servicios o capacitacion o del empleador. Si atn
no se esta satisfecho, puede presentar una queja formal o una reclamacion por escrito.

A. Puede presentar una reclamacion por escrito para comenzar con el proceso formal (puede
obtener una de su especialista en juventud, asesor profesional o del oficial de EO registrado).
Esta reclamacion por escrito debe detallar la queja especifica e incluir la siguiente informacion:

1. Sunombre, direccion, nimero de teléfono profesional y particular
2. Naturaleza de la queja

3. Reglamentos o politicas infringidos, si los conoce

4. Fecha del supuesto acto

5. Nombre y cargo de otras personas involucradas en la situacion

B. Todas las quejas no relacionadas con derechos civiles deben presentarse dentro de los 90 dias a
partir del supuesto incidente.

C. El oficial de quejas puede comunicarse con usted y/o con otras partes implicadas en la
reclamacion para obtener informacion adicional y puede convocar una audiencia formal. Como
alternativa, usted puede solicitar un proceso de mediacioén formal en la que participe un
mediador imparcial.

D. El/La oficial de EO de la Oficina de Oportunidades Laborales emitird una decision dentro de
los noventa (90) dias posteriores a la recepcion de la reclamacion.

E. Sino esta satisfecho con la decision, puede elegir presentar su reclamacion ante el director de
la Oficina de Oportunidades Laborales en Concord, NH. La informacion relacionada con este
proceso acompafiada a la decision del/de la oficial de EO de la OWO.

F. Las apelaciones deben presentarse dentro de los 60 dias posteriores a la recepcion de la
decision que se apela.

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite I, Concord, NH 03301
Teléfono: 603-271-0355 Retransmision: 211

AVISO: LA IGUALDAD DE OPORTUNIDADES ES LA LEY
Es contrario a la ley que este beneficiario de asistencia financiera federal discrimine de la siguiente
forma: contra toda persona en los Estados Unidos por motivos de raza, color, religion, sexo (incluye
embarazo, parto y condiciones médicas relacionadas, estereotipos sexuales, condicion de transgénero e
identidad de género), origen nacional (incluido el dominio limitado del inglés), edad, discapacidad o
afiliacion o creencia politica, o contra todo beneficiario, postulante o participante de programas que
reciban asistencia financiera conforme al Titulo I de la Ley de Oportunidades y de Innovacion de la
Fuerza Laboral, sobre la base de la condicién de ciudadania de la persona o de la participacion en todo
programa o actividad que reciba asistencia financiera conforme al Titulo I de la WIOA.

Iniciales del participante



El beneficiario no debe discriminar en ninguna de las siguientes areas: cuando decida quién sera
admitido o tendré acceso a todo programa o actividad que reciba asistencia financiera conforme al
Titulo I de la WIOA; cuando brinde oportunidades en el programa o en la actividad o en el trato hacia
personas en relacion con estos; o cuando tome decisiones relativas a empleo en la administracion del
programa o de la actividad, o relacionadas con estos.

Los beneficiarios de asistencia financiera federal deben tomar medidas razonables para asegurar que
las comunicaciones con personas con discapacidades sea tan eficaz como la comunicacion con otras
personas. Esto significa que, a pedido de la persona y sin costo alguno para ella, los beneficiarios
deben proporcionar ayuda y servicios auxiliares apropiados a las personas calificadas que tengan
discapacidades.

QUE HACER SI CONSIDERA QUE HA SUFRIDO DISCRIMINACION

Si usted cree que ha sufrido discriminacion en un programa o actividad que recibe asistencia financiera
conforme al Titulo I de la WIOA, puede presentar una reclamacion dentro de los 180 dias a partir de la
fecha de la supuesta violacion ante alguna de las siguientes entidades: el oficial de igualdad de
oportunidades del beneficiario o la persona que el beneficiario ha designado para este fin;

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite I, Concord, NH 03301
Teléfono: 603-271-0355  Retransmision: 211
0

Director, Civil Rights Center (CRC), U.S. Department of Labor
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
o de forma electronica como se indica en el sitio web del Centro de Derechos Civiles (CRC, por sus
siglas en inglés) en www.dol.gov/crc.

Si presenta su reclamacion ante el beneficiario, debe esperar hasta que el beneficiario emita un aviso de
accion final por escrito o hasta que hayan pasado 90 dias (lo que ocurra primero) antes de la
presentacion ante el Centro de Derechos Civiles (vea la direccion anterior). Si el beneficiario no le envia
un aviso de accion final por escrito dentro de los 90 dias posteriores a la presentacion de la reclamacion,
puede presentar una reclamacion ante el CRC antes de recibir ese aviso. Sin embargo, debe presentar la
reclamacion ante el CRC dentro de los 30 dias del plazo de 90 dias (en otras palabras, dentro de los 120
dias posteriores a la fecha en la que presento la reclamacion ante el beneficiario). Si el beneficiario le
envia un aviso de accion final por escrito sobre su reclamacion, pero usted no esta satisfecho con la
decision o resolucion, puede presentar una reclamacion ante el CRC. Debe presentar su reclamacion
ante el CRC dentro de los 30 dias posteriores a la fecha en la que recibi6 el aviso de accion final.

He leido y/o me han leido este formulario. Entiendo mis derechos de presentar una queja. Entiendo que
puedo pedir ayuda para presentar una queja al oficial de EO/quejas.

Firma del postulante/participante Fecha

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program.
2 Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us
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WE'LL HELP YOU FIND YOUR FUTURE

LOI SUR L'INNOVATION ET LES OPPORTQNITES DE MAIN-D'(EUVRE(WIOA)
AVIS SUR LA PROCEDURE DE REGLEMENT DES GRIEFS

Tout postulant ou participant au programme, qui souhaite déposer un grief en raison de la perception d'un
traitement injuste, d'une discrimination ou d'une violation des réglements de la WIOA, doit suivre la
procédure appropriée décrite ci-dessous. Si un probléme survient lors de la prise en considération d'un
service ou pendant l'inscription, vous devez d'abord essayer de trouver une solution satisfaisante avec le
prestataire de service ou de formation ; ou, si le probléme survient lors d'une formation en cours d'emploi
(OJT, selon I’acronyme anglais), avec votre employeur. Si cela ne résout pas le probléme, contactez le/la
responsable de 1'égalité des chances (EO, selon I’acronyme anglais) du Bureau des opportunités d'emploi
(OWO, selon I’acronyme anglais). Il/elle essaiera de vous aider a trouver une solution qui réponde a vos
besoins ainsi qu'a ceux du prestataire de services ou de formation ou de I'employeur. Si le résultat ne vous
satisfait toujours pas, vous pouvez donc déposer un grief formel ou une plainte écrite.

A. Vous pouvez déposer une plainte écrite pour entamer la procédure formelle (disponible aupres
de votre spécialiste de la jeunesse, votre responsable de navigation de carriere ou le/la
responsable de I’EO dans le dossier). Cette plainte écrite doit détailler le grief spécifique et
inclure les informations suivantes :

1. Votre nom, adresse, et numéro de téléphone professionnel et personnel
2. Lanature du grief

3. Les réglements ou politiques violés, si vous les connaissez

4. La date du fait allégué

5. Le nom et le titre des autres personnes impliquées dans la situation

B. Tous les griefs non liés aux droits civils doivent étre soumis dans les 90 jours suivant l'incident
allégué.

C. Le/Laresponsable des griefs peut vous contacter et/ou contacter d'autres parties concernées par
la plainte pour obtenir des informations supplémentaires, et peut convoquer une audience
formelle. Vous pouvez également demander une procédure de médiation formelle avec un
médiateur impartial.

D. Le/La responsable de ’EO du Bureau des opportunités d'emploi rendra une décision dans les
quatre-vingt-dix (90) jours suivant la réception de la plainte.

E. Si la décision ne vous satisfait pas, vous pouvez choisir de déposer votre plainte aupres du
directeur du Bureau des opportunités d'emploi a Concord, NH. Les informations concernant ce
processus accompagneront la décision du/de la responsable de I'EO du OWO.

F. Les recours doivent étre déposés dans les 60 jours suivant la réception de la décision faisant
l'objet du recours.

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Téléphone : 603-271-0355 Relais : 211

AVIS : LA LOI PRONE L'EGALITE DES CHANCES
La loi interdit au destinataire de l'aide financiere fédérale de pratiquer une discrimination sur les bases
suivantes : contre tout individu aux Etats-Unis, sur la base de la race, la couleur, la religion, le sexe (y
compris la grossesse, 1'accouchement et les troubles de santé connexes, les stéréotypes sexuels, le statut
de transgenre et I'identité sexuelle), l'origine nationale (y compris en raison de compétences limitées en
anglais), 1'age, le handicap ou l'affiliation politique ou la croyance, ou contre tout bénéficiaire, postulant
ou participant a des programmes financiérement aidés en vertu du Titre I de la Loi sur l'innovation et les
opportunités de main d'oeuvre, sur la base du statut de citoyen de la personne physique ou la participation
a tout programme ou activité bénéficiant d'une aide financiere en vertu du Titre I de la WIOA.

Initiales du participant



Le destinataire ne doit pas pratiquer de discrimination dans aucun des domaines suivants : décider qui
sera admis ou aura acces a tout programme ou a toute activité bénéficiant d'une aide financiere en vertu
du Titre I de la WIOA ; offrir des opportunités ou privilégier toute personne dans le cadre dudit
programme ou de ladite activité ; ou prendre des décisions en matieére d'emploi dans I'administration
dudit programme ou de ladite activité, ou en relation avec ces derniers.

Les destinataires de l'aide financiere fédérale doivent prendre des mesures raisonnables pour veiller a
ce que les communications avec les personnes handicapées soient aussi efficaces que les
communications avec d'autres personnes. Cela signifie que, sur demande et sans frais pour les
individus, les destinataires sont tenus de fournir des aides et des services complémentaires appropriés
aux personnes handicapées qualifiées.

QUE FAIRE SI VOUS PENSEZ AVOIR FAIT L'OBJET DE DISCRIMINATION

Si vous pensez que vous avez subi une discrimination dans le cadre d'un programme ou d'une activité
financierement aidée en vertu du Titre I de la WIOA, vous pouvez déposer une plainte dans les 180
jours suivant la date de la violation alléguée, soit aupres du responsable de 1'égalité des chances du
destinataire, soit aupres de la personne que le destinataire a désignée a cet effet ;

THE NH DEPARTMENT OF BUSINESS AND ECONOMIC AFFAIRS, OFFICE OF
WORKFORCE OPPORTUNITY
LISA GERRARD, EQUAL OPPORTUNITY OFFICER (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Téléphone : 603-271-0355 Relais: 211
ou

Director, Civil Rights Center (CRC), U.S. Department of Labor
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
ou par voie €lectronique, en suivant les indications données sur le site Web du Centre des droits civils
(CRC, selon I’acronyme anglais) a I'adresse suivante : www.dol.gov/crc.

Si vous déposez votre plainte aupres du destinataire, vous devez attendre soit que le destinataire émette
un avis d'action finale par €crit, soit que 90 jours se soient €écoulés (selon la premiere éventualité),
avant de déposer une plainte aupres du Centre des droits civils (CRC) (voir 'adresse ci-dessus). Si le
destinataire ne vous remet pas un avis d'action finale par écrit dans les 90 jours suivant la date ou vous
avez déposé votre plainte, vous pouvez déposer une plainte aupres du CRC avant de recevoir cet avis.
Toutefois, vous devez déposer votre plainte aupres du CRC dans les 30 jours suivant du délai de

90 jours (en d’autres termes, dans les 120 jours a compter de la date ou vous avez déposé votre plainte
aupres du destinataire). Si le destinataire vous donne un avis d'action finale par €crit concernant votre
plainte, mais que la décision ou la résolution ne vous satisfait pas, vous pouvez déposer une plainte
aupres du CRC. Vous devez déposer votre plainte aupres du CRC dans les 30 jours a compter de la
date a laquelle vous avez recu l'avis d'action finale.

J'ai lu et/ou on m'a lu ce formulaire. Je comprends mes droits de déposer un grief. Je comprends que je
peux demander de I'aide pour déposer un grief au/a la responsable de 'EO/responsable des griefs.

Signature du postulant/participant Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program. Auxiliary aids and services are available upon
2 request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
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WE'LL HELP YOU FIND YOUR FUTURE
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For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/
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WE'LL HELP YOU FIND YOUR FUTURE

SHERIA YA UBUNIFU WA NGUVU KAZI NA FURSA (WIOA)
TAARIFA YA UTARATIBU WA MALALAMIKO

Mwombaji maombi au mshiriki yeyote wa mpango, ambaye anataka kuwasilisha malalamiko kwa
sababu ya kutendewa isivyo haki, ubaguzi, au ukiukaji wa kanuni za WIOA, lazima afuate utaratibu
ufaao ulioainishwa hapa chini. Ikiwa tatizo litatokea wakati wa kuzingatiwa kwa huduma au wakati wa
kujiandikisha, unapaswa kujaribu kwanza kupata suluhisho ya kuridhisha na mtoa huduma au mtoa
mafunzo, au katika OJT, na mwajiri wako. Iwapo hilo halitatui tatizo, wasiliana na Afisa wa Fursa
Sawa wa Nafasi ya Wafanyakazi. Atajaribu kukusaidia kupata suluhu inayokidhi mahitaji yako pamoja
na yale ya mtoa huduma au mtoa mafunzo au mwajiri. Ikiwa bado hujaridhika, unaweza kuwasilisha
malalamiko rasmi au malalamiko yaliyoandikwa.

A. Unaweza kuwasilisha malalamiko yaliyoandikwa ili kuanza mchakato rasmi (moja inaweza
kupatikana kutoka kwa Mtaalamu wako wa Vijana, Mwelekezaji wa Kazi au Afisa wa EO
kwenye faili). Malalamiko haya yaliyoandikwa lazima yaeleze kwa undani malalamiko
mahususi na yajumuishe taarifa ifuatayo:

1. Jina lako, anwani, biashara, na nambari ya simu ya nyumbani
2. Asili ya malalamiko

3. Kanuni au sera zilizokiukwa, ikiwa zinajulikana

4. Tarehe ya kitendo kinachodaiwa

5. Jina na cheo cha wengine waliohusika katika hali hiyo

B. Malalamiko yote yasiyo ya haki za kiraia lazima yawasilishwe ndani ya siku 90 baada ya tukio
linalodaiwa.

C. Afisa wa Malalamiko anaweza kuwasiliana nawe na/au wahusika wengine wanaohusika na
malalamiko ili kupata maelezo ya ziada na anaweza kuitisha usikilizaji rasmi. Kama kibadala,
unaweza kuomba mchakato rasmi wa upatanishi kwa kutumia mpatanishi asiye na upendeleo.

D. Afisa wa EO wa Fursa ya Waftanyakazi atatoa uamuzi ndani ya siku tisini (90) baada ya
kupokea malalamiko.

E. Ikiwa haujaridhika na uamuzi huo, unaweza kuchagua kuwasilisha malalamiko yako kwa
Mkurugenzi wa Ofisi ya Nguvu Kazi huko Concord, NH. Taarifa kuhusu mchakato huu
itaambatana na uamuzi wa OWO EO.

F. Rufaa lazima ziwasilishwe ndani ya siku 60 baada ya kupokelewa kwa uamuzi unaokatiwa

rufaa.

IDARA YA BIASHARA NA UCHUMI YA NH, OFISI YA FURSA YA WAFANYAKAZI
LISA GERRARD, AFISA WA FURSA SAWA (EEO)
100 North Main Street, Suite 1, Concord, NH 03301
Simu: 603-271-0355 Relay:211

FURSA SAWA NI NOTISI YA SHERIA
Ni kinyume cha sheria kwa mpokeaji huyu wa usaidizi wa kifedha wa Shirikisho kubagua kwa misingi
ifuatayo: dhidi ya mtu yeyote nchini Marekani, kwa misingi ya mbari, rangi, dini, jinsia (ikiwemo
ujauzito, kujifungua, na hali zinazohusiana za kiafya, dhana potofu kuhusu jinsia, hali ya watu
waliobadili jinsia, na utambulisho wa kijinsia), asili ya taifa (ikiwemo ufahamu mdogo wa Kiingereza),
umri, ulemavu, au uhusiano wa kisiasa au imani, au, dhidi ya mnufaika yeyote wa, mwombaji, au
mshiriki katika mipango inayosaidiwa kifedha chini ya Kifungu cha I cha Sheria ya Ubunifu na Fursa
ya Wafanyakazi, kwa misingi ya hali ya uraia wa mtu binafsi au kushiriki katika mpango au shughuli
yoyote ya Title I ya WIOA inayosaidiwa kifedha.

Herufi za Kwanza ya Jina la Mshiriki



Mpokeaji lazima asibague katika mojawapo ya maeneo yafuatayo: kuamua ni nani atakayekubaliwa, au
kupata ufikiaji, kwa mpango au shughuli yoyote ya Title I ya WIOA inayosaidiwa kifedha; kutoa fursa,
au kumtendea mtu yeyote kuhusiana na, mpango au shughuli kama hiyo; au kufanya maamuzi ya ajira
katika usimamizi wa, au kuhusiana na, mpango au shughuli hiyo.

Wapokeaji wa usaidizi wa kifedha wa shirikisho lazima wachukue hatua zinazofaa ili kuhakikisha
kwamba mawasiliano na watu wenye ulemavu yanafaa sawa na mawasiliano na wengine. Hii
inamaanisha kwamba, kwa ombi na bila gharama yoyote kwa mtu binafsi, wapokeaji wanatakiwa kutoa
usaidizi na huduma zinazofaa kwa watu waliohitimu wenye ulemavu.

UTAKACHOFANYA UKIAMINI KWAMBA UMEBAGULIWA

Iwapo unafikiri umebaguliwa chini ya mpango wa usaidizi wa kifedha wa Title I wa WIOA au
shughuli, unaweza kuwasilisha malalamiko ndani ya siku 180 kuanzia tarehe ya madai ya ukiukaji na:
Afisa wa Fursa Sawa wa mpokeaji (au mtu ambaye mpokeaji amemteua kwa kusudi hili);

IDARA YA BIASHARA NA UCHUMI YA NH, OFISI YA FURSA YA WAFANYAKAZI
LISA GERRARD, AFISA WA FURSA SAWA (EEO)
100 North Main Street, Suite I, Concord, NH 03301
Simu: 603-271-0355 Relay:211
au

Mkurugenzi, Kituo cha Haki za Kiraia (CRC), Idara ya Kazi ya Marekani
200 Constitution Avenue NW, Room N-4123, Washington, DC 20210
au kielektroniki kama ilivyoelekezwa kwenye tovuti ya CRC katika www.dol.gov/crc.

Ukiwasilisha malalamiko yako kwa mpokeaji, ni lazima usubiri hadi mpokeaji atoe Notisi iliyoandikwa
ya Hatua ya Mwisho, au hadi siku 90 zipite (yoyote itakayotangulia), kabla ya kuwasilisha kwenye
Kituo cha Haki za Kiraia (angalia anwani hapo juu). Ikiwa mpokeaji hatakupa Notisi iliyoandikwa ya
Hatua ya Mwisho ndani ya siku 90 baada ya siku ambayo uliwasilisha malalamiko yako, unaweza
kuwasilisha malalamiko kwa CRC kabla ya kupokea Notisi hiyo. Hata hivyo, lazima uwasilishe
malalamiko yako ya CRC ndani ya siku 30 za tarehe ya mwisho ya siku 90 (kwa maneno mengine,
ndani ya siku 120 baada ya siku ambayo uliwasilisha malalamiko yako kwa mpokeaji). Ikiwa mpokeaji
atakupa Notisi iliyoandikwa ya Hatua ya Mwisho kuhusu malalamiko yako, lakini hujaridhika na
uamuzi au azimio hilo, unaweza kuwasilisha malalamiko kwa CRC. Ni lazima uwasilishe malalamiko
yako ya CRC ndani ya siku 30 kutoka tarehe ambayo ulipokea Notisi ya Hatua ya Mwisho.

Nimesoma na/au nimesomewa fomu hii. Ninaelewa haki yangu ya kuwasilisha malalamiko. Ninaelewa
kwamba ninaweza kuomba usaidizi wa kuwasilisha malalamiko kutoka kwa EO/Afisa wa Malalamiko.

Saini ya Mwombaji/Mshiriki Tarehe

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711
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WE'LL HELP YOU FIND YOUR FUTURE

3AKOH ITPO THHOBAIII TA MOKJHUBOCTI JIJI POBOYOI CUJIA (WIOA)
MHOBIZIOMJVIEHHSA ITPO TPOLUEAYPY PO3IJIAAY CKAPT

Bynp-sikuii 3asBHUK a00 Y4YaCHUK NpPOTpaMHM, KWl Oakae IMOJATH CKapry 4Yepe3 HECTIpPaBEIJIMBE CTaBIICHHS,
TUCKpuMiHamito abo mopymenHs npaBun WIOA, MOBHHEH NOTPUMYBATHCS BiIIMOBIAHOT HABEAECHOI HIDKYE
nporenypu. SIKImo y Bac BUHHKIIA TpobieMa i Yyac po3riisiy Balloi KaHIUIaTypy Ha OTPUMAHHS MOCIyTH abo
MiJ] Yac HaBYaHHS, BU MMOBUHHI CIIOYATKy CHpOOYBaTH 3HANUTH 3aJ0BUILHE PIIICHHS 3 MOCTAYaJIbHUKOM MOCITYTH
a0o TpeHiHTy, 200, Y BUMAJIKy HaBYAaHHSI Ha POOOYOMY MICIIi, 3 BallluM poOOTOAaBIEM. SIKIIO 1€ HE BUPILIUIIO
npobiieMy, 3BepHiThcs 10 DaxiBIld 3 MUTaHb PIBHAX MOXKIUBOCTEH YTIPaBIiHHA 3 MUTAaHb TPYIOBUX BiTHOCHH.
Bin/BoHa HaMaraTuMeThCs TOTIOMOTTH BaM 3HAWTH PIllICHHS, SIKE BiJITIOBIIa€ BAIIUM MOTpedaM, a TAaKOK MmoTpedam
MoCTa4alIbHUKA TOCITYT, HABYAJILHOTO 3aKJaay a0o poOoTomaBId. SIKIIO BU 3alIMIIAETECs HE3aJOBOJICHUMH,
MOJKeTe moaatu oimiifHy MpeTeH3ito ado MICEMOBY CKapry.

A. Bu MoxeTe momaTH NMHUCBMOBY CKapry, mo0 posmodatd odimidHuii mpoiec (O1aHK CKaprd MOKHA
OTpUMATH y BAaIIOTO CHEIiajlicTa 3 MUTaHb MOJOJI, Kap'€pHOTO paJHUKa abo CHIBPOOITHHMKA BiIfiTy
Ka/IpiB, 3a3HAYCHOTO y BAIIOMY JI0Che). Ll mIchMOBa ckapra Mae MiCTHTH JeTaIbHUN ONMHUC KOHKPETHOT
CKapT¥ Ta HACTYITHY iH()OpMAIIifO:

Bane im's1, agpeca, podouuii Ta gomariiHii HoMmep Tenedony

3MmicT ckapru

[Nopymieni npaBuia a00 MOTITHKY, SKIIO 1€ BITOMO

Jara iiMOBipHOTO 1HIIMJCHTY

ImenHa Ta mocaau iHIMX 0ci0, 3aTyYeHHUX 10 CHTYAIii
B. yCl CKapru, M0 HE CTOCYIOThCS HUBUILHUX MpaB, HEOOXiMHO mojaBaTd NpoTsroM 90 IHIB mmicis

HMOBIpHOTO 1HIIUACHTY.

C. ®daxiBews 3 po3rJsiy CKapr MOXe 3B'I3aTUCS 3 BAMH Ta/a00 IHIIUMHU CTOPOHAMH, I1I0 MAIOTh BiJIHOIICHHS
JI0 CKapry, JJisl OTPUMaHHA JI0JaTKOBOI iHpopMaIlii, a Takox MOke NMpuU3HA4YnTH odiliiiHe ciayxaHHs. B
SKOCTI aJbTEpHATHBH BH MOXETE 3BEpHYTHCS 10 O(imiHHOrO TpoIlecy Memiamii i3 3arydeHHSIM
HEYIEepeKEHOTO TIOCePEIHUKA.

D. ®axieup 3 nuTaHb piBHUX MOXKJIMBOCTEH YTIPaBIIiHHS 3 MHTaHb TPYAOBHX BITHOCHH BHHECE PIllICHHS
npotsirom jies'stHocTa (90) THIB 3 MOMEHTY OTPHUMAaHHS CKaprH.

E. V¥ pasi He3anoBoneHHS pillIeHHSM, BH MOKETE OAATH CKApTy JUPEKTOPY YTIPaBIiHHS 3 TUTAHb TPYIOBUX
BigHocuH y Konkopmi, mratr Heto-I'emmmmup. [Hpopmariis mpo 1eit mporec Oyae CynpoOBOKYBaTH
pimenHs BukonaBuoro nupexkropa YmpaBiiHHS 3 MTUTAHb TPYAOBHX BiJJHOCHH.

F. Anensauis mogaersest mpotsrom 60 THIB 3 MOMEHTY OTPHMAHHS PIiIICHHS, IO OCKAPKYEThCS.

ke =

JEITAPTAMEHT 3 IIUTAHB BIBHECY TA EKOHOMIKU,
VIIPABJIIHHS 3 TIMTAHL TPY JOBUX BIJJTHOCHUH
JII3A JUKEPPAPJI, ®AXIBELIb 3 IMTAHBb PIBHUX MOXJIMBOCTEN (EEO)
100, Hopr-Meiin-ctpur, Crtot 1, Korkopa, Heto-I'emmmmp, 03301
Tenedon: 603-271-0355 nonarkosuii Homep: 211

PIBHI MOKJIMBOCTI - IIE 3AKOH

Jlns uporo onxepkyBada (emepanbHOi (piHAHCOBOI JOTIOMOTH € HE3aKOHHOI JIMCKPHUMIHAIlS 32 HACTYITHUMHU
O3HaKaMu: MPOTH OyJb-sikoi ocobu B CIIIA Ha mijcTaBi pacu, KOJBOPY IIKIpH, PeNirii, crari (BKIHOYAIOYN
BariTHICTh, TOJIOTH Ta TIOB'S3aHI 3 HUMH MEIUYHI CTaHM, CTaTEBI CTEPEOTHITH, TPAHCTCHACPHUH CTAaTyC Ta
TeH/ICPHY IICHTUYHICTH ), HAIIIOHATBHOTO TOXO/KCHHS (BKIIIOYAI0YX HEJOCTATHIH PiBEHB BOJIO/IIHHS aHTIIHCHKOI0
MOBOIO), BIKY, IHBJIIJHOCTI, MOJITHYHOI IPUHAIEKHOCTI a00 MepeKoHaHb, a00 MpoTH OyAb-IKOoro OeHedimiapa,
3asMBHUKA a00 y9acHHKA MPOorpam, o OTPUMYIOTH (PiHAHCOBY MIATPUMKY BimmoBigHO 10 Posminy I 3akony mpo
IHHOBAIIIi Ta MOXJIHMBOCTI JIJIs1 poO0OYO0I CHIIM Ha MiJCTaBi rPOMaASHCTBA ab0 y4acTi B Oynab-sKiii mporpami abo
IisutbHOCTI, 110 (inaHcyeTbes 3a Po3ainom I 3akoHy npo iHHOBAIIT Ta MOKIIMBOCTI AJ1s1 pOOOYOi CHIIH.

IHimianm ygacHuka



OpepxyBad HE TOBUHEH JOIMyCKATH TUCKPUMIiHAMIT B Oyb-sKil 3 HACTYMHUX chep: MPUIHATTA pilIeHHs Tpo Te,
XTO OyJie JomyIeHn i abo MaTuMe JOCTYII 10 OyAb-AKOi MporpaMu abo AisIBHOCTI, MO (hiHaHCyeThCs 3a Po3mimom
1 3akoHy mpo iHHOBAITIT Ta MOMJIUBOCTI JJTst pOO0YO0T CHIIH; HAIAHHS MOXKIIMBOCTEH a00 BiTHOIICHHS 0 Oy Ib-SKOT
0co0M y 3B'I3Ky 3 TAKOIO MPOTPAMOI0 ad0 MiSIBHICTIO; a00 MPUIHSTTS KaApOBUX PIIIEHb B afaMiHicTparlii abo y
3B'SI3KY 3 TAKOIO MPOTPAMOIO U1 AiSUTEHICTIO.

OpnepxyBaui (hegepanbHOI (DiIHAHCOBOI TIOMIOMOTH TTOBHHHI BXXUBAaTH PO3YMHHUX 3aXOJiB JIIsl 3a0€3MeUCHHS TOTO,
00 KOMyHiKalis 3 ocodamMu 3 00MEKEHUMH MOXKIUBOCTSIMU OyJia TaKOIO K €QEKTHBHOIO, SIK i KOMYHIKallis 3
iHmmMu JoapMu. Lle o3Haudae, mo 3a 3amUTOM 1 0e30IDIaTHO I 0coOM ofep)KyBadi 3000B'sI3aHI HamaBaTH
BiJIMOBiAHI JOMOMIXHI 3aCO0M Ta MOCIYTH KBai(hiKOBaHUM 0c00aM 3 00MEKEHIMH MOXKIIMBOCTSIMU.

1110 POBUTHU, SAKIIIO BU BBAXKAETE, 1110 3A3HAJIU JUCKPUMIHALIII

Slkmio BW BBaXkaeTe, IO 3a3HANM MUCKPUMIHAIII B paMKax mporpamMu abo AisuTbHOCTI, MO (hiHAHCYeThCS 3a
Pozainom 1 3akony mpo iHHOBAIT Ta MOXKIMBOCTI 7151 pOOOYOi CHIIM, BU MOXKETE IMOAATH cKapry mpotsroM 180
JHIB 3 JIaTH WMOBIPHOTO MOPYIICHHS A0: (axiBLs 3 MUTaHb PIBHUX MOXKIMBOCTEH ollepxyBaua (abo ocobwu, sIKy
OZIepKyBad MPU3HAYMB JIJIS Ii€1 METH).

JEITAPTAMEHT 3 IIMTAHb BIBHECY TA EKOHOMIKU,
VIIPABJIIHHA 3 I[TMTAHBb TPY JOBUX BIJIHOCHH
JII3A JDKEPPAPJI, ®AXIBELb 3 IIMTAHb PIBHUX MOXJIMBOCTE (EEO)
100, Hopt-Meiin-ctpur, Crrot 1, Korkopa, Heto-I'emmmmmp, 03301
Tenedon: 603-271-0355 nomarkoBuit Homep: 211
abo

Hupextop Llentpy rpomansacekux npas (CRC) Minictepcrsa npaui CLIA
200, KoHCTiThIONIH-aBEHIO, MiBHIYHUH 3axij, kKiMHaTa Ne4123, BamwuarToH, okpyr Komym0is, 20210
a00 B CJIEKTPOHHOMY BHIJISII, SIK 3a3HaueHO Ha BeO-caiiti CRC 3a anpecoro www.dol.gov/cre .

SIk1o BM moJaiid CKapry A0 OJepiKyBayua, BaM CJIijl TIOUYEKaTHCsA a00 MHChMOBOTO MOBIIOMIICHHS PO OCTATOYHE
pimenHs1, abo 3akinueHHs 90 MHIB (3aJIe)KHO BiJl TOTO, IO HACTaHE paHIIle), MepII HiK MOJaBaTH CKapry JO
LenTpy rpoMaissHCHKHX MPaB (IUB. aapecy Bullle). SKII0 ogepKyBad HE Ha/IaB BaM ITUCHMOBE TIOBIIOMJICHHS TIPO
OCTaTOuHE pileHHS NnpoTsaroM 90 IHIB 3 MOMEHTY IOJaHHS CKapru, BU MOXETE Mojaatu ckapry no LleHTpy
TPOMAISIHCHKHX IIpaB JO OTPUMaHHS Takoro moBimomieHHs. OIHAK BM TMOBHHHI Momatd ckapry 3a LleHTpy
TPOMAISTHCHKHX ITpaB poTsaroM 30 qHiB micis 3akiHdeHHs 90-1eHHoro TepMiHy (IHITUMHY CIIOBaMH, TpoTsiroM 120
JHIB MICJIS MOJaHHS CKapru OJepKyBauy). SIKIIO oJep)KyBad HagacTb BaM IMMHCbMOBE IOBIIOMIICHHS ITPO
OCTaTOYHE PINICHHS 3a BaIIOI CKaproro, ajie BU HE3aJ0BOJICHI PIlIEHHSIM a00 PE30JIIOIIEI0, BU MOKETE MOJIATH
ckapry no LlenTpy rpomansHchkux rnpaB. Bu noBuHHI mogatu ckapry A0 LleHTpy rpoMaassHChKUX TIPpaB MPOTITOM
30 AHIB 3 1aTH OTPUMAHHS IMOBIJOMJICHHS PO OCTATOYHE PIIICHHS.

51 npounTaB Ta/abo MeHi 3aunTtany 10 Gopmy. A po3ymito cBoi npasa Ha MOJIAHHS cKapr. S po3yMito, Mo MOXY
3BEpHYTHCS 32 JIOTIOMOT'OI0 Y MO/IaHHi ckapru Jio BukonaByoro nupekropa/®DaxiBiis 3 po3risiLy cKapr.

[Mianuc 3asBHUKA/y9acHUKA Hata

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/
transparency


http://www.dol.gov/crc

EXIT FROM WIOA TITLE | PROGRAMS
POLICY

Policy #: 2020-P-01 Previous #: 2020-P-001

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:
To provide guidance on the definition and impact of exit of participants of WIOA Title | funded programs.

Background: A participant is an eligible individual who has received one or more WIOA funded Basic Career,
Individualized Career, and/or Training Services. Good case management practice requires that a WIOA
Career Specialist (WCS) manage a reasonable size caseload of active participants assigned to him/her, i.e.,
maintain a balance between participants entering the system for services and those leaving the system. All
participants eventually leave the program for one or more reasons. For example, they may have obtained
employment; voluntarily withdrew from the program; were administratively removed for recurring non-
compliance with their IEP/ISS; experienced health or medical difficulties, and so on. This process is
commonly referred to as participants "exiting" the WIOA program (or simply “exiters”).

In WIOA, the “Date of Exit” is the last date on which WIOA services were received by the participant, excluding
post-employment follow-up services. For measuring WIOA performance, participants leaving WIOA are
officially “counted” during the quarter in which they exit (“quarter of exit”). From a timing perspective, it is
critical that all participant exit data for the quarter be entered on or by the last day of the quarter (end of
September, December March, June). The “quarter of exit” is the basis upon which all most WIOA
performance measures (Employment 2nd Quarter after Exit, Employment 4th Quarter after Exit, Median
Earnings, and Credential Attainment Rate) are predicated.

POLICY:

Definition of WIOA Exit: A WIOA program “Exit” occurs (1) when a participant does not receive any WIOA-
funded or non-funded partner service for 90 consecutive calendar days and is not scheduled for future services
except follow-up services (“Soft Exit”) OR (2) when a participant leaves the WIOA program for one of the
following reasons (“Hard Exit”):

1. If the participant has become institutionalized, incarcerated in a correctional institute, or has become a
resident in an institution or facility providing 24-hour support such as hospital or treatment center and
the individual is expected to remain in that institution for at least 90 days.

2. The participant exits the program because medical treatment and that treatment is expected to last
longer than 90 days and precludes entry into unsubsidized employment or continued participation in the
program.

3. The participant is deceased.

4. The participant is a member of the National Guard or other reserve military unit of the armed forces and
is called to active duty for at least 90 days.
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5. The participant is in the foster care system as defined in 45CFR 1355.20(a) and exits the program
because the participant has moved from the area as part of such a program or system (Youth
participants only).

6. The participant, who was determined to be eligible, is later determined not have met eligibility criteria.

7. The participant is a criminal offender in a correctional institution under Section 225 of WIOA.

The date of exit will occur when the last scheduled service described in the IEP/ISS and funded by WIOA, or a
Partner program is completed.

Impact of non-WIOA Partner Services on Exit Status: Receipt of non-WIOA partner services (e.g., job club,
vocational training, etc.) specified in the WIOA IEP/ISS can extend the exit date, which triggers measurement
of outcomes. The only partner services that can extend the exit date are those services that are deemed
WIOA services (i.e., Basic Career, Individualized Career, and Training Services). WIOA funded or partner
agency services are primarily interpreted as staff-assisted job search and placement assistance (including
career counseling), job referrals (such as employment-related testing and background checks), job
development (working with employer and job seeker), workshops and job clubs, other Basic Career,
Individualized Career and/or Training Services. The key point is that there is a requirement that such “staff-
assisted” services will be recorded on IEP/ISS. Excluded as staff-assisted services are those that provide
income maintenance support or direct monetary benefits such as TANF Cash Assistance, Unemployment
Compensation, Food Stamps, etc. It is not necessary to report non-WIOA partner agency services that are not
coordinated with the participant's WIOA IEP/ISS.

As cited previously, a participant will be exited from WIOA when all scheduled WIOA and non-WIOA Partner
services in the IEP/ISS are completed. Based on the needs identified in the Assessment process, it is the
responsibility of the WIOA Career Specialists (WCS) to determine which partner or WIOA services are
appropriate for inclusion in the WIOA IEP/ISS. This task will often require significant collaboration and co-case
management activity between the WCS and his/her counterpart in the partner agency.

If a participant has not received any WIOA-funded or partner services for any consecutive 90-day period
(except follow-up services), then that participant will be exited from WIOA (Soft Exit). Soft exit is an automated
process in the Job Match System (JMS). When all activities are closed and no new services are entered in 90
days, JMS will exit the case based on the last day of services provided. JMS provides a countdown to soft exit
so that WCS’s are aware when a case is due to exit.

Efforts to Obtain Outcome Information: To the extent possible, it is important to obtain and record as much
outcome information from the participant before exiting him/her from the WIOA program after the last
scheduled service. It is up to the WCS to obtain outcome information prior to the participant exiting. This
includes, outcomes of training, employment information, etc. The WCS will utilize one or more of the following
to contact the participant:

E-mail or Mail Job Placement letters to participant using address they provided at intake.
Contact participant via phone during day or evening.

Reach participant through secondary/emergency phone number.

Contact training vendor for training update information.

Ask non-WIOA Partner Agency Representative for update status.

a ks wbdhpeE
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https://ecfr.io/Title-45/Section-1355.20
https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf

All contacts should include date, time, phone number called, etc. and the activity annotated in the notes section
of JMS by the WCS.

PROCEDURE(S):

Soft Exits: Participants who do not receive any WIOA funded, or Partner Agency services described in the
IEP/ISS for 90 consecutive calendar days (except follow-up services) will be determined Soft Exits. It is also
important to remember that the IMS Case management System will automatically exit an active participant as
a Soft Exit if career services have not been entered into the system within 90 consecutive days. WCS’s must
remain proactive to maintain contact with participants and to provide appropriate WIOA funded services or
arrange partner agency staff-assisted services. To facilitate this practice, WCS’s are expected to access and
review their caseload status on a regular basis.

Other Exits: As described earlier in the “Definition of Exit” section, in addition to Soft Exits, there are many
other reasons that a participant can exit the WIOA program. Many of these circumstances are beyond control
of the WCS; nevertheless, they can affect our program performance outcomes. The degree to which these
circumstances affect performance is a function of how well each WCS conducts their assessment of the
individual’s abilities, needs, motivation, and potential for completing the program requirements. A holistic
assessment of the factors affecting an individual at the outset is critical in developing and implementing a
viable service strategy. Coupled with regular employment counseling, effective case management, and timely
provision of support services, the prospect of successful program completion is greatly enhanced.

Obtaining and Documenting Job Placement Information: Because of its impact on performance, the WCS
will make every effort to obtain job placement information on participants exiting the WIOA program using the
following methods in the prescribed order:

1. Staff will first contact the participant to solicit employment information.

2. Staff will then undertake reasonable and direct efforts with employer of record to acquire employment
verification via telephone, FAX, or e-mail.

3. Finally, reliance on information obtained from an authoritative third party.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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EXIT/PLACEMENT INFORMATION
POLICY

Policy #: 2024-P-03 Previous #: 2020-P-001

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To provide guidance on the importance of gathering post exit placement information for exited participants
under WIOA Title | funded programs.

Background: A participant is an eligible individual who has received one or more WIOA funded Basic Career,
Individualized Career, and/or Training Services. Good case management practice requires that a WIOA
Career Specialist (WCS) manage a reasonable size caseload of active participants assigned to him/her, i.e.,
maintain a balance between participants entering the system for services and those leaving the system. All
participants eventually leave the program for one or more reasons. For example, they may have obtained
employment; voluntarily withdrew from the program; were administratively removed for recurring non-
compliance with their IEP/ISS; experienced health or medical difficulties, and so on. This process is
commonly referred to as participants "exiting" the WIOA program (or simply “exiters”).

In WIOA, the “Date of Exit” is the last date on which WIOA services were received by the participant, excluding
post-employment follow-up services. For measuring WIOA performance, participants leaving WIOA are
officially “counted” during the quarter in which they exit (“quarter of exit’). From a timing perspective, it is
critical that all participant exit data for the quarter be entered on or by the last day of the quarter (end of
September, December March, June). The “quarter of exit” is the basis upon which all most WIOA
performance measures (Employment 2nd Quarter after Exit, Employment 4th Quarter after Exit, Median
Earnings, and Credential Attainment Rate) are predicated.

POLICY:

For the purpose of computing Federal WIOA performance measures, participants leaving WIOA are officially
“counted” during the quarter in which they exit (or the “quarter of exit”). “Quarters of exit” are based on
calendar year quarters: January 1-March 31; April 1-June 30; July 1 —September 30; and October 1 —
December 31. For example, if the date of exit is January 20th, the “quarter of exit” (base quarter) will end
March 31. The “quarter of exit” is the base upon which all other WIOA performance measures (Employment
2nd Quarter after Exit, Employment 4th Quarter after Exit, Median Earnings, and Credential Attainment Rate)
are predicated.

WCS'’s should follow-up on all exiters after the first 90 days after exit to optimize the prospects of meeting
WIOA performance goals. The purpose of Exiter Performance Follow-up is:

1. To gather information on Employment 2nd Quarter after Exit and Measurable Skill Gains; and
2. To obtain information on Credentials achieved since exiting the program.
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If an individual is “Hard Exited” using one the seven reasons outlined under WIOA, the participants exit can
be excluded from performance measures. The (7) reasons are: (1) institutionalization, (2) medical treatment
expected to last longer than 90 days, (3) death, (4) National Guard or other reserve military unit of the armed
forces called to active duty, (5) youth in foster care, (6) participant, who was determined to be eligible, is later
determined not have met eligibility criteria and (7) criminal offender.

PROCEDURE(S):

All exiters should be contacted following 90 days after their date of exit in order to obtain updated information
on employment and credential attainment of the individual. There are several possible outcomes:

1. If the individual exited WIOA, did not receive Training Services and was NOT employed, subsequent
contact for Post-Employment Follow-Up Services is not required but should be attempted.

2. If the individual exited WIOA and IS employed, Post-Employment Follow-Up Service contacts are
required following 90 days after their exit date. Post-Employment Follow-Up Services can be provided
for the balance of the 12-month post-exit follow-up period to ensure retention of employment.

3. If the individual exited WIOA, received Training Services, and successfully completed the training, the
WCS must obtain Credential and Measurable Skill Gains information on all participants as soon as
possible after completing training but no later than 90 days after exit.

Follow-up employment and credentials data obtained on participants at the end of the 1st quarter after WIOA
exit will be entered in JMS “Follow-Up” section. Information gathered during the quarterly post-employment
follow-up contact will also be entered in JMS in the “follow-up” section in JMS for the appropriate quarter.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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HIGH DEMAND OCCUPATION LIST
POLICY

Policy #: 2024-P-02
Source: July 1, 2021, July 22, 2024, eff. July 9, 2025

Purpose:

To provide guidance regarding the demand occupation list as required under the Workforce Innovation and
Opportunity Act.

Policy:

The Workforce Innovation Opportunity Act requires a demand occupation list per workforce area. The Office of
Workforce Opportunity contracts with NHES’s Economic and Labor Market (ELMI) Bureau to develop the
State’s Demand Occupation List also called the High Demand Occupation List.

In past years, the criteria used to develop this list was a minimum of 106 openings annually with a minimum
wage rate of $11.00 an hour. Working with staff from ELMI, OWO looked at different criteria to determine the
best way to be inclusive yet reflect what occupations are in high demand in New Hampshire. For PY24, the
following criteria was used to best represent the high demand occupations for New Hampshire.

e Occupations with $15+ wage and 106+ openings
Occupations with 5% growth projection and 20+ openings (may not have $15+ wage)

o Occupations listed as an Apprenticeship or WIOA targeted sector with 20+ openings (may not have
5% growth nor $15+ wage)

e Occupations listed as having a Doctoral Degree have been removed as they are beyond WIOA funding
limits.

Procedure:

Every two years, the Office of Workforce Opportunity works with ELMI and other partners to establish the
criteria that will be used to generate the demand occupation list. The list is presented to the State Workforce
Innovation Board to be voted on and approved or opposed. Once the list is approved, OWO disseminates the
list to all partners and Title | funded subrecipients using email and posting on OWQO'’s transparency webpage.
Additionally, the Job Match System (JMS) us updated to reflect the current listing. The list is valid for two
years or until updated.

Action:

All staff, NH Works partners, and other workforce development agencies must be knowledgeable about the
contents of this directive.

ATTACHMENT: High Demand Occupation List
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Attachment 1 July 2025 #2024-P-02

High Demand Occupation List Policy —
High Demand Occupation List (Provided
Only in PDF Form)

This is the TOC Link for the attachment. The attachment begins on next page.
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nhworks

Attachment 1 July 2025 #2024-P-02
WE'LL HELP YOU FIND YOUR FUTURE
Annual_ Average

Annual_L |Occupati |Annual_T|Hourly or
LETP_SOC 2022_Esti|2032_Proje |Percent_C [abor_For [onal_Tra |otal_Ope [Annual [Natl_Appre
_Cd LTEP OccTitle mated cted hange ce Exits [nsfers nings Wage nticeship
11-1021 General and Operations Managers 17324 18581 7.3 447 964 1537 50(X
11-2021 Marketing Managers 1265 1360 7.5 31 71 112 72.44
11-2022 Sales Managers 1963 2117 7.8 50 98 163 69.71
11-3031 Financial Managers 4338 5193 19.7 123 194 403 67.49(X
11-9021 Construction Managers 1294 1425 10.1 34 62 109 50.43
11-9051 Food Service Managers 1382 1466 6.1 52 105 165 33.36|X
11-9141 Property, Real Estate, and Community Association Managers 1254 1366 8.9 55 44 110 31.52(X
13-1020 Buyers and Purchasing Agents 2763 2657 -3.8 100 143 232 32.96
13-1041 Compliance Officers 1346 1405 4.4 48 57 111 411X
13-1071 Human Resources Specialists 4588 5153 12.3 146 253 455 31.63|X
13-1082 Project Management Specialists 3746 4165 11.2 90 182 314 42.94|X
13-1111 Management Analysts 4638 5210 12.3 170 227 454 49.441X
13-1151 Training and Development Specialists 2125 2337 10 68 117 206 32.3|X
13-1161 Market Research Analysts and Marketing Specialists 4365 5083 16.4 148 275 495 30.29|X
13-2011 Accountants and Auditors 7866 8516 8.3 253 371 689 37.91(X
13-2052 Personal Financial Advisors 2150 2508 16.7 63 80 179 39.9
21-1012 Educational, Guidance, and Career Counselors and Advisors 2309 2494 8 72 97 187 27.88
21-1018 Substance Abuse, Behavioral Disorder, and Mental Health Counselors 2297 2854 24.2 93 119 268 26.19
21-1093 Social and Human Service Assistants 2117 2396 13.2 100 129 257 19.03|X
23-2011 Paralegals and Legal Assistants 1340 1432 6.9 52 88 149 28.44|X
25-2011 Preschool Teachers, Except Special Education 3324 3578 7.6 158 204 387 18.1|X
25-2021 Elementary School Teachers, Except Special Education 5948 5980 0.5 200 196 399 63550
25-2022 Middle School Teachers, Except Special and Career/Technical Education 3461 3486 0.7 117 114 233 63830
25-2031 Secondary School Teachers, Except Special and Career/Technical Education 4905 4946 0.8 143 159 306 65150
25-3021 Self-Enrichment Teachers 2065 2295 11.1 136 124 283 28.15
25-3031 Substitute Teachers, Short-Term 1294 1349 4.3 82 75 163 15.98
25-3041 Tutors 701 725 3.4 65 56 123 24.71
25-4022 Librarians and Media Collections Specialists 1101 1162 5.5 62 43 111 30.4
25-9045 Teaching Assistants, Except Postsecondary 8355 8392 0.4 477 495 976 36810
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Attachment 1 July 2025 #2024-P-02
WE'LL HELP YOU FIND YOUR FUTURE
Annual_ Average

Annual_L |Occupati |Annual_T|Hourly or
LETP_SOC 2022_Esti|2032_Proje |Percent_C [abor_For [onal_Tra |otal_Ope [Annual [Natl_Appre
~Cd LTEP OccTitle mated cted hange ce Exits [nsfers nings Wage nticeship
27-1026 Merchandise Displayers and Window Trimmers 965 1018 5.5 48 68 121 17.69(X
27-3031 Public Relations Specialists 1304 1394 6.9 32 73 114 31.47|X
31-1120 Home Health and Personal Care Aides 8762 10784 23.1 782 652 1636 16.55
31-1131 Nursing Assistants 7409 7751 4.6 480 593 1107 21.13([X
31-9011 Massage Therapists 1693 1921 13.5 119 123 265 35.08[X
31-9091 Dental Assistants 1366 1480 8.3 79 116 206 27.1|X
31-9092 Medical Assistants 2721 3142 15.5 138 236 416 22.23|X
31-9096 Veterinary Assistants and Laboratory Animal Caretakers 463 556 20.1 32 67 108 17.46|X
33-2011 Firefighters 2478 2673 7.9 67 124 211 24.75|X
33-3051 Police and Sheriff's Patrol Officers 3050 3258 6.8 92 147 260 30.65|X
33-9032 Security Guards 2742 2803 2.2 160 206 372 19.66|X
33-9091 Crossing Guards and Flaggers 523 592 13.2 95 29 131 19.55
35-1011 Chefs and Head Cooks 1030 1138 10.5 42 86 139 26.94(X
35-1012 First-Line Supervisors of Food Preparation and Serving Workers 4528 4991 10.2 240 456 742 22.27
35-2011 Cooks, Fast Food 1725 1594 -7.6 113 135 235 16.71|X
35-2012 Cooks, Institution and Cafeteria 1753 1835 4.7 122 146 276 19.15(X
35-2014 Cooks, Restaurant 6382 8149 27.7 496 592 1265 18.24|X
35-2021 Food Preparation Workers 2705 2706 0 240 241 481 16.55
35-3031 Waiters and Waitresses 8546 8757 2.5 744 1045 1810 16.7
35-3041 Food Servers, Nonrestaurant 1344 1391 3.5 112 111 228 16.2
37-1011 First-Line Supervisors of Housekeeping and Janitorial Workers 1324 1437 8.5 72 86 169 26.15(X
37-1012 First-Line Supervisors of Landscaping, Lawn Service, and Groundskeeping Workers 1412 1534 8.6 58 91 161 29.04
37-2011 Janitors and Cleaners, Except Maids and Housekeeping Cleaners 9531 9997 4.9 680 679 1406 18.05(X
37-2012 Maids and Housekeeping Cleaners 4746 4901 3.3 359 324 699 16.58|X
37-3011 Landscaping and Groundskeeping Workers 7607 8365 10 397 620 1093 19.8|X
37-3013 Tree Trimmers and Pruners 763 838 9.8 29 72 109 25.38(X
39-2021 Animal Caretakers 2115 2516 19 150 266 456 15.19(X
39-5012 Hairdressers, Hairstylists, and Cosmetologists 2788 3095 11 175 221 427 16.62(X
39-9011 Childcare Workers 3792 3835 1.1 275 356 635 15.62|X
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WE'LL HELP YOU FIND YOUR FUTURE
Annual_ Average

Annual_L |Occupati |Annual_T|Hourly or
LETP_SOC 2022_Esti|2032_Proje |Percent_C [abor_For [onal_Tra |otal_Ope [Annual [Natl_Appre
~Cd LTEP OccTitle mated cted hange ce Exits [nsfers nings Wage nticeship
39-9031 Exercise Trainers and Group Fitness Instructors 2067 2435 17.8 137 276 450 22.92|X
39-9032 Recreation Workers 1744 1868 7.1 132 236 380 16.03|X
41-1011 First-Line Supervisors of Retail Sales Workers 7980 7669 -3.9 305 462 736 24.02|X
41-1012 First-Line Supervisors of Non-Retail Sales Workers 2756 2846 3.3 95 131 235 47.37
41-2021 Counter and Rental Clerks 1708 1760 3 98 103 206 21.25
41-2022 Parts Salespersons 1292 1350 4.5 64 90 160 19.29(X
41-2031 Retail Salespersons 19407 19475 0.4 1276 1539 2822 16.71
41-3021 Insurance Sales Agents 2885 3193 10.7 114 126 271 28.31
41-3091 Sales Representatives of Services, Except Advertising, Insurance, Financial Services, and Travel 5107 5544 8.6 136 360 540 36.8
41-4012 Sales Representatives, Wholesale and Manufacturing, Except Technical and Scientific Products 7715 8385 8.7 268 440 775 34.97
43-1011 First-Line Supervisors of Office and Administrative Support Workers 7675 7490 -2.4 317 406 705 31.01
43-3021 Billing and Posting Clerks 2109 2157 2.3 101 117 223 22.79
43-3031 Bookkeeping, Accounting, and Auditing Clerks 8712 8496 -2.5 558 438 974 23.11|X
43-3071 Tellers 1547 1420 -8.2 67 84 138 18.08|X
43-4051 Customer Service Representatives 13521 13074 -3.3 743 1043 1741 21.09(X
43-4081 Hotel, Motel, and Resort Desk Clerks 970 1026 5.8 63 96 165 16.83|X
43-4111 Interviewers, Except Eligibility and Loan 1085 1026 -5.4 55 71 120 20.28
43-4121 Library Assistants, Clerical 943 914 -3.1 92 69 158 16.75
43-4171 Receptionists and Information Clerks 4523 4580 1.3 288 316 610 17.64
43-5052 Postal Service Mail Carriers 1426 1426 0 58 49 107 27.64
43-5061 Production, Planning, and Expediting Clerks 1441 1517 5.3 58 92 158 28.5|X
43-5071 Shipping, Receiving, and Inventory Clerks 5031 4775 -5.1 202 292 468 20.68
43-6013 Medical Secretaries and Administrative Assistants 3814 4097 7.4 210 200 438 21X
43-6014 Secretaries and Administrative Assistants, Except Legal, Medical, and Executive 11346 10379 -8.5 632 572 1107 21.67|X
43-9041 Insurance Claims and Policy Processing Clerks 1419 1392 -1.9 57 70 124 26.12|X
43-9061 Office Clerks, General 16199 15718 -3 964 938 1854 22.23|X
45-2092 Farmworkers and Laborers, Crop, Nursery, and Greenhouse 2337 2684 14.8 142 227 404 15.45
45-2093 Farmworkers, Farm, Ranch, and Aquacultural Animals 943 1021 8.3 56 89 153 16.29(X
47-1011 First-Line Supervisors of Construction Trades and Extraction Workers 2817 3020 7.2 97 133 250 35.88
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47-2031 Carpenters 4800 5117 6.6 173 233 438 28.32|X
47-2061 Construction Laborers 4046 4464 10.3 147 215 404 21.74|X
47-2073 Operating Engineers and Other Construction Equipment Operators 1499 1613 7.6 52 78 141 30X
47-2111 Electricians 3206 3646 13.7 114 185 343 29.46|X
47-2141 Painters, Construction and Maintenance 1355 1449 6.9 48 60 117 22.58|X
47-2152 Plumbers, Pipefitters, and Steamfitters 2342 2542 8.5 77 131 228 29.64|X
47-4051 Highway Maintenance Workers 1372 1515 10.4 65 64 143 22.53
49-1011 First-Line Supervisors of Mechanics, Installers, and Repairers 2540 2683 5.6 101 113 228 37.66|X
49-2022 Telecommunications Equipment Installers and Repairers, Except Line Installers 1048 1143 9.1 39 71 120 39.2|X
49-3023 Automotive Service Technicians and Mechanics 3797 3945 3.9 134 191 340 24.04|X
49-9021 Heating, Air Conditioning, and Refrigeration Mechanics and Installers 1929 2057 6.6 62 103 178 29.42(X
49-9041 Industrial Machinery Mechanics 2037 2464 21 80 93 216 29.03(X
49-9071 Maintenance and Repair Workers, General 5803 6311 8.8 267 276 594 22.92|X
51-1011 First-Line Supervisors of Production and Operating Workers 3301 3461 4.8 122 191 329 36.16
51-2028 Electrical, Electronic, and Electromechanical Assemblers, Except Coil Winders, Tapers, and Finishers 3022 3172 5 154 173 342 21.87
51-2090 Miscellaneous Assemblers and Fabricators 5765 5663 -1.8 242 361 593 19.24
51-3011 Bakers 770 841 9.2 57 60 124 17.17|X
51-4041 Machinists 1664 1775 6.7 69 98 178 27.12|X
51-4081 Multiple Machine Tool Setters, Operators, and Tenders, Metal and Plastic 1030 1104 7.2 42 61 110 19.02(X
51-4121 Welders, Cutters, Solderers, and Brazers 1219 1303 6.9 38 84 130 26.5|X
51-6011 Laundry and Dry-Cleaning Workers 801 818 2.1 62 48 112 16.34|X
51-9061 Inspectors, Testers, Sorters, Samplers, and Weighers 3551 3560 0.3 149 256 406 23.55|X
51-9111 Packaging and Filling Machine Operators and Tenders 915 1013 10.7 46 57 113 21.71
51-9161 Computer Numerically Controlled Tool Operators 2802 2714 -3.1 86 163 240 24.61|X
53-1047 FirstLine Supervisors of Transportation & Material Moving Workers, Exc Aircraft Cargo Handling Supervisor 2470 2635 6.7 86 167 269 28.33
53-3032 Heavy and Tractor-Trailer Truck Drivers 8208 8740 6.5 384 496 933 27.32|X
53-3033 Light Truck Drivers 5611 6380 13.7 271 351 699 20.97
53-3051 Bus Drivers, School 1796 1927 7.3 197 85 295 23.02
53-3053 Shuttle Drivers and Chauffeurs 831 911 9.6 74 44 126 17.01
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53-3054 Taxi Drivers 790 994 25.8 45 42 107 21.27
53-7051 Industrial Truck and Tractor Operators 1659 1757 5.9 55 109 174 24.46
53-7061 Cleaners of Vehicles and Equipment 990 1051 6.2 55 79 140 17.53|X
53-7062 Laborers and Freight, Stock, and Material Movers, Hand 6082 6516 7.1 301 512 856 18.51|X
53-7065 Stockers and Order Fillers 14479 15978 10.4 947 1491 2588 17.2
11-2032 Public Relations Managers 276 296 7.2 6 13 21 64.21
11-2033 Fundraising Managers 245 258 5.3 6 11 18 54.89
11-3012 Administrative Services Managers 654 704 7.6 24 28 57 54.04
11-3013 Facilities Managers 608 647 6.4 20 27 51 50.26[X
11-3051 Industrial Production Managers 1127 1185 5.1 28 49 83 64.88|X
11-3061 Purchasing Managers 488 523 7.2 14 22 40 67.45
11-3071 Transportation, Storage, and Distribution Managers 434 464 6.9 13 22 38 58.39|X
11-3121 Human Resources Managers 807 877 8.7 24 38 69 64.78
11-3131 Training and Development Managers 242 263 8.7 6 13 21 62.34
11-9072 Entertainment And Recreation Managers, Except Gambling 59 67 13.6 3 4 8 36.2
11-9081 Lodging Managers 246 282 14.6 10 15 29 31.5|X
11-9151 Social and Community Service Managers 1070 1219 13.9 37 51 103 36.61
13-1011 Agents and Business Managers of Artists, Performers, and Athletes 43 48 11.6 2 2 4 29.46
13-1081 Logisticians 797 966 21.2 24 46 87 38.75(X
13-1121 Meeting, Convention, and Event Planners 446 487 9.2 19 29 52 25.31
13-1131 Fundraisers 797 850 6.6 25 35 65 32.28
13-1141 Compensation, Benefits, and Job Analysis Specialists ND ND ND ND ND ND 40.29
13-2020 Property Appraisers and Assessors 370 400 8.1 19 13 35 33.17
13-2031 Budget Analysts 67 71 6 2 2 4 40.99
13-2051 Financial and Investment Analysts 916 1006 9.8 21 39 69 41.95
13-2054 Financial Risk Specialists ND ND ND ND ND ND 46.52|X
13-2071 Credit Counselors 476 505 6.1 13 20 36 23.57
13-2072 Loan Officers 1157 1266 9.4 32 49 92 36.76
13-2081 Tax Examiners and Collectors, and Revenue Agents 323 339 5 12 13 27 27.65
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19-5011 Occupational Health and Safety Specialists 504 601 19.2 16 42 68 40.63(X
19-5012 Occupational Health and Safety Technicians 75 82 9.3 2 6 9 31.41|X
21-1013 Marriage and Family Therapists 285 347 21.8 11 9 26 26.43
21-1021 Child, Family, and School Social Workers 924 1000 8.2 31 42 81 27.92
21-1022 Healthcare Social Workers 596 640 7.4 23 29 56 36.11
21-1023 Mental Health and Substance Abuse Social Workers 368 420 14.1 15 12 32 34.5
21-1091 Health Education Specialists ND ND ND ND ND ND 30.4|X
21-1094 Community Health Workers 267 313 17.2 12 17 34 21.27|X
25-4011 Archivists 42 47 11.9 3 2 5 29.36
25-4012 Curators 81 94 16 5 5 11 29.84
25-4013 Museum Technicians and Conservators 39 44 12.8 3 2 5 23.95
27-1011 Art Directors 296 321 8.4 14 15 31 39.18
27-1013 Fine Artists, Including Painters, Sculptors, and lllustrators 367 393 7.1 17 18 38 17.1{X
27-1021 Commercial and Industrial Designers 137 148 8 3 6 10 35.72|X
27-1022 Fashion Designers 104 121 16.3 3 7 12 42.13|X
27-1024 Graphic Designers 883 948 7.4 26 47 79 29.49(X
27-1025 Interior Designers 333 376 12.9 15 16 35 28.05(X
27-2012 Producers and Directors 308 333 8.1 9 17 28 31.21|X
27-2022 Coaches and Scouts 942 1076 14.2 55 70 138 43970
27-2023 Umpires, Referees, and Other Sports Officials 117 134 14.5 16 12 30 52000
27-3042 Technical Writers 192 210 9.4 6 10 18 38.76(X
27-3091 Interpreters and Translators 243 266 9.5 13 12 27 22.49|X
27-4011 Audio and Video Technicians 235 251 6.8 7 14 23 25.48(X
27-4021 Photographers 392 418 6.6 15 20 38 23.75|X
27-4032 Film and Video Editors 174 196 12.6 5 11 18 29.7|X
31-2011 Occupational Therapy Assistants 104 118 13.5 6 10 17 30.28
31-2021 Physical Therapist Assistants 371 479 29.1 20 37 68 33.23
31-9093 Medical Equipment Preparers 394 414 5.1 23 31 56 21.85|X
31-9097 Phlebotomists 696 753 8.2 36 56 98 21.9|X
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33-1012 First-Line Supervisors of Police and Detectives 667 716 7.3 19 26 50 45.39
33-1021 First-Line Supervisors of Firefighting and Prevention Workers 395 426 7.8 10 15 28 39.87|X
33-2021 Fire Inspectors and Investigators 62 66 6.5 2 3 5 35.15|X
33-9011 Animal Control Workers 41 45 9.8 2 2 4 24.56
33-9021 Private Detectives and Investigators 226 251 11.1 10 12 24 22.62|X
33-9094 School Bus Monitors 46 49 6.5 7 2 9 154
37-2021 Pest Control Workers 325 364 12 11 33 48 23.66|X
37-3012 Pesticide Handlers, Sprayers, and Applicators, Vegetation 318 342 7.5 11 31 44 21.35|X
39-1014 First-line Supervisors of Entertainment And Recreation Workers, Except Gambling Services 713 790 10.8 32 49 89 24.33
39-2011 Animal Trainers 244 293 20.1 12 25 42 15.46|X
39-4031 Morticians, Undertakers, and Funeral Arrangers 96 101 5.2 5 7 12 31.73
39-5094 Skincare Specialists 588 655 11.4 31 53 91 20.01|X
39-6012 Concierges ND ND ND ND ND ND 16.35
39-7010 Tour and Travel Guides 332 370 11.4 32 42 78 18.48
39-9041 Residential Advisors 292 313 7.2 17 35 54 20|X
41-3031 Securities, Commodities, and Financial Services Sales Agents 1103 1249 13.2 33 53 101 36.87|X
41-9011 Demonstrators and Product Promoters 74 78 5.4 8 5 13 22.24
41-9022 Real Estate Sales Agents 694 751 8.2 34 26 66 27.46
43-4031 Court, Municipal, and License Clerks 542 580 7 29 27 60 21.69
43-4131 Loan Interviewers and Clerks 959 1017 6 33 48 87 23.56
43-5011 Cargo and Freight Agents 223 248 11.2 9 14 25 24.04|X
43-5031 Public Safety Telecommunicators 645 690 7 31 36 71 24.06|X
45-1011 First-Line Supervisors of Farming, Fishing, and Forestry Workers 233 270 15.9 13 20 37 25.84(X
47-2021 Brickmasons and Blockmasons 206 219 6.3 8 9 18 28.11(X
47-2042 Floor Layers, Except Carpet, Wood, and Hard Tiles 46 52 13 2 2 5 28.13|X
47-2044 Tile and Stone Setters 85 98 15.3 3 4 8 44.98|X
47-2071 Paving, Surfacing, and Tamping Equipment Operators 234 256 9.4 8 12 22 27.87(X
47-2081 Drywall and Ceiling Tile Installers 389 418 7.5 10 17 30 29.07|X
47-2121 Glaziers 158 169 7 7 9 17 29.53([X
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47-2131 Insulation Workers, Floor, Ceiling, and Wall 259 282 8.9 8 13 23 21.96|X
47-2161 Plasterers and Stucco Masons ND ND ND ND ND ND 28.99|X
47-2181 Roofers 352 380 8 10 18 31 23.13
47-2211 Sheet Metal Workers 794 844 6.3 30 44 79 25.63|X
47-2221 Structural Iron and Steel Workers 173 187 8.1 4 11 16 26.82|X
47-3015 Helpers--Pipelayers, Plumbers, Pipefitters, and Steamfitters 159 172 8.2 6 12 19 20.07
47-4071 Septic Tank Servicers and Sewer Pipe Cleaners 233 256 9.9 9 13 24 26.86
47-4090 Miscellaneous Construction and Related Workers 73 77 5.5 3 4 7 23.27
47-5023 Earth Drillers, Except Oil and Gas 122 131 7.4 6 7 14 29.81|X
47-5081 Helpers--Extraction Workers 53 59 11.3 2 4 7 24.56(X
49-2021 Radio, Cellular, and Tower Equipment Installers and Repairers 224 245 9.4 8 15 25 24.33([X
49-2091 Avionics Technicians ND ND ND ND ND ND 33.86(X
49-2092 Electric Motor, Power Tool, and Related Repairers 57 60 5.3 2 3 5 32.29|X
49-2094 Electrical and Electronics Repairers, Commercial and Industrial Equipment 223 239 7.2 8 12 22 30.12|X
49-2098 Security and Fire Alarm Systems Installers 313 346 10.5 13 22 38 23.98|X
49-3041 Farm Equipment Mechanics and Service Technicians 160 189 18.1 6 9 18 24.45(X
49-3042 Mobile Heavy Equipment Mechanics, Except Engines 592 660 11.5 20 31 58 29.84(X
49-3051 Motorboat Mechanics and Service Technicians 232 253 9.1 12 12 26 23.01|X
49-3091 Bicycle Repairers 145 154 6.2 6 11 18 16.69
49-3092 Recreational Vehicle Service Technicians 81 94 16 4 6 11 29.5|X
49-9011 Mechanical Door Repairers 116 136 17.2 4 5 11 28.37(X
49-9012 Control and Valve Installers and Repairers, Except Mechanical Door 145 154 6.2 5 6 12 36.81|X
49-9043 Maintenance Workers, Machinery 323 366 13.3 17 15 36 36.83|X
49-9051 Electrical Power-Line Installers and Repairers 469 514 9.6 13 24 41 49.03|X
49-9052 Telecommunications Line Installers and Repairers 534 586 9.7 17 32 54 38.87|X
49-9062 Medical Equipment Repairers 195 227 16.4 8 11 22 26.44|X
49-9096 Riggers 80 85 6.3 4 4 8 27.94|X
49-9098 Helpers--Installation, Maintenance, and Repair Workers 402 428 6.5 25 21 49 18.64(X
51-3022 Meat, Poultry, and Fish Cutters and Trimmers 222 234 5.4 11 16 28 16.57
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51-3092 Food Batchmakers 418 462 10.5 28 37 69 17.42|X
51-4021 Extruding and Drawing Machine Setters, Operators, and Tenders, Metal and Plastic 451 485 7.5 18 30 51 23.52[X
51-9012 Separating, Filtering, Clarifying, Precipitating, and Still Machine Setters, Operators, and Tenders 277 314 134 9 18 31 26.46|X
51-9082 Medical Appliance Technicians 100 108 8 5 7 13 24.73|X
51-9141 Semiconductor Processing Technicians ND ND ND ND ND ND 23.52
51-9162 Computer Numerically Controlled Tool Programmers 354 432 22 12 23 43 32.31|X
51-9192 Cleaning, Washing, and Metal Pickling Equipment Operators and Tenders 94 100 6.4 4 6 11 19.65
53-2012 Commercial Pilots 389 412 5.9 14 31 47 86310(|X
53-3011 Ambulance Drivers and Attendants, Except Emergency Medical Technicians ND ND ND ND ND ND 17.1|X
53-3052 Bus Drivers, Transit and Intercity 196 217 10.7 16 10 28 23.6|X
53-5022 Motorboat Operators 31 36 16.1 1 2 3 21
53-6021 Parking Attendants 253 273 7.9 14 23 39 15.39
53-6032 Aircraft Service Attendants 54 57 5.6 3 5 8 18.16
53-7011 Conveyor Operators and Tenders 123 136 10.6 5 8 14 17.07(X
53-7063 Machine Feeders and Offbearers 511 557 9 42 41 88 21.08
53-7071 Gas Compressor and Gas Pumping Station Operators 35 37 5.7 1 2 3 28.22
27-1023 Floral Designers 291 239 -17.9 17 14 26 16.94|X
27-2011 Actors 199 219 10.1 11 13 26[NA X
27-2042 Musicians and Singers 338 349 3.3 24 20 45|NA X
35-3011 Bartenders 3331 3638 9.2 189 406 626 13.28(X
47-2051 Cement Masons and Concrete Finishers 387 397 2.6 10 19 30 23.5|X
47-4011 Construction and Building Inspectors 436 449 3 29 21 51 31.03|X
51-2041 Structural Metal Fabricators and Fitters 395 353 -10.6 14 24 34 24.23|X
51-3021 Butchers and Meat Cutters 436 442 1.4 22 30 53 22.09|X
51-4031 Cutting, Punching, and Press Machine Setters, Operators, and Tenders, Metal and Plastic 890 851 -4.4 30 54 80 21.73|X
51-4033 Grinding, Lapping, Polishing, and Buffing Machine Tool Setters, Operators, and Tenders, Metal and Plastic 655 623 -4.9 25 42 64 20.56|X
51-4072 Molding, Coremaking, and Casting Machine Setters, Operators, and Tenders, Metal and Plastic 657 658 0.2 21 37 58 19.25(X
51-4111 Tool and Die Makers 357 358 0.3 18 19 37 32.09(X
51-4122 Welding, Soldering, and Brazing Machine Setters, Operators, and Tenders 269 263 -2.2 8 18 25 20.81|X
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51-5112 Printing Press Operators 824 797 -3.3 36 50 83 22.86|X
51-6031 Sewing Machine Operators 416 405 -2.6 27 19 45 18.75|X
51-6064 Textile Winding, Twisting, and Drawing Out Machine Setters, Operators, and Tenders 196 185 -5.6 10 11 20 19.43|X
51-7011 Cabinetmakers and Bench Carpenters 268 265 -1.1 11 14 25 22.84|X
51-7041 Sawing Machine Setters, Operators, and Tenders, Wood 239 248 3.8 11 16 28 19.22|X
51-7042 Woodworking Machine Setters, Operators, and Tenders, Except Sawing 367 370 0.8 12 22 34 21.02|X
51-8031 Water and Wastewater Treatment Plant and System Operators 412 403 -2.2 17 21 37 26.93|X
51-9023 Mixing and Blending Machine Setters, Operators, and Tenders 221 228 3.2 8 15 24 22.93|X
51-9041 Extruding, Forming, Pressing, and Compacting Machine Setters, Operators, and Tenders 468 489 4.5 20 27 49 20.74|X
51-9071 Jewelers and Precious Stone and Metal Workers 159 159 0 12 9 21 23.39|X
51-9083 Ophthalmic Laboratory Technicians 189 194 2.6 9 14 23 22.39|X
51-9124 Coating, Painting, and Spraying Machine Setters, Operators, and Tenders 628 644 2.5 19 38 59 22.54|X
51-9195 Molders, Shapers, and Casters, Except Metal and Plastic 144 151 4.9 8 11 20 22.94|X
51-9196 Paper Goods Machine Setters, Operators, and Tenders 189 175 -7.4 8 13 20 21.13|X
11-9013 Farmers, Ranchers, and Other Agricultural Managers 4912 5043 2.7 348 166 527|NA X
11-9032 Education Administrators, Kindergarten through Secondary 1413 1426 0.9 39 54 94 100050|X
13-1031 Claims Adjusters, Examiners, and Investigators 783 774 -1.1 20 32 51 37.41|X
13-2082 Tax Preparers 409 427 4.4 23 23 48 27.241X
33-3012 Correctional Officers and Jailers 827 773 -6.5 28 42 65 25.17|X
33-3021 Detectives and Criminal Investigators 425 442 4 14 18 34 37.61|X
39-5011 Barbers 659 734 11.4 25 49 82[NA X
39-5092 Manicurists and Pedicurists 942 1047 11.1 49 66 125 14.23[X
43-3051 Payroll and Timekeeping Clerks 878 771 -12.2 40 43 72 26.76(X
43-4161 Human Resources Assistants, Except Payroll and Timekeeping 537 537 0 23 36 59 24.38|X
43-5032 Dispatchers, Except Police, Fire, and Ambulance 697 701 0.6 28 38 66 23.19|X
43-5051 Postal Service Clerks 568 567 -0.2 28 20 48 28.37|X
43-6012 Legal Secretaries and Administrative Assistants 518 416 -19.7 27 26 43 23.93|X
43-9021 Data Entry Keyers 1141 873 -23.5 50 66 89 18.42(X
43-9051 Mail Clerks and Mail Machine Operators, Except Postal Service 424 388 -8.5 27 26 49 18.99(X
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45-2091 Agricultural Equipment Operators 212 282 33 14 22 43|NA X
49-2011 Computer, Automated Teller, and Office Machine Repairers 669 653 -2.4 23 41 62 25.45|X
49-3011 Aircraft Mechanics and Service Technicians 290 303 4.5 9 13 23 32.97|X
49-3021 Automotive Body and Related Repairers 703 723 2.8 31 30 63 23.74|X
49-3031 Bus and Truck Mechanics and Diesel Engine Specialists 1080 1120 3.7 39 51 94 29.84|X
49-3052 Motorcycle Mechanics 224 234 4.5 12 11 24 23.19|X
49-3053 Outdoor Power Equipment and Other Small Engine Mechanics 237 248 4.6 12 12 25 23.52|X
53-2021 Air Traffic Controllers 439 428 -2.5 11 26 36 84.74|X
27-3023 News Analysts, Reporters, and Journalists 201 193 -4 9 13 21 23.51
27-3041 Editors 490 480 -2 22 26 47 29.41
27-3043 Writers and Authors 969 1043 7.6 45 52 104 0
29-2010 Clinical Laboratory Technologists and Technicians 570 595 4.4 20 17 39 38.3
31-1132 Orderlies 132 137 3.8 8 12 20 18.66
31-1133 Psychiatric Aides 290 303 4.5 17 26 44 24.33
35-2015 Cooks, Short Order 3403 3324 -2.3 229 274 495 14.86
35-3023 Fast Food and Counter Workers 13650 14562 6.7 1558 1663 3312 14.01
35-9011 Dining Room and Cafeteria Attendants and Bartender Helpers 1746 1928 10.4 176 166 360 10.86
35-9021 Dishwashers 2461 2542 3.3 220 210 438 13.78
35-9031 Hosts and Hostesses, Restaurant, Lounge, and Coffee Shop 2507 2673 6.6 348 302 667 14.69
51-3091 Food and Tobacco Roasting, Baking, and Drying Machine Operators and Tenders ND ND ND ND ND ND 19.28
51-9198 Helpers--Production Workers 677 638 -5.8 44 58 98 18.48
11-3021 Computer and Information Systems Managers 3537 4173 18 75 171 310 78.71
11-9041 Architectural and Engineering Managers 1629 1763 8.2 34 72 119 82.86
11-9111 Medical and Health Services Managers ND ND ND ND ND ND 58.84|X
15-1211 Computer Systems Analysts 2668 2995 12.3 71 94 198 50.89(X
15-1232 Computer User Support Specialists 3824 4098 7.2 97 163 287 29.89|X
15-1244 Network and Computer Systems Administrators 2184 2297 5.2 46 78 135 46.47|X
15-1252 Software Developers 8524 10878 27.6 166 347 748 61.95(X
17-2051 Civil Engineers 1740 1982 13.9 40 69 133 41.56
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17-2071 Electrical Engineers 2050 2213 8 49 63 128 64.03
17-2112 Industrial Engineers 1835 2126 15.9 48 60 137 47.97|X
17-2141 Mechanical Engineers 2429 2843 17 58 84 183 48.07(X
29-1141 Registered Nurses 13685 14597 6.7 470 291 852 41.65(X
29-1171 Nurse Practitioners 1518 2288 50.7 42 42 161 61.77
29-2052 Pharmacy Technicians 2169 2276 4.9 87 112 210 18.83(X
29-2056 Veterinary Technologists and Technicians 940 1133 20.5 36 58 113 21.63
29-2061 Licensed Practical and Licensed Vocational Nurses 2136 2250 5.3 89 77 177 33.95(X
41-4011 Sales Representatives, Wholesale and Manufacturing, Technical and Scientific Products 2435 2589 6.3 84 137 236 36.06[X
11-9121 Natural Sciences Managers 213 234 9.9 5 10 17 65.69
15-1212 Information Security Analysts 678 931 37.3 18 30 73 64.93|X
15-1221 Computer and Information Research Scientists 53 66 24.5 2 2 5 63.24
15-1231 Computer Network Support Specialists 927 1035 11.7 24 40 75 32.7|X
15-1241 Computer Network Architects 630 666 5.7 12 22 38 63.94|X
15-1242 Database Administrators 302 327 8.3 8 10 20 49.8(X
15-1243 Database Architects 293 331 13 8 10 22 59.82
15-1253 Software Quality Assurance Analysts and Testers 1035 1292 24.8 29 42 97 49.34
15-1254 Web Developers 571 685 20 12 26 49 43.85
15-1255 Web and Digital Interface Designers 351 409 16.5 11 16 33 40.3[X
15-2011 Actuaries 32 40 25 1 1 3 65.65
15-2031 Operations Research Analysts 470 588 25.1 15 16 43 40.91
15-2041 Statisticians 60 80 33.3 2 2 6 51.59(X
15-2051 Data Scientists 638 899 40.9 18 28 72 44.55|X
17-1011 Architects, Except Landscape and Naval 392 451 15.1 12 13 31 38.36
17-1021 Cartographers and Photogrammetrists 148 166 12.2 5 5 12 29.88|X
17-1022 Surveyors 167 190 13.8 6 6 14 29.6
17-2041 Chemical Engineers 88 101 14.8 2 3 6 48.84
17-2061 Computer Hardware Engineers 263 288 9.5 5 9 16 69.49(X
17-2072 Electronics Engineers, Except Computer 406 434 6.9 10 12 25 51.56
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17-2081 Environmental Engineers 202 233 15.3 7 7 17 40.38
17-2111 Health and Safety Engineers, Except Mining Safety Engineers and Inspectors 41 45 9.8 1 1 2 31.16
17-2131 Materials Engineers 58 62 6.9 2 2 4 53.53|X
17-3011 Architectural and Civil Drafters 579 627 8.3 25 31 61 29.35|X
17-3012 Electrical and Electronics Drafters 83 88 6 3 4 7 39.04(X
17-3022 Civil Engineering Technologists and Technicians 136 149 9.6 5 7 13 30.18
17-3025 Environmental Engineering Technologists and Technicians 48 51 6.3 2 3 5 22.01
17-3026 Industrial Engineering Technologists and Technicians 530 573 8.1 21 28 53 30.06|X
17-3028 Calibration Technologists and Technicians 112 126 12.5 4 6 11 28.95
17-3031 Surveying and Mapping Technicians 304 344 13.2 14 24 42 28.61(X
19-1022 Microbiologists 218 247 13.3 4 13 20 42.69
19-1031 Conservation Scientists 145 162 11.7 3 9 14 32.67|X
19-2021 Atmospheric and Space Scientists 83 89 7.2 1 6 8 27.72|X
19-2031 Chemists 209 232 11 3 12 17 36.17
19-2041 Environmental Scientists and Specialists, Including Health 527 576 9.3 9 34 48 35.79|X
19-2042 Geoscientists, Except Hydrologists and Geographers 96 110 14.6 1 6 8 44.14
19-3051 Urban and Regional Planners 300 323 7.7 7 17 26 35.82
19-3091 Anthropologists and Archeologists 32 35 9.4 1 2 3 24.27
19-4013 Food Science Technicians ND ND ND ND ND ND 28.24
19-4021 Biological Technicians 377 418 10.9 13 36 53 24.64(X
19-4031 Chemical Technicians 157 167 6.4 3 15 19 22.58(x
19-4042 Environmental Science and Protection Technicians, Including Health 183 205 12 3 16 21 24.74(X
19-4061 Social Science Research Assistants 106 115 8.5 3 10 14 19.95
19-4071 Forest and Conservation Technicians 119 126 5.9 4 11 16 20.41
19-4092 Forensic Science Technicians 45 50 111 1 4 5 34.99|X
25-1072 Nursing Instructors and Teachers, Postsecondary 489 577 18 24 18 51 82330
29-1031 Dietitians and Nutritionists 312 338 8.3 12 9 24 35.42
29-1071 Physician Assistants 965 1258 30.4 24 30 83 63.93
29-1122 Occupational Therapists 991 1122 13.2 31 26 70 42.08




nhworks

Attachment 1 July 2025 #2024-P-02
WE'LL HELP YOU FIND YOUR FUTURE
Annual_ Average

Annual_L |Occupati |Annual_T|Hourly or
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29-1126 Respiratory Therapists 395 447 13.2 13 8 26 39.84
29-1127 Speech-Language Pathologists 866 1034 194 26 24 67 40.21
29-1128 Exercise Physiologists 111 125 12.6 4 3 8 29.76
29-1151 Nurse Anesthetists 567 613 8.1 11 12 28| 104.25
29-1161 Nurse Midwives 47 52 10.6 1 1 2 62.85
29-1292 Dental Hygienists 1213 1317 8.6 54 28 92 44.82
29-2032 Diagnostic Medical Sonographers 338 390 154 10 8 23 42.16
29-2034 Radiologic Technologists and Technicians 1044 1106 5.9 33 23 62 37.9|X
29-2035 Magnetic Resonance Imaging Technologists 239 258 7.9 8 6 16 47.11(X
29-2042 Emergency Medical Technicians 1086 1167 7.5 29 49 86 19.59(X
29-2043 Paramedics 412 437 6.1 9 10 21 28.31(X
29-2053 Psychiatric Technicians 145 176 21.4 6 7 16 22.58(X
29-2055 Surgical Technologists 482 511 6 15 14 32 31.63|X
29-2057 Ophthalmic Medical Technicians 319 363 13.8 18 19 41 20.2|X
29-2072 Medical Records Specialists 855 934 9.2 34 26 68 23.06|X
29-2091 Orthotists and Prosthetists 69 87 26.1 3 2 7 47.77|X
29-9021 Health Information Technologists and Medical Registrars 187 218 16.6 7 6 16 37.95|X
29-9093 Surgical Assistants 236 254 7.6 8 7 17 38.76
15-1251 Computer Programmers 407 371 -8.8 10 14 20 46.32|X
29-2081 Opticians, Dispensing 292 304 4.1 12 12 25 23|X
17-3023 Electrical and Electronics Engineering Technologists and Technicians 853 852 -0.1 43 38 81 31.69|X
17-3027 Mechanical Engineering Technologists and Technicians 495 517 4.4 19 26 47 30.34|X

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity employer/program. Auxiliary aids and services are available upon request to
individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency
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INDIVIDUAL TRAINING ACCOUNT (ITA)
POLICY

Policy #: 2020-P-03 Previous #: 2020-P-003

Source: 4/1/2021, 10/30/23, July 22, 2024, eff. July 9, 2025

PURPOSE:

To provide guidance regarding Individual Training Accounts under WIOA Title | funded programs.
POLICY:

Participants will receive assessment, counseling, and development of an Individual Employment Plan (IEP) /
Individual Service Strategies (ISS) through Basic and Individualized Career Services prior to issuance of an
ITA. WIOA Career Specialists (WCS) will work with customers to put in place a support system to address
barriers to employment such as transportation and childcare needs. The IEP/ISS will define the purpose of
training (occupational goal) and justification for training to support that goal. Once the ITA is approved, the ITA
funds will be obligated. Verification of continued progress consistent with the IEP/ISS is required by the WCS.
It is expected that the employment plan will be responsive to customer needs and will be achieved in a
reasonable time frame. The WCS, in approving the plan, will need to ensure there is no duplication of funds
and that all other funding avenues have been explored and exhausted. The maximum time frame for training
completion should generally not exceed two (2) years.

Customers will learn of the demand occupations or skills for which an ITA may be issued from the Demand
Occupations List of Training Vendors through the Job Match System and can access this website from their
own computer or at the NH Works Center. This site makes it possible for customers to make an informed
choice about the training programs available for them to compare. Participants may be able to use their ITA to
acquire services from any eligible training provider on the Eligible Training Provider List (ETPL). Upon
identification of appropriate training vendors, the participant will contact provider(s) for the purpose of obtaining
firsthand knowledge about school environment, program specific details, cost of tuition, books, fees, start/end
date of program and any other needs required for a successful training experience. If the geographic area in
which the customer is looking for a training vendor does not have multiple vendors, only one vendor may be
investigated.

If there are two or more eligible training providers delivering the same or similar training of similar quality and
geographic accessibility (based on performance and customer satisfaction data, schedules and support
services, accessibility, etc.) and total costs for training and support package are different, the provider with the
most cost- effective program must be selected. If the lowest cost program is not selected, a justification for this
decision must be included in the IEP/ISS. Customers may request that an occupation not on the "Eligible
Training Provider List (ETP)" be considered if sufficient and verifiable documentation is provided to
demonstrate demand. Subrecipients will submit these requests to the Office of Workforce Opportunity for
review.
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The WCS will coordinate all sources of training funds and review availability of other funding sources with the
customer. The availability of Pell Grant and other grant funds to pay for training costs must be considered prior
to awarding an ITA. The participant will record his/her financial assistance needs on the ITA Request for
Training Form. When the selected training program is Pell eligible, customers will be required to apply for a
Pell grant. WIOA will not require customers to apply for loans. The WCS will assist the customer in completing
a living expenses budget and a related income statement. This process will enable the determination of
education and related costs. Child/dependent care, transportation, and other support services needs should be
addressed in a needs assessment.

The awarding of a Pell Grant is not school based; rather it is a portable grant for which a participant’s eligibility
will reduce the cost of WIOA training funding. Pell Grant applications must be submitted prior to the awarding
of an ITA for Pell eligible training programs. Therefore, the WCS will ensure that the application process is
initiated early in the assessment process to provide timely award of the Pell Grant funds. Pell Grant
applications can be obtained at the website www.fafsa.ed.gov. Pell Awards will, in all circumstances, be
applied to the cost of tuition, books, and fees prior to any WIOA contributions. The ITA Voucher will include a
clause stipulating that the training institution will notify the Fiscal Department in writing of the amount and date
of Pell Grant award to the participant. No payment will be made to the training vendor until such notification is
received.

WIOA customers are permitted to enroll in ITA training programs while applications for Pell Grant funding are
pending. The WCS will attempt to get an estimate from the school of the amount of Pell Grant Award pending.
If the school cannot provide this information, then the WCS will ask the participant for a copy of his/her Student
Aid Report (SAR), which should contain this information. The training institution is required to apply Pell Grant
funds prior to billing. In the event that the Pell Grant is awarded after WIOA payment is made to the vendor, the
WCS and subrecipient management staff will make an effort to secure the funds directly from the participant as
agreed upon in the Student Training Agreement.

All ITA’s are subject to availability of WIOA Title | funds. There is a $6,500 cap on an ITA’s tuition costs. A
Waiver Request can be prepared and submitted by the WCS for approval by OWO utilizing the forms included
in the Waiver Request Policy (2020-P-011). This request will outline the justification for approving a training
program over the cap and the financial need of the customer for this additional assistance.

An Individual Training Account will automatically be cancelled if the customer is not in a training activity
consistent with the IEP/ISS within 90 days of the date the ITA Voucher is authorized to begin.

If a customer has already been served through WIOA training funds, any of the following conditions would
permit re-training the individual with the approval of OWO:

1. Customer did not complete the training due to extenuating circumstances including accessibility related
circumstances.

2. ltis found after investigation and determined to be in a reasonable timeframe that the eligible training
provider did not provide quality training and services.

3. Labor market changes have rendered previous WIOA-acquired training obsolete or uncompetitive in the
local area.

In the event a customer finds full time employment during the course of his/her training program training
continuation will be reviewed on a case-by-case basis by the subrecipient based on the following criteria:
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Employment in the same field as the occupational goal.
The amount of wages.

Time remaining in the training contract.

Refund availability.

P wn e

If a customer withdraws from a training program before its completion, the subrecipient will initiate the steps
necessary to recapture the unused funds according to the training vendor’s refund policies. When refunds are
captured, they are processed in accordance with subrecipient policies.

PROCEDURE(S):

ITA (Individual Training Accounts) are developed for customers who have completed any combination of basic
career and individualized career services and whose assessment has resulted in a need for occupational skills
training as a method to help them become employed.

The following information must be documented on the IEP/ISS:

The justification of the need for training and the establishment of an occupational goal.
Documentation of the customer’s ability to sustain themselves while in training.
Explanation of how unmet needs will be satisfied.

Identification and justification of supportive services needed.

Identification and documentation of partner agency involvement.

Description and tracking of the customer’s progress in a training program.

o0k~ wh R

The WCS, in approving the plan, will need to ensure that there is no duplication of funds and that all other
funding avenues have been explored and exhausted (e.g. Pell Grant Coordination). The maximum time frame
for training program completion should generally not exceed two (2) years.

Occupational Exploration and Vendor Selection:

Customers will have access to the list of Eligible Training Providers by accessing the Job Match System
through the NH Works Center or their own computer. Customers will learn of the demand occupations or skills
for which an ITA may be issued from the Eligible Training Provider List.

Upon identification of appropriate training vendors, the participant will contact provider(s) to obtaining firsthand
knowledge about school environment, program specific details, cost of tuition, books, fees, start/end date of
program and any other needs required for a successful training experience. It is recommended that the
customer contact at least two training vendors to compare the information listed above. If the geographic area
in which the customer is looking for a training vendor does not have multiple vendors, only one vendor may be
investigated. Once a participant has selected a training interest, he/she will complete and submit to the WCS a
Request for Training Form. This form will contain all necessary fields of information collected by the participant
to provide the WCS with the necessary information to develop the ITA.

The training selected must be in a demand occupation listed on the Job Match System. Customer choice is
priority, as long as the choice falls in a demand occupation and is supported by the assessment and IEP/ISS.
WIOA funding will be coordinated with PELL and other financial aid assistance. The WCS, in approving the
plans, needs to ensure there is no duplication of funds and that all other avenues to cover program costs have
been explored and exhausted.
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WCS’s will make sure that each participant that is requesting training has a signed IEP (Individual Employment
Plan)/ISS (Individual Service Strategies) and Assessments with goals and objectives to support the request for
training.

WCS’s will submit a completed ITA Packet to their local WIOA Program Manager for approval. The packet will
include:

1. Student Training Agreement
2. ITA Request for Training
3. Financial Aid Transmittal Form (only if the program is Pell eligible)

A copy of the ITA Packet will be scanned into the JMS case management system as one complete
document. The WCS should also ensure that the customer gets a copy of the Student Training Agreement.

The customer should also sign a Vendor Release of Credential Information form. The form will be scanned
into JMS case management system in case it is needed when the training program is completed.

ITA Voucher Process

All ITA Vouchers must be processed in the JMS case management system. WCS shall enter the information
and submit vouchers to their WIOA Program Manager for approval. The WIOA Program Manager will process
an approval for the ITA Voucher in JMS as soon as possible or notify the WCS of any outstanding issues that
need to be resolved before approval can be made.

All ITA Vouchers must be processed, dated, and signed prior to the start of a training program. In no case will
an ITA voucher be authorized after the start of training program.

The ITA Voucher will automatically be cancelled if the customer is not in a training activity consistent with the
IEP/ISS within the 90 days of the date the ITA is authorized to begin.

ITA Case Management

The WCS will track and record customer progress throughout training on at least a monthly basis. Services
and notes in the JMS case management system will be updated at least once monthly for every customer
receiving training services. This will help ensure a successful training outcome.

A supply of Student Participation Time Sheets will be given to the customer to send to their WCS weekly to
update their progress and attendance. A supply of transportation or childcare reimbursement forms will be
given to the customer to return to the WCS weekly if applicable.

The WCS must schedule an appointment with the customer prior to the completion of training to work on job
placement. The credential information will be entered in JMS and a copy of the credential scanned into the
system. Job placement assistance will continue on a regular basis until the customer becomes employed.

After employment is secured, WIOA follow up services are available to the customer for a period of one year.
The WCS will maintain active contact with the customer throughout this timeframe to provide job placement
assistance, obtain employment and credential information and to offer any assistance that would help foster
job retention for the customer.

ACTION:
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All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

ITA Request for Training Provider Selection
Student ITA Training Agreement

Financial Aid Transmittal

ITA Student Participation Time Sheet
Vendor Release of Credential Information

a ks wbhpeE
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Attachment 1

July 2025

#2020-P-03

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Individual Training Account Request for

Training Vendor Selection

Instructions

This form shall be completed by the customer and submitted to the WIOA Career Specialist at NH Works for
review. Since this is the source document to initiate Individual Training Account Vouchers and the
commitment of training funds, the accuracy and completeness is critically important. The customers will
research/visit more than one training vendor prior to selection unless only a single vendor offers the training
in the applicable geographic area. When making training vendor comparisons use one Vendor Research

Form pervendor.

Participant Data

Name

Customer Signature

Choice of Vendor
Training Institution:

Address:

Contact person:

Educational Goal:

Phone;:

RATIONALE FOR VENDOR SELECTION:

Final Summary of All Costs

Itemized Cost of Training
* Total Tuition

* Fees
= Registration
= Lab
= Comp
= Testing
* Other
* Supplies
+ Books
*  Other
Total Cost

Total Cost

B H PP B ABH &

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-

us/transparency
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Attachment 1 July 2025 #2020-P-03

Vendor Research Form

NOTE: When making training vendor comparisons use one Program Information Sheet per vendor

Training Vendor Name:
Start Date End Date

Any licensing, certificate or special test required? Yes[1 No O
If yes, explain and give dates
Title of Program
Number of weeks in training
Total number of class hours per week
Total number of program hours

Financial Assistance
Is this program/school Pell eligible? Yes O No [

If yes, have you applied for Pell Grant? YesO No[O
If yes, what is the current status?

If no, explain

Any other financial aid available? YesO No[

Any other funding source providing assistance? (unmet need) Yes O No [
Name Amount $
Name Amount $
Name Amount $

Program Details

COURSE /CLASS #OF CREDIT HRS TUITION COSTS

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 2 July 2025 #2020-P-03

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Individual Training Account WIOA Student
Training Agreement

With my signature below, | agree to the following:

¢ My Request for Training reflects all associated costs and is payable directly to the provider(s) for
training and associated costs.

e | have researched training providers/vendors. | understand that by selecting this training vendor, |
will not be permitted to change programs or vendors unless the vendor violates the terms of the
training contract.

¢ | understand that all changes to my ITA Voucher and training costs such as books or supplies will
only be made with the express written approval of the Workforce Innovation and Opportunity Act
(WIOA) Career Specialist.

e | grant permission for Pell Grant, if applicable, to be applied towards the tuition or other program cost.
In the event that the Pell Grant is sent to me directly, | will immediately reimburse accordingly.

o | will maintain communication with my WIOA Career Specialist to ensure that my training is a
success.

¢ | will provide weekly attendance sheets, grades, progress reports and certificates/credentials to my
WIOA Career Specialist.

I will promptly report any problems or concerns that may affect my training as soon as possible.

e Upon completion of my training, | will actively participate in job search activities and understand
that the final goal of my training will be employment.

e | am responsible for any un-met financial costs related to my training.

WIOA Student Name Signhature Date

WIOA Career Specialist Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-

us/transparency
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Attachment 3 July 2025 #2020-P-03

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

WIOA Student Financial Aid Transmittal Form

Customer Not Pell Eligible O
Program Not Pell Eligible [
PART A. STUDENT, please complete with the aid of your WIOA — Career Specialist.

Name: State ID No.

Home Address:

Street City State Zip Code
School to be attended:

Plan to attend from: / to / Undergrad: Part-Time .1 Full-Time O
Month  Year  Month Year

I, the undersigned, hereby authorize the exchange of information between NH Works, the Registrar, and the
Financial Aid Office (FAO) at the above-named school, regarding my financial status and/or that of my family for
purposes of determining my eligibility to receive financial aid at the named school. | also understand that the NH
Works and the FAO may discuss aspects of my case as it pertains to my situation and my application for financial
aid.

WIOA Student Signature: Date
Phone:
WIOA Career Specialist Signature: Date

Phone: (603)

WIOA Career Specialist Name:

WIOA Career Specialist Address:

Street City State Zip Code
Participant CUSTOMER ACTIONS REQUIRED FOR AWARDING
Institutional Financial Aid Form Filed: Date
FAF (Financial Aid Form) Filed: Date
Tax Return Sent to Institution: Date

Part B. Financial Aid Officer: PLEASE COMPLETE AND RETURN TO THE WIOA CAREER SPECIALIST

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 3 July 2025 #2020-P-03

COMPUTATION OF STUDENT ASSISTANCE

Tuition Parent’s Contribution

Fees Student’s Contribution From:
Books - Income & Benefits
Supplies - Assets

Rent/Mortgage - Summer Savings

Utilities Family Contribution Total
Medical

Other

Standard Exp. Total

Demonstrated Need (Standard Expense Total - Family Contribution Total)

Demonstrated Need

Loans
Perkins
Nursing
Institutional
Grants
SEOG
SSIG
Nursing
Institutional
Work
CWs
Institutional

Sub-Total

FAO Recommended
GSL

Tent. School Aid Total
Tent. Unmet Need

School Certification
Institution

FA Officer Signature
FA Officer Name
(Please Type or Print)
FA Telephone Number

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 4 July 2025 #2020-P-03

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

WIOA Student Participation Time Sheet

Submission of this timesheet is required on a weekly basis as per your signed ITA Student Training
Agreement

WIOA Student Participation Time Sheet
Participant:

WIOA Career Specialist:

Vendor: Week Ending:
Student Attended
Day Date Scheduled Class/Lab Day Class/Lab

Monday O Yes O No I Yes 0 No
Tuesday O Yes O No I Yes 0 No
Wednesday O Yes O No I Yes 0 No
Thursday O Yes O No O Yes I No
Friday O Yes O No Ll Yes I No
Saturday O Yes O No O Yes I No
Sunday O Yes O No d Yes 0 No

To be completed by the instructor: Please indicate whether or not any of the below skill gains have been
observed during this period.

Satisfactory or better progress has been made toward training O Yes CONo [ N/A
milestones?

Successfully passed an exam that is a requirement of this class? U Yes OONo  DIN/A
Significant progress being made toward the attainment of technical or O Yes CONo [ N/A

occupational skills?

Completed one year of a registered apprenticeship? U Yes LONo  DIN/A

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 4 July 2025 #2020-P-03

Instructor Assessment of Student Progress:

Instructor/Vendor Official Signature:

Date
Student Comments

Student Signature:

Date
Are there any problems or issues such as class delays, changes or cancellations?

0Yes [ No

If yes, please explain

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 5 July 2025 #2020-P-03

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Release of Credential Information

The below student has completed training/schooling supported by the Workforce Innovation and Opportunity
Act (WIOA). As program performance is based in part on the number of WIOA participants achieving a
credential, we are requesting a copy of the certificate, course grade, or other credential the student earned
after completing training. To expedite this request, the student has signed the following Release of Information
for your records.

| authorize (Name of School) to provide the staff
at the NH Works Office all information and copies of credentials pertaining to my
training in received there. | understand that this information will be confidential and
used only for Federal reporting purposes.

Student Printed Name

Student Signature Date

Please provide the following information:

1.Did the student receive a credential? O YES [ NO

2.1f YES, what Credential was achieved?

O Certificate O Diploma [ Associated Degree [ Bachelor's Degree [ Other:

Comments:
Name of Verifier from School: Title:
Signature of Verifier: Date:

Kindly return completed Verification Form ALONG WITH a copy of the Credential awarded to the career
navigator listed below.

WIOA Career Specialist:

Email:

Thanks in advance for your cooperation.

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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MARKETING POLICY

Policy #: 2020-P-25 Previous #: 2020-P-025

Source: 7/1/2020, 5/17/23, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures to ensure visual continuity
when marketing WIOA Title | programs.

POLICY:

These guidelines have been developed to ensure visual continuity, thereby reinforcing and strengthening the
identification made with NH Works, the State Workforce Innovation Board, and the US Department of Labor.

General Rules of Use for All Logos:

1. No adaptations or changes of the logo are allowed.

2. The logo may be resized, but the original proportions must be maintained when doing so.

3. The organization producing the material/message, which represents the primary focus of the
material/message, may display their logo largest.

4. The logo may be reproduced in color, black and white, or if printed on a colored background, the logo
may be reproduced in white.

5. The logo may not be integrated into another graphical element or logo without permission.

Visual Advertising and Printed Materials:

1. If more than one logo is being used the phrases and tag lines may be used.
2. The only acceptable derivatives when a name must be shortened are NH Works or Board as
appropriate.

Sizing and Spacing:

1. The logo may be resized, but the original proportions must be maintained when doing so.

2. The New Hampshire Works Logo may not be displayed any smaller than 2.5" in length by .5" in height.

3. The DOL logo may be no smaller than three quarters of an inch (dime sized) in diameter and no smaller
than 1/3 the size of the primary logo.

4. A clear zone equivalent to a minimum ¥ of an inch must surround the logo on all sides.

American Job Center Branding for One-Stop Centers

Background: The American Job Center network is a unifying name and brand that identifies online and in-
person workforce development services as part of a single network. US DOL requests that states and local
areas use the branding logos listed below to proactively identify One-Stop Career Centers as "American Job
Centers" in outreach materials, websites, and other communications. States and local areas may alternatively
use "a proud partner of the American Job Center network," for physical One-Stop Career Centers or websites.
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It is believed that this approach will create an easy way for jobseekers and employers to locate, recognize, and
access the workforce development services available.

Logo Examples:

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

) P
A proud partner of the amerlcanjobcenter network

Required EEO, ADA Disclaimer:

It is required by law that all materials that are ordinarily distributed or communicated in written and/or oral form,
electronically and/or on paper to staff, clients or the public at large pertaining to any WIOA financially assisted
program or activity or displaying either the NH WORKS logo or the US DOL logo must include a reference to
federal EEO and ADA compliance.

"(Program partner/name) is an equal opportunity employer/program. Auxiliary aids and services are available
upon request to individuals with disabilities, TDD NH 711.”

Required Stevens Amendment Language (see Stevens Amendment Policy #2022-P-01)
1. What is the Stevens Amendment?

An appropriations provision that requires grantees of the Departments of Labor (DOL), Health and Human
Services (HHS), and Education to disclose for a grant program the percent of the costs financed with federal
funds, the federal dollar amount, and the percentage and dollar amount financed by nongovernmental funds.

2. What does the Stevens Amendment require?

When issuing statements, press releases, requests for proposals, bid solicitations and other documents
describing projects or programs funded in whole or in part with federal money, all grantees receiving federal
funds shall clearly state:

a. the percentage of the total costs of the program or project which will be financed with federal
money;
the dollar amount of federal funds for the project or program; and
c. percentage and dollar amount of the total costs of the project or program that will be financed by
non-governmental sources.
3. What form should the acknowledgement statement take?

Statements

a. Include a full funding PowerPoint slide in presentations.
b. Provide full funding in a footnote/endnote or other appropriate section (Background, Overview,
Etc.).
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Press Releases

a. Include a full funding tag line.
b. Include link to full funding tag line.

Requests for Proposals (RFPs) and bid solicitations

a. Make full funding information part of the background information or other appropriate section.

Other Documents
a. Provide full funding information in an appropriate section.
Mass Media

a. Incorporate a full funding statement into TV/radio spots.
Provide full funding information in an appropriate section of an internet page.

c. When necessary, it is allowable for print material, or social media to direct the public to a
website for full funding information.

PROCEDURE(S):

All Title 1 subrecipients and staff must make sure that all forms of communication (electronic or paper) including
forms, websites, outreach materials, etc. contain the required marketing information. This includes documents
that are distributed to staff, participants or the general public. The marking information should include the NH
Works logo, the Equal Opportunity/ADA disclaimer, and the Stevens Amendment language. An example of the
required disclaimer is:

(Program partner/name) is a proud member of the NH Works system, an American Job Center
Network, and is an equal opportunity employer/program. Auxiliary aids and services are available upon
request to individuals with disabilities, TDD NH 711.

For program funding details in compliance with the Stevens Amendment, please visit
https://www.nheconomy.com/office-of-workforce-opportunity/about-us/transparency

It is the responsibility of each subrecipient to update the disclaimer information on any forms/documents that
OWO releases to include the agency/partner name before releasing to staff.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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MEASURABLE SKILLS GAIN POLICY

Policy #: 2020-P-19 Previous #: 2020-P-019

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025

PURPOSE: To provide guidance on identifying and documenting the “Measurable Skills Gain” performance
reporting measure for WIOA Title | funded programs.

POLICY: The “Measurable Skills Gain” Performance Measure determines the percentage of program
participants who, during the program year, are in an education or training program that leads to a
postsecondary credential or employment and who are achieving measurable skills gains, defined as academic,
technical, occupational or other forms of progress, toward such a credential or employment. (WIOA, Section

116(b)(2)(A)(V)). The Measurable Skills Gain measure is based on attainment of one of five types of gains: 1)

educational functional level gain; 2) secondary diploma or equivalent; 3) secondary/post-secondary

transcript/report card; 4) training milestone; or 5) skills progression.

The Measurable Skills Gain measure offers an opportunity to ensure WIOA funds are used to provide services
for participants with initially low basic skills, including English language learners. Recognizing that these
individuals will require additional services and a longer timeframe to succeed in postsecondary education and
the labor market, this measure helps programs demonstrate success through interim outcomes achieved by
this population. The skill gains measure can also support longer-term and more integrated interventions, such
as career pathway approaches.

Measurable skill gains are calculated as follows: Total Skills Gain (Numerator) and Total Opportunities for
Skills Gain (Denominator) yields the Measurable Skills Gain Success Rate.

Measurable Skills Gain Definitions (PIRL):

How the Measurable Skills Gain is calculated for Quarterly Reporting:

BACK to TOC

18 | Date of Most Record the most recent date the participant who received instruction | YYYYM
06 | Recent below the postsecondary education level achieved at least one EFL. MDD
Measurable Skills | EFL gain may be documented in one of three ways: 1) by comparing
Gain: Educational | a participant’s initial EFL as measured by a pre-test with the
Functioning Level | participant’s EFL as measured by a participant’s post-test; or 2) for
(EFL) States that offer secondary school programs that lead to a secondary
school diploma or its recognized equivalent, an EFL gain may be
measured through the awarding of credits or Carnegie units: or 3)
States may report an EFL gain for participants who exit the program
and enroll in postsecondary education or training during the program
year. Leave blank if this data element does not apply to the
participant.
18 | Date of Most Record the most recent date of the participant’s transcript or report YYYYM
07 | Recent card for postsecondary education who complete a minimum of 12 MDD
Measurable Skills | hours per semester, or for part time students a total of at least 12
Gain: credit hours over the course of two completed consecutive semesters
Postsecondary during the program yeatr, that shows a participant is meeting the State
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Transcript/Report | unit's academic standards. Leave blank if this data element does not
Card apply to the participant.
18 | Date of Most Record the most recent date of the participant’s transcript or report YYYYM
08 | Recent card for secondary education for one semester showing that the MDD
Measurable Skills | participant is meeting the State unit's academic standards. Leave
Gain: Secondary blank if this data element does not apply to the participant.
Transcript/Report
Card
18 | Date of Most Record the most recent date that the participant had a satisfactory or | YYYYM
09 | Recent better progress report towards established milestones from an MDD
Measurable Skills | employer/training provider who is providing training (e.g., completion
Gain: Training of on-the-job training (OJT), completion of one year of a registered
Milestone apprenticeship program, etc.). Leave blank if this data element does
not apply to the participant.
18 | Date of Most Record the most recent date the participant successfully passed an YYYYM
10 | Recent exam that is required for a particular occupation, or progress in MDD
Measurable Skills | attaining technical or occupational skills as evidenced by trade-
Gain: Skills related benchmarks such as knowledge-based exams. Leave blank if
Progression this data element does not apply to the participant.

MEASURABLE SKILLS GAIN DENOMINATOR:

English: Count of Adult, DW or Youth enrolled in the program that have not exited the program or exited within

the quarter and reason for exit was either “criminal offender” or none of the “other reasons”, and that were
enrolled in an education or training program.

PIRL Language: (Funding Stream [PIRL 903, 904, 905] ) and ((DATE OF PROGRAM ENTRY [PIRL 900] is

not null) and (DATE OF PARTICIPATION [PIRL 900] <= end of report period) and (DATE OF EXIT [PIRL 901]

is null or within the report period) and (DATE ENROLLED DURING PROGRAM PARTICIPATION IN AN
EDUCATION OR TRAINING PROGRAM LEADING TO A RECOGNIZED POSTSECONDARY CREDENTIAL
OR EMPLOYMENT (WIOA) [PIRL 1811] is not null) and (OTHER REASON FOR EXIT = (00 or 07) [PIRL 923;
00 = No, 07 = Criminal Offender]

MEASURABLE SKILLS GAIN NUMERATOR:

The numerator is a subset of the Count of UNIQUE RECORDS from MEASURABLE SKILLS GAIN

DENOMINATOR that was referenced above.

The numerator consists of the following:

English: For each quarter in which a participant is enrolled in an education or training activity (as defined

below), from_each of the categories listed below where a date has been entered, select the most recent date
within the quarterly reporting period. This is how the Measurable Skills Gain will be selected each quarter until
the participant is exited in a quarter other than the reporting quarter (only participants who exited for “criminal
offender” or none of the “other reasons” are included in performance measure.

This numerator count is divided by the denominator Count of UNIQUE RECORDS referenced above to create
the Measurable Skill Gain Rate.

PIRL Language:
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1. Date of Most Recent Measurable skills gain: Educational Functioning Level (EFL) [PIRL 1806] is within
the reporting period or

2. DATE ATTAINED RECOGNIZED CREDENTIAL [PIRL 1801] is within the reporting period and TYPE
OF RECOGNIZED CREDENTIAL = 1 [PIRL 1800; 1 = Secondary School Diploma/or equivalency] or

3. DATE OF MOST RECENT MEASURABLE SKILLS GAIN: SECONDARY TRANSCRIPT/REPORT
CARD [PIRL 1808] is within the reporting period or

4. DATE OF MOST RECENT MEASURABLE SKILLS GAIN: POSTSECONDARY
TRANSCRIPT/REPORT CARD [PIRL 1807] is within the reporting period or

5. DATE OF MOST RECENT MEASURABLE SKILLS GAIN: TRAINING MILESTONE [PIRL 1809] is
within the reporting period or

6. DATE OF MOST RECENT MEASURABLE SKILLS GAIN: SKILLS PROGRESSION [PIRL 1810] is
within the reporting period.

PROCEDURE(S):

Itis a requirement that WIOA Programs enter Measurable Skills Gain and applicable achievement dates for
each participant in training as the achievement is made. One Measurable Skills Gain should be documented
per participant a minimum of once per program year (July 1st through June 30th) using the correct screen in
JMS. The required documentation must be attached to the MSG when added in JMS.

The five Skills Gain types and related documentation are identified as follows:

1. Achievement of at least one educational functional level of a participant who is receiving
educational instruction below the post-secondary level.
PIRL Data Element Name (No. 1806) - Most Recent Measurable Skills Gain: Educational Functioning
Level (EFL)

a. Definition of Achievement: Skill gain is determined by utilization of the CASAS Math and Goals
Assessment. As part of the intake process, a CASAS Appraisal and Goals assessments will be
administered. If the participant’s score indicates that they are deficient in basic skills, then a
post-test in whichever area they were found to be deficient in will then be administered after
academic instruction has occurred. Increasing an educational functional level, as identified on
the CASAS post-test, will show achievement in the “Measurable Skills Gain” performance
measure.

b. Documentation: A copy of the CASAS post-test (administered in whichever area the participant
was found to be deficient) will be scanned, filed in the JMS participant’s file and linked to the
MSG. (For a participant that assessed using TABE, that form will be scanned and filed in the
JMS participant’s file.)

c. JMS/Skills Gains Screen: Select - Educational Functional Level (EFL)

2. Satisfactory or better progress report, towards established milestones from an
employer/training provider who is providing training (e.g., completion of on-the-job training
(OJT), completion of one year of an apprenticeship program, etc.)

PIRL Data Element Name (no.1809) — Most Recent Measurable Skills Gain: Training Milestone (WIOA)
a. Definition of Achievement: Skills Gain is determined by the completion and competency of the
Pre-Employment Work Maturity Skills (PEWMS) Checklist, has successfully completed one year
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of an apprenticeship program and/or is determined by comparing the participant’s progress in a
Work-Based-Learning (WBL)/On the Job Training (OJT) experience to the training objectives
identified for the WBL/OJT as assessed by the employer for a determined period of time.

b. Documentation: Documentation is the completed Pre-Employment Work Maturity Skills
Checklist, proof of the completion of one year of apprenticeship, and/or the completed Work
Experience Evaluation signed by the on-site training supervisor scanned into the JMS
participant’s file.

c. JMS/Skills Gains Screen: Select — Training Milestone

3. Attainment of a secondary school diploma or its equivalent.
PIRL Data Element Name (No. 1808) — Most Recent Measurable Skills Gain: Secondary
Transcript/Report Card (WIOA)

a. Definition of Achievement: Skills Gain is determined by attaining a recognized high school
diploma from a local school district or adult diploma program or successful completion of the
high school equivalency exam within the reported timeframe.

b. Documentation: One of the following documents: copy of the High School Diploma, High
School transcript indicating graduation, High School Equivalency Certificate or Transcript.

c. JMS/Skills Gains Screen: Select — Secondary Transcript/Report Card (WIOA)

4. Transcript or better report card for either secondary or post-secondary education that shows a
participant is achieving the state unit’s academic standards.
PIRL Data Element Name (No. 1807) — Most Recent Measurable Skills Gain: Postsecondary
Transcript/Report Card (WIOA)
a. Definition of Achievement:
i. Skills gain is determined by comparison of the beginning of the academic year grade
level or credits to the end of the academic year grade level or credits and/or
ii. Skills Gain is determined by the passing of school classes thereby adding credits to a
transcript from the beginning of the academic semester to the end of that academic
semester.
b. Documentation: Satisfactory or better school progress report, report card or school transcript.
The document will be scanned and included in the participant’'s JMS file.
c. JMS/Skills Gains Screen: Postsecondary Transcript/Report Card (WIOA)

5. Successful passage of an exam that is required for a particular occupation. Progress in
attaining technical or occupational skills as evidenced by trade-related benchmarks such as
knowledge-based exams/certificates necessary for that occupation.

PIRL Data Element Name (No. 1810) — Most Recent Measurable Skills Gain: Skills Progression
(WIOA)

a. Definition of Achievement: Skills Gain is determined by passing grade/successful completion of
any exam that provides or leads to a certificate of competency in a particular occupational area
during a specific time period.

b. Documentation: Documentation is a copy of the graded exam with a passing grade, certificate
or license demonstrating competency. The document will be scanned and included in the
participant's JMS file.
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c. JMS/Skills Gains Screen: Select — Skills Progression (WIOA)

ACTION:

All staff must be knowledgeable of the contents of this directive.
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PERSONALLY IDENTIFIABLE
INFORMATION (PII) POLICY

Policy #: 2020-P-06 Previous #: 2020-P-006

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To provide guidance on compliance with the requirements of handling and protecting Personally Identifiable
Information (PIl) and confidential information for WIOA Title | funded programs.

POLICY:

Background: The Office of Workforce Opportunity (OWO) and its subrecipients may have in their possession
large quantities of PII relating to their organization and staff; subrecipient and partner organizations and staff;
and individual program participants. This information is generally found in personnel files, participant data sets,
performance reports, program evaluations, grant and contract files and other sources.

Federally funded programs are required to take aggressive measures to mitigate the risks associated with the
collection, storage, and dissemination of sensitive data including PII. This policy addresses the requirements
that OWO, and its subrecipients must follow pertaining to the acquisition, handling, and transmission of PII.

There are two types of PIl — protected PIl and non-sensitive PIl. The differences between protected Pll and
non-sensitive Pll are primarily based on an analysis regarding the “risk of harm” that could result from the
release of the PII.

Protected PII — information that, if disclosed, could result in harm to the individual whose name or identity is
linked to the information. Examples of protected PIl include, but are not limited to, social security numbers
(SSNs), credit card numbers, bank account numbers, home telephone numbers, ages, birthdates, marital
status, spouse names, biometric identifiers (fingerprints, iris scans, etc.), medical history, financial information
and computer passwords.

Non-sensitive Pll — information that, if disclosed, by itself could not reasonably be expected to result in
personal harm. Essentially, it is stand-alone information that is not linked or closely associated with any
protected or unprotected Pll. Examples include first and last names, e-mail addresses, business addresses,
business telephone numbers, general education credentials, gender, or race. However, depending on the
circumstances, a combination of these items could potentially be categorized as protected or sensitive PII.

PROCEDURE(S):

Federal Requirements for the handling of PIl include:

1. All Pll and other sensitive data transmitted via email or stored CDs, DVDs, thumb drives, etc. must be
encrypted using a Federal Information Processing Standards (FIPS) 140-2 compliant and National

262
BACK to TOC


https://www.dhs.gov/privacy-training/what-personally-identifiable-information
https://www.dhs.gov/privacy-training/what-personally-identifiable-information

Institute of Standards and Technology (NIST) validated cryptographic module. Unencrypted sensitive
PIl cannot be emailed.

Data must be processed in a manner to protect the confidentiality of the records/documents and is
designed to prevent unauthorized persons from retrieving such records.

OWO, its subrecipients and employees must ensure privacy of all Pll obtained from participants and/or
other individuals and protect such information from unauthorized disclosure.

PIl data must be stored in an area physically safe from access by unauthorized persons at all times.
Accessing, processing and storing of PII data on personally owned equipment at off-site locations is
prohibited.

OWO, its subrecipients, employees, and other personnel who will have access to PIl must be advised
of the confidential nature of the information, the safeguards to protect the information and the civil and
criminal sanctions for noncompliance with such safeguards. Personnel must acknowledge their
understanding of these compliance requirements and their liability for improper disclosure.

Data may not be obtained or used for any purpose other than those required by the programs. Access
to data is restricted to only those individuals who need it in their official capacity to perform duties in
connection with the scope of work.

SOCIAL SECURITY NUMBERS

OWO, its subrecipients and employees have a responsibility to keep Social Security Numbers (SSNs) of job
seekers and other individuals secure. OWO prohibits the disclosure of SSNs to unauthorized persons or
entities. OWO, its subrecipients, and employees will not knowingly display, disclose, transfer, or unlawfully use
the SSN of any employee, student, or other individual in any manner that violates the Social Security
Protection Act of 2004 or the Privacy Act of 1974.

1.

SSNs should only be collected where required by federal or state law. If a unique personal identifier is
needed, a substitute for the Social Security number shall be used in its place.
Documents, materials, or computer screens displaying SSNs shall be kept out of public view at all
times.
Documents containing SSNs shall only be sent where permitted by state and federal law. A SSN may
be included in a mailed document where:
a. ltis sent as part of an application or enroliment process initiated by the individual.
b. Itis sent for the purpose of compliance with proper administration of the program.
c. lItis mailed by, or at the request of, an individual whose Social Security number appears in the
document or information of his or her parent or legal guardian.
d. The number shall not be revealed through the envelope window or be visible from the outside of
the envelope.
e. Full SSNs shall not be sent through email.
All documents or files containing SSNs shall be stored in a physically secure manner. SSNs shall not
be stored on computers or other electronic devices not secured against unauthorized access. When
erasing Social Security numbers from a laptop or desktop computer, staff shall ensure the number was
erased completely, including from the recycle bin.
Documents containing Social Security numbers shall not be thrown away in the trash, but instead
discarded or destroyed only in a manner that protects their confidentiality, such as shredding.
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ACTION:

All staff must be knowledgeable of the contents of this directive.
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PUBLICATION RELEASE POLICY

Policy #: 2023-P-01 Previous #: 2023-P-001

Source: 7/1/2021, 8/18/23, July 22, 2024, eff. July 9, 2025
PURPOSE:

To provide guidance regarding participant publication release documentation and usage for WIOA Title |
funded programs.

POLICY:

WIOA Title | funded programs utilize participant stories, images and experiences to publicize the success of
their programs. The Office of Workforce Opportunity (OWO) also utilizes participant stories to inform the State
Workforce Innovation Board. In order to share participant information, a release form must be obtained. The
release should be signed by the participant and be retained in the participants electronical case file in the Job
Match System (JMS).

PROCEDURE(S):

Two separate publication forms are attached to this policy. WIOA Adult and Dislocated Worker programs will
utilize the form titled "Publication Release Form” and the WIOA Youth program will utilize the form titled "Youth
Publication Release Form”. WIOA Title | subrecipients are responsible for updating this form with the
appropriate agency name in the appropriate places.

During the application process (or any time after), subrecipient staff will provide each participant with the
publication form and explain the purpose of the form. Participants will voluntarily sign to allow the subrecipient
to share the participants information. For youth under the age of 18, if the participant consents to the
publication form, a parent or guardian must also sign the form. The signed document will be uploaded into
JMS. If a participant chooses not to participate, the WIOA Career Specialist will make a note of this in the JMS
case management system.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS:

1. Publication Release Form
2. Youth Publication Release Form
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Attachment 1 July 2025 #2023-P-01

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Publication Release Form

The US Department of Labor (US DOL) provides funding under the Workforce Innovation and Opportunity Act
(WIOA). These funds are used to help individuals obtain training and employment services. The Office of
Workforce Opportunity (OWO) contracts with state and local community agencies to provide career services
and training opportunities to eligible individuals using these funds. The program you are enrolling in receives
these funds.

It is important to be able to share your individual achievements, contributions and participation in the programs
and services that are administered in New Hampshire. Personally identifiable information is never released
except for names or photographs, if appropriate.

By agreeing to allow your information to be shared, you are assisting us in maintaining secure funding that will
benefit others.

| hereby grant permission to NH Works and to use my photo/and or
information related to my experiences with the WIOA program. | understand this information may be used in
publications, including electronic publications, presentations, promotional literature, advertising, reporting,
and/or other similar ways.

| understand that | can revoke this release any time in writing.

Printed Name:

Signature: Date:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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Attachment 2 July 2025 #2023-P-01

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Youth Publication Release Form

The US Department of Labor (US DOL) provides funding under the Workforce Innovation and Opportunity Act
(WIOA). These funds are used to help individuals obtain training and employment services. The Office of
Workforce Opportunity (OWO) contracts with state and local community agencies to provide career services
and training opportunities to eligible individuals using these funds. The program you are enrolling in receives
these funds.

It is important to be able to share your individual achievements, contributions and participation in the programs
and services that are administered in New Hampshire. Personally identifiable information is never released
except for names or photographs, if appropriate.

Representatives of the program may be recording video footage, audio samples, or taking photographs of
students as they participate in the program. This documentation may also be used in informational material
that will be used to promote the program.

By agreeing to allow your information to be shared, you are assisting us maintaining secure funding that will
benefit others.

| hereby grant permission to NH Works and to use my photo/and or information
related to my experiences with the WIOA program. | understand this information may be used in publications,
including electronic publications, presentations, promotional literature, advertising, reporting, and/or other
similar ways.

| understand that | can revoke this release at any time in writing.

Printed Name:

Signature: Date:

If the participant is under 18 years of age, Guardian signature is required.

Guardian Name:

Signature: Date:

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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RAPID RESPONSE POLICY

Policy #: 2020-P-28 Previous #: 2020-P-028

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025

PURPOSE: To provide guidance to all NH Workforce partners regarding Rapid Response activities that will be
carried out by the Office of Workforce Opportunity.

POLICY:

Background: New Hampshire Rapid Response and Layoff Aversion services are funded by Workforce
Innovation and Opportunity Act (WIOA) Title | funds through annual grants awarded to New Hampshire’s
Department of Business and Economic Affairs (BEA), Office of Workforce Opportunity (OWO) by the U.S.
Department of Labor.

Scope: The purpose of the NH Rapid Response program is to assist businesses that are in transition mode.
The mission is to provide statewide, early intervention re-employment services at no cost to companies and
their employees affected by layoffs and closings.

Rapid Response efforts involve Teams comprised of local representatives from the 12 NH Works Career
Centers. The NH Works Partner Agencies include:

e NH Department of Business and Economic Affairs

e NH Employment Security

e The NH Community Action Program and WIOA partner entities
e Vocational Rehabilitation NH

¢ NH Department of Health and Human Services

¢ NH Community College System

e Other partner entities as needed

Rapid Response is a complex, challenging, and invaluable service. The extensive collaboration between
multiple, separate state and federal agencies, private entities, and community supports has proven invaluable to
NH companies and their workers. Rapid Response customers have benefited immensely from the partnerships
with economic development activities, apprenticeships and incumbent worker programs, Trade Act programs,
and numerous reemployment programs. Partner assistance has also provided vocational, health, financial, and
educational resources and supports to workers and their families. The experience and dedication of the Rapid
Response Partners, State and Local Teams, and Federal supports has consistently allowed for the highest level
of quality and service delivery to participants throughout NH.

In addition to the on-site services provided through response for layoff and closure events, Rapid Response
provides an ongoing, comprehensive approach to identifying, planning for, and responding to layoffs, and
preventing or minimizing their impacts wherever possible. To ensure high quality and maximum effectiveness,
successful rapid Response strategies include at least the following:

e Informational and direct reemployment services for workers;
e Solutions for businesses in transition (growth and decline);
e Convening, facilitating, and brokering connections, networks, and partners; and,
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e Strategic planning, data gathering, and analysis designed to anticipate, prepare for, and manage
economic transition.

e Aligning sector strategies to support layoff aversion activities

Rapid Response activities are defined as those activities that include initial contact with the affected company
including all state and federal Worker Adjustment and Retraining Notification Act (WARN) activities, company
fact-finding activities, lay-off aversion activities, and contact with and coordination of the local Rapid Response
Team for the purpose of planning and implementing Rapid Response information sessions.

Employee Retention Activities (Layoff Aversion):

Employee Retention activities are generally defined as those which include contact with a company when the
company is faced with issues that could impact their workforce. Causal issues and possible solutions are
assessed, alternatives to layoffs are discussed and guidance is offered regarding working and communication
with the workforce during difficult times.

Employee Retention is an integral element of Rapid Response activities. Also, included are sector partner
activities that address preventative measures designed to mitigate and/or avert layoffs in industry sectors based
on labor market indicators of potential economic downturns and/or business/industry input.

State Dislocated Worker Unit Administrator (DWUA)

The State Dislocated Worker Unit Administrator (DWUA), Jimmie Hinson, within BEA oversees the operations
of Rapid Response activities. The DWUA works directly with the Division of Economic Development (DED)
Regional Business Resource Specialists to compile timely and relevant reports to the Commissioner of BEA, is
responsible for the design and production of reports, Dislocated Worker packets, and other public and internal
documents and reports; and notification to employers regarding state and federal WARN Act laws and related
information.

Division of Economic Development (DED) Regional Business Resource Specialist(s)

The DED Regional Business Resource Specialist(s) is the primary liaison with affected employers experiencing
a layoff(s) during the initial development and deployment of rapid response informational sessions. The DED
Regional Business Resource Specialists, working with the DWUA, are responsible for making the initial contact
(within 24hrs) with any company facing a major layoff, business closing or other similar mass job dislocation for
the purposes of:

e Soliciting employer buy-in and timely commitment to helping affected dislocated workers,

¢ Working with a local Rapid Response team from local NH Works Office to arrange a meeting(s) of
affected employees for the purpose of describing available services,
Facilitating the Rapid Response meeting and introducing partner presenters,

o Collecting/updating the information needed to complete a RR “Fact Finding Report” and RR follow-up
report.

When applicable, this should be done at an on-site meeting with company officials. The DED Regional Business
Resource Specialists are also responsible for ensuring that results of the fact-finding research will be sent via
email to members of local Rapid Response Team, the Office of Workforce Opportunity State Director, the State
Dislocated Worker Unit Administrator, the NHES Operations Director and others as deemed appropriate.

Any layoff, business closing, or mass job dislocation due to natural or other disasters shall be reported by staff
from all participating agencies to the DWUA as soon as possible. The quickness and conciseness of information
is paramount in providing initial Rapid Response Services to displaced workers.

Local Rapid Response Team (Local Dislocated Worker Unit)
Local Rapid Response teams are comprised of partner agency personnel in the affected NH Works Center as
well as other agencies and organizations, as necessary. Required partners include:
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¢ The DED Regional Business Resource Specialist
o Local NHES Manager
o WIOA Workforce Development Coordinator

When appropriate, other partners such as those listed below, may be included:
o Department of Education: Bureau of Vocational Rehabilitation, Bureau of Adult Education
NHES Trade Act staff
Labor union representative (if a collective bargaining unit is affected)
Managers or designated representatives of other partner agencies (e.g., Health and Human Services,)
Affected company representative
Local officials
NH or US Department of Labor
NHES LMI staff (economic data input)
Community College representation

The responsibilities of the Local Rapid Response Team(s) include the delivery of services at the local level.
Among the activities they will undertake are:

¢ Participate in the presentation of information and distribution of Dislocated Worker Packets AND Rapid
Response Worker Surveys to affected dislocated workers (both Rapid Response meeting attendees and
non-attendees).

e Plan and coordinate any allowable initial services necessary to assist affected dislocated workers.

State Rapid Response Team (State Dislocated Worker Unit)

In the event of major layoffs and/or closures impacting a community or region’s economy and workforce, the
Dislocated Worker Unit Administrator will convene a partners meeting comprised of policy level decision makers,
including but not limited to:

The Governor’s Office

Chair, Statewide Workforce Board

Department of Business & Economic Affairs

NH Employment Security

NH Department of Labor

NH Department of Health & Human Services

NH Department of Education: Bureau of Vocational Rehabilitation, Bureau of Adult Education
Area elected officials

Labor-Management Committee (if applicable)

The responsibility of the State Rapid Response Team is to develop strategy and identify resources to determine
needed services and the most efficient delivery of services.

The Statewide Rapid Response lead is the Dislocated Worker Unit Administrator (DWUA). The DWUA oversees
the operations and implementation of the initial NH Works Rapid Response services and activities described in
the Non-Financial Memorandum of Understanding (MOU).

Working with local NH Works partners as well as appropriate federal, state, and local officials and agencies, the

DWUA will supervise development of prospective strategies for addressing dislocation events and ensuring rapid
access to the best range of allowable assistance.

PROCEDURE(S):
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A minimum of twenty-five (25) displaced workers must be affected for full services (i.e. formal rapid response
information sessions) to be implemented under the Rapid Response procedure, with consideration given to
available resources in the local NH Works center. When the numbers of layoff are less than twenty-five (25), the
affected dislocated workers will be provided with an information packet and will be referred to NH Works offices
for assistance.

Worker participation is critical to the success of the readjustment process and is ensured when employer
cooperation is an early and collaborative part of the process. To achieve the highest level of worker participation,
the DED Regional Business Resource Specialist will contact company officials to confirm the information
regarding layoff or closure activity, describe NH Rapid Response services and request a list of dislocated workers
with contact, occupational, and profile information, as available. In the event of a twenty-five-person or more
layoff/closure, the DED Regional Business Resource Specialist will request input from the company to complete
a Rapid Response Fact Finding Report and cooperation with arranging a Rapid Response Information Session.
Smaller groups of affected workers will be provided with the “Your Guide to Re-Employment Services” and
directed to https://www.nheconomy.com/office-of-workforce-opportunity/employers/rapid-response-program for
additional information.

Receipt of a state or federal WARN Act by any personnel shall immediately be forwarded to the NH
Commissioner of Labor, with copies to the Commissioner of BEA; the DWUA; and the Commissioner of
Employment Security. The NH Department of Labor shall maintain a list of all state and federal WARN Act notices
received.

A Rapid Response Information Session will be offered to the dislocated workers in a timely manner, preferably
on site at the company. The main purpose of the Rapid Response Informational Session with affected workers
is to inform them of the availability of re-employment services. The meeting also helps workers cope with the
emotional, financial, and job-hunting stresses that accompany unemployment. A Rapid Response informational
meeting is facilitated by the DED Regional Business Resource Specialist.

Once there is information on a layoff or closure, the State Dislocated Worker Unit Administrator (DWUA) will
notify the DED Regional Business Resources Specialist. The DED Regional Business Resource Specialist(s) is
the primary liaison with affected employers experiencing a layoff(s) during the initial development and
deployment of rapid response informational sessions. They will schedule an initial meeting with the company to
establish a good working relationship, informs them of the available services, and plans for implementation of
those services at the company. If it is determined that a full Rapid Response Team is necessary and/or
requested, the DED Regional Business Resources Specialist will brief the Local Rapid Response Team on next
steps. At this point, the liaison will activate the local Rapid Response Team and schedule a Rapid Response
session for the affected workers as quickly as possible. Scheduling of this session is sensitive to the company’s
production needs, work schedules, culture, and timing demands.

*Note* All communications with the business should be treated as highly confidential and only shared with
those that have a “need to know”. It is the DED Regional Business Resource Specialist responsibility to keep
this document up to date.

What is covered?

At the Rapid Response Employee Session, we meet with the employees;

inform them of their eligibility and benefits as laid off workers;

answer their questions about job search and unemployment insurance;

discuss the resources and supports of their local NH Works Office;

conduct a survey of employee needs (such as retraining and skills upgrading);
explain the content and time tables of various re-employment services;

explain retraining and skills enhancement grants;

explain free training opportunities available through the Community College System;
discuss personalized assistance for employees with disabilities; and
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e provide valuable information for family services / programs to help during job and life transitions.

The Goal of Rapid Response Team

The Goal of the Rapid Response Team is to provide reassurance to workers who are coping with the emotional
sting, family responsibility, and job search pressures of unexpected job loss. The Team helps affected workers
find a new job as quickly as possible or supports their transition to a new career thereby reducing the cost of
layoffs for the company and minimizing the financial impact to employees.

ACTION:

All staff must be knowledgeable of the contents of this directive.

Links: Layoffs, Closures, and Rapid Response - NH Economy
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RECORD RETENTION POLICY

Policy #: 2015-P-10 Previous #: 2015-003

Source: July 1, 2021, July 22, 2024, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures regarding record retention
for all Title | funded programs.

POLICY:

Financial records, supporting documents, statistical records, and all other non-Federal entity records pertinent
to a Federal award must be retained for a period of three years from the date of submission of the final
expenditure report or, for Federal awards that are renewed quarterly or annually, from the date of the
submission of the quarterly or annual financial report, respectively, as reported to the Federal awarding agency
or pass-through entity in the case of a subrecipient. Federal awarding agencies and pass-through entities must
not impose any other record retention requirements upon non-Federal entities. The only exceptions are the
following:

e If any litigation, claim, or audit is started before the expiration of the 3-year period, the records must be
retained until all litigation, claims, or audit findings involving the records have been resolved and final
action taken.

¢ When the non-Federal entity is notified in writing by the Federal awarding agency, cognizant agency for
audit, oversight agency for audit, cognizant agency for indirect costs, or pass-through entity to extend
the retention period.

o Records for real property and equipment acquired with Federal funds must be retained for 3 years after
final disposition.

o When records are transferred to or maintained by the Federal awarding agency or pass-through entity,
the 3-year retention requirement is not applicable to the non-Federal entity.

e Records for program income transactions after the period of performance. In some cases, recipients
must report program income after the period of performance. Where there is such a requirement, the
retention period for the records pertaining to the earning of the program income starts from the end of
the non-Federal entity's fiscal year in which the program income is earned.

o Indirect cost rate proposals and cost allocations plans. This paragraph applies to the following types of
documents and their supporting records: indirect cost rate computations or proposals, cost allocation
plans, and any similar accounting computations of the rate at which a particular group of costs is
chargeable (such as computer usage chargeback rates or composite fringe benefit rates).

a. If submitted for negotiation. If the proposal, plan, or other computation is required to be
submitted to the Federal Government (or to the pass-through entity) to form the basis for
negotiation of the rate, then the 3-year retention period for its supporting records starts from the
date of such submission.
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b. If not submitted for negotiation. If the proposal, plan, or other computation is not required to be
submitted to the Federal Government (or to the pass-through entity) for negotiation purposes,
then the 3-year retention period for the proposal, plan, or computation and its supporting
records starts from the end of the fiscal year (or other accounting period) covered by the
proposal, plan, or other computation.

PROCEDURE(S):

All Title | funded programs, including OWO, will maintain records outlined above for a period of three years
unless part of the exceptions mentioned above.

ACTION:

All staff must be knowledgeable of the contents of this directive.
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RESPONSIBILITIES FOR REPORTING
INSTANCES OF SUSPECTED FRAUD,
PROGRAM ABUSE, AND CRIMINAL
CONDUCT POLICY

Policy #: 2012-P-31 Previous #: 2012-031

Source: 7/1/21, July 1, 2024, eff. July 9, 2025
PURPOSE:

US DOL TEGL 15-23 transmits procedures to be used by all Employment and Training Administration (ETA),
and subsequently all Office of Workforce Opportunity (OWO) subrecipients and contractors, for reporting
allegations of fraud, program abuse or criminal conduct involving grantees or other entities and subrecipients
receiving Federal funds either directly or indirectly. The detection and prevention of fraud and abuse in
programs authorized by the US Department of Labor (US DOL) are the highest priority. Therefore, systematic
procedures for reporting instances of suspected or actual fraud, abuse or criminal conduct are vital. This
policy will provide procedures for reporting and investigating allegations of wrongdoing or misconduct to
include allegations of suspected fraud, program abuse, and criminal conduct involving subrecipients of Federal
Funds from OWO and/or US DOL, ETA.

POLICY:

US DOL Policy: The Office of Inspector General (OIG) Hotline Portal is the official mechanism used for
reporting allegations of criminal and other illegal or improper activities in federal funded programs. Allegations
are reported to OWO (specifically the Director) and to the OIG, and to the Employment Training Administration
(ETA). Incidents reported using OIG Hotline Portal may involve allegations of fraud, misfeasance, nonfeasance
or malfeasance, allegations involving misapplication of funds; allegations of gross mismanagement; allegations
of employee/participant misconduct, and other potential or suspected criminal actions.

When the OIG receives an Incident Report, they determine whether the allegations have merit and, when
appropriate, conduct or arrange for an investigation and/or audit. If the OIG determines that the case does not
have investigative or audit merit, the case is referred back to ETA for resolution.

Grant recipients must immediately document allegations, suspicions and complaints involving possible fraud,
program abuse, and criminal misconduct using the Incident Report (IR form 1- 156). In addition, situations
involving imminent health or safety concerns or the imminent loss of funds exceeding an amount larger than
$50,000 are considered emergencies and must immediately be reported to the OIG and ETA

Prohibition and Reprisals: No action will be taken against any complainant for disclosing information
concerning criminal or improper activities or making a valid complaint to proper authorities. Complainants may
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remain anonymous. If a complainant considers that his/her position will be compromised by reporting
information through the OIG Hotline Portal, the individual can contact OIG by telephone.

Definitions: These definitions are illustrative and are not intended to be either fully inclusive or restrictive.

1. Emergency: A situation involving imminent health or safety concerns, or the imminent loss of funds
exceeding an amount larger than $50,000.

2. Employee/Participant Misconduct: Actions occurring during or outside work hours that reflects
negatively on the Department and/or NH Business of Economic Affairs, Office of Workforce Opportunity
or its mission including, but not limited to: conflict of interest or the appearance of conflict of interest
involving outside employment, business and professional activities; the receipt or giving of gifts, fees,
entertainment, and favors; misuse of federal property; and, misuse of official information and such other
activities as might adversely affect the confidence of the public in the integrity of the government as well
as serious violations of Federal and state laws.

3. Fraud, Misfeasance, Nonfeasance, or Malfeasance: Any alleged deliberate action, which may be in
violation of federal statutes and regulations. This category includes, but is not limited to indications of
bribery, forgery, extortion, embezzlement, theft of participant checks, kickbacks from participants or
contractors, intentional payments to a contractor with the expectation of receiving services, payments to
ghost enrollees, misuse of appropriated funds, and misrepresenting information if official reports.

4. Gross Mismanagement: Actions or situations arising out of management ineptitude or oversight and
leading to a major violation of the legislative process, regulations, or contract/grant provisions. Such
actions or situations have the potential to severely hamper accomplishment of program goals, waste
government resources, and jeopardize future support for a particular project. This category includes,
but is not limited to, in auditable records, unsupported costs, highly inaccurate fiscal reports or program
reports, payroll discrepancies, payroll deductions not paid to the Internal Revenue Service, and lack of
good internal control procedures.

Misapplication of Funds: Any alleged deliberate use of funds, assets or property not authorized or provided
for by legislation or regulations, grants or contracts. This category includes, but is not limited to nepotism,
political patronage, and use of participants for political activity, ineligible enrollees, conflict of interest, and
failure to report income from federal funds, violation of contract/grant procedures, and the use of federal funds
for other than specified purposes. An incident report should be filed when there appears to be an intent to
misapply funds rather than merely for a case of minor mismanagement.

OIG Hotline Portal: The OIG operates the OIG Hotline Portal to receive and process allegations of fraud,
waste, and abuse concerning Departmental grants, contracts, programs and operations. The OIG Hotline
Portal is also used to address allegations of criminal activity and serious misconduct involving Department
employees. Incident reports should be submitted online at: https://www.oig.dol.gov/hotline.htm. The OIG
Hotline Portal should not be used for resolving employee grievances, Equal Employment Opportunity
complaints, labor disputes, or other personnel concerns. If Internet access is not available, incidents can be
reported to the OIG via the Toll-Free Hotline at 1-800-347-3756, or (202) 693-6999 (this is not a toll-free
number)

PROCEDURE(S) AND REPORTING PROTOCOL:

Definitions:
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Complaint, for this directive only, means criminal complaint and noncriminal complaints accepted by USDOL
as incidents, such as gross waste of funds, mismanagement and dangers to the public health and safety.

Subrecipient, for this directive, means service delivery contractors and other recipients that receive WIOA
funds directly from the State.

Lower tier subrecipient means a recipient that does not receive WIOA funds directly from the State.

General:

All subrecipients that receive WIOA funds shall promptly report to OIG and OWO all allegations of WIOA-
related fraud, abuse, and other criminal activity.

Each subrecipient shall establish appropriate internal program management procedures to prevent and detect
fraud, abuse, and criminal activity. These procedures must include a reporting process to ensure that OIG and
OWO are notified immediately of any allegations of WIOA-related fraud, abuse, or criminal activity. Internal
management procedures must be in writing and include the designation of a person on the subrecipients' staff
who will be responsible for such notifications.

Lower tier subrecipients will establish, document, and implement procedures to immediately notify the funding
entity of any suspected or proven fraud, abuse, or other criminal activity involving WIOA-funded activities.
Funding entities must provide written notification to lower tier subrecipients regarding their responsibilities to be
alert for instances of fraud, abuse, and criminal activity committed by staff, contractors, or program participants
and to report all such instances to the funding entity, OIG and OWO immediately. Proof of this notification must
be maintained in the funding entity's files. Subrecipients detecting the presence or appearance of fraud, abuse,
or other criminal activity must obtain sufficient information to provide a clear, concise report of each incident.
Reports must include a statement of all facts, known at the time, as well as any known or estimated loss of
WIOA funds resulting from the incident. It is important that an initial report is made to OIG and OWO within one
working day of the detection of the incident. The submission of an incident report should not be delayed even if
all facts are not readily available. Any facts subsequently developed by the subrecipient are to be forwarded in
a supplemental incident report.

The reporting procedures do not supersede the responsibility for subrecipients to safeguard WIOA funds by
taking prompt and appropriate corrective action when any evidence of a violation of WIOA or its implementing
regulations is found.

Reporting:

Within one workday of detection or discovery of information alleging fraud, abuse, or other criminal activity
involving WIOA funds, a report must be made to OIG Hotline Portal by the detecting entity. A copy of the report
must also be submitted to:

Joseph Doiron, Director
Office of Workforce Opportunity 100 North Main Street Suite 100

Concord, NH 03301 Joseph.A.Dorion@livefree.nh.gov

and to ETA at ETAIncidentReporting@dol.gov
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The OWO will record any incident report it receives in the WIOA Incident Report System and forward the
incident report to DOL/ETA, within one working day of receipt. Concurrently with its transmittal of the incident
report to ETA, OWO will, when applicable, notify the reporting entity to take appropriate action to recover
misspent funds, or to contain its financial liability.

If OIG decides to investigate the incident, OWO will wait for OIG’s results before commencing the state-level
formal resolution. If OIG decides not to investigate the incident, OWO will request, when appropriate, a special
monitoring review or an investigation by the appropriate state entities. Otherwise, OWO will require the
subrecipient to submit its fact-finding and local resolution.

Whenever the entity reporting the allegation of an incident believes that immediate action to prevent further
financial loss or other damage is necessary, or recovery of funds or property may be impeded if immediate
action is not taken, the reporting entity has the responsibility to take any action it deems appropriate, including
contacting the local law enforcement agency. Any immediate action taken or planned by the reporting entity
must be reported to OWO when the incident report is submitted.

Allegations of fraud, abuse, or other criminal activity in WIOA-funded programs may originate from sources
other than subrecipients. Such sources may include informants, independent auditors, or local law
enforcement agencies. Whenever OWO receives an allegation from such source, OWO will prepare an
incident report and submit it to OIG, in accordance with this directive. In such a case, OWO will, when
appropriate, inform the subject subrecipient of the incident reported and advise the latter of the need to take
certain action.

During an investigation, based on a report of fraud or abuse, DOL OIG investigators or auditors may contact a
subrecipient regarding an incident of which the subrecipient was not previously aware. Upon learning of the
incident from federal sources, the subrecipient should contact OWO to determine whether the latter is aware of
the incident. If the subrecipient is not aware of the allegations but OWO is; then the latter will, when
appropriate, inform the former of the specific allegations contained in the incident report.

Inquiries: If you have any questions about the information contained in this directive, please contact,
Joseph Doiron, Director OWO, at (603) 271- 7275.

ACTION:
All staff must be knowledgeable of the contents of this directive.
Links:

USDOL ETA TEGL 15-23

US DOL OIG Hotline
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SELECTIVE SERVICE REGISTRATION
POLICY

Policy #: 2024-P-06 Previous #: None
Source: July 1, 2021, July 22, 2024, February 25, 2025, eff. July 9, 2025
PURPOSE:

To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures regarding Selective Service
Registration for all Title | funded programs.

POLICY:

Males who are subject to the registration requirements of the Military Selective Service Act must have
complied with these requirements to be eligible for participation in WIOA-funded programs and services. Under
WIOA Section 189(h), the U.S. Secretary of Labor is required to ensure that each individual participating in a
WIOA program, or receiving any assistance under WIOA Title |, has not violated Section 3 of the Military
Selective Service Act. This section requires that every male residing in the United States (citizen or non-
citizen) must register with Selective Service between their 18th and 26th birthdays.

Selective Service Registration

The law requires men born on or after January 1, 1960 to register with Selective Service within 30 days of their
18th birthday and up to, but not including, their 26th birthday. This includes the following males:

e U.S. citizens

e Veterans discharged before their 26th birthday

¢ Non-U.S. citizens, including undocumented immigrants, legal permanent residents, and refugees, who
take up residency in the U.S. prior to their 26th birthday

¢ Dual nationals of the U.S. and another country, regardless of whether they live in the U.S.

Selective Service registration is not required for the following male U.S. citizens:

e Males who are serving in the military on full-time active duty

¢ Males attending the service academies

¢ Disabled males who were continually limited to a residence, hospital, or institution

e Males who are hospitalized, institutionalized, or incarcerated are not required to register during their
confinement. However, they must register within 30 days after being released if they have not yet
reached their 26th birthday

o Male veterans discharged after their 26th birthday

Selective Service registration is not required for the following male non-U.S. citizens:

¢ Non-U.S. males who entered the U.S. for the first time after their 26th birthday. Acceptable forms of

supporting documentation include the following:
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Date of entry stamp in passport
1-94 with date of entry stamp on it
Letter from the U.S. Citizenship and Immigration Services (USCIS) indicating the date the male
entered the U.S. presented in conjunction with documentation establishing the male's age
¢ Non-U.S. males who entered the U.S. illegally after their 26th birthday. They must provide proof that
they were not living in the U.S. from age 18 through 25
¢ Non-U.S. males on a valid non-immigrant visa

The above list of Selective Service registration requirements is not exhaustive. Additional information regarding
these requirements can be found on the Selective Service website. https://www.sss.gov

Males Under Age 26:

Before being enrolled in WIOA-funded services, all individuals born male who are not registered with the
Selective Service System and have not reached their 26th birthday must register through the Selective Service
website. If a male reaches age 18 while participating in WIOA-funded services, registration with Selective
Service must be completed no later than 30 days after he becomes 18 in order to continue to receive WIOA-
funded services. If a male under the age of 26 refuses to register with Selective Service, WIOA-funded
services must be suspended until he registers.

Non-Registration by Males Age 26 Or Older

Individuals who did not register for the Selective Service or who cannot provide documentation of registration,
must obtain a Status Information Letter from Selective Service indicating whether he was required to register.
The

"Request for Status Information Letter” can be accessed on the selective service website. The individual will
need to describe, in detail, the circumstances preventing him from registering (e.g., hospitalization,
institutionalization, incarceration, military service) and provide documentation of those circumstances. The
documentation should be specific as to the dates of the circumstances. The Status Information Letter is good for
life and the individual should be encouraged to keep their original letter in a safe place for future reference. If the
Status Information Letter indicates an individual was not required to register for the Selective Service, then he is
eligible to enroll in WIOA-funded services.

If the Status Information Letter indicates the individual was required to register and now cannot because he is
26 or older, he is presumed to be disqualified from participation in WIOA-funded activities and services until it
can be determined his failure to register was not knowing and willful. All costs associated with WIOA-funded
services provided to non-eligible individuals may be disallowed.

Transsexual, Transgendered, Non-Binary Individuals:
Selective Service bases the registration requirement on gender assigned at birth and not on gender identity or
on gender reassignment. Individuals who are born male and changed their gender to female are still required to

register. Individuals who are born female and changed their gender to male are not required to register.

PROCEDURE(S):

WIOA Career Specialists (WCS) will ask the individual if they are registered for selective service, and if so, will
make a copy of the applicant's Selective Service card or Acknowledgment Letter. If the individual does not
have either of these documents, the WCS will log on to https://www.sss.gov/verify/ to verify Selective Service
registration. The WCS will obtain a copy of the registration page with the Selective Service Number and date
registered and enter tthis information as part of the WIOA application. A copy of the document will be
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uploaded into the individuals Job Match System case.

Individuals required to register for Selective Service can only do so until their 26th birthday. If the applicant is
not registered for Selective Service and has not reached the age of 26, he may register via the Internet
https://www.sss.gov/reqgister/. The WCS will follow the same procedure outlined above once the individual has
registered.

Additional documents accepted to determine a person's compliance with the requirement to register with
Selective Service are listed in the Source Document Listing in the Data Validation Policy (2019-P-01).

NON-REGISTRATION BY MALES AGE 26 OR OLDER

If the individual was required but failed to register with the Selective Service, as determined by his own
acknowledgement, the individual may only receive services if he establishes that the failure to register was not
knowing and willful. The WIOA Title | Subrecipient responsible for eligibility determination is responsible for
evaluating the evidence presented by the individual and determining whether the failure to register was
knowing and willful.

Once the individual provides a Status Information Letter that indicates the individual was required to register
and failed to, the individual should describe, in detail, the circumstances, including dates, that prevented him
from registering (e.g. hospitalization, incarceration) and provide documentation of those circumstances. The
individual may also provide Third Party Affidavits concerning reasons for not registering from parents,
teachers, employers, doctors, and others that may help make a determination regarding willful and knowing
failure to register.

The Selective Service Failure to Register Self-attestation (attachment 1) may serve as sufficient evidence
when other options of documentation or third-party corroboration are not available.

Once the subrecipient receives the documentation, a decision as to if the failure to register was knowing and
willful must be made.

To determine whether the failure was "knowing," the program manager should ask the following:

e Was the individual aware of the requirement to register?

« |If the individual knew about the requirement to register, was he misinformed about the applicability of
the requirement to him (e.g., veterans who were discharged before their 26th birthday were
occasionally told that they did not need to register)?

¢ On which date did the individual first learn that he was required to register?

* Where did the individual live when he was between the ages of 18 and 26?

¢ Does the status information letter indicate that Selective Service sent letters to the individual at that
address and did not receive a response?

To determine whether the failure was "willful,” WIOA Contracted Service Provider should ask the following:
e Was the failure to register done deliberately and intentionally?
* Did the individual have the mental capacity to choose whether to register and decided not to register?
¢ What actions, if any, did the individual take when he learned of the requirement to register?

If the individual was required to register but failed to do so, the individual will not be disqualified from WIOA
participation for failure to register if his failure to register was not knowing and willful. Therefore, if the WIOA
subrecipient determines that an individual's failure to register with the Selective Service was not knowing and
willful and the individual is otherwise eligible, services may be provided.

However, if the program manager determines that evidence shows that the individual's failure to register was
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knowing and willful, WIOA services must be denied. Individuals who are denied services must be advised of
the available grievance procedures. WIOA Title | subrecipients must keep documentation and upload to the
Job Match System (JMS) all related evidence presented in determinations on Selective Service. Final
determination must be documented in a JMS with case note entry.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENT: Failure to Register for Selective Service Self-Attestation Statement
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Attachment 1 July 2025 2024-P-06

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

Failure to Register for Selective Service
Self-Attestation Statement

l, have been informed that the law required me to register for the United
States Selective Service. | have requested a Status Information Letter from Social Security which states that |
was required to register and failed to. | have been told that my statement must be made freely and voluntarily.
I am willing to make such a statement.

| was born on (month/day/year) and | am now years old.

| first became aware of my duty to register with the United States Selective Service System on the following
date: (month/dayl/year).

While | was between the ages of 18 and 26, | lived in the following country(ies):

I make the following statements (please check off one for each question):

LI Yes 1 No | did not register for the Selective Service because | did not know | was supposed
to register with the Selective Service System at any time while | was between the
ages of 18 years old and 26 years old.

LI Yes 1 No Had | known | was supposed to register with the Selective Service System while |
was between the ages of 18 years old and 26 years old, | would have registered.

I Yes 1 No I have been served with a notice from the Selective Service System that they
intend to prosecute me for my failure to register.

My failure to register with the United States Selective Service System was due to the following:

| (print name) , acknowledge that | have not registered for the Selective
Service and attest that this failure to register was not knowing and willful.

Participant Signature Date

WIOA Program Manager Signature Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Aucxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-

us/transparency
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SELF-ATTESTATION POLICY

Policy #: 2024-P-10 Previous #:

Source: December 5, 2024, December 17, 2024, eff. July 9, 2025

PURPOSE: To transmit the Office of Workforce Opportunity’s (OWO) policies and procedures for using a self-
attestation to replace documents needed to process a participant’s application for services under the WIOA
Title | programs.

POLICY: Inrecent years, the U.S. Department of Labor Employment and Training Administration has
released guidance under TEGL 23-19, Change 1 and Change 2 regarding acceptable documentation for
elements that are part of the Participant Individual Record Layout (PIRL) which includes the use of a self-
attestation. In addition, DOL ETA has also provided guidance under TEGL 22-09 which is specific to the WIOA
Youth program and the use of self-attestation. Itis clear in this guidance that there must be a balance between
obtaining the documentation needed to enroll an individual into WIOA Title | programs while not holding up or
barring entry based on the inability to access the documentation needed.

The self-attestation form allows individuals to attest to certain information needed to register an individual into
the Job Match System (JMS) case management system. The self-attestation form is used in place of an official
document which the participant does not have access to or gaining access to the documentation is too
burdensome. The self-attestation form should be as the “document of last resort” and should not be used for
documentation that is easily accessible for the participant. Any use of the self-attestation for any vital document
(birth certificate, social security card, photo identification, etc.), must be approved by a WIOA Program
Manager.

PROCEDURE(S): During the enrollment and application process, WIOA Career Specialists (WCS) will inform
a potential participant on the documentation that is needed for enrollment into the WIOA Title | programs. The
WCS will then go over which documents are acceptable for each element that must be validated by
documentation (see Policy#). Should a participant have all the basic eligibility documentation but does not
have access to the additional documentation required, the WCS will work with the participant on completing the
self-attestation for the missing items. If a participant does not have access to the basic eligibility documents
(birth certificate, passport, social security card, etc.), the WCS shall get approval from the WIOA program to
use the self-attestation form for these items. If the WIOA program manager approves using the self-attestation
for vital documents, the WCS must work with the participant on obtaining those documents after enrollment.

When completing the application in IMS, the WCS shall use the completed self-attestation form to verify the
elements it is being used for. The self-attestation form will be linked to those elements within the application to
easily identify the elements it is being used for.

ACTION:
All staff must be knowledgeable of the contents of this directive.

ATTACHMENTS: Self-Attestation Form

284
BACK to TOC


https://www.dol.gov/agencies/eta/advisories/tegl-23-19-change-1
https://www.dol.gov/agencies/eta/advisories/tegl-23-19-change-2
https://www.dol.gov/agencies/eta/advisories/tegl-09-22

Attachment 1 July 2025 2024-P-10

nhworks

WE'LL HELP YOU FIND YOUR FUTURE

WIOA Self Attestation

Name of Applicant Date of Attestation

Address or Nighttime Residence of Applicant Town State Zip Code

To establish eligibility for employment and training services under the Workforce Innovation and Opportunity Act
(WIOA), | hereby certify, under penalty of perjury, that |

LI reside at the above address
] am homeless [J am a runaway, and use the above as my residential address
L1 am not employed and have had no income for the last 26 weeks (must explain in more detail below)

[J am a household size of (must provide documentation)

[ was separated from my job at: on (month/day/year)
1 am employed [ Full-time [ Part-time Employer:
U] did not graduate from high school. My highest grade completed is:
U] graduated high school on:

LI obtained [ an associate’s [ a bachelor’s degree from Year of completion:

U] not currently enrolled in any education or training classes

I am/or was formerly court involved (ex-offender)

] am pregnant or parenting. Due date or child(ren)’s date of birth: (month/day/year)
1 am a current or former foster care recipient

U Other; please explain below:

| attest that the information stated above is true and accurate, and understand that the above information, if
misrepresented, or incomplete, may be grounds for immediate termination and/or penalties as specified by law.

Signature of Applicant Date

Parent or Guardian Signature if Applicable Date

ADD AGENCY NAME HERE is a proud member of the NH WORKS system, an American Job Center Network, and is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. Relay NH 711

For program funding details in compliance with the Stevens Amendment, please visit https://www.nheconomy.com/office-of-workforce-opportunity/about-
us/transparency
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STATE LEVEL MONITORING POLICY
AND PROCEDURE

Policy #: 2015-P-03 Previous #: 2015-003

Source: 7/1/2021, Aug. 24, 2022, July 22, 2024, eff. July 9, 2025
PURPOSE:

The purpose of this policy and procedure is to establish a monitoring system which contains acceptable
standards for ensuring accountability. Monitoring and technical assistance are integral parts of the OWO
oversight responsibilities, as required by law. The system includes monitoring and implementation of
subrecipient contracts, carrying out monitoring activities at reasonable intervals, and taking prompt and
appropriate corrective action when evidence indicates a possible violation of the Workforce and Innovation Act,
regulations, subrecipient contracts, or policies of the Office of Workforce Opportunity (OWOQO) and/or State
Workforce Innovation Board (SWIB).

POLICY:

1. The Director of OWO will be responsible for ensuring compliance with federal requirements to monitor
subrecipients on an annual basis.

2. Compliance monitoring of each OWO operated program and contract will be conducted at least once
during the program year.

3. Compliance monitoring is conducted to verify contract and program compliance with the terms and
conditions of the contract, WIOA, and the policies established by the OWO and the SWIB.

4. Compliance monitoring will be conducted by reviewing records and documents maintained by the OWO
administrative office on each program or contract; conducting onsite reviews of procedures, records,
and documents maintained by the contractor or program operations staff; and submitting written reports
of findings, including corrective action recommendations if appropriate.

5. The State Board will certify compliance with WIOA monitoring compliance annually.

PROCEDURE(S):

General Monitoring Procedure

1. A monitoring tool is developed to ensure all acceptable standards of accountability are reviewed.

2. Compliance monitoring activities are scheduled in advance with the contract signatory or designated
representative or program operations staff. Those responsible for the contract or program operations
are also notified as to the purpose, procedure and specific areas to be monitored.

3. Reports, records and documents, maintained by the OWO administrative office on each contract or
program, are reviewed for completeness, accuracy and timeliness of submission. Such reports, records
and documents include but are not limited to:

a. The approved contract and modifications thereto and/or program specifications;
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4.

b. Correspondence and reports maintained by the contracting officer in the contract program
operations file;

c. Transmittal of individual participant records;

d. Previous monitoring reports; and

e. Applicable corrective action plans.
Each contract or program is monitored at the site of operation. Annual on-site monitoring may include
but not be limited to:

a. An entry interview with the contract signatory or designated representative or program
operations staff;
A review of applicable written policies and procedures;
Staff and participant interviews;
A review of participant records, including eligibility documentation;
A review of financial procedures, records and documentation; and
An exit interview with the contract signatory or designated representative or program operations
staff.
A written report is completed on each monitored contract or program and is submitted to the OWO
Director and the contract/program operator. The written report includes but is not limited to:

a. Completed applicable sections of the written monitoring tool;

b. Written comments and recommendations on identified deficiencies.
Verbal reports may be made to the Director when apparent deficiencies are identified which may need
immediate action. Such deficiencies include but are not limited to:

a. Inaccurate or insufficient financial management procedures;

b. Inaccurate or insufficient participant eligibility determinations;

c. Child labor law violations; or

d. Blatant non-compliance with the terms of the contract or program specifications or with other

applicable federal, state, SWIB, or WIOA requirements.

-0 Qoo00C

Special Investigations

Special investigations are conducted when information is received which indicates possible fraud, abuse or
alleged criminal activity. The investigation is designed to provide the SWIB and the OWO Director with
sufficient information to justify a decision to notify appropriate legal authorities.

1.

The OWO Director notifies the SWIB Chair upon receipt of any request to conduct a special
investigation and or upon the initiation of any special investigation.

The OWO Director or SWIB Chair appoints specific persons as appropriate to conduct special
investigations.

Assistance or advice from other individuals approved by the SWIB Chair or the OWO Director may be
solicited during a special investigation.

Annual Reviews

WIOA Sec. 184 (a)(4) requires annual onsite monitoring by the State of each local area’s fiscal controls and

fund accounting procedures. OWO uses fiscal and programmatic questionnaires to elicit information from
managers, front-line staff, participants, and/or partners (including participating employers) about all aspects of
service delivery, service quality and program management.
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The on-site annual review reveals information about the efficacy of local service delivery design and planning,
the quality of services being delivered, the management of federal funds, the methods by which services are
delivered and documented, how staff members are trained and assigned, how staff capacity and turnover are
anticipated and addressed and how management oversees these same aspects. Monitoring schedules should
be provided at least 30 to 60 days in advance of an on-site monitoring event. Both reviewers and recipients of
monitoring need time to prepare in advance of annual on-site monitoring.

Processing Procedures

1. The Job Match System (JMS) case management system, the Performance Accountability and
Customer Information Agency (PACIA), and OWO/BEA financial systems are used to maintain
individual participant data and fiscal data sufficient to generate monthly, quarterly and annual
performance reports.

2. Performance reports are generated by PACIA and/or OWO staff and used for the development of
performance reviews.

3. Afiscal and program annual review template are developed by OWO staff and used to standardize the
monitoring for subrecipients during annual on-site reviews.

4. A pre-review announcement should be sent at least 30-60 days in advance of the monitoring confirming
the original monitoring schedule, confirming requested space will be available, and service provider
staff members will be available at the scheduled times. The announcement must also identify
documents that must be provided in advance and the timeframes by which they must be received by
OWO and finally must include a detailed schedule of monitoring activities that will take place.

5. An entrance interview will occur when OWO staff arrive at the subrecipient’s office. It is a brief meeting
that outlines the purpose of the review, summarizes expectations, goes over the on-site schedule,
explains the process and follow-up activities such as the exit-session, the formal report and response
expectations and provides the opportunity for those being monitored to ask questions.

6. An exit interview occurs after the on-site event is completed and after all documents and files have
been reviewed and OWO staff have had the opportunity to document potential findings or concerns.
During the exit interview, OWO staff summarize what they have ascertained from the monitoring
exercise. Innovations and best practices are noted, and information is shared about issues that may
result in formal findings and or concerns.

Documenting Findings, Concerns, and Best Practices

When a finding is identified, the report must cite the specific law, regulation, contract condition, guidance letter,
or policy being violated and must identify the specific action required to resolve the finding. Monitoring reports
that identify findings require a formal response explaining the required actions that have been taken and or will
be taken and the date by which the finding will be resolved.

The core monitoring guide provided by USDOL references the 4 Cs as requirements pertaining to
documentation of findings; stating that the explanation for each finding should contain four items: condition,
criteria, cause, and corrective action. Depending on the findings, corrective actions are identified, and best
practices are shared to guide the subrecipients in implementing new initiatives. Best practices are catalogued
in monitoring reports and get shared during staff-development and training activities, through newsletters and
may even be promoted nationally by the USDOL.
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Desk Reviews

OWO conducts a financial, program implementation and performance review quarterly (2nd, 3rd, and 4th
guarter) to compare planned levels of service and spending with actual levels of service and to ensure
minimum spending thresholds will be met, maximum spending thresholds will not be exceeded and negotiated
performance measures will be attained. Participant and financial status reports are reviewed based on actual
cumulative data versus plan, actual performance rates versus plan, and actual performance relative to
performance standards criteria. These desk reviews ensure that the performance objectives of individual
contracts and programs are attained within reasonable limits and are used to determine whether program
design and program mix are adequate to meet the needs of the eligible population and planned objectives.
The desk reviews also monitor the subrecipient’s financial reports to ensure that the subaward is used for
authorized purposes and follows federal statutes, regulations, and terms and conditions.

OWO staff will make all reasonable attempts to complete quarterly desk reviews no later than the 60th day of
the month following the last day of each program year quarter. If subrecipient financial or performance data is
not available, this time frame could be longer. Quarter end-dates are September 30, December 31, March 31,
and June 30. If an on-site annual review was completed within a specified quarter, OWO staff will not
complete a desk review during that quarter. OWO desk review reports will be sent to the subrecipient
executive director or program manager assigned by the subrecipient. It is that individual’s responsibility to
share the report with staff as necessary.

Processing Procedures

1. The Job Match System (JMS) case management system, the Performance Accountability and
Customer Information Agency (PACIA), and OWO/BEA financial systems are used to maintain
individual participant data and fiscal data sufficient to generate monthly, quarterly, and annual
performance reports.

2. Performance reports are generated by PACIA and/or OWO staff and used for development of
performance reviews.

3. Afiscal and program desk review template is developed by OWO staff and used to standardize the
monitoring for subrecipients during desk reviews.

4. OWO staff maintains monthly contract and program information and reports sufficient to review
performance on participant and fiscal outcomes.

5. Quarterly performance review summaries on individual National Dislocated Worker Reserve Grants
(NDWRG) contracts and programs as well as the Senior Community Service Employment Program
(SCSEP) are submitted to OWO by the contractors.

6. OWO staff develops and submits reports and recommendations to the SWIB relative to attainment of
performance goals.

7. Special inquiry reports may be requested by the OWO Director, or SWIB for the purposes of
investigating or analyzing specific data or responding to specific performance related inquiries.

8. Following completion of each program year, contractor staff will develop and submit an annual narrative
report of performance for the WIOA funded program, which may be shared with the board.

Corrective Action and Follow-up
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Corrective action and follow-up are conducted to eliminate reported violations. Corrective action plans are
developed and implemented for the purposes of alleviating reported inadequacies in acceptable operating
procedures, standards of accountability or program performance standards.

1. All compliance monitoring findings that require corrective action are reported in writing to the OWO
Director.
2. Compliance monitoring findings, which may require immediate corrective action, are verbally reported
to the Director prior to issuing a written report.
3. Requests for corrective action as a result of performance review findings will be initiated by OWO staff.
4. The OWO staff will conduct corrective action procedures resulting from performance review
findings.
5. Written responses to recommendations to initiate corrective action may include any of the following:
a. No plan for corrective action with written justification for not initiating such action;
b. A written plan for corrective action which includes dates for implementing and completing such
action; or
c. A written explanation of the appropriate action which has been initiated prior to the issuance for
the request for corrective action.
6. OWO staff will be responsible for initiating corrective action requests and follow- up on responses and
actions.
7. Written reports on corrective action activities are distributed as appropriate by the OWO Director.

Subrecipient Risk Analysis Monitoring

2 CRF 200-331 (b) requires a formal risk assessment of sub-awards to evaluate each subrecipients’ risk of
noncompliance with federal statues, regulations, and the terms and conditions of the sub award for purposes of
determining the appropriate level of subrecipient monitoring required to minimize potential risk.

1. OWO staff shall within the first quarter after a finalized sub-award agreement is in place conduct a
formal risk analysis of the subrecipient’s capacity to fully comply with federal statues, regulations, and
the terms and conditions of the sub award. This shall be in addition to any first quarter monitoring
activities identified above.

2. At a minimum the risk analysis will assess the following factors:

a. Prior experience with the same or similar activities
Audit results — e.g., A1-33 Single Audits, federal audits or other similar formal audits.

c. Degree to which new staff or systems have been put in place that may impede successful
outcomes.

d. Results of previous state and/or federal monitoring

e. Good standing reports — federal (SAM) and state Certificate of Good Standing

3. Other risk factors may be assessed at the discretion of the OWO Director based on unique or specific
sub-award requirements considered to have the potential to negatively impact the subrecipient’s ability
to maintain compliance at all times.

WIOA Compliance Requirement:

The Office of Workforce Opportunity staff shall submit a summary report to the Director of OWO for signature
annually, certifying that BEA is in full compliance with WIOA regulations specific to monitoring requirements.
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ACTION:

All staff must be knowledgeable of the contents of this directive.
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STEVENS AMENDMENT POLICY

Policy #: 2022-P-01 Previous #: 2022-P-001

Source: 7/1/2020, May 17, 2023, July 22, 2024, eff. July 9, 2025
PURPOSE:

To notify NH Works staff, subrecipients and other NH workforce partners of the requirements under the
Stevens Amendment as it pertains to transparency of federal grant funds awarded to the Office of Workforce
Opportunity.

POLICY:

Background: Since 1989, an appropriations provision, known as the Stevens Amendment, has reflected
Congress’ longstanding effort to ensure transparency and accountability in federal grant spending. The
Stevens Amendment is an appropriations provision that requires grantees of the Departments of Labor (DOL),
Health and Human Services (HHS), and Education (Education) to disclose for a grant program the percent of
the costs financed with federal funds, the federal dollar amount, and the percentage and dollar amount
financed by nongovernmental funds. These funding disclosures must be made when issuing statements, press
releases, bid solicitations, and other documents describing their grant project or program.

Public Law 101-166, Section 511, Steven's Amendment SEC. 511. When issuing statements, press
releases, requests for proposals, bid solicitations and other documents describing projects or programs funded
in whole or in part with Federal money, all grantees receiving Federal funds, including but not limited to State
and local governments, shall clearly state (1) the percentage of the total costs of the program or project which
will be financed with Federal money, (2) the dollar amou