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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

BACK to TOC
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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

20
BACK to TOC



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

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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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

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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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
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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

42
BACK to TOC


https://www.ecfr.gov/current/title-29/subtitle-A/part-38

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
Room N-4123
Washington, DC 20210

Link: DIRECTORATE’S COMPLAINT INFORMATION FORM, and

Link: PRIVACY ACT CONSENT FORM
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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-
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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
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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
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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
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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
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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
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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
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= 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
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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.
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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
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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.
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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 