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ACRONYM GUIDE 
 
ABE  Adult Basic Education 
ASE  Adult Secondary Education 
ADA  Americans with Disabilities Act 
APD  Agency for Persons with Disabilities 

BSC Business Services Consultant 
CEO Chief Elected Official 

CEU  Continuing Education Units 

CFR  Code of Federal Regulations 
CSNA  Comprehensive Statewide Needs Assessment 
CRC  Certified Rehabilitation Counselors 

CSFC CareerSource Florida Crown 
DEO  Department of Economic Opportunity 

DJJ  Department of Juvenile Justice 

DVOP  Disabled Veteran Outreach Program 

DCAE  Division of Career and Adult Education 

EFM  Employ Florida Marketplace 

EN  Employment Networks 

ESOL  English for Speakers of Other Languages 

ETA  Employment and Training Administration 

FDBS  Florida Division of Blind Services 

FDOE  Florida Department of Education 

FETPIP Florida Education and Training Placement Information Program 

IEP Individualized Education Plan 

ITA  Individual Training Accounts 

IWT  Incumbent Worker Training 

LWDA Local Workforce Development Area 

LWDB  Local Workforce Development Board 

MIS  Management Information System 

MSA  Metropolitan Statistical Area 

MSFW  Migrant & Seasonal Farmworkers 

NEG  National Emergency Grant 

NFJP  National Farmworker Jobs Program  
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0*Net  Occupational Information Network  
OCR  Office of Civil Rights  

OJT On-the-Job Training  

PY  Program Year 

QRT Quick Response Training/Florida Flex  

RA  Reemployment Assistance 

REACT Reemployment and Emergency Assistance Coordination Team  

RESEA Reemployment Services and Eligibility Assessment  

RFA  Request for Application  

RFP  Request for Proposal 

SNAP  Supplemental Nutrition Assistance Program 

SSA  Social Security Administration 

TAA Trade Adjustment Assistance 

TANF Temporary Assistance for Needy Families 

TABE Test of Adult Basic Education 

Ul  Unemployment Insurance 

USDOE United States Department of Education 

USDOL United States Department of Labor 

VETS  Veterans Employment and Training Service 

VR  Florida Division of Vocational Rehabilitation 

WIA  Workforce Investment Act 

WIOA  Workforce Innovation and Opportunity Act 

WP  Wagner-Peyser 

FWIPRS Florida Workforce Integrated Performance Reporting System  

WRIS  Wage Record Information System 
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INTRODUCTION 

These guidelines direct the first local plan submitted by your area under the Workforce Innovation and 

Opportunity Act. WIOA requires each local workforce development board (LWDB or local board) to develop 

and submit, in partnership with the local chief elected official, a comprehensive four-year plan to the state. 

The WIOA four-year plan will be effective July 1, 2016 – June 30, 2020. The law emphasizes the importance 

of collaboration and transparency in the development and submission of the plan. Affected entities and the 

public must have an opportunity to provide input in the development of the plan. The local board must make 

the plan available through electronic means and in open meetings in order to ensure transparency to the 

public. 

The LWDBs must provide leadership in assembling their plan. LWDBs also should seek broad stakeholder 

involvement in the development of their local plan. Local elected officials, local workforce development 

board members, core program partners and mandatory one-stop partners must be an integral part of the 

planning process. WIOA encourages an enhanced, integrated system by including new core programs in its 

planning and performance requirements. Each plan will address how the LWDB will coordinate service 

delivery with the new core programs of Vocational Rehabilitation, Blind Services and Adult Education.  

Each LWDB’s plan should be based on the current and projected needs of the workforce investment system, 

placing an increased emphasis on coordination and collaboration at all levels to ensure a seamless system 

for job seekers, including those with disabilities, and employers. The plan must include an identification of 

the education and skill needs of the workforce and employment needs of the local area and include an 

analysis of the strengths and weaknesses of services to address these identified needs. The assessment 

must include the best available information or evidence of effectiveness and performance information for 

specific service models as well as a plan to improve the effectiveness of such programs by adopting proven 

or promising practices as a part of the local vision. The LWDB should provide a complete view of the 

system-wide needs of the local workforce development area. 

The plan must address how the LWDB will foster strategic alignment, improve service integration and 

ensure that the workforce system is industry-relevant, responding to the economic needs of the local 

workforce development area and matching employers with skilled workers. The local plan must lead to 

greater efficiencies by reducing duplication and maximizing financial and human resources. These plan 

guidelines require LWDBs to address current and future strategies and efficiencies to address the 

continuous improvement of Florida’s workforce system and its focus on customer service excellence. This 

plan should align with the business- and market-driven principles of the CareerSource Florida network. 
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PROCESS FOR PLAN SUBMITTAL 

All plans must be submitted no later than 5:00 p.m. (EST) on April 30, 2016 by emailing the completed plan 

to both WIOA-LocalPlans@deo.myflorida.com and FloridaWIOA@careersourceflorida.com.  

Prior to plan submission, please ensure: 

· The local board has reviewed and approved the plan; 

· The board chair and the chief elected official have signed the signature page , with an original 

submitted to CareerSource Florida by mail and a scanned copy sent to both WIOA-

LocalPlans@deo.myflorida.com and FloridaWIOA@careersourceflorida.com;  

· The structure and numbering follows the plan instructions format; 

· The plan is one continuous and searchable PDF document that includes all attachments; 

· Responses to all questions are informative and concise; 

· The name of the region, the page number and plan submission date are listed in the footer of the 

document; 

· A table of contents with page numbers is included and each page of the plan is numbered; and 

· Text typed with a font size of 11 or greater. 

Please send an email to both WIOA-LocalPlans@deo.myflorida.com 

and FloridaWIOA@careersourceflorida.com to confirm plan submission and begin its official Department of 

Economic Opportunity (DEO) review. Upon submission, all plans will be reviewed immediately for 

completeness and adherence to plan formatting requirements. If there are questions or concerns, LWDBs 

will be notified. The content of plans will be reviewed by both DEO and CSF staff with a recommendation for 

approval/disapproval provided to the CSF Board of Directors at its meeting scheduled for May 26, 2016. A 

recommendation for approval will be made unless the staff review indicates that: (1) there are deficiencies in 

local workforce investment activities that have not been addressed, or (2) the plan is determined 

inconsistent with WIOA and the regulations of WIOA, including required public comment provisions.  
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KEY DATES  

  

Local Plan Guidelines Issued .......................................................... November 12, 2015  

Local Plan Consultation Meeting .................................................... November 18, 2015 

Local Plan Instruction Webinar ......................................................... December 8, 2015 

WIOA State Plan Due .............................................................................. March 3, 2016  

Local Plans Due ........................................................................................ April 30, 2016  

Local Plans Approved ............................................................................... May 26, 2016  

WIOA Program Year 2016 Begins .............................................................. July 1, 2016  
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FLORIDA’S VISION FOR IMPLEMENTING THE WORKFORCE INNOVATION AND 
OPPORTUNITY ACT 

Through the implementation of the Workforce Innovation and Opportunity Act (WIOA), Florida will have a 

business-led, market-responsive, results-oriented and integrated workforce development system. The 

enhanced system will foster customer service excellence, seek continuous improvement and demonstrate 

value by enhancing employment opportunities for all individuals, including those with disabilities. This 

focused and deliberate collaboration among education, workforce and economic development networks will 

maximize the competitiveness of Florida businesses and the productivity of Florida’s workforce, thus 

increasing economic prosperity. Florida’s strategic vision for WIOA implementation will be realized by 

accomplishing these three goals: 

 

· Enhance alignment and market responsiveness of workforce, education and economic development 

systems through improved service integration that provides businesses with skilled, productive, and 

competitive talent and Floridians with employment, education, training and support services that 

reduce welfare dependence and increase opportunities for self-sufficiency, high-skill and high-wage 

careers and lifelong learning. 

 

· Promote accountable, transparent and data-driven workforce investment through performance 

measures, monitoring and evaluation that informs strategies, drives operational excellence, leads to 

the identification and replication of best practices and empowers an effective and efficient workforce 

delivery system. 

 

· Improve career exploration, educational attainment and skills training for in-demand industries and 

occupations for Florida youth that lead to enhanced employment, career development, credentialing 

and post-secondary education opportunities. 
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ORGANIZATIONAL STRUCTURE 

 
(1)   Chief Elected Official(s) (CEO)  

A. Identify the chief elected official(s) by name, title, mailing address, phone number and 

email address. 

 

Ms. Sharon A. Langford, Chair of the CareerSource Florida Crown Consortium 

Gilchrist County Commissioner 

6650 SE 75th Ave., Newberry, FL 32669 

(352) 213-2395 (cell) 

sharonlangford@gilchrist.fl.us  

 

Bucky Nash, Chairman of Board 

Columbia County Commissioner District 3 

PO Box 1529, Lake City, FL  32056 

(386) 758-1005 

bucky_nash@columbiacountyfla.com 

 

J. Ronnie Edmonds, Chairman of Board 

Dixie County Commissioner District 5 

P. O. Box 906, Cross City, FL 32628 

352-356-0405 or (352) 498-5497 

jredmonds@att.net 

 

Todd Gray, Chairman of the Board 

Gilchrist County Commissioner District 3 

3400 SW 22nd Place, Bell, FL  32619 

(352) 222-1074 (cell) 

tgray@gilchrist.fl.us 
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Karen Cossey, Chairwoman 

Union County Commissioner District 1 

730 E. Main Street, Lake Butler, FL  32054 

(386)496-4241 

cosseyk@windstream.net  

 

 

B. If the local area includes more than one unit of general local government in accordance 

with WIOA sec. 107(c)(1)(B), attach the agreement that has been executed to define how 

the parties will carry out the roles and responsibilities of the chief elected official. 

 

The CareerSource Florida Crown (CSFC) Regional Workforce Board has established a 

Consortium of Board Members consisting of a County Commissioner from each of our 

four counties; Columbia, Dixie, Gilchrist and Union as noted in item 1 A. The interlocal 

agreement is Attachment A. The Consortium Members represent each of their individual 

counties and represent the Chief Elected official of their county, overseeing the budget of 

the LWDB.  

C.   Attach a copy of the agreement executed between the chief elected official(s) and the 

Local Workforce Development Board. 

 

The interlocal agreement is Attachment A. 

 

D. Describe the by-laws established by the CEO to address the criteria contained in 

§679.310(g) of the proposed WIOA regulations: 

 

In accordance with §679.310(g) and WIOA sec. 107(b) the CEO of CareerSource Florida 

Crown appoints the Local Board and the Governor certifies the Local Board on a biannual 

basis. The current by-laws are attached as Attachment B. 

 

i.   The nomination process used by the CEO to elect the local board chair and 

members; 

 

mailto:cosseyk@windstream.net�
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Members of the Regional Workforce Board shall be approved by the Florida 

Crown Workforce Consortium from nominated individuals. All appointments shall 

be subject to final certification by the Governor. Private sector nominations, and 

the individuals selected by the Florida Crown Workforce Consortium from such 

nominations, shall reasonably represent the industrial and demographic 

composition of the business community. Whenever possible, at least one-half 

(1/2) of such business and industry representatives shall be representatives of 

small business (50 employees or less), including minority business. 

The private sector representatives on CSFC shall be selected in the 

following manner:  

Board staff will send notification of Board vacancies to appropriate 

nominating entities (Chambers/business organizations, etc.).  A copy of 

the notification will be sent to all Consortium members. Nominations for 

the private sector seats shall be submitted to CSFC by appropriate 

business organizations. Upon receipt of nominations, CSFC will forward 

a biography and nomination for each nominee to all Consortium 

members and provide public notice of all nominees. Nominations will be 

tabulated by CSFC and the Consortium will be advised of the results with 

majority rule applying to all votes. Public announcement of nominations 

will take place at the next regularly scheduled Board meeting.  The 

Consortium will publicly vote on nominees at their Consortium meeting. 

CSFC will post results in the Minutes. If necessary, a Consortium 

meeting will take place prior to a Board meeting to seat Board members 

prior to that meeting.  

 

ii.   The term limitations and how the term appointments will be staggered to ensure 

only a portion of membership expire in a given year; 

 

The Consortium shall appoint the required number of business members, with 

representation from each of the four (4) counties, for fixed terms who may serve 

thereafter until their successors are appointed.  Terms of CSFC members shall 

be one-third for one (1) year, one-third for two (2) years and one-third for three 

(3) years.  Columbia County’s fourth seat shall be for a one (1) year term. 
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iii.   The process to notify the CEO of a board member vacancy to ensure a prompt 

nominee; 

 

Any vacancy in the membership of the Regional Workforce Board shall be filled 

in the same manner as the original appointment. 

 

iv.  The proxy and alternative designee process that will be used when a board 

member is unable to attend a meeting and assigns a designee as per the 

requirements at §679.110(d)(4) of the proposed WIOA regulations;  

 

The Board has consistently decided not to use a proxy process to assure active 

participation by Board members. Options for Board members are outlined in the 

following section. 

 

v.    The use of technology, such as phone and Web-based meetings, that will be used 

to promote board member participation;  

 

By-laws Article VII, Section 7.4: Members, whenever unable to attend a Board 

meeting in person or by teleconferencing, may vote in absentia via conference 

phone call or by sending an e-mail to the Board’s Operations Manager/Executive 

Secretary as long as the vote is cast after receipt of a meeting agenda, prior to 

the Board meeting, and a conflict of interest does not exist. Votes made in 

absentia shall be counted at the time the vote is taken at a meeting with a 

quorum present provided e-mails contain the following: the date of the meeting, 

the voting agenda item, a statement that the voter does not have a conflict of 

interest with the agenda item, the vote in terms of “yes” or “no”, or “abstain”, and 

the official electronic signature of the Board Member. Such votes shall be read 

into the public record. 

 

vi.  The process to ensure board members actively participate in convening the 

workforce development system’s stakeholders, brokering relationships with a 

diverse range of employers, and leveraging support for workforce development 

activities; and, 
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Board members receive orientation and new Board member training which 

includes the following topics:  

1. Do’s and Don’ts of Board Membership; 

2. Fiduciary Responsibilities; 

3. Basics of Effective Board Service; 

4. Legal Responsibilities of Non-Profit Boards; 

5. Statement of Personal Commitment; 

6. Board Member’s Job Description; 

7. Board Member Code of Ethics; 

8. Board’s Responsibility to Raise Money. 

All members receive documentation along with appropriate training. 

Every member of the Board is assigned to one or more standing committees 

which include: Executive, Finance, Youth, Career, Business and Personnel. With 

assistance from the Executive Director, these committees review the appropriate 

matters and recommend actions to the entire Board. Members live and work in 

the communities they represent providing direct access to all stakeholders. 

 

vii.   Any other conditions governing appointments or membership on the local board. 

The Consortium appoints the required number of business members, with 

representation from each of the four (4) counties, for fixed terms who may serve 

thereafter until their successors are appointed.  Terms of CSFC members shall 

be one-third for one (1) year, one-third for two (2) years and one-third for three 

(3) years.  Columbia County’s fourth seat shall be for a one (1) year term. A 

majority of CSFC shall be representative of the private sector who shall be 

owners of businesses, chief executives, or operating officers of businesses or 

professional organizations, and other business executives or employers with 

optimum policymaking or hiring authority.   

The chairman of CSFC shall be a representative of the private sector and shall 

be selected by the membership of CSFC.   

The importance of minority and gender representation shall be considered when 

appointments are made to any committee established by the LWDB.  Members 

may be dual-hatted wherever appropriate; i.e., a business member who is 

prominent in a community-based organization or one that is prominent in a 
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regional economic development organization may also be counted as a 

community based representative or economic development representative, 

respectively. The Board is constituted in accordance with WIOA. 

   

E.  Provide a description of how the CEO was involved in the development, review and 

approval of the plan.  

 

CareerSource Florida Crown maintains a partnership with the local elected officials to 

jointly and severally carry out the requirements of the Workforce Innovation and 

Opportunity Act. A draft of the Plan was approved by CareerSource Florida Crown’s 

Board of Directors on April 7, 2016 and submitted to the local elected officials for review, 

recommendations and approval according to the established timeline. Key members of 

CareerSource Florida Crown’s leadership team attended the CEO briefing meeting. Final 

approval was awarded on April 19, 2016. 

 

(2)   Local Workforce Development Board (LWDB) 

A. Identify the chairperson of the Local Workforce Development Board by name, title, 

mailing address, phone number and email address. Identify the business that the chair 

represents. 

 

Todd Sampson, Board Chair 

Columbia Bank 

4785 W US Highway 90 

Lake City, FL  32055 

386-754-8888 ex 117 

tsampson@columbiabankflorida.com  

 

B.  Provide a description of how the LWDB was involved in the development, review, and 

approval of the plan. 

 

This first WIOA local plan is a product of an ongoing review and improvement process 

building upon the previously approved 5-Year Local Workforce Services Plan of May 

2014.  The integration of all partner agencies into the planning process was a priority of 

the planning design. The Region has partnerships with several community-based 

organizations (CBO) and faith-based organizations (FBO).  All Participating partners 

mailto:tsampson@columbiabankflorida.com�
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were given the opportunity to provide verbal and written input into their portion of the 

Plan. The direct participation and interaction of the Board and Consortium members 

ensures participation from the counties within the region.  By combining these groups, 

the ideas, suggestions, and needs of those who work directly with customers and 

employers were an integral part of the planning and oversight process. 

 

(3)   Local Grant Subrecipient (local fiscal agent or administrative entity) 

 

A.   Identify the entity selected to receive and disburse grant funds (local fiscal agent) if other 

than the chief elected official. WIOA section 107(d)(12(B)(1)(iii); 20 CFR 679.420 

 

CareerSource Florida Crown is the local fiscal agent and administrative entity for the 

region. The Region presently operates Career Centers in Columbia, and Gilchrist 

Counties.  The Columbia County office provides services to the residents of Columbia 

and Union Counties while the Gilchrist County Office provides services to residents of 

Gilchrist and Dixie Counties.  Each Career Center is a full service center providing WIOA 

(Adult, DW and Youth), WT/TANF, WP, Veterans, RESEA, SNAP and RA. Career and 

training services are provided at each Career Center by deploying program experts to 

augment permanent staff on a rotational basis from the central Career Center in 

Columbia County. 

 

B.   Identify the entity selected to staff the LWDB (commonly referred to as the administrative 

entity) and assist it in carrying out its responsibilities as a board organized under WIOA. 

(May be the same as the fiscal agent). 20 CFR 679.430 

 

As noted in Section (1) (3) A, CareerSource Florida Crown is the local fiscal agent and 

administrative entity for the region. 

 

C.  If a single entity has been selected to operate in more than one of the following roles:  

local fiscal agent, local board staff, one-stop operator or direct provider of career services 

or training services, attach the agreement that describes how the entity will carry out its 

multiple responsibilities including how it will develop appropriate firewalls to guard against 

any conflict of interest. 
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The Board assures the local Career Center Operator will carry out all activities relevant to 

the provision of each program covered under this plan in accordance with all 

Federal/State policies and procedures.  The Board further assures that a schedule for the 

monitoring of local One-Stop Career Center activities will be developed and agreed upon 

in concert with the Department of Economic Opportunity.  Additionally, the Board assures 

that DEO shall have full access to all Career Center staff, records, systems, data, books, 

accounts, correspondence and other documentation necessary to carry out its program 

evaluation responsibilities as authorized by statute and/or regulation.  The Board also 

agrees that DEO, in order to effectively carry out its responsibilities, may conduct on-site 

evaluation activity that is either with, or without, advance notice.  The Board also assures 

that local staff training relevant to the delivery of services covered under this plan will be 

developed and agreed upon in concert with  DEO. 

The interlocal agreement granting single entity status to operate as the fiscal agent, local 

board staff and one-stop operator is ATTACHMENT A. An annual audit is conducted to 

guard against conflict of interest. 

 
(4)   One-Stop System 
 

A.   Provide a description of the local one-stop system (including the number, type and location of 

full-service and other service delivery points). 

 

CareerSource Florida Crown operates Career Centers in Columbia and Gilchrist Counties.  

The Lake City office provides services to the residents of Columbia and Union Counties and 

the Trenton office provides services to the residents of Gilchrist and Dixie Counties.  Each 

Career Center is a full service center providing WIOA (Adult, DW and Youth), WT/TANF, WP, 

Veterans, RESEA, SNAP and RA.  Core, intensive and training services are provided at each 

Career Center by deploying program experts to augment permanent staff on a rotational 

basis from the central Career Center in Columbia County. 

 

B.   Identify the days and times when service delivery offices are open to customers. Customers 

must have access to programs, services and activities during regular business days at a 

comprehensive one-stop center. 
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The Columbia County Office Located at 1389 U.S. Highway 90 West 

Suite 170 Lake City, FL 32055 and the Gilchrist County Office located at 211 SE 

Co Rd 319 # B, Trenton, FL 32693 are full service career centers. The hours of operation are 

Monday through Thursday from 8AM to 6PM and Friday from 8AM to 12PM (Noon).  

 

C.   Identify the entity or entities selected to operate the local one-stop center(s). 

 

CareerSource Florida Crown provides direct career services to the local one-stop centers 

through the Career Centers in Columbia and Gilchrist Counties. 

 

D.  Identify the entity or entities selected to provide career services within the local one-stop 

system. 

 

CareerSource Florida Crown provides direct career services to the local one-stop centers 

through the Career Centers in Columbia and Gilchrist Counties. 

 

E.   Identify and describe what career services will be provided by the selected one-stop operator 

and what career services, if any, will be contracted out to service providers. 

 

No career services are being contracted out at this time. CSFC presently operates Career 

Centers in Columbia and Gilchrist Counties.  The Columbia County office provides services 

to the residents of Columbia and Union Counties while the Gilchrist County office provides 

services to the residents of Dixie and Gilchrist Counties.  Each Career Center is a full service 

center providing WIOA (Adult, Dislocated Worker and Youth), Welfare Transition (WT) / 

Temporary Assistance for Needy Families (TANF), Wagner-Peyser (WP), Veterans, 

Reemployment Services and Eligibility Assessment (RESEA), Supplemental Nutrition 

Assistance Program (SNAP), and Reemployment Assistance (RA). Career and training 

services are provided at each Career Center by deploying program experts to augment 

permanent staff on a rotational basis from the central Career Center in Columbia County. 

  

F.   Pursuant to the CareerSource Florida Administrative Policy for One-Stop Certification, please 

provide the required attestation that at least one comprehensive one-stop center in your local 

area meets the certification requirements. 
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During the most recent monitoring review conducted by DEO staff, LWDB 7 met all 

certification requirements for both One-Stop locations. Once further guidance related to 

certification is provided, we will provide the necessary attestation.  
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ANALYSIS OF NEED AND AVAILABLE RESOURCES 

 

(1)   Please provide an analysis (or existing analysis pursuant to WIOA section 108(c)) of the regional 

economic conditions, which must include: 

 

A.   Information on existing and emerging in-demand industry sectors and occupations; and 

The CareerSource Florida Crown region does not contain any MSAs. The counties in this 

region are Columbia, Dixie, Gilchrist and Union Counties. The region's unemployment rate 

has declined by 1.1 percentage points over the year to 5.2 percent in September 2015. The 

labor force (September 2015 labor force = 46,505) has increased by 17 since last year 

(September 2014 labor force = 46,488). In addition, the number of unemployed persons 

(September 2015 unemployed persons = 2,422) has declined by 521 since last year 

(September 2014 unemployed persons = 2,943). Finally, the number of employed persons 

(September 2015 employed persons = 44,083) has increased by 538 since last year 

(September 2014 employed persons = 43,545). 

The major growth industries to date have been primarily corrections, law enforcement and 

emergency services sector; retail sales and customer service; and the healthcare industry.  

60% of these jobs require at least a post-secondary vocational certificate or higher for entry 

into the occupation.  The most current Supply/Demand Report provided by DEO LMI 

indicates that we have a surplus of skilled labor in all occupational sectors with the exception 

of the healthcare industry.  We continue to focus our recruiting and utilize our WIOA 

Adult/DW funding to enroll students into healthcare classes to address the current and 

projected needs of this vital sector. The Local Workforce Development Board (LWDB) has 

contributed significantly to help the workforce of the Region move away from a primarily 

agricultural based economy over the past five (5) years.   In order to continue this trend, 

industries which provide high-skill, high-wage jobs must continue to be nurtured and 

expanded.  

The Region continues to be hampered by the lack of any public transportation system and 

poor infrastructure which still results in a higher per capita cost to train workers to a self-

sufficiency wage standard.  The lack of established training program/providers within the 

Region, the need to provide economic assistance in the form of incentives/supportive 

services, and the necessity to transport participants to educational and training sites causes 

the high costs for training when compared to urbanized regions. However, the capacity 
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building efforts of CSFC over the past five years have enabled this rural region to begin to 

break out of the cycle of poverty in which they have been engulfed. 

Emerging Industries 

Health care, professional and personal services industries top the lists of emerging 

industries. Emerging industries tend to employ a higher percentage in professional 

occupations. 

Top Emerging Industries 

Workforce Development Area 7 - Columbia, Dixie, Gilchrist, and Union Counties 

Industry 

Code 
Title 

Employment 2015 – 2023 Change 

2015 2023 Total Percent 

6214 Outpatient Care Centers 207 280 73 35.3 

5415 Computer Systems Design and Related Services 18 23 5 27.8 

6213 Offices of Other Health Practitioners 176 220 44 25.0 

6111 Private Elementary and Secondary Schools 96 119 23 24.0 

5413 Architectural, Engineering, and Related Services 202 245 43 21.3 

6219 Other Ambulatory Health Care Services 49 59 10 20.4 

5416 Management, Scientific, and Technical Consulting 

Services 

113 135 22 19.5 

8129 Other Personal Services 49 56 7 14.3 

6215 Medical and Diagnostic Laboratories 95 104 9 9.5 

5419 Other Professional, Scientific, and Technical 

Services 

88 96 8 9.1 

5414 Specialized  Design Services 12 13 1 8.3 

5239 Other Financial Investment Activities 28 30 2 7.1 
Source: Florida Department of Economic Opportunity, Bureau of Labor Market Statistics, October 2015 
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Existing Demand Occupations 
 

The majority of top 15 existing demand occupations are low-skill occupations characterized 

by relatively low wages and high rate of worker turnover. Correctional officers and jailers is 

one of the top five existing demand occupations and will have 596 total job openings between 

2015 and 2023, resulting from the need to replace a large number of workers retiring from 

that occupation. The other existing demand occupations among the top five are related to 

customer service and hospitality. Only two of the top 15 existing demand occupations require 

significant technical training: registered nurses and elementary school teachers, except 

special education. Two of the top 15 existing demand occupations are the healthcare 

occupations, nursing assistants and registered nurses, which have a relatively high turnover 

rate and will continue to experience employment growth as a result of the increasing demand 

for healthcare services, driven by population growth and aging, expanding insurance 

coverage, and technological change. 
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TOP 15 Existing Demand Occupations 
(ranked by total job openings) 

Workforce Development Area 7 - Columbia, Dixie, Gilchrist, and Union Counties 
 2015-2023  

Occupation Employment level Per cent Total Job  2015 Hourly Wage ($) 

Rank Code Title 2015 2023 Change Change Openings* Median Entry** Exp*** 

           

1 434051 Customer Service 
Representative 

1601 1,852 251 15.7 596 10.02 8.94 12.60 

2 333012 Correctional Officers and 
Jailers 

2407 2,495 88 3.7 596 15.92 14.98 17.29 

3 353021 Combined Food Preparation 
and Serving Workers, 
including Fast Food 

1059 
1,254 195 18.4 539 9.15 8.79 10.38 

4 412031 Retail Salespersons 981 1,101 120 12.2 394 11.05 9.06 13.88 

5 412011 Cashiers 886 919 33 3.7 358 9.03 8.79 9.56 

6 353031 Waiters & Waitresses 634 708 74 11.7 323 8.90 8.73 9.28 

7 311014 Nursing Assistants 678 812 134 19.8 235 11.14 9.22 13.13 

8 537062 Laborers and Freight, Stock, 
and Material Movers, Hand 

593 676 83 14.0 231 10.46 8.93 13.14 

9 436014   Secretaries and 
Administrative Assistants, 
Except Legal, Medical, and 
Executive 

878 
993 115 13.1 199 12.59 9.59 15.39 

10 533032 Heavy and Tractor-Trailer 
Truck Drivers 

815 909 94 11.5 197 18.10 11.95 20.74 

11 291141 Registered Nurses 654 741 87 13.3 185 29.19 23.22 33.59 

12 252021  Elementary School Teachers, 
Except Special Education 

509 593 84 16.5 173 28.86 22.89 34.65 

13 439061 Office Clerks, General 617 669 52 8.4 155 12.51 9.64 15.21 

14 292061 Licensed Practical and 
Licensed Vocational Nurses 

341 415 74 21.7 140 19.04 16.03 20.70 

15 372011 Janitors and Cleaners, 
Except Maids and 
Housekeeping Cleaners 

447 
508 61 

13.7 

 
127 9.43 8.84 11.61 

           

* Job openings result from economic growth and from replacement needs. For declining occupations, all job openings result from replacement 
needs 

** Entry Wage - The wage an entry-level worker might expect to make. It is defined as the average (mean) wage earned by the lowest third of all 
workers in a given occupation. 

***Experienced Wage - The wage an experienced worker might expect to make. It is defined as the average (mean) wage earned by the upper two-
thirds of all workers in a given occupation. 

Source: Florida Department of Economic Opportunity, Bureau of Labor Market Statistics. October 2015 
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Emerging Occupations 

The majority of top emerging occupations occur in the healthcare (six of top 15) and 

professional services (four of top 15) industry sectors, which follows the overall Florida 

statewide distribution of top emerging occupations. 

Occupational therapist is the top emerging occupation in the healthcare industry sector. 

Providing therapy to patients with visual impairments is an increasingly important specialty for 

occupational therapists and will contribute significantly to growth in the occupation. 

Two of the top professional services emerging occupations are engineering-related 

(engineering managers and civil engineers). 

Transportation, storage, and distribution managers is the top emerging occupation in the 

logistics and distribution industry sector, as a result of technological advances in the field of 

logistics. The number of persons employed as logistics managers, which is a specialty within 

the transportation, storage, and distribution managers is rapidly increasing. 

Customer service representatives is a top emerging occupation in the financial services 

Industry sector due to the increasing variety of financial and investment advisory products 

being developed by the sector. 

The growth in the construction industry sector of the emerging occupation first-line 

supervisors of construction and extraction workers is due in part to activities related to solar 

energy installation. 

Industrial engineers is a top emerging occupation in the manufacturing industry sector. 

Industrial engineers design, develop, test, and evaluate integrated systems for managing 

industrial production processes, including human work factors, quality control, inventory 

control, logistics and material flow, cost analysis, and production coordination. 

First-line supervisors of personal service workers is the top emerging occupation in the other 

services industry sector, due to the growing popularity of spa facilities. 

 
 
 
 
 
 
 
 
 
 



  

CareerSource Florida Crown Submitted April 29, 2016      16| Page                            
  

Top 15 Emerging Occupations 
(ranked by percent growth) 

Workforce Development Area 7 - Columbia, Dixie, Gilchrist, and Union Counties 

2015-2023 

 Employment Level 

Change 

Percent 

Change 

 2015 Hourly Wages ($) 

Rank SOC 
code Title 2015 2023 Industry Sector 

Linkage 
Median  Entry* Exp** 

1 131081 Logisticians 19 26 7 36.8 Professional 
Services 

21.48 17.32 27.77 

2 113071 Transportation, 
Storage, and 
Distribution Managers 

12 15 3 25.0 Logistics and 
Distribution 

41.53 35.00 45.15 

3 291122 Occupational 
Therapists 13 16 3 23.1 Healthcare 37.17 28.36 53.23 

4 193039 Clinical 
Neuropsychologists 18 22 4 22.2 Healthcare 

41.9 27.69 44.97 

5 261069 Hospitalists, Nuclear 
and Preventive 
Medicine Physicians 

170 207 37 21.8 Healthcare 
94.58 87.15 123.34 

6 292099 
 
Neurodiagnostic and 
Ophthalmic 
Technologists. 
Surgical Assistants 
 

24 29 5 20.8 Healthcare 
25.00 12.95 27.31 

7 119041 
Engineering Managers 18 21 3 16.7 

Professional 
Services 

50.56 35.41 61.98 

8 434051 Customer Service 
Representatives 1,601 1,852 251 15.7 Financial 

Services 
10.02 8.94 12.60 

9 131199 
 
Security Management 
and Sustainability 
Specialists 

251 289 38 15.1 Healthcare 30.75 19.11 35.24 

10 471011 
First-Line Superv. of 
Construction and 
Extraction Workers 

127 146 19 15.0 Construction 22.26 16.34 32.90 

11 291141 Registered Nurses 654 741 87 13.3 Healthcare 29.19 23.22 33.59 

12 131041 Compliance Officers. 
Exc Safety. Agri. 
Constr & Transp 

32 36 4 12.5 
Professional 
Services 

24.58 16.31 28.41 

13 172051 Civil Engineers 72 81 9 12.5 Professional 
Services 

31.88 22.70 39.45 

14 172112 Industrial 
Engineers 17 19 2 11.8 Manufacturing 35.42 18.88 40.67 

15 391021 
First-Line Supervisors 
of Personal Service 
Workers 

43 48 5 11.6 Other Services 16.08 11.57 17.73 

* Entry Wage – The wage an entry-level worker might expect to make. It is defined as the average (mean) wage earned by the lowest third of all 
workers in a given occupation.  
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** Experienced Wage – The wage an experienced worker might expect to make. It is defined as the average (mean) wage earned by the 
upper two-thirds of all workers I a given occupation. 

Source: Florida Department of Economic Opportunity, Bureau of Labor Market Statistics. October 2015 

 

 

B. The employment needs of employers in those industry sectors and occupations. WIOA 

§108(b)(1)(A) 

 

At this time, jobs in significant demand from employers in our Region are in the healthcare industry 

(RN, LPN, Radiology Techs) and Corrections (Correctional Officers).   Of the 417 occupations 

appearing on our Supply/Demand Report for March 2014, 103 occupations are on our Targeted 

Occupations List.  Within the last two (2) years, customers (employers or applicants) have asked 

for training in 17 of these career fields.  Of these 17 career fields, none have an undersupply of 

labor.  All 17 have an overage ranging from a low of 0 for Fire Fighters to a high of 99 in Network 

and Computer Systems.  Across the Region, the problem is not a lack of skilled workers but rather 

a lack of jobs. 

 

(2)   Please provide an analysis of the knowledge and skills needed to meet the employment needs of the 

employers in the region, including employment needs in in-demand industry sectors and occupations. 

WIOA §108(b)(1)(B) 

The primary skill needs most identified by both applicants and employers is for soft skills training, 

which is short term in nature.  The training provided by the Region consists of Job Club 1 and 2, 

MoneySmart, Dress for Success, Microsoft Basics GED Prep, Resume Writing and Interview Skills.  

Job Club teaches such basics as getting up every morning, being at work on time, being respectful 

to supervisors and co-workers, and focusing on the job tasks.  MoneySmart is taught by local banker 

representatives and provides information on why customers should have a bank/checking account, 

the responsibilities of credit cards, and the importance of repaying debt/becoming debt free.  Dress 

for Success utilizes Women in Business to model appropriate business attire and explain the need 

for dressing appropriately in the workplace.  Microsoft Basics is a basic introduction for those who 

have no computer skills and a brush up for those who have some computer skills.  Working with the 

Adult Education Programs of the four (4) counties, our GED Prep utilizes TABE to identify the 

specific educational shortfall that is a barrier to obtaining a High School Equivalency Diploma.  Our 

GED Instructors focus specifically on the barriers identified by the TABE (such as fractions, 

decimals, basic skills deficient reading levels). Resume writing teaches the job seeker to write a 
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concise and compelling resume.  Interview skills prepares the job seeker to schedule and become 

successful at interviewing.   

 

(3)  Please provide an analysis of the workforce in the region, including current labor force employment 

(and unemployment) data, information on labor market trends, and the educational and skill levels of 

the workforce in the region, including individuals with barriers to employment. WIOA §108(b)(1)(C) 

The Region encompasses a total population of 115,540 based on the 2013 estimate from the US 

Census Bureau. This is a slight decline from the 2011 estimate of 116,363. The population of the 

Region is 83.8% Caucasian; the remainder is mostly African American.  Other minorities are 

negligible on the Census Bureau tables.  English is the predominant language among 95% of the 

households of the Region.   High school graduation rates range from 74.8% in Union County to 

84.4% in Columbia County.  13.5% of the population in the region has a Bachelor’s Degree or higher 

with the lowest rate being in Dixie County at 7.5% and the high of 14.1% in Columbia County.  There 

are nearly 14,000 veterans within the Region. Mean travel time to work ranges from 22 minutes to 

more than 30 minutes and is typically 30 minutes.  Owner-occupied housing is 67.5% in Union 

County; 71.6% in Columbia; 78.4% in Dixie; and 80.5% in Gilchrist. Home ownership has an overall 

rate of 75% as compared to the State average of 69.7%. The median value of this home ownership, 

however, is $115,050 as compared to the State average of $205,600.  The average number of 

persons per household is 3 as compared to the State average of 2.5.   

Median household income is $37,340 which is below the State average $47,661 and 18.1% of the 

Region’s population is classified as below poverty level as compared to the State’s 13.8% average. 

Approximately 25% of the region’s population lives at or below poverty level. Altogether some 40% of 

the population of the region can be defined as “working poor” individuals and families, many of whom 

do not receive any cash assistance. Over 400 men, women and children are estimated to be 

homeless on any given night in the region. 

The unemployment rate for the region was 4.7% in December 2015, slightly below the state’s 

seasonally adjusted rate of 5.0%.  

The most recent information on unemployment rates for persons with barriers to employment is for 

2013. The LWDA 7 2013 unemployment rate was 23.2 for disabled persons, 3.7 percent for American 

Indians and Alaska Natives, 0.0 percent for Native Hawaiians and Other Pacific Islanders, and 9.5 

percent for persons 55 and older. 

 

(4)   Please provide an analysis of the workforce development activities (including education and training) 

in the region, including an analysis of the strengths and weaknesses of such services and the 



  

CareerSource Florida Crown Submitted April 29, 2016      19| Page                            
  

capacity to provide such services, to address the identified education and skill needs of the workforce 

and employment needs of employers in the region. WIOA §108(b)(1)(D) and §108(b)(7) 

 

The Region has identified the following long-term goals/objectives necessary to build a skilled and 

ready workforce in the region:   

· Upgrade the workforce skills of the region’s population, especially the economically 

disadvantaged - the working poor, dislocated workers, the unemployed and youth; 

· Be responsive to employers’ needs by providing information and opportunities for 

Incumbent Worker Training, On-the-Job Training (OJT) and Employed Worker Training that 

addresses regional demand/targeted occupations while optimizing the workers’ ability to 

achieve self-sufficiency. This is the “Business Driven Model”; 

· Provide opportunities for skill attainment and job retention to allow the region’s workforce 

population to upgrade their skills in order to succeed in today’s workplace; 

· Integrate the Workforce Innovation and Opportunity Act (WIOA), Welfare Transition (WT), 

Wagner-Peyser (WP), Reemployment Assistance (RA), Reemployment Services and 

Eligibility Assessment (RESEA) and Veteran’s Education and Training Services (VETS) 

into a seamless service delivery model that is integrated, customer focused and market-

driven;    

· Emphasize a collaborative approach in the development and implementation of appropriate 

programs and services in a single location by promoting an efficient networking system that 

facilitates coordination with other community partners. This consolidation process 

eliminates duplication and facilitates the efficient pooling of financial assistance and other 

resources in the community; 

· Provide information and assistance to job seekers and employers on labor market trends, 

training and support services, work counseling and follow-up services and establish 

mechanisms to identify customer (employer, employee and job seeker) needs, 

opportunities and skills; 

· Create a team that is comprised of representatives of business, labor, education, 

government, community and Chambers of Commerce to ensure that educational and 

training programs offered through the Career Center system are directly related to the high 

demand occupations identified in the region;   
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· Establish specific standards to measure program outcomes. Critical to the success of the 

Career Center system is the ability to evaluate performance by using key indicators such 

as completion, placement and retention rates, return on investment, and customer 

satisfaction; 

· Pursue initiatives that address rural economic development issues leading to the creation of 

employment opportunities in rural/agricultural communities in the region.  These efforts will 

ultimately increase the earning potential of farmers and ensure the economic viability of the 

agricultural sector. 

 

(5) Please provide a description and assessment of the type and availability of adult and dislocated 

worker employment and training activities in the local area. WIOA §108(b)(7) 

The Region utilizes Customized Training, including the Employed Worker Program (EWT) and OJT 

Program to provide skills upgrade training to workers who need training to obtain or retain self-

sufficiency.  5% of our annual Dislocated Worker budget is set aside for EWT/OJT.  Additionally, 

throughout the year, we compete for grants and utilize EWT/OJT as the primary vehicle for fulfilling 

the terms of the grants that we receive.  Training is performed under contract in targeted occupations 

and enables these workers to retain their positions and/or upgrade their skills for promotion.  On the 

Job Training Policy, OPS-009-02 is attached. 

When a customer is unable to obtain employment, the Career Manager will assign CWEP 

(Community Work Experience Program) hours to assist the customer in becoming more marketable.  

The Career Manager will discuss with the customer his or her desired goals and will try to match them 

to a CWEP position which relates to those goals.  The customer will be instructed by the Career 

Manager on the details of the assignment and what is expected regarding their placement.  They will 

also be instructed that a call or site visit will be made at any given time to verify the site and that the 

hours are being completed. A worksite agreement is given to the customer to be completed by the 

employer.  It is the customer’s responsibility to obtain an appropriate site.  Once completed the 

participant may begin CWEP. 

Through the Community Service/Work Experience (CSWE) program, Welfare Transition customers 

are placed in a training program at approved contracted public sector and/or not-for-profit agencies in 

the Columbia, Dixie, Gilchrist, and Union Counties area.  Employers are not required to pay an hourly 

wage to the participants, but are responsible for training them in duties described in the Training 

Outline portion of the work agreement.  Worksite Agreements are developed with each participating 

employer/agency in which they attest to their not-for-profit status.  The Region utilizes staff personnel 

to make on-site visits annually to explain the Work-Site Agreement and obtain a signature on the 
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Work-Site Agreement.  The Region’s Work-Site Agreement contains company name, contact person, 

address, telephone number, fax, job description, number of openings, number of hours needed, 

number of days and verification of not-for-profit status.  Included in this agreement are the services 

provided by the employer, manner of service provisions, special provisions, date the agreement takes 

effect, signatures from the employer and LWDB (Local Workforce Development Board), worksite 

outline, worksite guidance, and the job description.  Workforce personnel visit the worksites on a 

regular basis to ensure compliance, safety and to review customer progress with the worksite 

supervisor/employer. 

 
(6) Please provide a description and assessment of the type and availability of youth workforce 

investment activities in the local area, including activities for youth who are individuals with disabilities. 

The description and assessment must include an identification of successful models of such youth 

workforce investment activities. WIOA §108(b)(9) 

Our youth programs serve in school youth ages 14 – 21 and out of school youth ages 16-24 with 

many workforce investment opportunities available.  These include but are not limited to:  paid work 

experience, traditional occupational skills training, on the job training, internships, Financial Literacy 

Education and soft skills workshops.  Partner agencies and schools providing youth services include: 

· Partnership With Strong Families 

· Department of Juvenile Justice 

· College of Central Florida (Gilchrist County) 

· Columbia County Adult Education 

· Dixie County Adult Education 

· Union County Adult Education 

· Vocational Rehabilitation 

· Score 

 

 

CSFC also utilizes The Able Trust High School/High Tech grant funds in conjunction with our WIOA 

Youth dollars to engage in school youth with disabilities in year round after-school programs that 

focus on remediation, retention in school, End of Course (EOC) tests and other success measures, 

graduation and successful transition into the workforce or post-secondary education. Our after school 

program has seven (7) locations which include: 

· Bell High School 

· Trenton High School 
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· Dixie High School 

· Ft. White High School 

· Columbia High School 

· Union County High School 

· Trinity United Methodist Church 

 

Resources that staff use are the Guidepost for Success and Skills to Pay Bills By; which is a set of 

key educational and intervention strategies for youth, including those with disabilities.  Additionally, 

One-Stop assessments, Individual Education Program (IEPs) and Career Planning tools will continue 

to be utilized to identify career paths, barriers to employment, training or service needs, and 

employability skills.  These assessments will also assist with identifying hidden disabilities and the 

potential need for accommodations. 

 

The Able Trust High School/High Tech Program 
 

The Able Trust High School/High Tech Program prepares youth with disabilities for life after high 

school; post-secondary education, employment and community involvement, through real-world 

experiences.  High School/High Tech activities include career workshops, industry and campus tours,  

summer internships, community service projects, and leadership development.   

 

Over the past two years approximately 240 students have been served through the program. The 

program represents a successful model for engaging youth into workforce development programs 

that emphasize job skills, education, employability skills, and social skills. 

 

For the children of WT customers, we offer Pregnancy Prevention and Why Try.  Why Try is a 

summer computer based social skills development program for younger youth not eligible for the 

Summer Work component.   
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LOCAL WORKFORCE DEVELOPMENT AREA VISION AND STRATEGIC GOALS 

 
(1)   Please provide a description of the local board’s strategic vision and goals for preparing an educated 

and skilled workforce (including youth and individuals with barriers to employment), including goals 

relating to primary indicators of performance described in WIOA section 116(b)(2)(A) in order to 

support regional economic growth and economic self-sufficiency. WIOA §108(b)(1)(E) 

Our vision, goals and priorities are developed by the Committees of the Board and are approved by 

the full Board/Consortium.  Our collaboration with our CEO’s is ongoing and continuous.  Our vision 

and mission statements are: 

 
Vision:  We are dedicated to a level of service that meets the 
highest private-sector standards. We attain this measure by 
providing workforce services to improve the quality of skills and 
abilities of jobseekers, youth, and through enhancing the 
competitiveness of employers in our region. 
 
Mission:   It is the mission of CSFC to effectively direct all 
resources and services under its jurisdiction to provide a skilled 
and ready workforce that meets the demands of the region’s 
employers as well as meeting job market demands in support of the 
State’s workforce development strategies. 

  
In order to support regional economic growth and economic self-sufficiency, CSFC 
will: 

 
a.  Facilitate the transition of our regional economy from agriculture to a diversified economy.   

b.  Work with our education partners, their CAPE Academies, STEM Programs and grants (e.g. 

Able Trust) to provide today’s youth with the skills necessary to meet the talent supply chain 

needs of the future.    

c.  Collaborate with economic development entities to bring new business to the Region and 

support the growth of existing businesses. 

d.  Address the transportation/communication needs of the Region, through our membership on 

4 regional transportation Boards and our support of broadband initiatives.   

e.  Help the businesses of the Region to be competitive by assisting with their training costs and 

the preparation of a skilled and ready workforce. 

f.  Leverage the full array of workforce programs to include WOIA, WT/TANF, WP, Veterans, 

RESEA, SNAP, RA, etc. to prepare the Region’s workforce to meet the needs of the business 

community. 
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(2)   Please describe the local area’s strategy to work with entities that carry out the core programs to align 

resources available to the local area to achieve the strategic vision and goals established by the local 

board. 

In order to carry out the core programs, CSFC has identified the following long-term goals and 

objectives necessary to build a skilled and ready workforce in the region:   

· Be responsive to employers’ needs by providing information and opportunities for 

Incumbent Worker Training, On-the-Job Training (OJT) and Employed Worker Training that 

addresses regional demand/targeted occupations while optimizing the workers’ ability to 

achieve self-sufficiency. This is the “Business Driven Model”; 

· Emphasize a collaborative approach in the development and implementation of appropriate 

programs and services in a single location by promoting an efficient networking system that 

facilitates coordination with other community partners. This consolidation process 

eliminates duplication and facilitates the efficient pooling of financial assistance and other 

resources in the community; 

· Create a team that is comprised of representatives of business, labor, education, 

government, community and Chambers of Commerce to ensure that educational and 

training programs offered through the Career Center system are directly related to the high 

demand occupations identified in the region;   

· Upgrade the workforce skills of the region’s population, especially the economically 

disadvantaged - the working poor, dislocated workers, the unemployed and youth; 

· Provide opportunities for skill attainment and job retention to allow the region’s workforce 

population to upgrade their skills in order to succeed in today’s workplace; 

· Integrate the Workforce Opportunity and Investment Act (WOIA), Welfare Transition (WT), 

Wagner-Peyser (WP), Reemployment Assistance (RA), Reemployment Services and 

Eligibility Assessment (RESEA), Supplemental Nutrition Assistance Program (SNAP) and 

Veteran’s Education and Training Services (VETS) into a seamless service delivery model 

that is integrated, customer focused and market-driven;    

· Provide information and assistance to job seekers and employers on labor market trends, 

training and support services, work counseling and follow-up services and establish 

mechanisms to identify customer (employer, employee and job seeker) needs, 
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opportunities and skills;  

Establish specific standards to measure program outcomes. Critical to the success of the Career 
Center system is the ability to evaluate performance by using key indicators such as completion, 
placement and retention rates, return on investment, and customer satisfaction; 

· Pursue initiatives that address rural economic development issues leading to the creation 

of employment opportunities in rural/agricultural communities in the region.  These efforts 

will ultimately increase the earning potential of farmers and ensure the economic viability of 

the agricultural sector. 

 
(3)   Please describe the actions the local board will take toward becoming or remaining a high-performing 

board, consistent with the factors developed by the state board pursuant to section 101(d)(6) of WIOA. 

A monitoring plan is in place to review Board policies, practices, fiscal and programmatic operations, 

which is conducted by a third party on a quarterly basis every fiscal year.  Monitoring reports, along 

with the Corrective Action Plans, are provided to the Board through the appropriate Committees for 

full review and comment.  The Committees review the reports and address concerns to the Board 

staff. 

Once each program year, we are also monitored by the DEO which conducts a fiscal and 

programmatic review.  Results are shared with the Board of Directors through the appropriate 

committees for full review and comment.  The Committees review the reports and address concerns 

to the Board staff on a quarterly basis. 

A Financial Audit is performed by a third party audit firm annually, which is shared with the Board of 

Directors. 

CSFC’s Universal Services Program Manager reviews all customer satisfaction surveys. If there are 

any concerns or suggestions they are discussed with the One-Stop Director of Operations.  The goal 

of this process is to ensure that customer concerns are being addressed timely and effectively and to 

determine if any workforce policy or procedure is impeding staff’s ability to deliver quality customer 

service to our customers. 

 

(4)   Please describe service strategies the LWDB has in place or will develop that will improve meeting 

the needs of customers with disabilities as well as other population groups protected under Section 

188 of WIOA and 29 CFR Part §38.   

Other than Veterans and Dislocated Workers, each customer applicant receives a one-on-one 

interview with a Career Manager to determine any needs or barriers that would identify them as a 
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special client.  Their needs and barriers, however, are considered in light of their career goals and 

objectives which must be balanced against the Region’s Supply/Demand skills gap and the demand 

occupations of the Region.  Our objective is to help as many customers as possible but there must be 

an opportunity for the customer to obtain self-sufficiency employment upon completion of their 

education and training.  These considerations are waived when identifying any customer as part of a 

special client group.  Customers with disabilities receive additional assistance through referrals to 

Vocational Rehabilitation. 

 

(5)   Describe the process used to develop your area’s vision and goals, including a description of the 

participants in the process. 

The Region’s vision and goals are a product of an ongoing review and improvement process 

building upon previously approved visions and goals.  The integration of all partner agencies into 

the process was and will continue to be a priority of the planning design. The Region has 

partnerships with several community-based organizations (CBO) and faith-based organizations 

(FBO) as discussed elsewhere in this Plan.  All Participating partners were given the opportunity to 

provide verbal and written input into development of the vision and goals. The direct participation 

and interaction of the Board and Consortium members ensures participation from the counties 

within the region.  By combining these groups, the ideas, suggestions, and needs of those who 

work directly with customers and employers were an integral part of the planning process. 

 
(6)   Describe how the LWDB’s goals relate to the achievement of federal performance accountability 

measures to support economic growth and self-sufficiency. WIOA §108(b)(1)(E) 

The Executive Director meets with the LWDB Chair, the Local Elected Officials (LEOs), board 

members and business partners on a recurrent basis to obtain feedback on performance 

accountability measures. State and local performance measures are presented and discussed at 

committee and Board meetings to ensure satisfactory progress and appropriate correction measures. 

Staff is given yearly performance goals that directly align with the state performance measures. The 

state measures include the following: 

• Percentage of participants in unsubsidized employment during second quarter after exit 

• Percentage of participants in unsubsidized employment during fourth quarter after exit 

• Median earnings of participants during second quarter after exit 

• Percentage of participants who obtain a postsecondary credential or secondary 

school diploma within 1 year after exit 
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• Achievement of measureable skill gains toward credential or employment 

• Effectiveness in serving employers 

The Executive Director provides direction to the management staff to ensure the day to day 

operational and financial processes needed to meet those goals are being followed. Input from the 

Finance Committee is received after regularly scheduled meetings to ensure goals are in place to 

meet the needs of our employers and to continue in our efforts to support economic growth and self-

sufficiency. LWDA 7 will solicit input from businesses to ensure their needs are being met and to find 

out what else may be needed to provide them with a highly trained workforce. LWDA 7 will increase 

the number of OJTs, EWTs, apprenticeships and work experience for training and job creation 

purposes and to support economic growth and self-sufficiency. Although the majority of LWDA 7's 

goals relate to the performance accountability measures, the following most closely fall in line with 

those measures: 

• Strategically align workforce development programs to ensure employment and training 
services provided by the core programs are coordinated and complementary so that 
jobseekers acquire the skills and credentials that meet the employer's needs. 

• Enhanced workforce services to ensure unemployed and job seekers have access to high-
quality workforce services 

• Improve services to individuals with disabilities 
• Prepare disconnected youth and other job seekers for successful employment; serve a 

minimum of 75% of out of school youth; spend at least 20% of youth formula funds on work 
experience activities 

• Promote alignment of workforce development programs with regional economic development 
strategies to meet the needs of employers. 
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 (7) Please indicate the negotiated local levels of performance for the federal measures. WIOA 

§108(b)(17) 

Common Measures 
2014-2015 FLORIDA WORKFORCE COMMON MEASURES – LWDA 07 PERFORMANCE 

PY 2014-2015: July 1, 2014 – March 31, 2015 Outcomes 
Common Measures Performance 

2012-2013 
Performance 

2013-2014 
Performance 

2014-2015 
3rd Quarter 

PY 2014-2015 
Performance 

Goals 

% of 
Performance 

Goals Met 

PY 2015-2016 
Performance 

Goals 

% of 
Performance 

Goals Met 
Adults:        
1. Entered 
Employment Rate 100.00% 100.00% 66.70% 99.90% 66.71% 73.00% 91.37% 

2. Employment 
Retention Rate 96.00% 97.83% 97.30% 92.70% 104.96% 92.70% 104.96% 

3. Avg. 6-Months 
Earnings $19,504.20 $17,943.18 $17,583.52 $19,169.00 91.73% $19,169.00 91.73% 

Dislocated 
Workers: 

       

4. Entered 
Employment Rate 95.00% 100.00% 52.60% 96.40% 54.56% 70.00% 75.14% 

5. Employment 
Retention Rate 95.70% 100.00% 92.30% 97.40% 94.76% 97.40% 94.76% 

6. Avg. 6-Months 
Earnings $14,680.10 $14,696.31 $18,106.40 $13,533.50 133.79% $15,563.53 116.34% 

Youth Common 
Measures 

       

7. Placement in 
Employment or 
Education 

48.10% 66.67% 54.20% 51.90% 104.43% 51.90% 104.43 

8. Attainment of 
degree or Certificate  90.00% 83.05% 43.70% 96.80% 45.14% 65.00% 67.23 

9. Literacy and 
Numeracy Gains 28.10% 41.38% 55.00% 27.60% 199.28% 55.20% 99.64 

Wagner-Peyser: 
 

       

10. Entered 
Employment Rate 

Not Available 53.00% 54.75% 62.50% 87.60% 53.50% 102.34% 

11. Employment 
Retention Rate 

Not Available 81.00% 82.04% 78.50% 104.51% 78.50% 104.51% 

12. Avg. 6-Months 
Earnings 

Not Available $11,137.00 $10,976.82 $11,000.00 99.79% $11,000.00 99.79% 

        
 Not Met (less than 80% negotiated) 

 
 Met (80-100% of negotiated) 

 
 Exceeded (greater than 100% of negotiated) 
    

Source: FLORIDA DEPARTMENT OF ECONOMIC SECURITY 

 
(8)   Please describe indicators used by the LWDB to measure performance and effectiveness of the local 

fiscal agent (where appropriate), contracted service providers, and the one-stop delivery system in 

the local area. WIOA §108(b)(17) 

The negotiated performance measures are presented and discussed with sub-committees and the full 

Board. In past years, those discussions have led to the previous year's proposed measures. The 

indicators used by the LWDB to measure performance and effectiveness are: Common Measures, 

Florida Workforce Integrated Performance Reporting System, Monthly Management Reports (MMR) 

and EFM reports. Using the EFM Data Store, staff may track local performance and direct changes in 
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an effort to improve performance. We also run State created queries based on the MMR on a 

daily/weekly basis. The efficacy of this system is demonstrated in the 2014-2015 improvement in 

MMR standings and the Governor's Daily Placement Report. LWDB 7 staff also monitors programs 

internally, not only for contracted service providers, but to ensure our own staff is in compliance. The 

Executive Director meets with the LWDB Chair to discuss previous performance measures as well as 

with staff. The CEO/President also has discussions with the staff regarding any issues that may 

surface. DEO monitors programs and finance on a yearly basis.  

 

(9)  Please describe the definition of “self-sufficiency” utilized by your local area. WIOA §108(b)(1) 

Self-sufficiency is the ability of an individual to supply one’s own needs without external assistance. 

Additionally, self-sufficiency is having confidence in one’s own resources, powers, etc. To that 

purpose The Region utilizes 200% of the LLSIL for the WIOA and WT programs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

CareerSource Florida Crown Submitted April 29, 2016      30| Page                            
  

COORDINATION OF SERVICES 

 
(1)   Coordination of programs/partners:  Please describe how individualized career services will be 

coordinated across programs/partners in the one-stop centers, including Vocational Rehabilitation, 

TANF and Adult Education and Literacy activities. Specify how the local area will coordinate with 

these programs to prevent duplication and improve services to customers. TEGL 3-15 

WIOA requires the development of partnerships, encouraging coordination among community 

partners to pool financial and human resources to offer a mix of programs and services in a 

seamless and integrated manner to create the Career  service delivery system.  

We interact with the Dept. of Children and Families, Vocational Rehabilitation, Experience Works, 

Juvenile Justice, the Court system, Teacher’s Unions, and the local colleges as well as our faith-

based partners, on a daily basis.  They are all members of our various Committees and several 

have seats on the Board.  Through our daily interaction our processes to improve service delivery is 

ongoing and continuous.   Additionally, we work with the County Veteran’s Services Officer and the 

Veteran’s organizations such as American Legion, PVA, VFW, etc. to ensure the veterans’ 

population is receiving the very best in workforce services. 

Since no career services are being contracted out at this time, CSFC is responsible for and  

operates Career Centers in Columbia and Gilchrist Counties. Each Career Center is a full service 

center providing WIOA (Adult, Dislocated Worker and Youth), Welfare Transition (WT) / Temporary 

Assistance for Needy Families (TANF), Wagner-Peyser (WP), Veterans, Reemployment Services 

and Eligibility Assessment (RESEA), Supplemental Nutrition Assistance Program (SNAP) and 

Reemployment Assistance (RA). The Region does have a full time Quality Assurance Monitor 

assigned to the Board Staff.  Monitoring is carried out by program (WIOA, WT, WP, RESEA, SNAP 

etc.), the files are then inspected by each Career Manager and, finally, those areas identified in 

previous write-ups are inspected across all programs and Career Managers. Written reports are 

provided to the Career Manager, Supervisor and Board Staff. The Career Manager has 10 days to 

submit a Corrective Action Plan. 

The hallmark of an effective and successful Career Center workforce delivery system includes 

ensuring the following: 

· Universal Access to employment-related services in a seamless and integrated manner for 

all customers through the innovative efforts of the Board. This process is facilitated through 
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a combination of physical location where providers are co-located in one central facility, 

and “virtual” connection of service providers through a computer network.  

· Customer Choice to ensure easy access to information and services and customer friendly 

environment and helpful staff to provide information and assistance to customers 

· Performance Driven Outcomes that promote high levels of accountability and high levels of 

customer satisfaction by ensuring that the services provided are of consistently high quality 

and performance standards are met. The process includes engaging in continuous 

improvement to ensure that customer expectations are exceeded. 

· Integrated Funding through partner collaboration provides a comprehensive menu of 

services to customers, encourages coordination in planning, cost and resource sharing and 

funding opportunities. 

The single shortfall in the system is the lack of Federal or State law mandating that partners pay 

their fair share of the upkeep of the Career Center. Many “in kind” services are offered but they do 

not keep pace with the actual cash costs to operate Career Centers. Legislation must be enacted to 

force direct cash contributions on behalf of partners if the Career Center is to remain viable. 

(2)   Coordination with Economic Development Activities:  Please provide a description of how the 

local board will coordinate workforce investment activities carried out in the local areas with 

economic development activities carried out in the region (or planning region) in which the local 

area is located, and promote entrepreneurial training and microenterprise services. WIOA 

§108(b)(4)(iii) 

The four (4) rural counties of Columbia, Dixie, Gilchrist and Union served by CSFC have been 

specifically identified by the Governor as Rural Areas of Opportunity (RAO) due to the fact that the 

region has failed to keep pace with the rest of the State of Florida in terms of economic growth. The 

Region has formed a RAO Working Group (RWG) and Center for Advanced Manufacturers Group 

(CAMG). The RWG is focused on identifying locations for future development and the infrastructure 

necessary to lure businesses to these sites.  The CMAG studies best industries for the region and 

unique requirements such as future workforce skills. Members of the EST are either members on all 

of these local, regional and statewide “voice of the customer” business forums or attend all 

publicized meetings to stay abreast of current and emerging workforce needs.  These include, but 

are not limited to, Chamber of Commerce meetings and events, Florida Eight Super Region 

Committee, Board Member for Transportation Disadvantaged for Columbia, Dixie, Gilchrist and 

Union Counties, RAO Catalyst Site for the Inland Port Education and Workforce Committee 

Member, Dixie County BOCC Committee Member for Economic Development Tourist Development 

Council, Community Redevelopment Assoc., Rural Summit, NEFEC STEM Workshop in 
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Gainesville, North Florida Economic Development (Columbia Co), LC City Council, Banner Center 

for Global Logistics, Lake Shore Hospital Authority, North Central Florida Economic Development, 

Food Bank Distribution, FLOW Water Management, Airport Advisory, Columbia County  BOCC and 

City Council, Dixie BOCC, Gilchrist BOCC, Union BOCC, CCA Inmate Foster Group. 

 
(3)   Coordination of education and workforce investment activities: Please describe how the local 

board will coordinate education and workforce investment activities carried out in the local area with 

relevant secondary and postsecondary education programs and activities to coordinate strategies, 

enhance services, and avoid duplication of services. WIOA §108(b)(10) 
 

We will seek to expand and transform the Region’s Foundational Clusters by focusing on preserving 

jobs in our agricultural base, working to revive our construction industry, and developing tourism.  

We will look for opportunities to expand Industry Clusters with our primary focus being on revival of 

the financial and professional services cluster. We are seeking to develop New Clusters around the 

manufacturing, logistics, transportation and waste water industries.  We continue to engage and 

participate with the local school systems to enhance K-12 Excellence.   Middle-School Demand is 

being addressed through our support for expansion of career/professional academies and we 

continue to seek opportunities to leverage the Florida College System as well as to tap the expertise 

of the University of Florida and Florida State University.  We continue to utilize Federal and State 

funds to help as many customers as possible to obtain Higher Education in those occupations 

contained on our Targeted Occupations List which are high skill/high tech positions.  We continue to 

enhance the Workforce by focusing our education and training dollars on targeted occupations 

identified by the Region’s key employers.  We are a supporter of all the STEM council initiatives and 

we continue to promote STEM skills in our conversations with the local school systems.  We will 

contribute to the achievement of these goals through our Career Centers, Employ Florida 

Marketplace, the Work Opportunity Tax Credit, Quick Response Training, Incumbent Worker 

Training, Employed Worker Training and OJT Programs. 

 
(4)   Coordination of transportation and other supportive services: Please describe how the local 

board will coordinate workforce investment activities carried out under this title in the local area with 

the provision of transportation, including public transportation, and other appropriate supportive 

services in the local area. WIOA §108(b)(10) 

With the exception of its principal population center, Lake City, the population in this region is widely 

dispersed throughout a large, rural geographic area and transportation remains a critical problem. 
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This problem impacts all sub-populations of the Region but has the hardest impact on youth and 

seniors.  This spatial distribution of population, coupled with the fact that the Region does not yet 

have an adequate transportation network in place, presents logistical problems of getting 

participants to the appropriate educational and training programs, or getting them to jobs once they 

are successfully employed. Typically, 58% of the funds budgeted by the Board for support services 

are used to provide transportation assistance  in the form of gas vouchers, based on mileage and 

attendance, to participants. It is imperative that a well-developed and efficient transportation system 

be established as soon as possible to allow for the successful transition of participants into economic 

self-sufficiency. A current goal is to address the transportation needs of the Region, through our 

membership on 4 regional transportation Boards. 

 
(5)   Coordination of Wagner-Peyser Services: Please provide a description of plans and strategies for, 

and assurances concerning, maximizing coordination of services provided by the state employment 

service under the Wagner-Peyser Act (29 U.S.C 49 et seq.) and services provided in the local area 

through the one-stop delivery system to improve service delivery and avoid duplication of services. 

WIOA §108(b)(10) 

The WP Program within the Region is under the management and oversight of the Career Center 

and is directly managed by a Department of Economic Opportunity (DEO) merit staff employee.  

Personnel are combined into a Business Services Consultant Team (BSC) comprised of DEO 

personnel.  The primary focus of the BSC is on the employers and business community of the 

Region.  The team offers a full scope of employer services that includes employee recruitment, 

applicant prescreening, on-site employer visits, job fairs, workforce training, job posting and referrals, 

assistance with downsizing assistance, dislocated worker assistance/retraining, skills assessment, 

conference rooms and offices, resource library and labor market analysis information. 

The primary focal point for delivery of WP services within the Career Center is the Resource Room 

which is staffed with DEO personnel. The full scope of WP services are offered to include 

employability and career development training, skills testing, dislocated worker assistance/retraining, 

opportunities for adults age 55 and up, Veterans assistance, job search through access to the 

largest job bank in the US, referral services to employers, job fairs, résumé writing assistance and 

labor market analysis and wage information., RESEA, and RA customers are referred to the Career 

Center from DEO via the EFM system. Customers are also served in the Resource Room. 

  
(6)  Coordination of Adult Education and Literacy: Please describe how the local board will coordinate 

workforce investment activities carried out under this title in the local area with the provision of adult 
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education and literacy activities under Title II in the local area, including a description of how the local 

board will carry out, consistent with subparagraphs (A) and (B)(i) of section 107(d)(11) and section 

232, the review of local applications submitted under Title II. WIOA §108(b)(10) 

 
Working with the Adult Education Programs of the four (4) counties, our GED Prep utilizes TABE to 

identify the specific educational shortfall that is a barrier to obtaining a High School Equivalency 

Diploma.  Our GED Instructors focus specifically on the barriers identified by the TABE (such as 

fractions, decimals, basic skills deficient reading levels). 

 
(7) Cooperative Agreements: Please provide a description of the replicated cooperative agreements 

(as defined in WIOA section 107(d)(11)) between the local board or other local entities described in 

section 101(a)(11)(B) of the Rehabilitation Act of 1973 (29U.S.C 721(a)(11)(B)) and the local office 

of a designated state agency or designated state unit administering programs carried out under Title 

I of such Act (29 U.S.C. 721(a)(11) with respect to efforts that will enhance the provision of services 

to individuals with disabilities and to other individuals, such as cross-training staff, technical 

assistance, use and sharing of information, cooperative efforts with employers and other efforts of 

cooperation, collaboration and coordination. 

Individuals with disabilities are served through supportive services which include triage, Resource 

Room, assisted job search, resume assistance, Job Club, MoneySmart, Microsoft Basics, as well as 

one-on-one career counseling and coaching.  We partner with Vocational Rehabilitation and the 

Division of Blind Services to provide an array of services from prosthetics to specialized workplace 

accommodations.  
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DESCRIPTION OF THE LOCAL ONE-STOP SYSTEM 

 
(1)   General System Description:  Describe the one-stop delivery system in your local area, including 

the roles and resource contributions of one-stop partners. WIOA §108(b)(6) 
  

A.   Is each of the required WIOA partners included in your one-stop delivery system?  Describe how 

they contribute to your planning and implementation efforts. If any required partner is not involved, 

explain the reason.  

 

As mandated by WIOA, the Region is required to develop and maintain a quality workforce 

system that will be responsive to the needs of employers and job seekers. The Act also requires 

the development of partnerships, encouraging coordination among community partners to pool 

financial and human resources to offer a mix of programs and services in a seamless and 

integrated manner to create the One-Stop  service delivery system.  Our WIOA partners include 

the Dept. of Children and Families, Vocational Rehabilitation, Experience Works, Department of 

Juvenile Justice, Teacher’s Unions, and the local colleges as well as our faith-based partners.  

They are all members of our various Committees and several have seats on the Board.  Through 

our daily interaction our processes to improve service delivery is ongoing and continuous.    

 

B.   Identify any non-required partners included in the local one-stop delivery system. 

 

In addition to the required partners, we work with the County Veteran’s Services Officer and 

Veteran’s organizations such as American Legion, PVA, VFW, etc. to ensure the veteran 

population is receiving the very best in workforce services. 

 

C. The LWDB, with the agreement of the chief elected official, shall develop and enter into a 

memorandum of understanding between the local board and the one-stop partners. Please 

provide a copy of any executed MOUs. WIOA §108(b)(6)(D). 

 

State level agencies with agreements that do not require local level MOUs: 

· Department of Children & Families (DCF) 

· Division of Vocational Rehabilitation 

· Florida Department of Economic Opportunity 

· Florida Department of Juvenile Justice 
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CareerSource Florida Crown has MOUs with the following: 

· Able Trust (Florida High School/High Tech) for Columbia, Dixie, Gilchrist and Union 

Counties 

· Corrections Corporation of America (CCA) 

· Division of Blind Services 

· Experience Works 

· Florida Department of Education, Vocational Rehab Division 

· Florida Gateway College 

· School Boards of Columbia, Dixie and Union Counties 

· Suwannee River Economic Counsel 

  

(2)  Customer Access:  Describe actions taken by the LWDB to promote maximum integration of service 

delivery through the one-stop delivery system for both business customers and individual customers.   

CSFC is dedicated to meeting the needs of unemployed and underemployed workers, career seekers 

needing assistance with career decisions, skill training and job connections and offers them universal 

core and intensive services.  CSFC provides a match between the employer looking for qualified 

candidates and the career seeker needing employment.  Core Services for both groups include: 

· Resource Room and Internet Access to the largest Job Bank in the US 

· Reemployment Assistance 

· Career Exploration 

· Career Fairs 

· Recruitment Events 

· Career Resources 

· Employability Skills Workshops 

· Opportunities for training, to upgrade skills and learn emerging skills 

· Job Search Skills 

· Networking Opportunities 

· Financial Aid 

· Employability and Career Development Training 

· Veterans Assistance/Retraining 

· Opportunities for Adults Age 55 and Up 

· Resume Writing Assistance and Interview Skills Class 

· Labor Market Analysis and Wage Information 
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CSFC strives for a seamless system to ensure career seekers and employers have access to a 

comprehensive array of services and support.  Outreach and recruitment for the general population 

enlists the following strategies: 

Website access at www.careersourcefloridacrown.com provides information about services and easy 

entry to the Employ Florida Marketplace (EFM).  The website is updated frequently providing current 

employment news and information. 

· Social Media 

· Printed media, news releases, flyers and brochures 

· Career fairs and events 

· Community meeting and partnerships 

Core services are provided to all career seekers regardless of program eligibility.  Intensive services 

are provided to career seekers based on need.  Specialized customer groups vary in need; outreach 

and services are adjusted accordingly.  Universal career seekers are invited to use the resource room 

self-services.  Frontline staff in the resource rooms provide information about the programs offered 

through our system.  Computers are user friendly and brochures provide additional information about 

programs and services.  Information is also provided in accessing EFM from computers outside the 

Career Center.  Career seekers may register from any computer and complete online assessments 

from home, post resumes and conduct job searches.  Career center staff provide additional levels of 

service including information about labor market information and targeted occupations.   

To promote integration of business services delivery through the one stop system, CSFC’s Business 

Services Consultants work diligently to engage business customers by providing employer services, 

such as job fairs, recruitment events, grants and Labor Market Information.  The Business Services 

Consultants also provide the following to promote maximum integration of service delivery: 

· Employee Recruitment 

· Applicant Pre-Screening 

· Job Posting and Referrals 

· Assistance with Downsizing/Rapid Response 

· Dislocated Worker Assistance/Retraining 

· Skills Assessment/Credentialing 

· Gather labor market information and provide data to business services 

· Serve as intermediary to other economic development activities and entities 

· Provide feedback to business customers about regional skills gaps, program development 

and evaluation of the market we serve 

http://www.careersourcefloridacrown.com/�
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· Work with local and regional economic development professionals in business retention, and 

expansion activities as needed 

· Assure adequate job opportunities to meet the needs of job seekers in the career centers 

 

A. Describe how entities within the one-stop delivery system, including one-stop operators and one-

stop partners, will comply with the Americans with Disabilities Act regarding physical and 

programmatic accessibility of facilities, programs and services, technology and materials for 

individuals with disabilities, including providing staff training and support for addressing needs of 

individuals with disabilities. WIOA §108(b)(6)(C) 

 

Over the years we have worked with various community and faith-based organizations to train 

staff on how to best provide services to targeted populations. Partner agencies that assist 

customers with disabilities are only a phone call away in most instances. Several of these 

agencies are Division of Blind Services and Division of Deaf Services. Vocational Rehabilitation 

interacts daily with customers with disabilities. Our one-stops are monitored internally by LWDA 7 

and Vocational Rehabilitation staff for ADA compliance. In addition, the one-stops were monitored 

for compliance by the state and federal government. In order to ensure the highest level of 

service we have invested in various assistive technologies for our resource rooms. We have 

purchased computers with software that will assist customers, whose sight is impaired, TTY 

phones for hearing impaired customers, computers loaded with information to connect customers 

to a translator, a ball mouse for customers with disabilities and adjustable height track tables that 

will raise or lower to accommodate wheel chairs. We also provide printed materials that describe 

specialized services to targeted populations. Each of our partners actively participates in one-stop 

partner meetings. Our whole operation is geared to providing the very best service to each of our 

customers, including individuals with disabilities and barriers to employment.  

 

B. Please describe how entities within the one-stop delivery system are utilizing principles of 

universal design in their operation. 

By working with core and mandatory program partners, community and faith-based organizations, 

LWDA 7 has been able to incorporate a universal design to best provide services to any 

individual that walks through the doors. Customers have the option of visiting a one-stop in 

person, communicating via telephone, email or live chat and virtually through our online 

orientations and workshops.  Below is a list of examples of how universal design streamlines the 

career center experience:  
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· Trainings and workshops that present information verbally and in writing and also by 
incorporating graphics to illustrate the information being provided. 

· Collateral available in English and Spanish 

· Universal application/enrollments provides expedited movement between partner 
programs 

· Flexible work space within each center to accommodate all users 

· Services available in “self-service” format, or available in a staff assisted, one-on-one 
environment 

· Clearly visible signs directing customers to the requested services 

All one-stops are ADA compliant and have wheelchair ramps located outside the main entrances 

in each building. Each one-stop also has an automatic door opener. 

 LWDA also has a calendar of events that can easily be accessed online. These workshops and 

events are available to universal customers. 

 

C. Please describe how the LWDB facilitates access to services provided through the local delivery 

system, including remote areas, through the use of technology and through other means. WIOA 

§108(b)(6)(B) 

 

CareerSource Florida Crown utilizes the Employ Florida Marketplace and One-Stop Services 

Technology System for all customers as necessary. Since high speed broadband and DSL is not 

available throughout the region, many customers, perhaps most, access these systems at the 

Career Centers. 

 

(3)   Integration of Services:  Please describe how one-stop career centers are implementing and 

transitioning to an integrated, technology-enabled intake and case management information system 

for programs carried out under this Act and programs carried out by one-stop career center 

partners. WIOA §108(b)(21) 

 

CareerSource Florida Crown utilizes the Employ Florida Marketplace and One-Stop Services 

Technology System for all customers as necessary. Since high speed broadband and DSL is not 

available throughout the region, many customers, perhaps most, access these systems at the 

Career Centers. 
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(4)   Competitive Selection of OSO:  Describe the steps taken or to be taken to ensure a competitive 

process for selection of the one-stop operator(s). WIOA §121(d)(2)(A) 

 

Due to a decline of current and future funding, the CSFC Board, with the concurrence of the chief 

elected officials, requested and received the authority to function as the direct services operator of 

the region’s one-stop services system through PY 2016.  

 

(5)   System Improvement:  The state's certification policy has not been finalized by the state workforce 

board. Following its completion and issuance, please describe any additional criteria or higher levels 

of service than required in order to respond to labor market, economic and demographic conditions 

and trends in the local area. WIOA §108(b)(6)(A) 

 

Approximately 25% of the region’s population lives at or below poverty level. Altogether some 40% 

of the population of the region can be defined as “working poor” individuals and families, many of 

whom do not receive any cash assistance. Over 400 men, women and children are estimated to be 

homeless on any given night in the region.  While many working poor families share common 

characteristics with former welfare recipients, they have less assistance available to them and have 

been less likely to use public benefits.  The infrastructure, to include internal transportation arteries, 

electricity, water and sewer, and expansion of broadband are all opportunities for improvement.  

Building and construction have been greatly damaged during the economic downturn and is a sector 

in need of revitalization.  The availability of land, water, and workforce present the opportunity for 

growth in the manufacturing and logistics fields.  

The above statistics indicate the urgency to provide access to opportunities for these individuals and 

families to access quality education, vocational skills training and other essential services and 

programs to help them obtain and maintain employment and advance within the labor market while 

experiencing an enhanced quality of life for their families in their communities. 
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DESCRIPTION OF PROGRAM SERVICES 

 
(1) System description:  Please describe the local workforce development system. Identify the 

programs that are included in the system and how the local board will work with the entities carrying 

out core programs and other workforce development programs to support alignment in provision of 

services, including programs of study authorized under the Carl D. Perkins Career and Technical 

Education Act of 2006 (20 U.S.C. 2301 et seq.), that support the strategy identified in the State Plan 

under WIOA section 102(b)(1)(E). WIOA §108(b)(2) 
 

CSFC presently operates Career Centers in Columbia and Gilchrist Counties.  The Columbia County 

office provides services to the residents of Columbia and Union Counties while the Gilchrist County 

office provides services to the residents of Dixie and Gilchrist Counties.  Each Career Center is a full 

service center providing WIOA (Adult, Dislocated Worker and Youth), Welfare Transition (WT) / 

Temporary Assistance for Needy Families (TANF), Wagner-Peyser (WP), Veterans, Reemployment 

Services and Eligibility Assessment (RESEA), Supplemental Nutrition Assistance Program (SNAP), 

and Reemployment Assistance (RA). Career and training services are provided at each Career 

Center by deploying program experts to augment permanent staff on a rotational basis from the 

central Career Center in Columbia County. 

The Wagner-Peyser Program within the Region is under the management and oversight of the 

Career Center and is directly managed by a DEO merit staff employee.  Personnel are combined into 

an Employer Services Team (EST) comprised of DEO personnel. The primary focal point for delivery 

of WP services within the Career Center is the Resource Room which is staffed with DEO personnel. 

Reemployment Services and Eligibility Assessment (RESEA) customers are referred to the 

Career Center from DEO via the EFM system.  Staff members determine the number of customers 

required to receive RESEA services. Customers are notified by mail as to when they have been 

scheduled for one-on-one interviews.  Customers from RESEA will receive an orientation, LMI 

specific to job goals and initial assessment and Employability Development Plan (EDP).  At a 

minimum they will receive an assessment to determine disabilities and barriers, resume assistance, 

job search assistance, job skills strengths and deficiencies assessment, LMI and job referrals, if 

qualified. RESEA customers will receive an Employability Development Plan (EDP) and are 

scheduled to return within seven (7) days to complete their job search activities.  RESEA customers 

will receive follow-up phone calls beginning after thirty (30) days. 

The Region’s purpose with Long term unemployed, under employed and dislocated workers 
(RESEA) customers is to improve the quality of service and to make it more effective in achieving its 
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ultimate goal which is enabling the dislocated workers to find new jobs as rapidly as possible at 

wages comparable to or better than their prior wages. RESEA differs from WP core services in that 

claimants receive an orientation to RA rights, responsibilities, and benefits early in the process at a 

group orientation and a job search compliance review.  RA claimants are identified earlier in the claim 

– usually within the first 2-3 weeks.   

The Region receives no Trade Adjustment Agreement (TAA) funding and has no dedicated TAA 

staff. Upon notification, the Region makes contact within 24 hours.  In those cases where the WARN 

notice falls on a Friday or holiday weekend, the company is contacted on the next workday.   

Arrangements are made with the employer if the workers are still attached to provide a Rapid 

Response Meeting.  During this time, if a petition has not been filed on behalf of the potential trade-

affected workers, technical assistance is provided.  The employer along with the workers will be given 

information regarding who can file a petition and are encouraged to have the petition filed as soon as 

possible.  Once a petition has been approved, we will work in coordination with the State Trade 

Program Unit to obtain a list of affected workers and schedule a TAA Information Meeting to discuss 

the specific services and benefits. 

The Florida Department of Children and Families (DCF) shall determine eligibility for Welfare 
Transition Program (WTP) and Temporary Assistance for Needy Families (TANF) participants, 

and will refer eligible participants to Career Center Supervisors through electronic alert.  Supervisors 

will review and assign these alerts (called Case To Do’s) on a daily basis.  Services will be provided 

to enable eligible participants to obtain employment leading to economic self-sufficiency.  Although 

DCF customers residing outside of our four-county region have the option to choose a CSFC office 

within our region, CSFC can only provide universal services (resource room) to these customers.  All 

customers residing within our region will receive a full range of services, including supportive 

services, depending on available funding. Please reference CSFC OPS-011-02 for full description. 

 

 

(2) Subgrants and contracts: Please provide a description of the competitive process to be used to 

award subgrants and contracts in the local area for WIOA-funded activities. WIOA §108(b)(16) 

Formal Procurement is the purchase of goods or services where the estimated aggregate single item 

cost or single purchase cost will exceed $25,000 (capital expense).  All contracts for procurement of 

services will be performance based. The procedures established in the informal area apply to the 

specification of need, except that such statement must be more detailed, and contain language that 

allows for "an equal substitution" if brand name products are used to define the need.  Approval of 
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the solicitation process is the same, except that prior to advertising, the Executive Director will 

review and approve the bid specification. 

a.  Advertisement of Bids: The Region may, for at least one weekend, solicit responses to specific 

Initiation To Negotiate (ITN)s by advertising those ITNs for 3-5 days in a major newspaper 

having a circulation within the Region. Such advertisements will be followed by a period of at 

least one month (30 calendar days) during which respondents may develop their proposals.  

This thirty day period may be waived/decreased by the Region in instances where such a 

time would cause a lack of services to meet an immediate need. Bid invitations will also be 

sent to all firms that have identified themselves to the Region as having an interest in 

providing that type of product or service.  Persons with disabilities, minority and female 

vendors, being listed in the State of Florida's Approved list of minority and female businesses 

are automatically considered to have identified themselves to The Region.  For other local 

businesses, the yellow pages of the region’s county telephone books or a specific request 

from the vendor will also be used to define interest; 

b.   Normally, a minimum of three bid responses are required for an award to be made.  In cases 

where less than three responses are received, the Director of Finance soliciting the bids will 

contact a sampling of the vendors not responding and document the reason(s) for their non-

response.  This information will be made available to the Executive Director.  The Executive 

Director may either request that the bid be re-solicited or may, if the timing or other matters 

dictate, ask the Region to approve the award based upon the information received from the 

vendors; 

c.  Awarding Authority for matters of $75,000 or less, provided that three or more bids exist, 

authority is the Executive Director, and for matters of $15,000 or less in the Director of 

Finance dependent upon the dollar amounts. For items in excess of $75,000 or more, the 

awarding authority is the Region Executive Committee; 

d.  Authority for Termination of Contracts - Contracts may be terminated by the Executive Director, 

for any reason, after receiving the approval of the Region Executive Committee.  The 

Executive Director is authorized to suspend contract payments where evidence of Fraud, 

Waste or Abuse of Funds is brought to light.  Final action to terminate or permanently 

suspend must be approved by the Region Executive Committee;  

e.  The State of Florida Suspended Vendor List will be reviewed prior to authorizing purchases 

and/or awarding contracts. 
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The process for Sole Source and Non-Competitive Procurement follows: 

a. Sole source or other non-competitive procurement will only be used under the following 

conditions.  Purchases under the sole source provision will not be made without completely 

documenting the reasons for the sole source/non-competitive procurement and approval of 

the Executive Director, prior to procurement action.  This will be accomplished using the 

Certification of Proprietary and Sole Source Purchases form (See Attached Form B); 

 

b. In providing the above certification one of two elements must be established:  Either that only 

one brand of goods or kind of services will properly fulfill the intended need, or that, it is 

obtainable (practically) from only one source; 

 

c. Emergency Purchasing Authority is granted when an emergency situation requires action to 

prevent the disruption of essential services, the resolution of a dangerous situation, or a 

situation which arose out of totally unforeseen circumstances.  When such an emergency 

exists, the Executive Director is empowered to procure such goods or services, as necessary, 

to resolve the emergency, without regard to cost.  Except that, to the best of his ability, the 

Executive Director will attempt, situation permitting, to receive verbal quotes on the procured 

goods or services.  The Executive Director, will detail the circumstances of the emergency, 

the actions taken to procure a solution and the ultimate disposition, in writing, for attachment 

to the Purchase Order.  Such information will be presented to the Region Executive 

Committee at its next scheduled meeting for approval/sanction.  

Basis of Award for Informal and Formal Procurement Actions: 

a. For both informal procurement and formal procurement actions, the basis of awarding 

contracts shall be that awards will be made to the responsible firm, whose proposal is most 

advantageous to our program, with lowest price and other factors being considered.  This 

shall not apply to sole source procurement actions where only one price is available;   

b. When there is a tie or identical bid from two or more conforming bidders, the award will be 

made to the local firm.  In cases where there are two local firms, the decision will be made by 

drawing; 

Services may be procured using An Initiation to Negotiate (ITN) or a Request for Quotes (RFQ), as 

indicated above.   
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a. ITN Solicitation/RFP Solicitation - A detailed solicitation will be prepared by the appropriate 

staff person and submitted to the Executive Director for review and approval;  

b. The ITN will contain at least the following information: 

1) A detailed description of the services sought, including any time frame requirements, 

special reporting requirements, or other explicit instructions or requirements; 

2) A statement of what specific professional qualifications are required by The Region. 

These may be experience-based or other special qualification requirements of importance to 

The Region; 

 

3) A format for the quote of rates, fees or charges associated with the services; 

 

4) Any specific areas that the respondent is required to address that will be the basis for the 

selection decision; 

 

5)   The rating criteria that will be used; 

 

6)   The date and time responses are due. 

c. The Proposal Review Process requires that all proposals that are received on or before that 

closing date and time specified in the ITN will be evaluated using the criteria contained in the 

ITN.  All proposals received after that date and time will be returned to the responding party 

unopened; and an outside independent committee will review and rate all responses. This 

rating will be used to reduce the number of responses to a short list of no more than three.  

The list of respondents will then be scheduled, at the option of the Executive Director, for 

interviews.  This does not require that interviews be given, if in the opinion of the Executive 

Director the rating clearly establishes the most qualified professional to perform the work. 

d. Approving Authority for goods or services of $75,000 or less, the Executive Director is 

empowered to approve the selection.  For all services in excess of $75,000, the CSFC 

Executive Committee will be the approving authority.  Any contract for audit services will be 

reviewed and approved by the Region Executive Committee, regardless of the value of the 

contract; 
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e. Contracting for Services can occur after obtaining approval of goods or services from a 

specific respondent. Staff will enter into negotiations with the respondent. Such negotiations, 

the original ITN and the respondent's decision, as modified by the negotiations, will form the 

basis for the contract. In no instance will delivery of any goods or services be authorized to 

begin prior to the execution of a contract by all parties; 

f. Contract Signatures - The Executive Director, Director of Finance, and Contracting Officer 

are authorized signatories for contracts within the thresholds previously set forth.  (The 

Executive Director is authorized by the Region to sign contracts previously approved by the 

Board, MOUs and non-financial agreements.); 

Procurement of WIOA Training Services providers is similar to but not identical to the professional 

services process identified above.  It uses the same ITN process but must also conform to applicable 

Federal program guidelines. 

a.  Development of the ITN/Development of the RFP  

1)   A complete Cost/Price Estimate must be completed prior to release of the ITN. 

b.  Advertising/Notification of Interested Parties  

1)  The staff may, if time permits, advertise for potential providers to establish a list of 

interested respondents to which an ITN would be sent.  This procedure can be implemented 

in the same manner as a specific ITN solicitation.  It would establish a list of "eligibles". 

2)  If such a list as mentioned above is not established, The Region will, or, in addition to the 

above list, The Region may, for at least one weekend, solicit responses to specific ITNs by 

advertising those ITNs for 3-5 days  in a major newspaper having a circulation within the 

Region. Such advertisements will be followed by a period of at least one month (30 calendar 

days) during which respondents may develop their proposals. This thirty day period may be 

waived/decreased by the Region in instances where such a time would cause a lack of 

services to meet an immediate need.  One example of such a situation, but not meant to be 

limiting or all inclusive, would be one involving a plant closing or layoff. 

 

c. Review of Responses is conducted by an outside independent committee made up of Board 

members who are assigned by the Executive Director to review and rate the proposals in 

accordance with criteria established in the ITN.  Those individual ratings will be averaged and 

combined into a Committee report which will be made available to the Board/Consortium for 
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their review and selection of service providers.  A cost price analysis will be part of the 

independent review; 

d. Contract Approval - Staff will negotiate a final contract with the selected provider(s).  Once an 

acceptable contract has been negotiated, staff will have the contract executed by the 

Contractor and then by the Executive Director.  In no event shall contract services be 

authorized to begin prior to the execution by both parties of the full contract document; 

e. Failure to Negotiate: 

1). If staff determines that negotiations are at an impasse, they will advise the contractor and 

schedule an appeal before the Region Executive Committee.  The staff will notify the 

contractor, in writing of the impasse and the date of their appeal hearing.  Staff will prepare a 

written report outlining the area(s) where they feel an impasse exists and the reason for the 

staff position.  The contractor will have an opportunity to discuss its position during the appeal 

hearing;  

 

2). The hearing will be scheduled within ten work days of the declaration of an impasse.  The 

decision of the Region Executive Committee is final. 

Documentation of Procurement Actions  

a. All procurement actions will include documentation which will include the request for 

purchase, all telephone/written quotes received, in writing, from the appropriate number of 

firms, an emergency or sole source/proprietary purchase approval (if applicable), and a 

purchase order.  Receiving reports or other vendor related delivery documents will be 

maintained to include a signature of the person receiving the goods or services.  Copies of 

formal bid documents will also be made part of the procurement file. These will be held by the 

Finance Department; 

 

b. In the case of Federal training services, originals and copies of the ITNs can be maintained 

separately from the procurement files and records in the Finance Office files; 

 

c. Contract Files will be maintained by the Contract Specialist, and will, as a minimum, contain 

the following:  original signed Contract, copy of signed ITN Proposal, copy of all 

correspondence concerning the contract to include monitoring reports, copy of all contract 
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modifications, copy of all cost/price analysis, and reference to location of copy of ITN and any 

ITN supporting documentation; 

 

d. ITN Procurement Files will be maintained by the Office Manager and as a minimum, will 

contain the following: original ITN; Bidder’s List; copy of ITN distribution letters; copy of 

Cost/Price Analysis; copy of request for Legal Notice, and copies of actual Legal Notices 

when received; original of each ITN received; copies of all correspondence transmitted or 

received regarding the ITN; and reference to all applicable files filed elsewhere. 

Third Party Contracts or Subcontracts are not allowed, unless specifically approved, in writing, by 

the Region.  

(Cost/Price Analysis) Cost Reasonableness Standards for Procurement of Employment and Training 

Services: 

The Act and regulations require that costs be necessary and reasonable for the proper and efficient 

administration of grant programs.  In accordance with 20 CFR 627.420 (e)(2), a cost or price 

analysis will be performed in connection with every procurement action, including contract 

modifications which affect the contract monetarily.  Cost and price estimating is the process of 

determining, in advance, what the reasonable and fair asking price for goods and services should be.  

All costs will be reviewed for reasonableness. 

a. The method and degree of analysis depends upon the facts surrounding the particular 

procurement and pricing situation, but at a minimum, The Region will perform an independent 

cost or price estimates before receiving bids or proposals (competitive procurements of a 

purchase in excess of $25,000).  All procurements, regardless of the dollar amount being 

spent, must include an appropriate analysis of the reasonableness of costs and prices;   

 

b. The Region will perform whatever analysis is appropriate to the particular procurement action.  

A price analysis alone is allowed under limited circumstances (such as when the 

reasonableness of price can be established based upon a comparison of catalogue prices or 

a comparison of prices from an adequate number of suppliers of a commercially available off-

the-shelf product.)  A price analysis is required whenever a cost analysis is done;  

 

c. An independent cost and/or price estimate will be performed for each and every procurement 

action whose costs exceed (or are expected to exceed) the $25,000 aggregate threshold for 
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small purchases.  This is not required for purchases which fall below the $25,000 aggregate 

level for small procurements; 

 

d. Cost and price estimates must be documented, in writing, and must be performed by 

someone who has no financial interest in the outcome of the procurement.  The Region will 

use the CERTIFICATE OF CURRENT COST OR PRICING DATA Form and the 

COST/PRICE ANALYSIS WORKSHEET Checklist included in this policy to document such 

cost and/or price estimates having been done. PRICE ANALYSIS refers to the Total Price 

without regard to the individual specifics involved in assembling the Total Price. COST 

ANALYSIS refers to the Individual Elements that come together to make up the Total Price. 

The Executive Director has the authority to amend contract wording that does not increase or 

decrease the overall monetary value of the contract. 

 
(3) Expanding access to employment: Please describe how the local board, working with entities 

carrying out core programs, will expand access to employment, training, education and supportive 

services for eligible individuals, particularly eligible individuals with barriers to employment, including 

how the local board will facilitate the development of career pathways and co-enrollment, as 

appropriate, in core programs, and improve access to activities leading to recognized postsecondary 

credential (including a credential that is an industry-recognized certificate or certification, portable, 

and stackable). WIOA §108(b)(3) 

 

CSFC presently operates Career Centers in Columbia and Gilchrist Counties.  The Columbia County 

offices provide services to the residents of Columbia and Union Counties while the Gilchrist County 

office provides services to the residents of Dixie and Gilchrist Counties.  Each Career Center is a full 

service center providing WIOA (Adult, Dislocated Worker and Youth), Welfare Transition (WT) / 

Temporary Assistance for Needy Families (TANF), Wagner-Peyser (WP), Veterans, Reemployment 

Services and Eligibility Assessment (RESEA) and Reemployment Assistance (RA).  Core, intensive 

and training services are provided at each Career Center by deploying program experts to augment 

permanent staff on a rotational basis from the central Career Center in Columbia County. 

The major growth industries to date have been primarily corrections, law enforcement and emergency 

services sector; retail sales and customer service; and the healthcare industry.  60% of these jobs 

require at least a post-secondary vocational certificate or higher for entry into the occupation.  The 

most current Supply/Demand Report provided by DEO LMI indicates that we have a surplus of skilled 

labor in all occupational sectors with the exception of the healthcare industry.  We continue to focus 
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our recruiting and utilize our WIOA Adult/DW funding to enroll students into healthcare classes to 

address the current and projected needs of this vital sector.  CSFC has contributed significantly to 

help the workforce of the Region move away from a primarily agricultural based economy over the 

past five (5) years.   In order to continue this trend, industries which provide high-skill, high-wage jobs 

must continue to be nurtured and expanded. 

 

 

(4) Key Industry Sectors: Identify how the LWDB plans to better align its resources to support and meet 

the training and employment needs of key industry sectors in the local area. Describe policies 

adopted or planned for aligning training initiatives and Individual Training Accounts (ITAs) to sector 

strategies and demand occupations. WIOA §134(c)(1)(A)(v) 
 

All ITAs are aligned with demand occupations as defined on the targeted occupations list (TOL) which 

include occupations identified locally or those set forth by the Department of Economic Opportunity. 

The TOL is reviewed annually and subject to modification as economic conditions change. 
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 Workforce Development Area 7 - Columbia, Dixie, Gilchrist, and Union Counties 
  
    Annual    
    Percent Annual 2015 Hourly Wage 

Rank SOC Code HSHW Occupational Title† Growth Openings Mean Entry 
        

1 414012  
Sales Representatives, Wholesale and 
Manufacturing, Other 1.21 3,106 28.35 12.63 

2 111021 HSHW General and Operations Managers 1.69 2,689 60.69 31.21 
3 433031  Bookkeeping, Accounting, and Auditing Clerks 1.59 2,641 17.07 11.88 
4 472031  Carpenters 3.17 2,632 17.4 11.97 
5 319092  Medical Assistants 3.2 2,145 14.44 11.65 
6 131199 HSHW Business Operations Specialists, All Other 1.63 2,117 32.08 18.65 

7 493023  Automotive Service Technicians and Mechanics 1.33 1,943 18.88 11.89 

8 471011 HSHW 
First-Line Superv. of Construction and Extraction 
Workers 3.4 1,870 28.03 18.59 

9 413021 HSHW Insurance Sales Agents 1.28 1,633 33.11 17.61 
10 119021 HSHW Construction Managers 2.38 1,591 43.34 23.26 
11 472111  Electricians 2.56 1,576 20.58 14.27 

12 499021  
Heating, A.C., and Refrigeration Mechanics and 
Installers 2.74 1,450 19.82 13.12 

13 119141 HSHW 
Property, Real Estate & Community Association 
Managers 1.51 1,316 26.93 14.56 

14 491011 HSHW 
First-Line Superv. of Mechanics, Installers, and 
Repairers 1.41 1,157 29.29 19.27 

15 151151 HSHW Computer User Support Specialists                                                2.06 1,060 22.14 14.28 
16 232011 HSHW Paralegals and Legal Assistants 2.73 1,025 23.89 16.16 
17 131051 HSHW Cost Estimators 3.78 1,016 28.14 16.84 
18 151132 HSHW Software Developers, Applications 2.3 1,014 41.53 26.36 
19 332011 HSHW Fire Fighters 1.37 1,001 25.57 15.46 
20 472181  Roofers 2.68 1,000 15.49 11.63 
21 436013  Medical Secretaries 3.42 865 14.91 11.84 
22 472152  Plumbers, Pipefitters, and Steamfitters 2.72 865 18.96 12.91 
23 151121 HSHW Computer Systems Analysts 2.56 858 41.35 26.62 

24 131031 HSHW Claims Adjusters, Examiners, and Investigators 1.09 732 28.83 19.26 
25 472051  Cement Masons and Concrete Finishers 4.63 728 16.07 11.86 

 
(5) Industry Partnerships:  Describe how the LWDB will identify and work with key industry 

partnerships where they exist within the local area, and coordinate and invest in partnership 

infrastructure where they are not yet developed. WIOA §134(c)(1)(A)(iv) 
 

The major growth industries to date have been primarily corrections, law enforcement and emergency 

services sector; retail sales and customer service; and the healthcare industry.  60% of these jobs 

require at least a post-secondary vocational certificate or higher for entry into the occupation.  The 

most current Supply/Demand Report provided by DEO LMI indicates that we have a surplus of skilled 

labor in all occupational sectors with the exception of the healthcare industry. To support these 
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industries, CSFC has agreements with Corrections Corporation of America (CCA), Florida Gateway 

College, and local health services providers. 

 
(6) In-demand training:  Describe the process utilized by the local board to ensure that training provided 

is linked to in-demand industry sectors or occupations in the local area, or in another area to which a 

participant is willing to relocate. WIOA §134(c)(G)(iii) 

CSFC works diligently with key industry partnerships by participating on educational committees, 

developing industry specific job fairs, and communicating with economic development boards 

identifying sectors of industry most advantageous for the region and its residents. CSFC has 

partnerships with Suwannee River Economic Council, Inc. and the Columbia County Economic 

Development Department by way of their membership on the CSFC Consortium. Please refer to the 

TOL in item (4). 

 
(7) Employer Engagement:  Please describe the strategies and services that will be used in the local 

area to: 
A. facilitate engagement of employers, including small employers and employers in in-demand 

industry sectors and occupations, in workforce development programs; 

The Region maintains continuous and ongoing contact with employers throughout the region 

through the Business Services staff.  This professional and highly trained cadre regularly 

visits the employer worksites, carry on regular electronic dialog with the employers and carry 

out special symposiums and meetings throughout the year to identify the employer needs.  

The Region staff sits on the regional Manufacturers’ Advisory Group and other economic 

development and business organizations. 

 

Direct contact with customers is a priority responsibility for all the Region’s employees.  

Currently, over one thousand (1,000) customers per month visit the Career Center facilities 

where staff has direct contact in providing information on availability of jobs, resume services, 

career counseling, Job Club, youth and adult basic remediation services and a wide variety of 

additional services that help the Region to continuously modify and improve programs to 

enhance the delivery of services. 

 

The Region sponsors and participates in numerous community outreach events each month 

that literally reach thousands of residents of the four-county region.  These events include job 
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fairs, direct support of youth events as well as professional speaking engagements at 

community-based and faith-based sponsored events. 

 

Collectively, all of these efforts provide the Region with exhaustive data on the needs of both 

businesses and customers within our region. 

 

As employers identify their requirements, the Region will continue to work with them to either 

bring skilled instructors to the worksite in order to facilitate mass instruction or will send 

designated employees to training providers, either within or outside the Region, for the 

required skills upgrade training.  We provide employers with information on the Incumbent 

Worker Training Program and assist with filling out the requisite requests.  The Region 

provides Employed Worker Training within the constraints of our limited budget to further 

assist in meeting the identified training requirements of the employers.  The Region has 

placed information on our web site to  remind employers of the Employed Worker Training 

and Incumbent Worker Programs as well as highlighting this information on our website 

at www.careersourceflcrown.com  in our brochures, and by letter to area employers.   

  

B. support a local workforce development system that meets the needs of businesses in the 

local area; 

In addition to the process already described, Universal Customers are sent letters, e-mail 

blasts, and through RESEA we are able to provide in-depth counseling and job coaching that 

allows us to receive immediate feedback from the customer and tailor our products and 

services to meet those needs. Through our community outreach events, participation in 

Chamber meetings/mixers and attendance at economic development meetings throughout 

the Region we are continuously reviewing and assessing our services to the employers, 

schools and colleges.  Our local Targeted Occupations List is revised annually based upon 

the input from the local employers so that our training resources are utilized to best meet the 

changing demands of the business community. 

 

C. better coordinate workforce development programs and economic development; and 

Our current trend is an evolution from a predominantly agricultural economy to a mixed 

economy with a predominance of healthcare, corrections/law enforcement/emergency 

http://www.careersourceflcrown.com/�
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services and retail sales/services.  It is anticipated that there may also be growth in logistics, 

freight, warehousing and manufacturing. 

 
D. Strengthen linkages between the one-stop delivery system and unemployment insurance 

programs. WIOA §134(c) 

The Resource Rooms in each full-service one-stop center is equipped with computers that 

are available to our universal customers; some of these computers are designated for RA 

Claimants’ priority Individuals that are interested in filing a claim can connect to the state's RA 

claims and benefits system to complete an online application and work registration. Staff is 

available to assist customers with general computer and unemployment application 

questions. 

For the long-term unemployed and those who have exhausted their Unemployment 

Insurance (Ul) to the newest Ul claimant, re-employment services include the full scope of 

services available. These services are offered to all customers in LWDA 7. Services include 

the use of computers, faxes, job-search and referral to qualifying positions, as well as referral 

to all available, appropriate services needed to assist customers in returning to work, which 

include participation in local skills workshops provided at both career centers. 

In January 2016, Florida shifted to the Reemployment Services and Eligibility Assessment 

(RESEA). Those individuals participating in RESEA receive additional services which include 

orientations to the one-stop services, an initial assessment to determine strengths, 

weaknesses and barriers to employment along with an introduction to the process to sign into 

EFM and individual provision of username as well as instruction on password creation. 

Customers are provided labor market information that is unique to their past/future 

occupations and work experience. An Employability Development Plan is developed by the 

staff and customer. EFM case note entries are made during the one-on-one session with 

each customer, indicating their occupation and areas of specific skill levels. Customers are 

also provided with information on how to utilize all services available through the offices, 

including the following: instructions on updating employment history and resumes in EFM; 

referral for job search assistance; testing services such as CareerScope, TABE, and Prove It; 

group 'Job Ready' workshops; resource room to include job search, referrals, faxing and 

copying; referral information on education and training/FAFSA applications and future WIOA 

training assistance; and information on current programs offered, as well as possible 

customized training opportunities. In addition, partner services, i.e., Vocational Rehabilitation, 
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SNAP and TANF related services and other local providers' services are presented. 

Customers are provided contact information for both RESEA staff and the training provider 

and advised to follow-up on all desired services, as needed. 

CSFC employs a number of Resource Room staff that are cross-trained and available to 

provide assistance to those customers receiving RA. Any customer that visits a one-stop 

looking for employment can receive reemployment assistance services. 

If employers are in need of assistance due to downsizing, the local area stands ready to 

assist in cases where a formal WARN notice is received or any type/size of potential layoff. 

The Reemployment and Emergency Assistance Coordination (REACT) Team provides onsite 

and offsite rapid response to coordinate services for employers and/or workers affected by 

temporary or permanent layoff. LWDA staff will immediately contact other employers to 

assess their hiring needs and supply resumes of impacted workers. In the event that the 

dislocation is as a result of outsourcing, the local REACT Coordinator will attempt to educate 

the business' senior management on the positive factors for filing a petition for Trade 

Adjustment Assistance with the U.S. Department of Labor. The local TAA Coordinator will 

assist the business with filing of the petition if necessary. If the petition is subsequently 

approved, the TAA Coordinator will conduct Trade Adjustment Assistance specific 

information sessions with all potentially eligible workers. Other services to be provided: 

• Applying for re-employment assistance 

• Claiming benefit weeks 

• WIOA training opportunities 

• Available workshops - either in-person or online 

• Transferrable Skills 

• Career Exploration 

• Employ Florida Marketplace 

• Other services provided at the local one-stop center 

Any customer that visits a one-stop center seeking employment can receive reemployment 

assistance services. 

 
(8) Priority for Services:  Describe the local policy and procedures that have been established to give 

priority to recipients of public assistance, other low-income individuals, and individuals who are basic 

skills deficient in the provision of individualized career services and training services in the Adult 

program.   
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Workforce Innovation and Opportunity Act (WIOA) establishes a priority requirement with respect to 

funds allocated to a local area for adult employment and training activities. Under this section, CSFC 

staff responsible for these funds must give priority to recipients of public assistance, other low-income 

individuals, and individuals who are basic skills deficient in the provision of individualized career 

services. 

WIOA Section 134 (c) (3) (E) establishes a priority requirement with respect to funds allocated to a 

local workforce area for the Adult program. CSFC staff follows this priority requirement. Under this 

section, staff responsible for managing these funds will give priority to the following "priority groups": 

1. Recipients of public assistance; 

2. Other low-income individuals (as defined in the WIOA Eligibility Directive, WIO-DR-0211); 

and 

3. Individuals who are basic skills deficient for the provision of individualized career services 

(previously referred to as intensive services under the Workforce Investment Act (WIA) 

and training services. 

When programs are statutorily required to provide priority for a particular group of individuals, priority 

will be provided by CareerSource Florida Crown in the following order: 

1. To veterans and eligible spouses who are also included in the groups given statutory 

priority for WIOA adult formula funds. This means that veterans and eligible spouses who 

are also recipients of public assistance, other low-income individuals [as defined by 

WIOA Sec. 3(36)], or individuals who are basic skills deficient would receive first priority 

for services provided with WIOA adult formula funds. 

2. To non-covered persons (that is, individuals who are not veterans or eligible spouses) 

who are included in the groups given priority for WIOA adult formula funds. 

3. To veterans and eligible spouses who are not included in WIOA's priority groups. 

4. To non-covered persons outside the groups given priority under WIOA. Local policy limits 

the number of adults enrolled in WIOA who are not low income, public assistance 

recipients, or basic skills deficient. 

LWDB 7's Priority of Service (POS) covers WIOA Adult and Dislocated Worker, WIOA Youth, Trade 

Adjustment Assistance (TAA), Wagner-Peyser, WT/TANF and SNAP. 
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To accomplish this prioritization, the needs for special client groups are assessed on a case by case 

basis and addressed by Career Managers.  In the event a need cannot be addressed by the Career 

Manager, it is brought to the Board, through the Program Manager, to review and assess.  In the 

event funding is limited, it will be based on the greatest need.  Need is based on barriers to 

employment.  If availability of other funds for targeted populations becomes available, those 

individuals meeting eligibility for the target population are transferred to that funding stream, freeing 

up regular formula funds to serve individuals with disabilities, veterans, older workers, recipients of 

public assistance  (including Food Stamps, subsidized housing, Medicaid, etc.), unemployed, and 

other low income individuals. 

Our Welfare Transition funds are used primarily to provide soft skills training and short term training 

leading to Certification. WIOA Adult and Dislocated Workers often utilize the soft skills training 

programs such as resume assistance, Microsoft Basic/Advanced and MoneySmart, to enhance their 

overall workforce skills while waiting for WIOA education and training funds to become available. 

 
(9) Training Services:  Please describe how training services will be provided, including, if contracts for 

training services are to be used, how such contracts will be coordinated with the use of ITAs. WIOA 

§134(c)(1)(A)(v) 

CSFC works with VocRehab, Florida Gateway College, Chambers/Economic Development, 

Experience Works, Dept. of Children and Families and the school districts to develop a skilled and 

ready workforce that can meet the employers’ expectations.  In the past four years, employers have 

not stated requirements for training as there is an oversupply of skilled workers throughout the 

Region.   

The primary skill needs most identified by both applicants and employers is for soft skills training, 

which is short term in nature.  The training provided by the Region consists of Job Club 1 and 2, 

MoneySmart, Dress for Success, Microsoft Basics and GED Prep.  Job Club teaches such basics as 

getting up every morning, being at work on time, being respectful to supervisors and co-workers, and 

focusing on the job tasks.  MoneySmart is taught by local banker representatives and provides 

information on why customers should have a bank/checking account, the responsibilities of credit 

cards, and the importance of repaying debt/becoming debt free.  Dress for Success utilizes Women in 

Business to model appropriate business attire and explain the need for dressing appropriately in the 

workplace.  Microsoft Basics is a basic introduction for those who have no computer skills and a 

brush up for those who have some computer skills.  Working with the Adult Education Programs of 

the four (4) counties, our GED Prep utilizes TABE to identify the specific educational shortfall that is a 
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barrier to obtaining a High School Equivalency Diploma.  Our GED Instructors focus specifically on 

the barriers identified by the TABE (such as fractions, decimals, basic skills deficient reading levels). 

 
(10) Customer choice process:  Describe processes utilized by the local board to ensure customer 

choice in the selection of training programs, regardless of how the training services are to be provided. 

WIOA §108(B)(19) 

Each customer is provided a Regional Targeted Occupational List to select from for their choice.  This 

is checked through our local monitoring. 

 
(11) Individual training accounts:  Describe the process and criteria for issuing Individual Training 

Accounts.  WIOA §108(b)(19) 

The Region’s Policy OPS-005-02 states, “Individual Training Accounts (ITAs) shall be utilized to 

provide training services to WIOA customers. The ITA will be developed after consultation with a 

Career Manager/Specialist. Limitations on ITAs exist regarding eligibility, program choice, 

coordination of funds, duration, support services, and needs based payments.  Florida State Policy 

requires that fifty percent (50%) of all WIOA Adult and Dislocated Worker funds be allocated to 

Individual Training Accounts. Any deviation from this Policy will require a waiver from Workforce 

Florida.” 

The process in issuing an ITA is dependent upon the time of enrollment and how much training is 

needed to complete, tuition and books, and current amount owed if already enrolled in training. 

Qualifying costs under the 50 percent rule include all customer service costs associated with the ITA 

program such as tuition, fees, books, and other training services. Florida allows LWDBs to establish 

ITA limits and durations. See Supportive Services Policy (OPS-001-02). 

 A.   Describe any ITA limitations established by the board 

 

The total amount to be spent on any program, regardless of length, will not exceed $9,000.  

If an ITA exceeds the limit, prior approval must be obtained from the Region’s Executive 

Director before implementation. 

 

 B.   Describe any exceptions to the use of ITA  

The Region’s Policy OPS-005-02 states, “Section 134 (d)(4)(B) requires the coordination of 

training costs with funds available under other Federal programs.  To avoid duplicate 
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payment of costs when an individual is eligible for both WIOA and other assistance, 

including a Pell Grant, section 663.320(b) requires that program operators and training 

providers coordinate by entering into arrangements with the entities administering the 

alternate sources of funds, including eligible providers administering Pell grants.  All sources 

of funds, excluding loans, shall be considered in determining a customer’s overall need for 

WIOA funds. Participation in a training program funded under WIOA may not be conditioned 

on applying for or using a loan to help finance training costs.”  LWDB 7 provides non ITA 

funded Customized Training, which includes Employed Worker Training as a component of 

Customized Training, as funding permits consistent with WIOA requirements. 

LWDA 7 provides non ITA funded training including Employed Worker Training and 

Customized Training as funding permits consistent with WIOA requirements. 

 

(12) Microenterprise and Entrepreneurial Training:  Please describe mechanisms that are currently 

in place or will be in place to provide microenterprise and entrepreneurial training, and support 

programs and co-enrollment, where appropriate, in core programs as described in WIOA section 

134(a)(3)(A)(i). WIOA §108(b)(5) 

 

CareerSource Florida Crown does not currently have a microenterprise training program. 

Entrepreneurial training is available through the Florida Small Business Development Center and 

referrals are available to LWDA 9. 

 

(13) Enhancing Apprenticeships:  Please describe how the LWDB enhances the use of 

apprenticeships to support the local economy and individuals' career advancement. Describe how 

job seekers are made aware of apprenticeship opportunities in the area's career centers. TEGL 3-

15 

 

There are no apprenticeships available in LWDA 7 at this time.  

 

(14) Other Program Initiatives:  Describe the services to be provided that may include the 

implementation of initiatives such as incumbent worker training programs, on-the-job training 

programs, customized training programs, industry and sector strategies career pathway initiatives, 

utilization of effective business intermediaries, and other initiatives in the support of the board’s 

vision and strategic goals described in Section III. WIOA §134(c) 
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The Region has a number of innovative initiatives and service delivery strategies to assist targeted 

populations.  For youth, we utilize The Able Trust High School/High Tech grant in conjunction with 

our WIOA Youth dollars to engage youth with disabilities in year round after-school programs that 

focus on remediation, retention in school, graduation and successful transition into the workforce.  

Collectively, our Youth Programs serve both in school and out of school youth.  All Youth Programs 

have a Summer Work Component. For the children of WT customers, we offer Pregnancy 

Prevention and Why Try.  Why Try is a computer based program for the development of social skills 

for younger youth not eligible for the summer component.  

On Eagles Wings is a Department of Corrections grant that allows this Region to operate 2 

transitional houses for ex-offenders with substance abuse backgrounds.  One house is for women 

and the other house is for men.  The program focuses on transition from the incarcerated 

environment to re-establishment in society, followed by re-integration into the home environment 

and return to the workforce at a self-sufficiency wage while remaining drug free throughout.   

This Region has operated a GED Program in conjunction with the Columbia County School District 

for over 10 years.  This has enabled countless numbers of WT clients and WIOA out-of-school 

youth to obtain their High School Equivalency Diploma and enhance their opportunities for self-

sufficiency employment.  The Region has established 2 advanced state-of-the-art computer 

learning labs; 1 at Lake City and 1 in Trenton.  These labs support the GED Programs, Job Club, 

MoneySmart and Microsoft Basic/Advanced, as well as all of the skills assessment testing (Ready 

to Work, CareerScope, Prove-It) as requested by the employers.  Courses have also been 

developed with dedicated time set aside for seniors and veterans to learn basic and advanced 

computer skills and applications. 

The Transitioning Incarcerated Veterans’ Program (TIVP) was pioneered within this Region and has 

now been formally adopted by the State with TIVP’s resident in many of the Region’s.  This 

program recognizes veterans as a unique target population within the incarcerated community.  As 

veterans do not lose their benefits, regardless of their criminal past, they are entitled to workforce 

services on the same priority basis as other veterans.  The TIVP officers visit the prisons regularly 

(this Region has 10 incarceration facilities within its boundaries) and the TIVP regularly visits 

incarceration facilities in the North Central Florida region.  The purpose of the program is to advise 

the veterans to immediately contact the Career Centers upon release in an effort to help provide 

stabilization, prevent recidivism, facilitate re-integration into family and community, and to obtain 

self-sufficiency employment.  

 
 (15) Service Provider Continuous Improvement:  Describe the local board’s efforts to ensure the 

continuous improvement of eligible providers of services, including contracted services providers 
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and providers on the eligible training provider list, through the system and ensure that such 

providers meet the needs of local employers, workers and jobseekers. WIOA §108(b)(6)(A). 

 

CSFC strives to maintain a quality workforce system that will be responsive to the needs of 

employers and job seekers. CSFC has developed partnerships which encourage coordination 

among community partners to pool financial and human resources to offer a mix of programs and 

services in a seamless and integrated manner to create the Career Center service delivery system.  

All partners participate in a monthly Career Center meeting aimed at providing continuous 

improvement to the services offered at the Workforce Career Centers. Action plans will be initiated 

to address any concerns revealed in the meetings.    All aspects of the Career Center System are 

examined on a continuous basis. 

The hallmark of an effective and successful Career Center workforce delivery system includes 

ensuring the following: 

· Universal Access to employment-related services in a seamless and integrated 

manner for all customers through the innovative efforts of the Board. This process is 

facilitated through a combination of physical location where providers are co-located 

in one central facility, and “virtual” connection of service providers through a 

computer network.  

· Customer Choice to ensure easy access to information and services and customer 

friendly environment and helpful staff to provide information and assistance to 

customers 

· Performance Driven Outcomes that promote high levels of accountability and high 

levels of customer satisfaction by ensuring that the services provided are of 

consistently high quality and performance standards are met. The process includes 

engaging in continuous improvement to ensure that customer expectations are 

exceeded. 

· Integrated Funding through partner collaboration provides a comprehensive menu of 

services to customers, encourages coordination in planning, cost and resource 

sharing and funding opportunities. 

 

 (16)  Youth Program Design:  Describe the design framework for youth programs in the local area, and 

how the 14 program elements required in §681.460 of the proposed WIOA regulations are to be 

made available within that framework. WIOA §129(c)(1) 



  

CareerSource Florida Crown Submitted April 29, 2016      62| Page                            
  

 

The Region is a rural region, with limited employment opportunities.  Employment opportunities in 

the Region for “living wage” jobs are very limited. Regional opportunities for “living wage” jobs lie 

primarily in the medical and correctional fields. The majority of employment opportunities pay less 

than the living wage, such as retail, hospitality, agricultural, and manufacturing fields. This region 

works closely with government entities, and other organizations, such as Women in Business, and 

local Chamber of Commerce, to strategize and implement strategic plans to draw new businesses 

to that area that will provide opportunities for youth to follow a “career ladder” through employment 

opportunities and education.  Post-secondary educational opportunities are limited to Florida 

Gateway College, along with some private educational organizations.  Neighboring regions provide 

additional education opportunities.  Other educational opportunities for training or training 

assistance are with the Department of Education, Career Academies, Vocational Rehabilitation, in 

house work experience.  These options are in financial reach of most of the youth due to being 

provided at no direct cost to the youth, or being an option with financial aid and assistance through 

the WIOA program.  Successful providers of training activities in the Region include the local high 

schools, GED program, Florida Gateway College, and other local colleges depending on the 

program interest of the customer. 

WIOA offers afterschool tutoring, study skills workshops on a weekly basis to try to prevent student 

dropout. LWDB 7 coordinates a summer work experience program with Able Trust/Vocational 

Rehabilitation which affords youth opportunities to gain occupational skills in field of interest. LWDB 

7 also coordinates with Institution of Educational Leadership through the Able Trust, High 

School/High Tech in which weekly focus meetings are on researching current occupation desires, 

future college selections, leadership development and mentoring by peer to peer mentoring  and 

adult mentoring for the current program year and follow-ups. Supporting services are provided by 

means of transportation assistance and attendance to workshops on weekly basis. 

 
A.  Definition of the term “a youth who is unable to compute or solve problems, or read, 

write, or speak English at a level necessary to function on the job, in the 
individual’s family, or in society.” Describe how the local board defines whether a 

youth is unable to demonstrate these skills well enough to function on the job, in their 

family, or in society and what assessment instruments are used to make this 

determination. 20 C.F.R. §681.290 
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We make determination through observation and assessment.  The tools used include 

TABE, My Career Shines and Prove-It.  Once they are determined eligible, we refer them 

to the appropriate agencies for additional services and assistance. 

 
B.  Definition of “requires additional assistance.” Describe how the local board defines 

the term “requires additional assistance” used in determining eligibility for WIOA-funded 

youth programs. 20 CFR §681.300 

 

Need for Additional Assistance (education) is defined as requiring additional assistance 

to complete an education program. The youth is (a) attending an alternative educational 

program/school; (b) is credit deficient, that is lacking credits required to obtain a high 

school diploma; (c) has educational achievement below expected levels, students are 

basic skill deficient in math, reading or language if their TABE scores are less than 8.9; 

(d) exhibits past or current attendance and/or discipline problems which may include 

involvement in the Department of Juvenile Justice or an Alternative School; (e)  has 

unstable living conditions by currently being homeless, living with a family member,  or 

being a foster child; and ( f) may be on academic probation. 
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REGIONAL PLANNING ANALYSIS 

The Workforce Innovation and Opportunity Act (WIOA) provides for a new regional planning process 

designed to promote alignment with economic development and education, improved services to 

employers, workers and job seekers, improved performance in the delivery of workforce services and 

more efficient delivery of services through coordinated administrative arrangements.  The CareerSource 

Florida Network and its partners have a unique opportunity to engage in regional planning in order to 

meet the goals of both WIOA and, more importantly, Florida’s vision for talent development.   

Please describe your strategy toward analyzing potential WIOA planning regions as defined in WIOA 

section 106(a)(2).  Such strategy should include, but not be limited to: 

(1)  An analysis of the regional economy, labor market areas, and industry sectors in a region that include 

your local area 

CareerSource Florida Crown has been involved in an ongoing review and improvement process 

building upon previously approved 5-Year Local Workforce Services Plans.  The integration of all 

partner agencies into the planning process will be a priority of the planning design. The Region has 

partnerships with several community-based organizations (CBO) and faith-based organizations 

(FBO). All Participating partners are given the opportunity to provide verbal and written input into their 

portion of the plan. The direct participation and interaction of the Board and Consortium members 

ensures participation from the counties within the region.  By combining these groups, the ideas, 

suggestions, and needs of those who work directly with customers and employers are an integral part 

of the planning process. 

In order to promote alignment with economic development and education, improved services to 

employers, workers and job seekers, improved performance in the delivery of workforce services and 

more efficient delivery of services through coordinated administrative arrangements, all future plans 

will continue to be developed in conjunction with regional partners, economic development and 

business leaders, and education providers. The Region’s committees, full Board and Consortium of 

Local Elected Officials continue to be part of the process through informal public meetings and formal 

development sessions. This process provides an opportunity for public comment and input into the 

development of all components of the plan.  This forms the basis of the local approving authority for 

program plans, customer services and training, and service providers and contractors. 

Requests for input are forwarded to all Board members, local Chambers of Commerce, Economic 

Developers, Community Colleges, County Commissions, County Managers, local labor unions and 

local school systems to solicit the widest possible input from stakeholders.  Draft plans will be 

submitted for public comment and noticed on our website at www.careersourceflcrown.com, and local 
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newspapers.  Notices of the availability of draft plans are sent to all interested parties of the Board 

and included Board/Consortium members as well as business and labor organizations represented 

on the Board.  Comments are solicited and accepted by e-mail and formal letter.  The comments 

received from the public, then become part of the final plan. Input on specialized areas such as 

education and labor are provided through dialog with our assigned Board members. 
 

(2)   Specific milestones and timelines for consultation with: 

A.   Other local workforce development boards 

CSFC will coordinate with other local boards, core programs, and other key partners to align 

workforce programs to provide coordinated, complementary, and consistent services to job 

seekers and employers. In addition to the CEO/President meeting with other CEOs 

throughout the state, the Chief Operational Officers meet and/or communicate through emails 

or telephonically. There are ongoing communications between the Chief Operational Officers 

in each region. The final deadline for consulting on the local plan will be March 2016. 

 

B.   Local elected officials; 

 

The local plan was delivered to the Local Elected Officials two weeks prior to their meeting 

and vote. The CEO/President also met with the officials of the four counties when requested 

prior to presenting the plan to answer any questions or concerns they may have. The plan 

was presented in March 2016. 

 
C.   Economic development organizations; 

The plan was given to both Economic Development Organizations in March 2016 for their 

responses. The timeline given was until April 19, 2016. The plan was posted for public 

comment for 30 days. 

 

D.   Core and mandatory one-stop partners for potential regional implications; 

 

The plan was given to Core and mandatory one-stop partners in March 2016 for their 

responses. The timeline given was until April 19, 2016. 

 

E.  Analysis of coordination of services with potential regional implications. 

The plan template has been available for review and comment since January 2016. 
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PUBLIC COMMENT PROCESS 

 

Please describe the process used, in accordance with the five criteria below, to provide an opportunity for 

public comment and input into the development of the local plan:  

(1) Make copies of the proposed local plan available to the public through electronic and other means, 

such as public hearings and local news media. WIOA §108(d)(1) 

The local plan was posted in draft form for public review and comment from March 21, 2016 

through Tuesday April 20, 2016.  A hard copy is also available in the administration office of 

CareerSource Florida Crown, 1389 US Highway 90 W., Suite 170, Lake City, FL. 

 

(2) Provide no more than a 30-day period for comment on the plan before its submission to the Governor, 

beginning on the date on which the proposed plan is made available, prior to its submission to the 

Governor. WIOA §108(d)(2) 

The 30-day period for public comment was Monday, March 21 through Tuesday, April 20, 2016. 

 

(3) Provide a description of the process used by the board to obtain input and comment by 

representatives of businesses and labor organizations for the development of the plan. WIOA 

§108(d)(2). 

Open public meetings of the board and consortium on March 8, 2016. Meetings with county 

School Superintendents on April 11, 2016, and Division of Blind Services Representatives on 

April 20, 2016. 

 

(4) Describe any other efforts to coordinate with other workforce partners to obtain input into the 

development of the plan.  

 

(5) Include, as an attachment with the plan to the Governor, any comments that express disagreement, 

the LWDB's response to those comments, and a copy of the published notice. WIOA §108(d)(3)   

No comments have been received at this time.  Comments, if any, will be forwarded as directed. 
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SIGNATURE PAGE 
 

This plan represents the efforts of CareerSource Florida Crown to implement the Workforce Innovation and 

Opportunity Act in the following counties: 

Columbia  

Dixie 

Gilchrist 

Union 

We will operate in accordance with this plan and applicable federal and state laws, rules, and regulations. 

  
 
Workforce Development Board Chair    Chief Elected Official 
 
_______________________________  ___________________________  
 Signature             Signature 
 

 
 
 

_______________________________  _______________________________ 
Name (printed or typed)    Name (printed or typed) 

Title       Title 
 
 
 
 

___________________    __________________ 
Date       Date 
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ATTACHMENTS 

 

Attachment A   Interlocal Agreement 

Attachment B   By-Laws of Florida Crown Workforce Board, Inc. 

Attachments C-F  OPS 001-02, 005-02, 009-02, and 011-02 

Attachments G-P  Memoranda of Understanding 

 G  Corrections Corporation of America (CCA) 

 H  Florida Department of Education, Division of Blind Services 

 I  Florida Department of Education, Division of Vocational Rehabilitation 

 J  Experience Works 

 K  Florida Gateway College 

 L  Suwannee River Economic Council 

 M  Able Trust, Columbia County 

 N  Able Trust, Dixie County 

 O  Able Trust, Gilchrist County 

 P  Able Trust, Union County 

 Q  Adult Education, Columbia County 

 R  Adult Education, Dixie County 

 S  Adult Education, Union County 
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ATTACHMENT A 

 
FLORIDA CROWN WORKFORCE BOARD, INC. 
 

RWB Region 7 
 
 
 
 
 

 
 
 
 
 

INTERLOCAL AGREEMENT 
 

 
 
 
 
 
 
 

 
August 30, 2011 
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INTERLOCAL AGREEMENT 
 

Affirming the Region 7 Workforce Consortium 
 

 
 

THIS  AGREEMENT  entered  into  in  six  (6)  duplicate  originals  by  and  between  the 

following parties: Columbia County, Dixie County, Gilchrist County and Union County, political 

subdivisions of  the  State of Florida (hereinafter referred to as “Consortium”) for  the purpose  of 

establishing  a  Regional Workforce  Board  (hereinafter  referred to  as  “RWB”)  comprised  of 

Columbia,  Dixie, Gilchrist and Union Counties pursuant to Federal Public Law 105-220, the 

Workforce  Investment  Act, effective  August  6,  1998,  and the  State of  Florida Workforce 

Innovation Act of 2000, (hereinafter collectively referred to as “WIA”), and Florida Senate Bill 2156, 

Government Reorganization of 2011, and for the purpose of establishing an integrated management 

and control structure for providing job training, job placement and related benefits services. 

WITNESSETH: 
 

WHEREAS, Federal Public Law and the Laws of the State of Florida mandate a unified 

training  system  that  will  increase  employment,  retention  of  employment  and  earnings  by 

participants and, as a result, improve the quality of the workforce, reduce welfare dependency, and 

enhance productivity and competitiveness; and 

WHEREAS, WIA requires the Governor to designate Regional Workforce Boards to 

promote the effective delivery of job training services and further provides that a consortium of general 

purpose local governments may constitute such an area; and 

WHEREAS, the Board of County Commissioners (hereinafter “BOCC”) of each of the parties 

to this agreement desires that its county be included in a regional job training program to avail its 

citizens of the benefits of WIA; and 
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WHEREAS, the Governor has designated the parties to this Agreement as an RWB for the 

purposes of WIA; and 

WHEREAS, WIA requires the establishment of an RWB to provide policy guidance for, and 

exercise oversight with respect to, activities under the job training program for its workforce 

development  region  in  partnership  with  the  general  purpose  local  governments  (County 

Commissions) within its RWB; and 

WHEREAS, the BOCC of each of the parties to this Agreement desires that the RWB 

created hereby be known as the Florida Crown Workforce Board, Inc. (hereinafter referred to as 

FCWB); and 

WHEREAS, it is the responsibility of the BOCC of each county in the RWB to appoint 

members to FCWB in accordance with WIA; and 

WHEREAS, it is the responsibility of the BOCC of each county in the RWB to approve a 

WIA Plan, select a grant recipient, fiscal agent and administrative entity; and 

WHEREAS, the purpose of the RWB is to develop local workforce development policies and  

strategies; oversee the management and administration of those policies and strategies; and 

maintain  maximum flexibility to develop an approach which consolidates the delivery of workforce 

development strategies into a comprehensive, customer-centered system; and 

WHEREAS, the WIA Plan must be approved and submitted jointly by FCWB and the 

Region 7 Workforce Consortium (Dixie, Columbia, Gilchrist and Union County Commissions); 

NOW, THEREFORE, the parties, to implement the terms and conditions of WIA, hereby agree 

as follows: 

 1.  Establishment of Region 7 Workforce Consortium 

 There is hereby established a multi-jurisdictional arrangement among the four member 

counties   hereto  for  the  express  purpose  of  collectively  carrying  out  the  individual 

responsibilities of  each county to this Agreement under the WIA. The Consortium shall 
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consist of one member, designated from each of the BOCCs from the four member counties, each 

voting as an individual entity. 

 2.  Identification of Counties to this Agreement 

Each of the counties to this Agreement is a county of the State of Florida, and as such is for 

general purposes political subdivisions which have the power to levy taxes and spend funds, as 

well as general corporate and police powers. This governing body of each of the counties to 

this Agreement is its BOCC and each party to this Agreement is identified as follows: 

Board of County Commissioners 

Columbia County, Florida 
 

Board of County Commissioners 
Dixie County, Florida 

 
Board of County Commissioners 
Gilchrist County, Florida 

 
Board of County Commissioners 

Union County, Florida 
 
   

No later than December 31st  of each year, the BOCC of each member county shall notify 

FCWB and the other BOCC members of their respective county representative, whose term shall 

begin the succeeding January 1st and continue for one (1) year or until their successor is 

appointed. 

3.  Geographical Area to be Served by this Agreement 

The geographical areas which will be served by this Agreement are the entire geographical areas 

of each of the four (4) member counties, which are legally described in Florida Statutes. 

4.  Agreement Not Prohibited by Law 

State or local law does not prohibit this Agreement. 

5.  Responsibilities of Consortium 
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 Authority is hereby delegated to individual Consortium members by their respective County 

Commissions to carry out the following: 

A.  Appoint the members of FCWB, in accordance with Public Law 105-220, which will serve  the 

functions described in Section 117(d) of WIA; and 

B.  Enter into an agreement designating the grant recipient, an entity to administer the WIA and a 

fiscal agent, as described in Section 117(d) of WIA; 

C.  Review and approve the WIA Plan for submission to the Governor; and 

D.  Serve as the agency for last resort for disallowed costs; and 

E . To perform any other appropriate duties necessary for the accomplishment of and consistent 

with the purpose of this Agreement and WIA. 

6.  Affirmation, Composition, and Appointment of the Regional Workforce Board (RWB)  

 The FCWB is constituted in accordance with the requirements of WIA.  The minimum FCWB 

membership shall number seventeen (17).  Thereafter, the number of members of the RWB 

shall be determined by the Consortium, but must remain compliant with WIA.   

A. The Consortium shall appoint nine (9) business members, two (2) each from Dixie, Gilchrist 

and Union counties and three (3) from Columbia County, for fixed terms who may serve 

thereafter until their successors are appointed.  Terms of FCWB members shall be one-

third for one (1) year, one-third for two (2) years and one-third for three (3) years.  Columbia 

County’s third seat shall be for a one (1) year term.  Any vacancy in the membership of 

FCWB shall be filled in the same manner as the original appointment. Any member of FCWB 

may be removed for cause in accordance with procedures established by FCWB.  If a 

county does not fill a vacancy within three (3) months, FCWB shall notify the Consortium who 

may fill such vacancy from any of the member counties for a one (1) year term at which time 

the vacancy shall revert back to the eligible county. 

B.  A majority of FCWB shall be representative of the private sector who shall be owners of 

businesses, chief executives, or operating officers of businesses or professional organizations, 
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and other business executives or employers with optimum policymaking or hiring authority. 

C. The chairman of FCWB shall be a representative of the private sector and shall be selected by 

the membership of FCWB. 

D.  The private sector representatives on FCWB shall be selected in the following manner: 

Nominations for the private sector seats shall be submitted to the Consortium by local 

business organizations including local Chambers of Commerce, merchants associations, 

professional organizations, area business associations, etc., with an informational copy sent to 

FCWB. The nominated member must be compliant with WIA. 

E.  The  importance  of  minority  and  gender  representation  shall  be  considered  when 

appointments are made to any committee established by the RWB. 

F.  Members may be dual hatted wherever appropriate; i.e., a business member who is prominent 

in a community-based organization or one that is prominent in a regional economic  

development  organization  may  also  be  counted  as  a  community  based representative or 

economic development representative, respectively. 

G.  Eight (8) board members are specified in WIA. 

The  following  members  are  not  nominated  by  the  four  (4)  respective  County 

Commissions but are seated as specified in WIA: 

(1)  Designated representative of the regional community college; 
 

(2)  A Public Superintendent of Gilchrist, Columbia, Dixie or Union County on a two year 

rotational basis; 

(3)  An economic development representative nominated by the primary economic 

development agency of any of the four counties; 

(4)  Vocational Rehabilitation representative nominated by the Dept. of Education or other 

rehabilitation agency; 

(5)  Children  and  Families  representative  nominated  by  Florida  Department  of Children  

and Families, Sub-district encompassing  Columbia,  Dixie,  Gilchrist, and Union Counties; 
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 (6)  Representative  nominated  by  the  Senior  Community  Service  Employment Program  or  

other  activity  receiving  funding  under  The  Senior  Community Service Employment 

Act; 

(7) A representative of organized labor one (1) as appointed by their respective labor 

organizations; and 

(8) A Community/faith-based/Veterans organizations;  

7.  Quorum and Voting  
 

At all meetings of the Consortium a majority of the total current membership of the consortium shall 

comprise a quorum for the transaction of business.  At all meetings of the Consortium at which a 

quorum is present, all matters shall be decided by majority vote of the members. 

8.  No Local Funds Required of Counties 
 

No funds will be provided from the treasuries of any of the parties to this Agreement for 

implementation  of  WIA,  it  being  the  intent,  hereof,  that  all  funding  of  WIA  shall  be 

accomplished entirely by grants pursuant to WIA and any other available State or Federal 

grants. 

 
9.  Duration of Agreement 

 
This Agreement shall have the duration equal to the period that the RWB designation 

remains in effect for the geographical area identified herein.  Any parties to this agreement may 

withdraw from this Agreement by passing a resolution to such effect and providing thirty (30) days 

written notice to the other parties to this Agreement. 

 
10. Conflict Resolution 

 
WIA mandates that a partnership exist that requires mutual agreement on certain matters. Any  

disputes  between  the  partners  to  this  Agreement  shall  be  resolved  by  mutually satisfactory 

negotiation. It is understood that in accordance with WIA the failure to resolve any  dispute  to  
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the   mutual  satisfaction  of  all  parties  regarding  the  FCWB’s  Board membership,  

submission  of  the  Plan,  or  designation  of  an  administrative  entity/grant recipient shall result 

in forwarding of the unresolved matter to the Governor of the State of Florida for resolution. 

11. Effective Date 
 

This Agreement and any amendments hereto shall be effective between and among each 

county passing a resolution adopting this Agreement and any amendments thereto and upon 

filing said Resolution of Adoption and this Agreement and any amendments thereto with the 

Clerk of the Circuit Court in their respective county. 

12. Amendment(s) 
 

It  is  agreed  that  no  modification,  amendment  or  alteration  of  the  terms  or  conditions 

contained herein shall be effective unless contained in a written document executed with the same 

formality and of equal dignity herewith. 

 
13. Notice 

 
Whenever a party desires to give notice unto the other, thirty (30) days notice must be given in 

writing sent by registered United States mail with Return Receipt Requested, addressed to the 

party for whom it is intended and the place last specified for giving such notice in compliance 

with the provisions of this paragraph.  For the present, the parties designate the following as the 

respective place or giving notice to: 

Columbia County 
Chairman, Columbia County 
Commission 
PO Box 1529 
Lake City, Florida 32056-1829 

 
Dixie County 
Chairman, Dixie County Board of 
County Commissioners 
PO Box 2600 
Cross City, Florida 32628 
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Gilchrist County 

Chairman, Gilchrist County Board of 
County Commissioners 
PO Box 37 

Trenton, Florida 32693 
 

Union County 
Chairman, Union County Board of 
County Commissioners 

15 NE 1St.  Street 

Lake Butler, Florida 32054 
 
 
14. Performance 

 
The performance of Columbia, Dixie, Gilchrist and Union counties of any of their obligations under 

this Agreement shall be subject to and contingent upon the availability of funds. 

 

15. Survivability 
 

If one section, subsection or part of this Agreement is found to be invalid in its compliance with 

the enabling Florida Statute, or is contested and successfully challenged in a court of law or 

other legal forum, then in any said event only that section, subsection or part that has been 

affected by such proceedings shall be changed or deleted and the remainder of this Agreement 

shall maintain its full force and effect and shall remain legally binding on all parties hereto. 
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ATTACHMENT B 
BY-LAWS 

OF 
FLORIDA CROWN WORKFORCE BOARD, INC. 

Reviewed/Adopted with no change 06/25/13 
 

ARTICLE I  
CREATION AND AUTHORITY 

 
Section 1.1 In accordance with the provisions of the Workforce Investment Act (WIA) of 1998 
and the Florida Workforce Innovation Act of 2000, there is created the Florida Crown Workforce 
Board, Inc. This entity is created as a regional workforce board pursuant to that certain 
Interlocal Agreement which established the Florida Crown Workforce Consortium and was 
adopted by the Florida Crown Workforce Board and by the counties of Columbia, Dixie, Gilchrist 
and Union in June 1999 and recertified in June 2002. 
 
Section 1.2 Florida Crown Workforce Board, Inc. shall have the authority to perform any and all 
duties necessary, including the hiring of staff, to accomplish the functions and purposes of the 
Acts described above, other applicable state or federal legislation, and Interlocal Agreements. 

 
ARTICLE II 

DESIGNATION 
 
Section 2 The Regional Workforce Board shall mean Florida Crown Workforce Board, Inc., for 
the purposes of these By-Laws. 

 
ARTICLE III 
PURPOSES 

 
Section 3.1 A purpose of the Regional Workforce Board is to provide oversight and policy 
guidance. The oversight would relate to Board Administration, workforce services, universal 
career counseling, economic development, one-stop career center, service accessibility, 
program compliance, accountability and performance outcomes with respect to workforce 
training activities for youth and disabled, economically disadvantaged, underemployed or 
unskilled adults. 
 
Section 3.2 A further purpose is to develop a comprehensive regional workforce plan for the 
region and obtain the public input and Consortium approval of the plan with respect to workforce 
development activities that incorporate state strategic components. 
 
Section 3.3 Additionally, the purpose is to insure that comprehensive review, monitoring and 
evaluation of workforce programs occur on a regular basis. 
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ARTICLE IV  
EOGRAPHIC REGION 

 
Section 4 The geographic service delivery area to be served by the Regional Workforce 
Development Board shall include the counties of Columbia, Dixie, Gilchrist and Union (the 
workforce delivery region). 

 
ARTICLE V 

MEMBERSHIP 
 
Section 5.1 Composition of the Regional Workforce Board

 

: The composition of the Regional 
Workforce Board shall meet the requirements set forth in Section 117 of the Workforce 
Investment Act (Pub. Law No. 105-220). 

Section 5.2 Membership Nominations and Appointments

 

: Members of the Regional 
Workforce Board shall be approved by the Florida Crown Workforce Consortium from 
nominated individuals. All appointments shall be subject to final certification by the Governor. 
Private sector nominations, and the individuals selected by the Florida Crown Workforce 
Consortium from such nominations, shall reasonably represent the industrial and demographic 
composition of the business community. Whenever possible, at least one-half (1/2) of such 
business and industry representatives shall be representatives of small business (50 employees 
or less), including minority business. 

Section 5.3 Terms of Appointment

 

; Members shall be appointed for fixed and staggered 
terms and may serve until their successors are appointed, Terms of the Regional Workforce 
Board shall be one (1), two (2) and three (3) years. Any vacancy in the membership of the 
Regional Workforce Board shall be filled in the same manner as the original appointment. 

Section 5.4 

A. Although membership on the Board is strictly voluntary, members are expected to 
give due consideration to the impact of their presence or absence on the Board 
before voluntarily terminating their membership. Members are encouraged to give a 
minimum of thirty (30) days notice of their impending resignation. 

Termination of Membership: 

B. Members may be removed from the Board as follows: 
 
1. For Cause

• Disclosure of confidential information 

 - members may be removed with or without cause by the affirmative vote 
of a majority of the Board of Directors at a meeting at which a quorum is present. 
The following shall be grounds for removal for cause: 

• Misuse of position 
• Failure to disclose conflict of interest 
• Felony conviction while a member of the Board 
• Refusal to perform or gross neglect in performance of Board duties 
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• Other causes as may be determined by the Board 
• Failure to sign Code of Ethics and other Board Member documents 

 
2. 

• Voluntary resignations shall be those occurring when a member, for his or 
her own reasons, elects to leave Board membership and gives due notice 
of such intent. 

Resignations 

• Involuntary resignations (de-facto resignations) shall occur when a 
member misses one-half of the regularly scheduled Board or Board 
Committee/Council meetings in a twelve (12) month period. An involuntary 
resignation may be set-aside at the request of the member followed by a 
majority vote of the Board. 

 
ARTICLE VI 

OFFICERS, EXECUTIVE COMMITTEE, AND STAFF 
 
Section 6.1 Officers:

 

 The officers of the Regional Workforce Board shall include the 
Chairperson, Vice-Chairperson, Secretary and Treasurer. 

The Chairperson shall be selected from among members of the Regional Workforce Board 
who are representatives of the private sector [WIA Section 117(b)(5)]. The Chairperson shall 
perform all duties incident to the office of Chairperson, inclusive of signing of all Regional 
Workforce Documents, representing the Regional Workforce Board and presiding at all 
Regional Workforce Board meetings. 
 
The Vice-Chairperson shall act for the Chairperson in the absence of the Chairperson or at the 
direction of the Chairperson, The Vice-Chairperson may be selected from any sector. In the 
event that the Chairperson is unable to complete his/her entire term, the Vice-Chairperson will 
exercise all the powers and authority of the Chairperson while retaining the Vice-Chairmanship 
in order to comply with WIA Section 117(b)(5). 
 
The Secretary shall perform the duties incident to the office, which shall include keeping, or 
causing to be kept, appropriate minutes of all Board meetings. 
 
The Treasurer shall perform all duties incident to the office, which shall include the presentation 
of relevant financial information to the Board. 
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Section 6.2 Executive Committee:

 

 The officers of the Regional Workforce Board and five (5) 
at-large Board Members shall constitute the Executive Committee. The Chairperson of the 
Regional Workforce Board shall serve as the Chairperson of the Executive Committee. The 
Executive Committee shall be empowered to act, as necessary, on behalf of the full 
membership of the Board, provided that any such action taken by the Executive Committee 
pursuant to this authority shall be placed on the Regional Workforce Board agenda to be voted 
upon at the next Board meeting. 

Section 6.3 
Officers and Executive Committee members shall be elected by a majority of the members of 
the Regional Workforce Board present and voting at an announced meeting to elect officers and 
executive committee members. The term of office for the executive committee members shall 
be for two (2) years, commencing the 1st day of July and concluding on the 30th day of June of 
the following year provided, however, that the officers and executive committee members may 
serve until their successors are elected. Officers may serve no more than two (2) consecutive 
terms. Election of officers will be by ballot, no nominations are required. Any member of the 
Board, in good standing, may be written in as a candidate for any of the Board positions. 

Election and Terms of Officers and Executive Committee: 

 
Section 6.4 Officers and Executive Committee Vacancy:

 

 In the event that an Officer or 
Executive Committee member resigns or cannot complete his/her term of office, the 
Chairperson shall appoint a member of the Board to fill the unexpired term, with the 
appointment to be voted upon at the next Regional Workforce Board meeting, In the event that 
the Chairperson resigns or for any reason cannot complete his/her term of office, the Vice-
Chairperson shall assume the rights and responsibilities of the Chairperson. 

Section 6.5 Executive Director:

 

 The Executive Director shall serve as the Chief Executive 
Officer (CEO) of the Corporation. As the CEO, the full responsibility for staff, daily operations, 
administration, planning, programming, budgeting, policy development and implementation, 
security, contract monitoring, and management information systems are part of the contracted 
job responsibilities. The CEO shall serve as a non-voting member of the Board of Directors and 
provide staff support for all functions and activities of the board, including policy implementation. 
The CEO is authorized to sign for the corporation in matters related to the daily operation of 
programs, contracts, purchases, leases, or other business matters necessary to carry out the 
duties and responsibilities of the position. 
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ARTICLE VII MEETINGS AND 
QUORUM 

 
Section 7.1   

A. The Regional Workforce Board shall meet on a regular schedule established by the Board 
of Directors. 

Meeting Procedures: 

B. A written notice of any Regional Workforce Board meeting shall be forwarded to each 
member prior to the meeting. The notice shall specify the time, date, location, and agenda 
for the meeting. 

C. Minutes shall be kept of all meetings, shall be available to the public, and shall be 
reviewed and approved at the regular scheduled Regional Workforce Board meeting. 

D. The Regional Workforce Board meetings shall be publicly announced, open and 
accessible to the general public, in accordance with applicable Florida Statutes. 

E. Discussions and participation in meetings shall be limited to Agenda Items and to 
members of the Regional Workforce Board and its staff. The following exceptions will be 
applied: 

 
(1) regularly scheduled agenda items that call for reports or participation by non-
members; and (2) at the discretion of the Chairperson, comment(s) or other participation 
by the public deemed relevant to the Agenda Item under consideration by the Regional 
Workforce Board and (3) additional items may be added to the agenda upon a vote of 
the majority of the members present at the beginning of the meeting. 

F. When parliamentary procedures are not covered by these By-Laws, Robert's Rules of 
Order, as revised, shall prevail.  

 
Section 7.2 Each member of the Regional Workforce Board, including officers, shall have one 
(1) vote on ail matters under consideration by the Board. A Board member may not participate 
in discussions or vote on any matter under consideration by the Board that would provide a 
direct financial benefit to the Board member, his immediate family, employer, or any 
organization of which he is a Board or staff member. Such conflicts of interest must be stated 
publicly prior to the commencement of any discussion on the matter under consideration. 
 
Section 7.3 A quorum for any meeting (with the exception of the Executive Committee), of the 
Regional Workforce Board shall consist of one-quarter (1/4) of the current voting membership, 
inclusive of the Chairperson. In particular, any position vacated for any reason shall not be 
included as part of the total number of the current voting membership for the purpose of 
determining a quorum until such time as any position vacated has been filled. A motion shall be 
passed or defeated by a majority of those members voting at a meeting where a quorum has 
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been established. A quorum for the Executive Committee will consist of one-third (1/3) of the 
current membership, inclusive of the Chairperson. It is the policy of FCWB that contracts will not 
be let with seated Board members or their families. 
 
Section 7.4 Members, whenever unable to attend a Board meeting in person or by 
teleconferencing, may vote in absentia via e-mail to the Board's Operations Manager/Executive 
Secretary as long as the vote is cast after receipt of a meeting agenda, prior to the Board 
meeting, and a conflict of interest does not exist. Votes made in absentia shall be counted at the 
time the vote is taken at a meeting with a quorum present provided e-mails contain the 
following: the date of the meeting, the voting agenda item, a statement that the voter does not 
have a conflict of interest with the agenda item, the vote in terms of "yes" or "no", or "abstain", 
and the official electronic signature of the Board Member. Such votes shall be read into the 
public record. 

 
ARTICLE VIII 
COMMITTEES 

 
Section 8.1 Standing Committees:

 

 The Regional Workforce Board may establish such 
Standing Committees as are deemed necessary to perform the specific functions of the 
Regional Workforce Board. These Committees shall be advisory to the Regional Workforce 
Board, except that they may, with specific authorization, act on behalf of the Regional Workforce 
Board. 

Section 8.2 Committee Appointments:

 

 The Chairperson of the Regional Workforce Board 
shall have authority to appoint members of the Regional Workforce Board to serve on all 
Committees subject to the approval of the Executive Committee. Membership on ail Standing 
Committees shall be for one (1) year. Members of the Regional Workforce Board who are also 
employees of public sector organizations may delegate other employees of the public sector 
organization to attend Committee meetings and cast advisory votes. The preceding sentence 
shall not apply to meetings of the Executive Committee. 

Section 8.3 Ad Hoc Committees

 

: Ad Hoc Committees may be established by the Chairperson 
to deal with matters of particular or immediate concern. Ad Hoc Committees shall be composed 
of members of the Regional Workforce Board with their number and representation determined 
by the Chairperson. An Ad Hoc Committee shall be advisory to the Regional Workforce Board 
and shall terminate upon satisfactory completion of the task for which it was originally 
appointed. 

Section 8.4 Nominating Committee: The Personnel Committee shall serve as the Nominating 
Committee. Additional members may be appointed by the Chairperson at his discretion with 
appropriate representation from each County of Region 7, when feasible. The Committee shall 
bring forth a slate of nominees for Chairperson, Vice-Chairperson and Secretary/Treasurer to be 
considered at the June meeting of the Regional Workforce Board. The Committee will review 
and nominate new Board members to fill vacancies that may occur throughout the year. The 
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Committee will forward proposed candidates to the Executive Committee after conducting 
appropriate background investigations. 

ARTICLE IX 
COMPENSATION AND EXPENSES OF MEMBERS 

 
Section 9.1 Members shall receive no compensation for their services, but shall be reimbursed 
for traveling expenses while engaged in specific activities on behalf of the Regional Workforce 
Board. Such reimbursement shall be made by the administrative entity and grant recipient for 
the Region 7 Regional Workforce Board following the submission of appropriate documentation 
by the Board member and in accordance with the provisions of applicable Florida Statues and 
Board policy. 

 
ARTICLE X 

RESOLUTION OF CONSORTIUM DISAGREEMENTS 
 
Section 10 In the event of a disagreement between the Regional Workforce Board and the 
Florida Crown Workforce Consortium, the Chairperson and Vice-Chairperson shall be 
empowered to negotiate the matter on behalf of the full membership of the Regional Workforce 
Board to the mutual satisfaction of both parties, provided that any such resolution shall not be 
effective until approved by the full membership of the Regional Workforce Board. 

 
ARTICLE XI LEGAL 

STATUS 
 
Section 11.1 Nothing in these By-Laws shall be construed to take precedence over Federal, 
State or local laws and regulations, or to limit or constrain the rights and obligations of the units 
of local government party to the interlocal Agreement creating the Regional Workforce Board. 
 
Section 11.2 All matters not specifically designed or delegated herein shall be subject to the 
action of the Regional Workforce Board. 

 
ARTICLE XII 

AMENDMENTS 
 
Section 12 These By-Laws may be amended or repealed by affirmative vote of two-thirds (2/3) 
of the membership present and voting thereon, after notice, which shall specify or summarize 
the changes proposed to be made. Such notice shall be mailed to the Regional Workforce 
Board members prior to the meeting at which such amendment or repeal is acted upon. 

 
ARTICLE XIII ENACTMENT AND REVIEW 

PROVISION 
 
Section 13.1 The By-Laws shall become effective upon approval by the Regional Workforce 
Board. Such approval shall require a two-thirds (2/3) vote of the membership present and voting 
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thereon at a meeting of the Regional Workforce Board after notice of the meeting and purpose 
thereof has been mailed to the membership. 
 
Section 13.2 The By-Laws shall be reviewed by the Executive Director on an annual basis in 
June of each year. Comments, changes or updates shall be presented to the Board of Directors 
as required. 
 
These By-Laws have been reviewed and approved on the 25th day of June, 2013 by 
Florida Crown Workforce Board, Inc. 
 
APPROVED: 
 
 
 
 

John Chastain, Executive Director 
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ATTACHMENT C 
 

CAREERSOURCE FLORIDA CROWN POLICY 

POLICY TITLE: SUPPORTIVE SERVICES   

        

POLICY NUMBER:  OPS-001-02   DATE EFFECTIVE:   JULY 1, 2013 

 

DATE REVISED:   JULY 31, 2015 

APPLICATION  

CareerSource Florida Crown (CSFC) employees, contractors, providers and customers.  Due to the ITA 
Reserve issue imposed by the Legislature, there are no ITA funds for supportive services in FY 2015-
2016 for WIOA Adult/Dislocated Workers; however, funds may be available from non-ITA funds. 

PURPOSE 

To set forth corporate policy regarding supportive services provided under the Workforce Innovation and 
Opportunity Act (WIOA), Welfare Transition Program (WTP), Wagner-Peyser and Veterans Programs, 
and the Florida Workforce Legislation (SB 2050).   

POLICY 

 

Supportive services are defined as those services or activities provided either directly to, or on behalf of, 
job seekers which are necessary to reduce or eradicate barriers to obtaining or retaining employment 
(excluding training).  Each of the primary funding sources administered by CSFC has its own definitions 
and parameters associated with supportive services.  While it is the intent of CSFC to interpret such 
legislative diversity broadly in an effort to ensure needed services are available to customers, all laws, 
regulations and formally issued written policies associated with specific funding sources are to be 
followed should such conflict with this policy.  Further, nothing in this policy should be interpreted to affect 
the assignment of costs to appropriate cost categories regardless of the inclusion or non-inclusion of a 
service or activity as a supportive service in this policy.  
 
It is the policy of CSFC not to discriminate against any employee or applicant for employment because of 
race, religion, color, age, sex, LGBT, marital status, political affiliation or belief, national origin, disabilities 
or Vietnam Era and Special Disabled Veteran’s status. 

CSFC adheres to certain principles, which should guide decisions regarding supportive services.  
Specifically: 
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· CSFC believes that workforce development programs should lead focus on job attainment, 
but not at the expense of human resource development.  As such CSFC supports a long-term 
view of a customer’s employment prospects. 

· Supportive services should be viewed individually and creatively to enable customers to fully 
participate in education and training activities contained in his/her employment plan/career 
plan. 

· Decisions regarding appropriate support should, to the fullest extent possible, be made by the 
staff person most familiar with the customer.  Rationale for decisions should be well 
documented in the customer’s employment plan.    

· Supportive service expenditures should be based on careful consideration of Region 7’s 
economic reality and social values. 

 

CSFC, through its core One-Stop and core youth provider(s), offers assistance to enable customers to 
participate in universal as well as more intensive services.  WTP customers may receive supportive 
services for up to two years following program exit. 

ELIGIBILITY: TO QUALIFY TO RECEIVE SUPPORTIVE SERVICES A CUSTOMER MUST 

· Demonstrate a need that will prevent him/her from successfully accessing, accepting, or 
retaining employment; 

· Be unable to afford the cost associated with addressing the need; 
· Not duplicate any existing or potential funding support; 
· Be unable to secure the needed service elsewhere; and 
· Be determined eligible for one or more CSFC funding sources. 

 

Eligibility for the Workforce Innovation and Opportunity Act (WIOA) customers will be assessed based on 
the annualized family income not to exceed 200% of the LLSIL Non-Metro standard or the Poverty Level 
for youth per LLSIL and Poverty Guidelines attached.  Additionally, customers must be unable to find 
suitable employment with existing skills and/or academic credentials as evidenced through unsuccessful 
placement while actively participating in both core and intensive services offered through the One-Stop 
Career Center system, excluding youth where the established poverty income level guidelines will be 
followed.   

For grants that may be obtained by CSFC, income eligibility amount may be adjusted at the discretion of 
the Board.   
 
Customers eligible under this provision must: 
 

a. Not be in default on any student loan; 
b. Not be eligible to receive other training assistance (i.e. Pell grant, scholarships) or, if received, the 

additional funding is not sufficient to cover training costs; 
c. Through assessment be determined to be appropriate for and able to complete the chosen 

employment training program; 
d. Select a training program that is linked to a demand occupation with job demand in the local area 

and make a commitment to seek employment in the field once trained; and 
e. Select a training provider from the CSFC approved list or Florida Eligible Training Provider List. 
f. Give evidence that they have the financial resources to cover all other living expenses and 

complete the training period without support from CSFC; and, 
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g. Receive a favorable recommendation from One-Stop Provider for approval by CSFC. 

 

Eligibility for supportive services must be established by the Career Manager/Specialist to include a 
prerequisite of a 2.0 grade average for current/previous semester for already enrolled students prior to 
acceptance into the program.  Training services are not to commence prior to approval being obtained. 
No supportive service will be paid retroactive to the approval date. 

LOCAL DEFINITIONOF YOUTH BARRIER (6TH): 

 

Definition of Additional Barrier to Employment for Youth 

 

Additional barrier to employment for youth is defined as a youth who: 

 (a) Has no vocational/employment goals or poor work history; having more than two employers 
within a 12 month period or having only one employer resulting in termination or having no 
employment at all for a 12 month period. 

 (b) Has been fired from a job in the last six calendar months;  

           (c) Requires additional assistance to complete an educational program; additional assistance will 
include tutoring programs and/or GED remediation. 

 (d) Requires additional assistance to secure and hold employment; additional assistance will 
include job preparation classes and/or mentoring. 

 

Definition of Need for Additional Assistance (education) 

Requires additional assistance to complete an education program is defined as an individual who is: 

 (a) Attending an alternative educational program/school; 

 (b) Credit deficient; lack of credits required to obtain a high school diploma. 

 (c) Educational achievement is below expected levels; students are basic skill deficient in math, 
reading and language.  (TABE scored less than 8.9) 

 (d) Exhibits past or current attendance and/or discipline problems; involvement in Juvenile Justice 
or Alternative School 

 (e) Has unstable living conditions; currently homeless, living with a family member,  or foster child.  

 ( f) Is on academic probation. 
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· Definition of Need Local Youth 5% Window Policy 
 

Up to five percent (5%) of the WIOA applicants may be served without documentation to support low 
income eligibility. 

 

Additional barrier to employment for youth is defined as a youth who: 

 

1.   has no vocational/employment goals or poor work history; 

2.   has been fired from a job in the last six calendar months;  

3.  requires additional assistance to complete an educational program;  

4.  requires additional assistance to secure and hold employment. 

 

AVAILABLE ASSISTANCE:  

 

A. UNIVERSAL CUSTOMER (WP) 
Universal customers/walk-ins most commonly fall under the Wagner-Peyser program (WP).  
As such, they are entitled to the full range of core services to include orientation, resume 
preparation, provision of LMI, E-Choice testing, job search and job referrals.  They may be 
referred to GED classes, as appropriate.   

 

Individuals must be determined eligible for a specific program prior to receiving supportive 
services. 

 

Supportive services shall not be provided to customers who have been found eligible but do 
not agree to participation or to follow his/her employment plan. 

 

Effective July 1, 2012 Reemployment Assistance (RA) claimants are required on a weekly 
basis to make contact with three (3) potential employers and provide this information via 
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internet/EFM during their bi-weekly certification for benefits.  If the claimant is not able to 
make at least three (3) employer contacts in a week, they may meet with a One-Stop 
representative and do their three (3) searches to satisfy this requirement for that week.   

 

B. Eligible Applicants 
 
Supportive services shall not be provided to customers determined eligible but who have not 
yet been entered into the State system.  
 
Up to five percent (5%) of the WIOA youth applicants may be served without documentation 
to support low income eligibility. 
 
In the event an older youth (age 18-21) who was initially served with adult funds is to be 
served as a youth, documentation of low income status AND the presence of an allowable 
barrier must be documented prior to the expenditure of youth funds, unless the 5% window 
is used. 

 

In that case, one of the 5% window barriers must be documented. 

 

Local policy pertaining to high school youth enrollment requires basic skills testing at 
eligibility - assessed by generally accepted standardized or criterion-referenced tests (such 
as TABE) or school records. 

 

Local policy criteria for participating high school youth eligibility for those with a documented 
disability – priority given towards participation in after-school tutoring activities to include 
enrollment in Florida High School/High Tech. 

 

C.  WIOA Registrants and WTP Participants 
Supportive services shall be available to customers who are determined eligible and are actively 
participating. This will be based on need and availability of funds. Due to the ITA Reserve issue imposed 
by the Legislature, there are no ITA funds for supportive services in FY 2015-2016 for WIOA 
Adult/Dislocated Workers; however, funds may be available from non-ITA funds. 

 
Types of General Limitations and Assistance:   
Supportive services encompass a broad array of services:  
 
Limitations: 
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· Medical services, devices or prescriptions otherwise payable under federal, state or personal 
insurance programs are specifically prohibited under the WIOA and WT programs.  Prior 
approval from the CSFC Executive Director or designee is required before medical services 
can be provided under all other CSFC funding (except where specifically required by the 
approved training program). 

· Medical or therapeutic exams or second opinions required to determine psychological, 
emotional or physical limitation related to program participation or employment, and follow up 
consultations required to develop plans to accommodate such limitations, are not considered 
medical services for the purpose of this policy nor are they included in the financial limitations 
discussed below. 

· Goggles and protective eyewear required to participate in a training program or accept 
employment are not included in the financial limitations discussed below. 

 
Assistance: 

· Uniforms, boots and other protective clothing and footwear required to participate in a training 
program or accept employment (See the financial limitations discussed below). 

· Books, materials and non-expendable supplies required to participate in a training program 
are included as part of the ITA and are not supportive services for WIOA customers. For 
employed customers, a Verification of Employment reflecting date employment commences 
as well as a statement from the employer stating that the tools are required for employment is 
to be attached to the Purchase Order. Career Manager/Specialist must include justification 
for the purchase.  (See the financial limitations discussed below). 

· Relocation assistance for families, including dislocated workers, who have significant barriers 
to finding and retaining employment in moving to communities where they have obtained 
verifiable employment at a self-sufficiency wage or to aid victims of domestic violence who 
would benefit from reduced probability of further incidents through relocation.  Due to the ITA 
Reserve issue imposed by the Legislature, there are no ITA funds for supportive services in 
FY 2015-2016 for WIOA Adult/Dislocated Workers; however, funds may be available from 
non-ITA funds. 
   

To the extent possible CSFC attempts to find supportive services vendors through a competitive 
procurement process to streamline the authorization process.  Where pre-identified vendors are not 
available, a cost and service availability comparison is required and must be documented.  
 
Supportive services include, but are not limited to: 
 

· Transportation (mileage, gas vouchers, taxi, and bus passes). 
· Eye care to correct vision problems.  Elective surgery or cosmetic products such as 

sunglasses are prohibited. 
· A maximum of $100 will be allowed for books and non-expendable supplies for WT 

customers.   
· Education and Training Programs are limited to a total cost of $9,000 over two (2) years. 
· Academic programs may not exceed the established State cost per course hour, including 

fees, for State Colleges. 
· Dental-care for WT customers to correct minor deficiencies, which impact employment 

prospects.  Elective cosmetic treatments such as braces are prohibited. 
· Outer clothing (maximum $75.00) and footwear (maximum $50.00) for employment as 

outlined in writing by the employer, hair care (maximum $15.00), and personal 
appearance/hygiene products for adequate presentation at job interviews, work or a training 
environment (maximum $10.00).   For requests other than work-related clothing 
requirements, an explanation of need must be attached to the Purchase Order.  For 
employed customers, a Verification of Employment reflecting date employment commences 
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and starting salary is to be attached to the Purchase Order. Career Manager/Specialist must 
include justification for the purchase.  The foregoing applies to non-ITA Customers only. 

· Family or personal mental health or substance abuse counseling. 
· One-time housing assistance up to One Thousand Dollars ($1,000.00) per customer to 

stabilize the household including security deposits, rent, mortgage payments, and utilities for 
WTP customers.   

· Domestic abuse counseling. 
· Vehicle repair costs in excess of the value of the vehicle, on vehicles more than seven (7) 

years old, or vehicles with significant wear require the prior approval of the CSFC Executive 
Director or designee.  For all vehicle repairs exceeding five hundred dollars ($500.00), 
approval must be obtained from the Program Manager and Project Director or CSFC 
Operations Officer. All repairs must be at an established vehicle repair facility by an ASE or 
similarly certified technicians employed by a repair facility registered under FS 559.904  

· Driver and vehicle licensing, tag and title.  Personal liability insurance (PIP) (deposit only).   
· Transitional childcare.  
· Specialized assistance not otherwise specifically listed herein required to participate in 

training or to accept or retain employment.  
· One (1) time payment of fee for the ACT test for WIOA eligible youth participants not eligible 

for waivers. 
 

Supportive services are limited to $1,600 per program year or funding year per customer. Due to the ITA 
Reserve issue imposed by the Legislature, there are no ITA funds for supportive services in FY 2015-
2016 for WIOA Adult/Dislocated Workers; however, funds may be available from non-ITA funds.   Annual 
expenditures in excess of this limit require the prior approval of the CSFC Executive Director or designee 
who may elect to increase the ceiling for individual customers in the event of extraordinary circumstances.  
All WIOA supportive services must be identified in the Individual Training Agreement (ITA). 

 

Gas Card Calculation: 

Gas cards for existing WIOA Adult/Dislocated Workers, in increments of twenty dollars ($20.00) each, will 
be distributed based upon a calculation of ten cents ($.10) per mile (200 miles = $20.00).  Mileage will be 
determined based upon MapQuest or similar mapping program and a copy of the printout must be placed 
in the customer file along with Attendance Sheets reflecting the dates.  Due to the ITA Reserve issue 
imposed by the Legislature, there are no ITA funds for supportive services in FY 2015-2016 for WIOA 
Adult/Dislocated Workers; however, funds may be available from non-ITA funds. 
 
WIOA Youth attending an after-school program will receive one (1) twenty dollar ($20.00) gas card 
weekly for attendance at a minimum of two (2) classes per week (remaining in class for a minimum of one 
hour each class) weekly.  Proof of attendance must be placed in the customer’s file. 

 

WT participants will receive one (1) twenty dollar ($20.00) gas card for sixty-six (66) or more participation 
hours every two weeks, with a minimum of thirty-three (33) hours required each of those two weeks.  
Proof of attendance must be placed in the customer’s file. 
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Youth Incentives:   Pays for youth goals attained for basic skills, work readiness and/or occupational 
skills.  For all youth who are determined to be basic skills deficient, which shall be defined as having 
reading, math or language assessment scores at or below the 9th grade level, or having failed the FCAT 
exam, basic skills instruction will be a required component.  The Test for Adult Basic Education (TABE) or 
any other testing approved by CSFC shall be administered to determine basic skills deficiency.  To meet 
goal attainment from TABE testing for incentive payment(s), the customer must improve a minimum of 
one (1) subject by .5 grade level. TABE tests may only be administered three (3) times per participation 
year.   
 
Vehicle Repair: The geographic reality of Region 7 necessitates creative strategies related to 
transportation. Repairs shall only be made on a vehicle owned by the customer except in rare instances 
where the customer has unrestricted written access to a vehicle owned by another member of the 
immediate household.   
 
All vehicle repairs require a written estimate from ASE or similarly certified technicians employed by a 
repair facility registered under FS 559.904.  Vehicle repairs are restricted to those affecting the safe 
functioning of the vehicle.  Routine maintenance (oil changes and wiper blades) or non-essential 
components such as audio, climate control (unless accompanied by a doctor’s statement documenting 
health circumstances) and auto body repairs are prohibited. 
 
All estimates require a written diagnosis by an independent specialist selected by CSFC to determine the 
cost/benefit of projected repairs against the value of the vehicle.  Projected repair costs are defined as the 
cost of the required repairs plus an estimate of costs associated with likely imminent repairs.  Projected 
repair costs in excess of the value of the vehicle, on vehicles more than seven (7) years old, or vehicles 
with significant wear require the prior approval of the CSFC Executive Director or designee.  For all 
vehicle repairs exceeding five hundred dollars ($500.00), approval must be obtained from the Program 
Manager and Project Director or CSFC Operations Officer. 
 
Customer Travel:  Career Managers/Specialists will determine, by individual case, the need for travel 
assistance/compensation. The customer must be participating in an approved activity and must provide 
proper backup documentation prior to receiving additional travel assistance. Any travel assistance 
expended for Medical Verification must be approved by Career Manager/Specialist. 

 

Travel assistance will not be issued to Welfare Transition customers on Level 2 or above Sanction. 

 

Relocation Reimbursement:    Due to the ITA Reserve issue imposed by the Legislature, there are no 
ITA funds for supportive services in FY 2015-2016 for WIOA Adult/Dislocated Workers; however, funds 
may be available from non-ITA funds. 

Reimbursement of relocating costs will be available to WIOA Dislocated Worker (DW) customers who 
meet the following criteria.  For WTP customer relocation assistance see OPS-011-02. 
 

· WIOA Dislocated Worker: 
– Relocation assistance will be up to $3,000 and will not include deposits.    
– Customers must provide a letter of intent to hire from employer. 
– Suitable employment at a self-sufficiency wage is defined as 80% of layoff wage replacement 

for Dislocated Workers or the Lower Living Standard as defined by the Federal Guidelines, 
whichever is greater.    
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– Reimbursement will be for essential utilities (sewer, water, gas and electricity for one month 
of billing within the first three months and based on verification of the customer is still actively 
employed via employer). 

– Reimbursement for one month of rent within the first three months of verifiable employment 
with the employer. 

– Any remaining funds may be used to pay for moving vans/trailers with providing three quotes 
of this expense. 

– Participation in the relocation reimbursement program is available to the customer one time 
only. 
 

Prioritization of Services: 

· Veterans will receive priority of service.  All staff will provide services to Veterans.  Veterans need not 
be served only by LVER or DVOP staff. 

· Severely injured military members and their families, disabled veterans, veterans of all wars, Florida 
National Guard members and Military Reservists and families of military members killed in action will 
also receive priority of service.  This includes eligible spouses, including widows and widowers, as 
defined in the State regulations in 38.U.S.C. 101 and section 2(a) of the JVA (38 U.S.C. 4215[a]). 

· Consistent with Section 134(d)(4)(G)(iv) of the Workforce Innovation and Opportunity Act, individuals 
age fifty-five (55) and older are added to the list of hard-to-serve populations and shall be given 
prioritization of services. 

· Support Services - Child care, Transportation, Barrier Identification, background checks. Due to the 
ITA Reserve issue imposed by the Legislature, there are no ITA funds for supportive services in FY 
2015-2016 for WIOA Adult/Dislocated Workers; however, funds may be available from non-ITA funds. 

· Transitional Services - CSFC provides services up to 24 months from the last grant recipient check. 
· Incentive Payments - Summer Youth program – use stipend to keep in educational program. 
 

Clients are to be provided services in accordance with the limits stated within this policy and availability of 
funds. 

 

Each Career Manager/Specialist will be provided and must maintain an updated copy of this policy at all 
times. 

 

A copy of the above prioritization of services will be posted in a public accessible area in each Career 
Center located in Region 7. 

 

Board Staff Quality Assurance personnel will review and ensure Board policies are being implemented.    

 
Cancellation of Supportive Services: This statement of policy and some or all categories of 
supportive services under it may be cancelled or changed, in whole or in part, by CSFC at any 
time and without notice, effective immediately or at such time as CSFC may determine.  
Exceptions may be made to this policy by CSFC when doing so is in the best interest of CSFC or 
its customers.  No contractor or service provider of CSFC is authorized to offer assistance 
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different from or in addition to the assistance described in this statement of policy, except as 
such authority may be expressly granted in writing and does not conflict with this statement of 
policy. 
 
Work Experience:  Work Experience is provided through the WIOA Youth Program, when funding 
permits. CSFC also provides Work Experience programs through specialized State funded grants.    
 
Customized Training:  Customized Training is provided as funding permits.  Customized Training is 
offered to employers and employees as a layoff aversion strategy.   
 
OTHER DEFINITIONS: 
 
UNDEREMPLOYED:  A displaced homemaker and others who fall under the definition of underemployed 
are defined in Region 7 as:  A person who is not self-sufficient and may be a first-time jobseeker or is 
employed, but not in the capacity of expertise and preferment, whether in terms of compensation, hours, 
or level of skill and experience.  While not technically unemployed, the underemployed  may be working 
in employment not commensurate with the individual's demonstrated level of educational attainment. This 
will be verified and documented by Case Managers by reviewing education history, career assessments, 
interview with customer, paystubs, UC records, the Work Number and self-attestation financial records for 
the self-employed.  Case Notes will be entered in the State’s MIS and copies of all documentation will be 
placed in file. 
 
INCOME MAINTENANCE:  CSFC has defined income maintenance as a worker who is a dislocated 
worker who is employed, but not in the capacity of expertise and preferment, and is working below a self-
sufficiency wage. 
 
SUBSTANTIAL LAYOFF:  Region 7 has defined a substantial layoff for Region 7 to be twenty-five (25) 
workers or more. 
 
SELF-SUFFICIENT WAGE FOR ADULTS/DISLOCATED WORKERS/WELFARE TRANSITION:  Suitable 
employment at a self-sufficiency wage is the Lower Living Standard as defined by the Federal Guidelines 
or 80% of layoff wage replacement for Dislocated Workers, whichever is greater. 
 
DISPLACED HOMEMAKER:  A displaced homemaker and others who fall under the definition of 
underemployed are defined in Region 7 as:  A person who is not self-sufficient and may be a first-time 
jobseeker or is employed, but not in the capacity of expertise and preferment, whether in terms of 
compensation, hours, or level of skill and experience.  While not technically unemployed, the 
underemployed may be working in employment not commensurate with the individual's demonstrated 
level of educational attainment. This will be verified and documented by Case Managers by reviewing 
education history, career assessments, interview with customer, paystubs, UC records, the Work Number 
and self-attestation financial records for the self-employed.  Case Notes will be entered in the State’s MIS 
and copies of all documentation will be placed in file. 
 
 
ACTION 
 
All CSFC employees, contractors, providers and customers will adhere to this policy. 
 
Approved: Robert Jones, MPA   
                    Robert Jones, Executive Director 
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LOWER LIVING STANDARD INCOME LEVEL AND POVERTY GUIDELINES FOR 2015 
 
 

FAMILY UNIT SIZE 70% LLSIL 
METRO 

70% LLSIL NON-
METRO 

100% LLSIL 
METRO 

100% LLSIL NON-
METRO 

1 (8982) (8,961) 12,831 12,802 
2 14,717 (14,681) 21,024 20,972 
3 20,199 (20,149) 28,856 28,784 
4 24,937 24,873 35,625 35,533 
5 29,432 29,353 42,046 41,932 
6 34,422 34,327 49,175 49,038 
7 39,412 39,301 56,304 56,144 
8 44,402 44,275 63,433 63,250 

 For each 
additional person 
in a family above 
eight, add $4,990 
per person in the 

Metro areas. 

For each 
additional person 
in a family above 
eight, add $4,910 
per person in the 
Non-Metro areas. 

For each 
additional person 
in a family above 
eight, add $7,129 
per person in the 

Metro areas. 

For each 
additional 
person in a 

family above 
eight, add $7,015 
per person in the 

Non-Metro 
areas. 

 

 
The RWBs which contain the following counties are required to use the Metro data: Escambia, Santa 
Rosa, Okaloosa, Bay, Gadsden, Leon, Clay, Duval, Nassau, St. Johns, Alachua, Marion, Flagler, Volusia, 
Lake, Orange, Osceola, Seminole, Brevard, Polk, Hernando, Hillsborough, Pasco, Pinellas, Manatee, 
Sarasota, Charlotte, Lee, Collier, Martin, St. Lucie, Palm Beach, Broward and Miami-Dade. The 
remaining RWBs must use the Non-Metro figures. 
 

Where the poverty level for a particular family size is greater than the corresponding LLSIL figure, the 
Metro or Non-Metro figure is indicated in parentheses.  

 

The 100 percent table for the LLSIL may be modified to calculate any locally determined values for 
prioritizing service or eligibility (i.e. 200 percent of LLSIL would multiply the 100 percent value times 2 for 
the appropriate family size). 

 

 

 



 

CareerSource Florida Crown Submitted April 292016      98| Page      
  

ATTACHMENT D 

CAREERSOURCE FLORIDA CROWN POLICY 
 

POLICY TITLE: WIOA INDIVIDUAL TRAINING ACCOUNT (ITA)   

         

POLICY NUMBER:  OPS-005-02   DATE EFFECTIVE:  MAY 17, 2002 

 

             DATE REVISED:  August 31, 2015 

             

APPLICATION 

CareerSource Florida Crown (CSFC) employees, contractors, providers and customers. 

PURPOSE: 

To establish procedures for the usage of Individual Training Accounts (ITAs). 

POLICY: 

Individual Training Accounts (ITAs) shall be utilized to provide training services to WIOA customers. The 
ITA will be developed after consultation with a Career Manager/Specialist. Limitations on ITAs exist 
regarding eligibility, program choice, coordination of funds, duration, support services, and needs based 
payments.  Florida State Policy requires that fifty percent (50%), of which we have a twenty-five percent 
(25%) waiver of all WIOA Adult and Dislocated Worker funds be allocated to Individual Training Accounts.  
Any deviation from this Policy will require a waiver from Workforce Florida. Nothing in this policy can be 
used to discriminate because of race, color, religion, sex, LGBT, gender reassignment, national origin, 
age, disability, political affiliation or belief, and for beneficiaries, applicants, and participants only, 
citizenship status.  CSFC complies with the ADAAA and Title VI and Title VII of the Civil Rights Act of 
1964, Title IX of the Education Amendments of 1972, and Sections 504 of the Rehabilitation Act of 1973, 
as amended, 29 U.S.C. 794 and as related to WIOA Title I-financially assisted programs and activities. 
 

ELIGIBILITY 

 

WIOA Section 134 (d)(4)(B) limits the use of WIOA funds for training services to instances when there is 
no or inadequate grant assistance from other sources available to pay for training costs.   Prior approval 
by appropriate authority is necessary before any funds are expended. 
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Trade Affected Workers will be provided assisted core services and referred to the local TAA Coordinator 
for core and intensive services. 
 

PROGRAM CHOICE 

 

Section 663.310 requires that, to receive training, an individual must select a program of services directly 
linked to occupations in demand in the area, based on performance information provided by the Career 
Center or Partner. The Targeted Occupation Listing is derived from the Occupation Forecasting 
Conference and can be located in the Five-Year Workforce Plan.  A State generated list of eligible 
providers along with performance information shall be made available to customers through the Career 
Center.  Customers, following assessment and consultation with a Career Manager/Specialist, may select 
a program based on the Targeted Occupation List mentioned above for which there is a job supply, and 
may select an appropriate training vendor from the CSFC Approved Training Vendor Listing  (also 
included in the Five Year Workforce Plan) or the State Approved Training List.  Career Managers must 
justify with a Case Note that they have counseled the Customer and that they have met the prerequisite 
requirements. 

 
COORDINATION OF FUNDS 
 
Section 134 (d)(4)(B) requires the coordination of training costs with funds available under other Federal 
programs.  To avoid duplicate payment of costs when an individual is eligible for both WIOA and other 
assistance, including a Pell Grant, section 663.320(b) requires that program operators and training 
providers coordinate by entering into arrangements with the entities administering the alternate sources of 
funds, including eligible providers administering Pell grants.  All sources of funds, including scholarships 
and excluding loans, shall be considered in determining a customer’s overall need for WIOA funds. 
Participation in a training program funded under WIOA may not be conditioned on applying for or using a 
loan to help finance training costs. 
 
The primary focus of our customer training and support funds shall be directed at employed worker 
services, with the remaining customer funds focused on High Skill/High Wage short duration training 
programs.  Part-time, employed students, who are traditionally not eligible for Federal Financial Aid, shall 
be given priority for training services.   
 
When the financial aid package together with the funds requested from the regional workforce 
development board are in excess of the required funds needed to meet the direct training and supportive 
service needs of the customer, the CSFC staff shall review and approve such a request.  
 
Section 663.320(c) permits a WIOA customer to enroll in a training program with WIOA funds while an 
application for Pell Grant funds is pending, but requires that the local workforce investment area be 
reimbursed for the amount of the Pell Grant used for training if the application is approved.  All sources of 
funds, including scholarships and excluding loans, shall be considered in determining a customer’s 
overall need for WIOA funds. Participation in a training program funded under WIOA may not be 
conditioned on applying for or using a loan to help finance training costs.  Since Pell Grants are intended 
to provide for both tuition and other education-related costs, the Rule also clarifies that only the portion 
provided (with Pell funds) for tuition is subject to reimbursement. 
It is important to note that the Pell Grant is not school-based; rather, it is a portable grant for which 
preliminary eligibility can, and should, be determined before the customer enrolls in a particular school or 
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training program.  The application for determining eligibility and ultimately the amount of the grant, should 
be readily available at all Career Centers for assistance in the completion of these ``gateway'' financial aid 
applications (should remain with the training institutions). 
 
DOCUMENTATION 
 
It is mandatory that Career Managers/Specialists must document, each academic year, through the use 
of: 

· the customer’s financial aid award letter,  
· a copy of the customer’s training budget (referred to as the Cost of Attendance budget) 

developed by the training vendor,  
· statements on the ISS that WIOA funds are awarded in coordination with other financial 

assistance.   
 

All of the items listed above are necessary to document fund coordination. 
 
In the cases where a program is not eligible for Pell/HEA or other financial aid assistance, documentation 
shall be in the form of correspondence on the training vendor’s letterhead or a form letter signed by an 
agent of the training vendor that specifies that Pell/HEA funding is not available and that the customer 
is/is not eligible for any other assistance that the vendor has available.  The letter must include the 
specific program/programs for which there is no funding and be signed by a school official responsible for 
Pell/HEA or other financial aid assistance. 
 
Fund coordination shall be referenced on the ISS as stated above.  During the period that a Financial Aid 
Application has been filed, and the award letter or customer budget developed by the training vendor is 
unavailable, the following documents shall serve as “interim” documents demonstrating fund 
coordination:  
 

· An actual or electronic copy of the Financial Aid Application,  
· An actual or electronic copy of the SAR (Student Aid Report),  
· Any institutional forms provided by the training vendor.   

 
Any of the above documents can be supplied.  These documents serve only as interim documents, until 
such time that the Financial Aid Award letter is generated and on file.   

 
LOCATION OF DOCUMENTS 
 
All of the documents needed to demonstrate fund coordination will be located in the customer case files 
at the Career Centers.   
 
REQUESTING AN ITA 
 
When it has been determined that a customer will benefit from training services and an ITA is developed, 
the Career Manager/Specialist will complete the following in the customer case file: 

· The budget 
· The WIOA Application (MIS) and eligibility documentation 
· The WIOA Enrollment/Status Change Notice (MIS) and any documentation 
· All parts of the Individual Service Strategy (ISS) 
· The required fund coordination documents as listed above (or interim documents): 
 

v the customer’s financial aid award letter 
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v a copy of the customer’s training budget (referred to as the Cost of                  Attendance 
budget) developed by the training vendor,  

v statements on the ISS that WIOA funds are awarded in coordination with other financial 
assistance 

 
Once received the budget will be approved and forwarded to Finance.  All fund coordination documents 
will be placed in the customer’s file.  The WIOA Enrollment/Status Change Notice (MIS) should reflect the 
current status of the Pell application (field 30) and only include Pell Grant dollar amounts (field 31) when 
an award letter has been received. 
 
These documents shall be forwarded together.  The budget/ITA will not be considered for approval in the 
instances of incomplete documentation. 
 
Once the financial aid award letter is received by the customer and forwarded to the Career 
Manager/Specialist, it shall be forwarded to the customer’s file for inclusion.  At this time the WIOA 
Enrollment/Status Change Notice (MIS-2) will be completed indicating the Pell grant status (field 30) and 
actual award (field 31) as evidenced on the award letter.  These two items shall be forwarded together. 
 
 
 
DURATION 
ITAs will be limited in duration to a time period necessary to receive a two-year degree or certification 
(A.S., Certificate) and will be utilized when all other funding options have been exhausted.   

It is the intent of this policy to ensure that each customer who is determined eligible has the opportunity 
for training.  This opportunity for training includes a commitment to a specific training program that 
includes the completion of the training and employment in a related field as a final goal. 

The demand for training is always greater than the funding available.  Ensuring that CSFC pays for 
training for an individual only one time will insure that someone else will have the opportunity to receive 
training.  Each customer shall be limited to one ITA unless conditions exist which prohibit the completion 
of the agreed upon program.  The CSFC’s Executive Director shall grant approval of the issuance of an 
additional ITA. 
At the point of eligibility determination it is the responsibility of the Career Manager/Specialist to 
determine whether or not the client has received training from CSFC through JTPA or WIOA in the past.  

We have made an agreement with the customer to provide them training and they have concurred 
through their ISS and scholarship contract.  If they have failed to live up to their responsibilities to attend 
training, or otherwise self-terminated their participation, we do not have a continuing responsibility.  If they 
have completed but do not desire to work in the area of training, they must seek other training without 
WIOA funded training assistance. 

FISCAL POLICY FOR COVERED COSTS 
 
The Career Manager/Specialist shall work with the WIOA customer to calculate the total funding 
resources available as well as to assess the full “education and education related costs'' (training and 
supportive services costs) incurred if the customer is to complete the chosen program.  This also ensures 
both that duplicate payments of training costs are not made and that the amount of WIOA funded training 
is not reduced by the amount of Federal student financial assistance in violation of 20 U.S.C. 1087uu.  
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The CSFC/WIOA funds should be used to cover expenses that cannot be covered through other funding 
sources.  Other funding sources should be used to cover those “cost of attendance” needs, which cannot 
be funded through the CSFC or WIOA. 
 
Due to the above, the CSFC funds should in most cases be prioritized to cover those costs of tuition, 
books and fees required for the training program.  The customer will be made aware of the board’s right 
to amend the ITA based on changes in other available training resources.  Should funding permit, 
licensing/testing costs and other materials or equipment may be considered. 
 
The exact mix of funds should be determined based on the availability of funding for either training costs 
or supportive services, with the goal of ensuring that the costs of the training program the customer 
selects are fully paid and that necessary supportive services are available so that the training can be 
completed successfully. This determination should focus on the needs of the customer; simply reducing 
the amount of WIOA funds by the amount of Pell Grant funds is not permitted. 
 
The Occupational Skills Training expenses are submitted when the invoices are received from the training 
provider.  These consist of tuition, books and fees paid for each client.  These expenses are tracked in 
our accounting system specifying the Program Code (Adult – 10, DW – 12), the Cost Categories (Tuition 
Short-Term – 5110, Tuition Long-Term – 5111 and Books/Education - 5121. 
 
The WIOA Staff tracks ITA expenses through an Excel spreadsheet that summarizes total expenditures 
year to date in comparison to the budget cap.    
 
NOTE: FUNDS PER INDIVIDUAL CUSTOMER ARE CAPPED AT $9,000.00.  
 
The total amount to be spent on any program, regardless of length, will not exceed $9,000.  If an ITA will 
exceed the $9,000 2-year limit, prior approval must be obtained from CSFC’s Executive Director before 
implementation. 

 
BOOKS 
 
Books may be purchased through the ITA.   
 
OTHER TRAINING COSTS 
 
Those materials necessary for successful completion of the course not already covered by other sources 
(with the exception of books) can be provided via Purchase Order.   
 
SUPPORT SERVICES 
 
Support Services will be based on the availability of funds. 
  
RECORDING ITA INFORMATION 
 
When an ITA is established on behalf of an eligible WIOA client, ITA information must be recorded in 
Employ Florida Marketplace (EFM) in the client’s training activity record.  Required information includes: 
 

· Name and address of training provider; 
· Training occupation code and title; and 
· ITA training amount awarded. 
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**************************************************************************************************** 

Effective July 1, 2012, to implement legislative change, there is established a State ITA cost category that 
includes the following five sub-expenditure/sub-cost categories for awards using WIOA Adult and 
Dislocated Worker funds allocated to a regional workforce board. The following will be either a Direct 
Charge or an Indirect Charge in MIP to WIOA Adult/DW funding streams.   

 

1. Occupational skills training (OST): P.L. 105-220, s. 134(d)(i) (Direct) 

· Classroom training through eligible providers (including training for non-traditional employment). 
Allowable costs include tuition, books, and fees for individuals participating in classroom training.  

 

2. Other training services and activities through eligible providers or employers: P.L. 105-220, s. 
134(d)(ii)-(ix) (Direct) 

· On-the-Job Training (OJT)  
· Programs that combine workplace training with related education, which may include cooperative 

education programs  
· Workplace training programs operated by the employer 
· Skill upgrading and retraining  
· Entrepreneurial training 
· Job readiness training 
· Adult education and literacy activities in combination with the previous services 
· Customized training (employed worker training) conducted with a commitment by an employer or 

group of employers to employ an individual upon successful completion of the training.  

 

Allowable costs include any tuition, books, and fees for participants in any eligible training activity that 
includes a classroom based component. Allowable costs may also include LWDB expenditures for work-
based training such as OJT, skill upgrading and retraining, customized training, employed and incumbent 
worker training.  

 

3. Work Experience and Internships (WE&I) (Direct) 

· Subsidized employment and other employer provided training activities. Allowable costs include 
subsidized wages or stipends for participants in work experience or internships.  

 

4. Training Program Management (TPM) (Indirect) 

· Staff costs directly related to developing, implementing, or coordinating authorized training 
programs (not services to individuals) identified in bullets 1-3 above. Also included is any staff 
costs associated with developing, implementing, or coordinating regional training for eligible 
clients participating in training programs leveraged through other grants. “Other grants” may 
include US Department of Labor, Temporary Assistance for Needy Families and Pell grants. Staff 
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costs are limited to salaries and benefits.  

 

5. Training Case Management (TCM) (Indirect)   

· Staff expenditures directly related to case management and job placement services for clients in 
training (not clients seeking training). This includes staff expenditures associated with the 
provision of support services to individuals while they are in training. Staff costs are limited to 
salaries and benefits.  

 

It should be noted that: 

· The State ITA cost category and its five sub-cost cost categories only apply to expenditures 
funded under the adult or dislocated worker grants. 

  

· The time that a staff member spends providing core and intensive services to an individual prior 
to their enrollment in training must be charged to core or intensive services as appropriate.  
These amounts are estimated by the Program Manager as we have no mechanism in place to 
capture this data to its exact amount. 

 

 

SUPPORTIVE SERVICES COSTS RELATED TO THIS COST CATEGORY AND ITS SUB-
COST CATEGORIES ARE NOT INCLUDED IN THE STATE ITA DEFINITION AND ARE 
NOT TO BE INCLUDED IN THE EXPENDITURES REPORTED UNDER THIS COST 
CATEGORY AND ANY OF ITS SUB-COST CATEGORIES. 

ACTION 

 

All CSFC employees, contractors, providers and customers will adhere to this policy. 

 

Approved: Robert Jones, MPA        
           Robert Jones, Executive Director 
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ATTACHMENT E 

CAREERSOURCE FLORIDA CROWN POLICY 
 

POLICY TITLE: ON THE JOB TRAINING PROGRAM POLICY (OJT) 

         

POLICY NUMBER:  OPS-009-02       DATE EFFECTIVE:  MARCH 3, 2003 

  DATE REVISED:   August 31, 2015   

 

APPLICATION: 

CareerSource Florida Crown (CSFC) employees, contractors, providers. 

 PURPOSE: 

On-The-Job Training (OJT) is intended to be used as a transitional tool to assist the customer in 
completing his/her development to unsubsidized employment. 

An employer conducts OJT in a work environment designed to meet the training needs of an individual by 
providing instruction and supervision that could not be as effectively provided through other training 
approaches. OJT leads to employment opportunities that enable the customer (trainee) to become 
economically self-sufficient and leads to occupational development and upward mobility. 

 

ABBREVIATIONS: 

ED  Executive Director 

OJT  On-The-Job Training (Work Experience) 

CM/S  Career Manager/Specialist 

DF  Director of Finance 

OM  Operations Manager 

CSFC  CareerSource Florida Crown 

 

RESPONSIBILITY 

A. CareerSource Florida Crown: 
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1. CSFC will develop OJT employment positions, evaluate prospective employers and negotiate the 
terms of the OJT. 

 

2. CSFC will ensure that the negotiated contract and the implementation of such contract comply 
with all applicable federal/state regulations.  The OJT contract will be monitored at least once 
during the contract period by the CSFC Contract Monitor in accordance with CSFC monitoring          
procedures. 

 

3. A member of the CSFC staff representing case management will visit the worksite for the purpose 
of technical assistance, counseling, monitoring and evaluation at a minimum of two (2) weeks 
after placement of the customer (trainee), and every two (2) weeks thereafter during the contract 
period in conjunction with payroll.  If the minimum retention period stated in the OJT Agreement is 
sixty (60) days or longer, a CSFC representative will continue monthly visits until the end of the 
retention period.  The CSFC representative will maintain appropriate case notes for entry into the 
client’s file.   

 

4. CSFC will maintain a log of executed contracts.  The value of OJT contracts issued cannot 
exceed the OJT Budget for that Program, Grant, etc., without the approval of the OM, DF and ED. 

 

OJT Employer: 

 

1. The employer who enters into an OJT contract must abide by all the provisions of the OJT 
program which are incorporated by reference, and made a part of the contract. 

 

2. CSFC will only negotiate cost-reimbursable OJT contracts with an employer.  The employer will 
submit a bi-weekly invoice for payment to the CSFC/DF.  The invoice shall include copies of time 
sheets and pay sheets for each employee. 

 

3. During the training period, the Employer will inform CSFC of any worksite problems that are not 
satisfactorily resolved between the Trainee and the Employer. 

 

4. During the training period, the Employer will pay a minimum salary of fourteen dollars and fifty 
cents ($14.50) per hour to Trainee.  CSFC will not pay FICA or benefits paid to the trainee. 
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5. OJT will be limited to the time required for the trainee to become proficient in the training 
occupation but will not exceed ninety eighty (90) days, forty (40 hours per week maximum).    

 

B. OJT Trainee: 
 

1. The Trainee will put forth his/her best efforts to acquire all skills set forth in the Training Outline 
and to fulfill all work requirements. 

        

2. During the training period, the Trainee will inform CSFC of any worksite problems that are not 
satisfactorily resolved between the Trainee and the Employer. 

 

POLICY 

 

A. All OJT Trainees must be determined program eligible by CSFC and enrolled prior to beginning 
OJT. 

 

B. The Trainee may not be charged a fee for placement with an Employer. 

 

C. Written OJT terms of agreement/requirements, under which trainees are enrolled, will be made 
and entered into between the Employer, the Trainee and CSFC. Copies of the terms will be 
provided to the CSFC Contract Monitor. 

 

D. OJT is permitted for occupations which are consistent with the Trainee’s capabilities and training 
needs.  OJT is not appropriate for: 

 

1.  Occupations in which wages are dependent on a commission, piece  

      work or an incentive; and/or  

2.   Seasonal occupations; and/or 

3.   Professional occupations requiring a license; and/or 

4.   Individuals on lay-off from the same or any substantially 

      equivalent job or the employer has terminated any regular 

      employee or otherwise reduced its workforce with the 
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      intention of filling the vacancy with an OJT participant. 

5.   Occupations which require no training;  

6.  OJT reimbursement to employers will not exceed more than 50% of the     trainee’s wages and 
the training will not exceed ninety (90) days. 

 

E. OJT programs will be negotiated in both the public and the private sectors. 

 

F. In establishing OJT programs with a prospective employer, CSFC will negotiate to reimburse the 
Employer only the extraordinary costs associated with training participants and compensation in 
accordance with the lower productivity of trainees. 

       

G. CSFC will negotiate to reimburse the Employer for training costs which do not exceed the 
equivalent of fifty percent (50%) of the wages paid to the Trainee for the duration of the contract 
up to a maximum reimbursement of thirteen dollars ($13.00) per hour. 

 

H. That reimbursement applies only to a maximum of forty (40) hours per week.  The minimum 
reimbursable hours per week for adults is thirty (30) hours, fifteen (15) hours per week for youth, 
and for persons with disabilities the minimum number of hours per week is negotiable based on 
the trainee’s capabilities.  Overtime hours will be reimbursed, but only based upon the base 
salary, not overtime multipliers.  (1997 Waiver Approval eliminates the requirements for 
employers to track non-regular payments and paid holidays separately.) 

                    

I. Wage increases for OJT Trainees which the Employer agrees to implement during the training 
period will be included in the terms of the contract. 

 

J. CSFC will not negotiate a contract with an Employer who is involved in a labor dispute, has 
employees in active layoff status, or is in violation of Davis-Bacon Labor practices. 

 

K. CSFC will negotiate a contract with an Employer who is covered by a                                                                                 
collective bargaining agreement only with the concurrence of the bargaining agent involved. 

 

L. No contract will be negotiated, or Trainee placed, with an employer                                that 
discriminates in its training or hiring practices because of race, color, sex, national origin, religion, 
physical or mental disability, political beliefs or affiliations, age, or because of their participation in 
Federal Grant Programs. 
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M. CSFC will ensure that the Employer provides the Trainee, at the Employer’s expense, with all 
fringe benefits that are provided to the Employer’s other similarly situated employees; for example, 
health insurance, vacations, sick leave and retirement benefits. 

 

N. CSFC will negotiate contracts with Employers that provide all employees with workers’ 
compensation or other fully comparable insurance prior to the execution of the contract.  
Appropriate documentation of such insurance must be provided to CSFC at the time the contract 
is executed. 

 

O. CSFC will not negotiate a contract if the implementation of that contract would displace any 
current employee, or infringe upon the promotional opportunities of any current employee. 

 

P. CSFC will not negotiate a contract with an Employer that has relocated from another area in the 
United States within the last 120 days, if, by relocating, any employees experienced a layoff. 

 

Q. The period of reimbursement to the employer under an OJT agreement shall not exceed ninety 
(90) days or 520 hours of training. Should the participant’s hours be less than full time and the 
total hours worked at the end of the 6 month period is less than 500 hours, that participant may 
remain in OJT until 499 hours have occurred.  

 

R. Trainees will be placed in OJT only after assessment, testing and counseling indicate a need for 
and ability to benefit from the training specified in the contract Training Outline. 

                            

S. Trainees will begin training under a contract only after eligibility has been established and a 
contract has been signed between the CSFC/ED and the employer.  

 

T. CSFC may provide Trainees with supportive services (based on availability of funds) not available 
from other sources that are needed to enable them to successfully complete training. 

 

U. A listing of special tools, books and supplies must be provided to CSFC prior to employment by 
the employer.  The CM/S negotiating the contract will identify and prepare a request to the CSFC 
Contract Monitor for consideration and/or approval.  Allowances for tools must have prior written 
justification and approval of the OM or ED.   

 

a.  An agreement must be prepared between the Employer and the   customer (trainee) 
concerning care and disposition of the tools should the customer (trainee) not be employed 
following training. 
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b. A clothing allowance may be approved based on need and a       justification that without 
the appropriate clothing the customer (trainee) would face further barriers to employment. 

 

V. The CM/S will evaluate the progress and quality of training on a regular basis. 

 

W. OJT Contracts may be made with businesses and agencies who are represented on the CSFC 
Board of Directors provided that all policies included herein are followed and provided the CSFC 
member does not influence the site selection or participant intake process.  CSFC members must 
abstain from voting on any issue brought before CSFC in which a conflict of interest may exist or 
appear to exist. 

 

X. An Employer deemed to be abusing the OJT program will be examined in the following instances:     

 

1. High turnover of personnel; 

2. Not retaining Trainee at the end of training and/or within the minimum retention period; or 

3. Any reported failure to pay the Employee properly, etc. 

 

Should any of the foregoing occur: 

 

1. The CM/S will notify the OM in writing of the problem(s) encountered and 
recommendations suggested. 

 

2. A management decision will be made whether to monitor the observation further and/or if 
an investigation is needed. 

 

C. Management recommendations may include but are not limited to: 
 
1. Advise the customer of their rights; 
2. Use the Employer with limitations; 
3. Counsel with Employer and develop a corrective action plan; 
4. Follow up within a specified time frame to insure corrective action has been taken; 
5. Cease contractual relationships with the Employer, and/or any other sanctions/corrective actions 

authorized by  law. 
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D. CSFC will track and assess the employers’ records of training and entry into unsubsidized 
employment.  At a minimum, the system should track the following: 

 

1. Dates participants entered OJT training and unsubsidized employment. 
2. Participant’s beginning training wage.  
3. Identification of employer. 
4. Date of completion of training and/or entry into unsubsidized employment. 
5. Participant’s employment status at the 26th week following training if still employed with OJT 

training employer. 
6. Reason participant left if not still employed with OJT employer at the 26th week follow-up. 

 

7. An assessment shall be made by CSFC staff periodically, but not less than once every six 
months for each employer to determine the success rate of the employer.  At a minimum the 
assessment must include: 

 

a) Identification of the OJT employer. 
b) Number of OJT participants enrolled. 
c) Number of successful placements. 
d) Number of participants with neutral terminations (death, participant quitting, 

participant fired for cause, etc. 
e) Adjusted enrollment:  The number of participants enrolled minus the number of 

neutral terminations. 
f) The percentage of successful participants:  the number of successful participants 

divided by the number of adjusted enrolled. 
g) The percentage of unsuccessful participants:  the number of unsuccessful 

participants divided by the number of adjusted enrollment. 
h) The percentage of successful participants with hourly wage losses. 

 

E. General:    

1. The OM or CM/S will conduct an evaluation of the prospective employer. 
 

2.   NOTE:  The OM or CM/S must determine that the Employer can         

       provide the necessary training and a commitment to retain the        Trainee. 

 

3.    The Trainee must have a need for training in this occupation based on the past work and 
training history.  If the Trainee has related training or experience, a written rationale for 
training needs, approved in advance by the OM must be placed in the case file with a 
copy to the OM prior to execution of the contract. 
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4. The routing system for executing the contract is as follows: 

 a. The CM/S will negotiate the contract ensuring that all  

guidance contained herein is adhered to. The CM/S will    present the proposed 
contract to the CSFC/ED.  

 

b. Once approved the CSFC/ED, or CM/S preparing the contract will create three (3) 
originals for signature. 

 

c. An official of the Employer manually signs and dates the three (3) original contracts 
in the appropriate space. 

 

d. The Trainee signs and dates the three (3) original contracts in the appropriate 
space. 

 

e. After the Employer and Trainee have signed the Contract, it is  

        forwarded to the OM and then the DF for review. 

 

 f. The DF will: 

1). insure funds are available in the program;       

2). encumber such funds as necessary; 

3). initial Contract to acknowledge fund availability approval and 

4). forward to ED for final approval and signature. 

 

APPLICATION: 

All CSFC employees, contractors and providers will adhere to this policy. 
 
Approved: Robert Jones, MPA                  
Robert Jones, Executive Director 
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ATTACHMENT F 

CAREERSOURCE FLORIDA CROWN POLICY 
 

POLICY TITLE: WELFARE TRANSITION PROGRAM (WTP) AND TEMPORARY 
ASSISTANCE FOR NEEDY FAMILIES (TANF) 

POLICY NUMBER:  OPS-011-02  DATE EFFECTIVE:  April 23, 2003 

      DATE REVISED:   September 4, 2015   

APPLICATION 

Customers, Career Managers/Specialists, Supervisors, Program Managers and all other CareerSource 
Florida Crown (CSFC) staff who work with WTP/TANF program participants. 

 

PURPOSE 

For the assurance of compliance with all Federal and State guidelines and regulations, as applicable, to 
workforce programs.   

 

DEFINITIONS: 

CSFC – CareerSource Florida Crown 

WIOA – Workforce Innovation And Opportunity Act 

WTP – Welfare Transition Program 

TANF – Temporary Assistance to Needy Families Program 

 
PROGRAM PURPOSE: 
 
It is the purpose of the WTP to prepare workers for employment. 
 
1. Referral and Eligibility - The Florida Department of Children and Families (DCF) shall determine 
eligibility for WTP participants, and will refer eligible participants to Career Center Supervisors through 
electronic alert.  Supervisors will review and assign these alerts (called Case To Do’s) on a daily basis.  
Services will be provided to enable eligible participants to obtain employment leading to economic self-
sufficiency.  Although DCF customers residing outside of our four-county region have the option to 
choose a CSFC office within our region, CSFC can only provide universal services (resource room) to 
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these customers.  All customers residing within our region will receive a full range of services, including 
supportive services, depending on available funding. 
 
 
Timeliness of customer contact after receiving incoming ‘Alert’ from the DCF is no later than five (5) 
working days. 
 
2. Orientation shall be provided to all eligible WTP participants either on-line or individually, as 
circumstances require.  The orientation will stress at least four major points: (1) the benefits and 
advantages of working, (2) personal responsibility, (3) the temporary nature of cash assistance, and, (4) 
available Career Center services. The information must include the rules WTP participants must adhere 
to in order to be eligible to continue receiving cash benefits and in order not to be sanctioned or to have 
their case closed.  CSFC staff shall also describe services available to participants from other Providers 
and Career Center Partners. Orientation shall be offered at all Career Center locations.  Orientation shall 
be provided to customers who obtain employment as well as those referred for more intensive services.  
All contact between case manager and customer while in program must be entered into OSST at time of 
contact.  
 

3. Individual Responsibility Plan (IRP) – An IRP shall be made available to all Welfare     Transition 
participants.  An IRP is required for everyone receiving Temporary Cash     Assistance (TCA).  IRPs will 
be initiated, completed and reviewed within thirty (30) days of the receipt of the new case, reopen or 
transfer “to do” and preferably within fourteen (14) days.  Steps to Self Sufficiency will be updated at a 
minimum of once every thirty (30) days and preferably at the time an update becomes necessary.  The 
IRP will be reprinted for Customer signature every ninety (90) days.  A Case Note is to be entered by the 
Career Manager after review of the IRP with the participant and additional Case Notes entered when any 
appropriate updates are made to the IRP.   

 

 a. CSFC staff shall provide assessment, screening and a review of job readiness criteria to 
determine whether a WTP participant should be referred for individualized job 
development and career management or other intensive services. CSFC staff shall 
ensure that initial assessments are conducted on all individuals to be referred for 
intensive services. Information collected during the initial assessment shall be recorded in 
the electronic and/or hard copy files.  Initial assessments must assess all required 
elements outlined in federal law which are the participant’s skills, employability and work 
experience and may include TABE testing, Applicant Self-Assessment and Interest 
Survey for the development of an Individual Responsibility Plan (IRP).  E-Choices may be 
used, if necessary, but is not required.    

 
b. Assessment is to be carried out with a specific purpose – the development of customized 

IRP’s, or in the case of deferred participants, Alternative Plans.  The basic elements 
required in an IRP are:  identifying the activities the participant is required to complete, 
identifying the number of hours a participant is required to complete in each activity, 
identifying the anticipated end dates or completion dates of activities, identifying services 
provided to participants, education and employment short and long term goals, barriers 
and steps to self-sufficiency which will be updated monthly.  Commencing August 2011, 
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an end-of-month entry is to be made on each customer’s IRP summarizing whether or 
not they met their monthly requirements with their Career Manager.  Case Notes are to 
continue to be entered at the time of each appointment with the customer that sets forth 
the next appointment date. 

 
Prior to July 1, 2011, paper Customer Assessment forms signed by the customer and 
placed in the file was sufficient in conjunction with the information entered on the IRP.  
From July 1, 2011 forward, the paper Customer Assessment form will no longer be 
accepted and assessment information should all be entered on the appropriate OSST 
screens.  In the event the State database system is not operational, paper 
assessments/IRP may be completed but must be entered into the State database as 
soon as it becomes operational again. 
  

c. A participant in a work activity may also be encouraged to enroll in and attend a course of 
instruction required to increase literacy skills to a level necessary for obtaining or 
retaining employment, provided that the combination of activities does not exceed 40 
hours per week. 

 
d. State Reporting System IRP will be used as well as local tools. 
 

4. Countable Activities – Federal law requires that the State meet a specified participation rate each 
fiscal year in order to receive federal funding.  In order to meet the federal work participation rate, 
each individual must be engaged in a countable work activity for at least the minimum number of 
hours required per week. 

Countable work hours and participation for Welfare Transition Program customers may be waived during 
a declared emergency. 

 

CSFC staff shall be responsible for the provision of the following WTP approved work activities, as 
applicable, in accordance with State, Federal and Local rules and regulations: 

a. Work Registration 
b. Orientation and Assessment 
c. Case management and Tracking 
d. Individual Responsibility Plans/Alternative Plans 
e. Job Search Assistance 
f. Job Readiness Assistance/Employment Preparation (Job Club) 
g.       Life Skills Enrichment Workshops 
h.    Community Service Work Experience (CWEP) 
i. Vocational Education or Training 
j. Unsubsidized or Subsidized Employment 
k. GED Preparation or Literacy Education 
l. Work Supplementation 
m. On-the-Job Training (OJT) 
n. Work Experience Combined with Education 
o. Customized Training /Job Skills Training 
p. Job Development, Job Placement and Follow Up  
q. Coordination with Domestic Violence Agencies on Safety Plans 
r. Relocation Assistance 
s. Post-Employment Services 
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t. Education services related to employment for participants 19 years of age or younger 
(restricted to those who do not have a high school diploma or High School Equivalency 
Diploma, and the activity shall be coordinated with School-to-Work activities. 

u. Attendance at a high school or GED program for participants 19 years of age or younger; 
and 

v. Providing child care services for another Welfare Transition participant who is 
participating in Community Service Work Experience. 

 

In the event a WTP participant is work ready but could simultaneously benefit from job-related seminars, 
substance abuse counseling, domestic violence counseling, including a safety plan (refer to local 
community provider for development of safety plan and other related services) or mental health 
counseling and/or education, these services may be provided in conjunction with work or assignment to a 
work activity. CSFC staff shall document any such determinations and shall make appropriate referrals for 
these additional services. 

 
WTP participants who are work ready shall be placed in Job Search and Employment Preparation 
as a countable activity is limited to four consecutive weeks in a rolling 12 months or 120 
hours in a rolling 12 months if the parent is a single parent with a child under the age of 6 
and 180 hours in a rolling 12 months for all other families.  
 

Job Search and/or Job Readiness, as a countable activity is limited to no more than four (4) consecutive 
weeks. 
 

WTP Participants who are not “job ready” shall not be referred to employers, but rather, shall be 
assisted in overcoming their identified barriers to employment and will be placed in other countable 
activities, including training. 

 

5.  Projecting Employment Hours – Hours of participation can be projected for paid activities for up to 
six (6) months based on documented actual hours of work during a participant’s first full pay cycle and 
receipt of a closure alert from Florida. 

 

Career Manager shall verify actual hours of employment from documentation that includes: 

 

 a.  Proof of employment with wage rate and hours; 

 b. Pay stubs; 

 c. Timesheets; 

 d. Copies of checks; and/or 
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 e. Other payment forms submitted by the work eligible individual.   

 

Case Notes will be entered on projected hours of employment to include: 

 

· The job for which hours are being or were projected; 
· The date documentation of a full pay cycle was received; 
· The number of hours on the documentation and the number of hours to be projected; and 
· The duration (list start and end dates) in which the hours are being projected. 

 

A paystub may reflect that a participant worked an odd number of hours for a particular pay cycle.  For 
instance, the participant is paid bi-weekly and the paystub reflects that they worked 91 hours for the two 
week period.  It is not appropriate to round 45.5 hours to 46 for each week.  46 hours must be entered for 
one week and 45 hours for the other.  The hours entered for the second week would be the hours 
projected for each week thereafter (45).   

6. Exemptions from Work Activity Requirements – Individuals are required to participate in a Welfare 
Transition work activity as a condition of continued eligibility for Temporary Cash Assistance unless they 
meet an exemption.  Provider is to alert DCF when an exemption is granted upon receipt of required 
documentation.   

 

The Region defines good cause as a good reason for not complying with assigned activities/appointment, 
returning required documentation as verified with corroborating documentation such as, but not limited to, 
medical/legal documentation for self or children, incarceration, death in the immediate family or 
hospitalization of self or children. 

 

Each individual must participate in an appropriate countable activity for no more than the maximum hours 
allowable under federal law.  Deferred participants will be assigned appropriate activities under an 
Alternative Plan.  Medically deferred customers are required to provide an updated Medical Verification 
form signed by their physician every ninety (90) days.  The Medical Verification form is the only 
acceptable documentation for approved medical deferment within this program.  CSFC can require forty 
(40) hours of participation per week, at the Career Manager/Specialist’s discretion, based upon the 
activity assigned. 

 

Transportation is not considered a “good cause” deferral for lack of participation in work activity 
requirements. 
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Work activity requirements for Welfare Transition Program customers may be waived during a declared 
emergency. 

 

7. SUPPORTIVE SERVICES - CSFC STAFF WILL COORDINATE AND MANAGE THE 
PROVISION OF SUPPORT SERVICES WELFARE TRANSITION CUSTOMERS AND OTHER 
CUSTOMERS WHERE A FUNDING SOURCE ALLOWS.  SUPPORT SERVICES MAY INCLUDE, 
BUT ARE NOT LIMITED TO CHILDCARE, TRANSPORTATION, CLOTHING AND CAR REPAIR 
(TIRE LIMIT $300.00 MAXIMUM).  SUPPORTIVE SERVICES WILL BE PROVIDED IN 
ACCORDANCE WITH THE CSFC SUPPORTIVE SERVICES POLICY #OPS-001-02. 
 
8. Special WT Programs –CSFC staff has developed internal procedures in accordance with the State 
and WTP requirements in order to implement the following mandated programs/policies: 

 

A. Up-Front Diversion Program - For WTP participants not needing on-going temporary 
cash assistance, but, to meet an immediate need such as unexpected shelter or utility 
payments, car repairs to continue employment or need for other services to alleviate the 
emergency and allow the person to obtain employment with a benefit paying company.   
A Verification of Employment letter is required. Participants applying for up-front diversion 
must have applied for TCA but not yet received their first month’s benefits. 

In the event that a WTP participant is placed in unsubsidized employment by CSFC 
staff through up-front services, CSFC staff shall continue to work with the participant 
through post-placement follow-up contacts and retention services.  

Participants receiving up-front diversion may not receive cash assistance for three (3) 
months from the date of the up-front diversion payment.  DCF can waive this time limit 
upon presentation of an emergency situation. 

B. Relocation Program: 
· Total reimbursement will not exceed $3,000; 
· Be a recipient of Temporary Cash Assistance who meets relocation eligibility criteria; 
· Not likely achieve economic self-sufficiency in the current community or residence; 
· Has secured a job in the community s(he) wants to relocate to which will provide 

increased wages or improved benefits or has a family support network that will 
contribute to job retention in another community; 

· Wage rate must be comparable to the Lower Living Standard as defined by the 
Federal Guidelines 

· Is a victim of domestic violence who will experience reduced incidents of further 
violence due to relocation; and/or 

· Can obtain education or training directly related to the individual’s employment or 
career advancement; 

· Customer must relocate within twenty-one (21) days of payment except when 
domestic violence is claimed.  In cases where domestic violence has been claimed, 
relocation is to be immediate;  

· Case Managers will complete a 90-day follow-up using appropriate follow-up form or 
Case Note; 
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· Relocation Assistance is not limited but subsequent relocation applications must be 
evaluated. 
 

Florida Statute 445.021 states families receiving Relocation Assistance may obtain TCC. 
Obtaining employment is a critical component of the Relocation Assistance process.  
Once the individual arrives in the receiving community and has requested services from 
the receiving Career Center, (s)he may receive 30 days of job search childcare if (s)he is 
not employed. The individual who receives Relocation Assistance and is not employed 
may receive TCC only if employment is obtained within 90 days after receipt of the 
Relocation Assistance.     

 
C. Severance Program - A cash assistance severance benefit may be available to 

customers as an alternative to receiving on-going Temporary Cash Assistance for 
customers who are determined eligible.  Those customers may receive up to a one-time, 
lump-sum payment of $1000 in lieu of on-going cash assistance payments and continue 
to receive Food Stamps, Medicaid, and child care, if eligible.  Eligible customers: 
· Are working and receiving earnings; 
· Expect to remain employed for at least 6 months; 
· Received TCA in Florida at least 6 consecutive months and must be eligible for 

ongoing TCA; 
· Choose to receive a one-time, lump-sum payment; 
· Provide employment and earnings information; 
· Makes the request prior to receiving the last month of cash assistance; 
· Sign an agreement not to apply for or accept cash assistance for 6 months, unless 

there is an emergency. 
 

All requests for Upfront Diversion, Severance and Relocation are forwarded to the Executive 
Director for adjudication. 

9. Transition Program: 
A. Transitional Childcare:  Transitional Childcare may be available for up to two (2) years 

(at the discretion of Gateway Coalition) to Welfare Transition participants who leave the 
WT program with employment, to applicants of TCA who are diverted from on-going cash 
assistance through Up-Front Diversion, and to Relocation Assistance recipients.  Former 
recipients of TCA, Relocation Assistance recipients and diverted applicants of TCA must 
meet general eligibility criteria to receive TCC: 
· Individuals must be employed;  
· A child under the age of 19, included in the grant calculation, must remain in the 

home. This includes children who would be included in the grant except the child 
receives Supplemental Security Income (SSI); and 

· The family’s income must remain below 200% of the Federal Poverty Level at all 
times. 

· The family has a need for TCC. 
         

It is the customer’s responsibility to follow up on Childcare Referrals.  Under no 
circumstances will a Childcare referral be backdated.                  

        

B. Transitional Education and Training – In order to assist former recipients of temporary 
cash assistance who are working or actively seeking employment in continuing their 

http://aspe.hhs.gov/poverty/poverty.shtml�
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training and upgrading their skills, education, or training, support services may be 
provided for up to two (2) years after the family is no longer receiving temporary cash 
assistance.  This does not constitute an entitlement to transitional education and training.  
If funds are not sufficient to provide services under this section, CSFC may limit or stop 
transitional education and training benefits. 

 

While Transitional Education and Training must be job-related, it does not have to be 
related to the current employment.  It may include training to improve job skills in an 
existing area of employment or may include training to prepare for employment in another 
occupation. 

 

C. Transitional Transportation - Transitional Transportation (gas cards) can be used to 
assist former recipients of Temporary Cash Assistance in maintaining and sustaining 
employment.  If funds permit, transportation may be provided for up to three (3) months 
after the participant is no longer in the program.  This does not constitute an entitlement 
to transitional transportation.  Transitional transportation assistance must be work or 
education related. 

 

10.  Individuals with Disabilities Program - CSFC staff shall refer WTP participants who may have 
disabilities that limit their work activity compliance to Vocational Rehabilitation. This service begins at 
Orientation with information provided by a representative from the Division of Vocational Rehabilitation 
(DVR), which is located at the Career Centers.  Appointments can be immediately scheduled for a 
confidential interview to pre-screen the participant’s potential need for specialized services that will assist 
them with identifying their capacity for obtaining economic self-sufficiency. DVR may require assessments 
to be completed to ascertain participant limitations. WTP participants must participate in these activities or 
comply with work activity requirements.  CSFC career management staff must work closely with DVR to 
ensure those participants receive the appropriate services, including application to the Social Security 
Administration for benefits.   

 
11. Request for Sanctions 

 
CSFC staff will counsel welfare transition customers in accordance with State guidelines, prior to making 
any recommendations to the DCF to apply sanctioning. 
 

a.   Non-compliance without good cause must be reported to the DCF through the One- 
Stop System Tracking (OSST) System in a timely manner.  

b. The DCF will take action to impose the penalty based on the penalty level entered under the 
Alternative Plan section of OSST. 

c. Notice of Failure to Participate and Possible Sanction Form 2290 will then be generated and 
must be mailed to the participant to let them know what they failed to do and when they failed 
to do it.  Program staff must initiate the pre-penalty process at the time the failure occurs, 
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including entry into the OSST system. 
d. The participant must be given ten (10) calendar days after the dated mailed on the Form 2290 

to respond, with oral contact via telephone or face to face to be attempted, annotated in 
record, during the conciliation period.   

e. If there is no response to the 2290 within ten (10) calendar days a sanction must be 
requested.  

f. If the participant responds to the 2290 within ten (10) calendar days CSFC staff must counsel 
the individual regarding the consequences of noncompliance. A discussion regarding barriers 
to participation and needed services to remove these barriers should also take place.  The 
counseling session can take place over the phone; however it must be documented in the 
case notes in the OSST System.  A determination of good cause must be made at this time.  
An entry must be made in the case notes, which clearly states whether CSFC staff accepted 
their reason as good cause or not. 

g. Program staff should ensure case notes are entered into the OSST System identifying 
interactions with participants. 

 
 
 
 

12. Reporting Suspected TANF Fraud: 

 

Federal regulations and Florida Statutes describe the process for reporting complaints and/or reports of 
criminal fraud and abuse.   

 

Pursuant to Section 409.325/414.41, Florida Statutes, fraud is described as, “Any person who knowingly 
fails by false statement, misrepresentation, impersonation, or other fraudulent means, to disclose a 
material fact used in making a determination as to such person’s qualifications or receive aid or benefits 
under any state or federally funded assistance program, or fails to disclose a change in circumstances in 
order to obtain or continue to receive under such program aid or benefits to which he is not entitled…, or 
who knowingly aids and abets another person in the commission of any such act…”. 

If it is suspected or becomes apparent that fraud has been committed, DCF shall be immediately notified 
as well as the Department of Law Enforcement at (850) 410-7001, when applicable. 

 

13. All Family Participation Rate: 

 

For the family to be included in the numerator of the all-family participation rate,  

 
· At least one work-eligible parent must complete at least 130 hours in a combination of countable 

work activities. At least 87 hours in the month must be in a core or combination of core activities; 
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· UNLESS 
 

• The family is a single parent family with a child under the age of six. The family will be 
included in the numerator of the all-family participation rate if the work-eligible parent 
completes at least 87 hours in a core or combination of core activities during the month.  

• The family is a single parent family with a teen parent head of household that does not 
have a high school diploma or a High School Equivalency Diploma. The single parent will 
be included in the numerator if (s)he participates satisfactorily in a secondary program or 
87 hours in education directly related to employment during the month.  

• The family is a two-parent family with two teen heads of households that do not have a 
high school diploma or equivalency. The parents will be included in the numerator if the 
parents attend 87 hours per month in either education directly related to employment or 
in a secondary educational program.  

 
A new Section 12, Two-Parent Family Participation Rate, is added to read: 
 
 
14. Two-Parent Family Participation Rate:  
 
If the family has two work-eligible parents, the family will be included in the denominator of the two-parent 
participation rate in addition to the all-family participation rate.  This does not include a two-parent family 
where one of the parents has a documented limitation to participation that will last greater than thirty (30) 
days and the documentation is indicated in the Department of Children and Families data entry system or 
the One-Stop Service Tracking (OSST) system.  The indicators in OSST are: 
 

· Medical Deferral – Greater than 90 days; and 
· Alcohol, Drug, Mental Health Deferral – Greater than 90 days. 

 
The family will be included in the numerator as “participating” if the family complies for the minimum 
number of required hours based on the receipt of childcare and teen parent status.  Hours of participation 
recorded for the two parents are combined for credit towards the two-parent participation rate. 
 

· If the two-parent family receives subsidized childcare, the family must comply in at least 238 
hours per month combined (shared between the parents) in countable work activities. At least 
217 hours must be in a core or combination of core activities.  

· If the two-parent family does not receive subsidized childcare, the family must comply in at least 
152 hours per month combined (shared between parents) in countable work activities. At least 
130 hours must be in a core or combination of core activities.  

· If the two-parent family is made up of teen head of households (no high school diploma or High 
School Equivalency Diploma), the family is considered complying if each parent (regardless of 
the receipt of childcare) participates in at least 87 hours per month in education directly related to 
employment or in a secondary education program.  

 
It should be remembered that two-parent families are included in the all-family participation rate as 
individuals. So, at least one of the parents must meet the minimum work participation requirements for 
the all-family rate.  
 

15. Speakers of Other Languages: 
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Speakers of Other Languages - All assessments and tests are available in Spanish and Spanish-
speaking personnel are on staff. 
Translation Services shall provide for competent translation of written documents in a timely manner.  
Methods for providing these services include, but are not limited, to: 

a. Utilizing standard forms translated into the most regularly encountered languages for the 
service area. 

b. Accessing an Internet site containing standard forms translated into the languages most 
regularly encountered statewide. 

c. Utilizing computer translation programs when used and/or checked by a competent 
translator. 

d. By providing personal translators in the same manner as providing interpreters in Section 
VI(4)(A)(i-iv) subject to the same conditions stated in Section VI(4)(B-H).  However this 
does not mean using interpreters as translators.  Translator skills are different than 
interpreter skills and the provider should not assume that a competent interpreter is a 
competent translator.  Before using an interpreter to translate, the provider should 
confirm that the interpreter is competent in translation skills. 

e. The extent of the provider’s obligation to provide translation services can vary according 
to several factors, including, but not limited to, the nature of the services or benefits 
provided, the provider’s size and resources, the number of LEP language groups and the 
size of each LEP language group within its service area, the nature and length of the 
document, the objectives of the program, the frequency with which translated documents 
are needed, and the cost of translation.  The provider will be considered in compliance if 
it provides the following levels of translation services: 

(i) LEP language group ratio is 10% or greater:  For each LEP language group 
in which the eligible LEP clients constitutes ten percent or greater (<10%) or 
3,000, whichever is less, of the total population in its service area of eligible 
clients likely to be served, it is desirable, though not mandatory, to translate 
all relevant written materials for LEP groups, including vital documents.  At a 
minimum, all vital documents shall be translated.  Translation of other 
documents may be done orally, at the provider’s discretion, if needed.  
(However, see the exception in subparagraph 5(E)(iii) for groups equaling 
<10% but numbering less than 100.) 

(ii) LEP language group ratio is 5% or greater:  For each LEP language group in 
which the eligible LEP clients constitutes between five percent (5%) and less 
than ten percent (>10%) or 1,000, whichever is less, of the total population in 
its service area of eligible clients likely to be served, translate at a minimum, 
vital documents.  Translation of other documents may be done orally, at the 
provider’s discretion, if needed.  (However, see the exception in 
subparagraph 5(E)(iii) for groups equaling 5%>10%, but numbering less than 
100.) 

(iii) LEP language group less than 100:  Notwithstanding subparagraphs 5(E)(i & 
ii), for each LEP language group with fewer than 100 eligible clients within its 
service area likely to be served, no translation services need to be provided.  
However, the provider still needs to provide written notice in the languages of 
regularly encountered LEP language groups of the opportunity to receive 
competent spoken translation of vital documents.  For infrequently 
encountered languages, LEP clients may be noticed orally of their 
opportunity to receive spoken translation of vital documents at the time 
interpreter services are initially provided or according to the exception found 
in subparagraph (4)(H)(iii)(c).  Staff will ensure that an appropriate referral is 
made in the absence of translation services via the Career Center. 
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f. CSFC staff will receive annual training as to the community resources available to 
address LEP as well as other limitations due to a disability (see Consultation Paper 2-1-
1). 

 

ACTION 

All customers, Career Managers/Specialists, Supervisors, Program Managers and all other CSFC staff 
who work with WTP/TANF program participants will adhere to this policy. 

 

Approved: Robert Jones, MPA        
       Robert Jones, Executive Director 
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ATTACHMENT H 
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