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1) Executive Summary 
The Executive Summary should provide a coucise description ofthe eutirety ofthe plan. It 
should be able to function as a stand-alone document that describes the key themes, initiatives, 
and actions to be taken by the workforce investment board or regional workforce board during 
Program Year 2011 (July 1, 2011 - June 30, 2012). 

In support of the Indiana state workforce development system, Region 11 Regional Workforce Board 
(RWB) focuses on three priorities: 

(1) growing jobs in Indiana 
(2) increasing personal income of Indiana residents 
(3) delivering premier customer service 

Region 11 RWB will meet these priorities through activities that reinforce four goals: 
(1) to ensure Hoosiers understand and achieve occupational goals that advance Indiana's 

economy 
(2) to identify, align, and connect Indiana employers with qualified workers 
(3) to achieve a cohesive workforce investment system 
(4) to deliver optimal high quality and efficiency statewide 

Region 11 believes that collaboration among economic development, workforce development, and 
education partners is necessary in planning for the economic success of a community, region or state. 
Regional economic development is driven largely by a region'S ability to create and attract talent 
needed by current employers and by prospective employers who will be attracted to the region if it 
demonstrates the ability to provide a consistent talent supply. To support job growth, Region 11: 

(1) builds relationships with the business community to identify barriers to employment 
opportunities 
(2) works with business and training providers to support business attraction, expansion, and 
retention 
(3) utilizes accurate and timely labor market analyses to identify primary business sectors, 
regional in-demand and high wage occupations, and target employment sectors in Region 11 
(4) utilizes such labor market information to select and prepare for appropriate occupational 
goals that will advance both Region 11 and Indiana's economy and increase personal income of 
residents in southwestern Indiana. 

Region 11 continues to manage a cohesive workforce investment system through a delivery model that 
appears seamless to the customer and achieves all state and federal performance measures. To achieve 
this goal, Region 11: 

(1) delivers premier customer service while integrating all workforce services, regardless of 
funding source 
(2) documents the skills of Southwest Indiana's workforce in order to measure successful 
alignment of Indiana employers and qualified workers 
(3) ensures high quality and efficiency through continuous review and update of operating 
policy and procedures, training, and performance monitoring 
(4) pinpoints trends and corrects system processes through continuous performance monitoring 
and reporting of both progrannnatic and fiscal activities 
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In addition, successful regional partnerships contribute to a cohesive workforce investment system and 
provide relevant, reliable, and visible career development for Indiana adults. In 2010, the RWB was 
instrumental in building a consortium to discuss Adult Basic Education within the Region and how it 
might be improved. EOR-11 submitted a plan to the Indiana Department of Workforce Development 
(DWD) for funding that focused on developing career pathways for clients along with obtaining a 
OED or enhancement of basic skills. The program incorporates real world experiences into the 
classrooms and counsels students on employment opportunities beyond entry level positions to assist 
participants in providing a livable wage for their families. When appropriate, WorkOne customers are 
referred to other agencies and community organizations for wraparound social services; regular 
scheduled partner meetings maintain this vital network. 

In 2011, statewide workforce development revitalizes its commitment to customer service. A new 
Customer Flow policy provides for access to multi-level services that meet the needs of the consumer 
and streamline client enrollment based on additional and suitable assessment and counseling. Region 
11 contributed to the creation and advancement ofthis new policy including restructure of the 
enrollment process and performance metrics. 

Region II presents a comprehensive approach to workforce development in the following pages of 
Region 11 Local Workforce Investment Plan for Program Year 2011. 

2) Labor Market and Demographic Analysis 

• What are the area's .primary busiuess sectors by business size? 

Regional statistics show there is a labor force of217,460 and an unemployment rate of 7.7%, only 
slightly higher than the previous month, and down .9% from January 2010. Region II's primary 
business sectors are Manufacturing with employment level of37, 996 (19.3%); Healthcare and Social 
Assistance with employment level of 27,727 (14.1 %); Public Administration with employment level of 
23,854(12.1 %); and Retai1.Trade with employment level of21,791 (11.0%). 

• What are the current and projected employment opportunities within the local area/region? 

Region 11 current and projected employment through 2018 represented for the top 10 Hot Jobs 

Rank 
1. 
2. 
3. 
4. 
5. 
6. 
7. 

Occupation 
Management Analysts 
Construction Laborers 

2008 Employment 
673 

Boilermakers 
Registered Nurses 
Heating, Air Conditioning, and Refrigeration Mechanics 
Operating Engineers/Other Construction Equipment Oper. 
First-Line SupervisorslManager of Construction Trades 

2 

1,329 
619 
4,868 
430 
740 
1,057 

2018 Employment 
912 
1,629 
787 
5,955 
593 
850 
1,259 
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8. Truck Drivers. Heavy and Tractor Trailer 
9. Accountants and Auditors 
10. Human Resources, Training, and Labor Relations 

4,704 
1,166 
702 

5,322 
1,402 
840 

• What are the area's high-demand, high wage occupations, and what job skills and 
educational attainment are needed for those occupations? 

The Region's top 10 high-demand, high wage occupations, and educational attaimnent required 
include: 

1. Management Analyst- Bachelor's Degree plus work experience 
2. Construction Laborer- Moderate on-the-job training 
3. Boilermakers- Long term on-the-job training 
4. Registered Nurse- Associate's Degree 
5. Heating, Air Conditioning and Refrigeration Mechanics and Installers- Long term on-the-job 

training 
6. Operating Engineers and other Construction Equipment Operators- Moderate on-the-job 

training 
7. First-Line SupervisorslManagers of Construction Trades and Extraction Workers- Work 

experience in related field 
8. Truck Drivers- Moderate on-the-job training 
9. Accountants/ Auditors- Bachelor's Degree 
10. Human Relations, Training and Labor Relations Specialists- Bachelor's Degree 

• What industries and occupations within the local area's economy are expected to grow or 
decline within the next three years and within the next ten years? Does the area have any 
"targeted" employment sectors? If so, describe the information and process utilized to 
establish the "targeted" sector. 

All Region 11 industries are projected to experience some growth with added job openings due to the 
need to replace retirees or persons making job changes. During the three year period of2010 through 
2012, there are an estimated 15,000 net job openings with one-third from new job creation. Five 
industries are expected to have total openings for more than 1,000 for the three yearperiod. These 
industries include Food Preparation and Serving Related Occupations, Production Occupations, Office 
and Administrative Support Occupations, Sales and Related Occupations, and Transportation and 
Material Moving Occupations. 

Region 11 currently targets industry sectors of Advanced Manufacturing; Energy; Healthcare and Bio­
medical; and Transportation, Distribution, and Logistics. Through studies performed during the State's 
Strategic Skills Initiative and the WIRED grant, Region 11 identified these industries as key to the 
region for job growth and creation as well as requiring a highly skilled workforce. 

Advanced Manufacturing: The sector has experienced radical change in recent years, but is beginning 
to rebound, and will still provide one of the strongest pathways to earning an income above the state 
average. During 2010, 30 percent of all jobs lost were in the manufacturing sector and occupations in 
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this industry were listed as the occupations most desired by dislocated workers. However, as 
manufacturers begin to rehire, they are in need of a workforce with more enhanced skills than those 
previously employed. Plastics and Chemical manufacturing are strong sub-sectors for Region 11. 
These sectors have continued to grow when other manufacturers reported job loss in 2010. From the 
fourth quarter of 2009 to the first quarter of2010, Chemical manufacturing grew by265 employed; 
Plastics manufacturing grew by 30 employed. For the second quarter of 201 0, total employment for 
Chemical Manufacturing had reached 4,171 from 4,110 in the first quarter; Plastics manufacturing had 
reached 4,725 from 4,403 in the first quarter. These sub-sectors display growth in Region 11 and 
continue to be important resources for the region. 

Transportation. Distribution and Logistics: Closely related to the manufacturing of goods is the 
transportation of these goods. Manufacturers rely heavily upon a robust transportation infrastructure to 
bring raw materials to production facilities and to deliver finished products to consumers. 
Transportation and Logistics is not only the moving of goods from one site to another, but is the 
refined orchestration of delivery at the optimum time for production or sale known as 'just in time 
delivery" and the overall management of the entire supply chain. A 2009 Inland Intermodal Feasibility 
Study completed under the direction of the region's WIRED Intermodal Task Force revealed the 
potential for 12,000 direct and indirect jobs in logistics by 2023, but private sectorinvestment in the 
Intermodal facility and recovery in the manufacturing industry need to occur before this growth will be 
realized. GSIW continues to work with economic development professionals and training providers to 
identify skills sets and their corresponding training programs for the logistics industry. 

HealthcarelBio MedlBio Tech: A shortage of health care professionals exists nationwide. Both two­
year and four-year postsecondary educational institutions have upgraded training facilities and added 
staff to increase training opportunities in the healthcare industry. Training institutions are layering 
training modules to allow persons to enter the industry, continue education and to move up the ladder 
to higher skilled and higher paying jobs in this sector. The health cluster includes core services such as 
doctors' offices, hospitals, testing labs, and health-related manufacturing industries. 

Energy: The energy industry is one of the few readily accepted, long-term growth sectors of the 
national economy. Global energy demand is projected to grow by 44% by 2030 (EIA, International 
Energy Outlook 2009), as the global economy continues to expand. To meet this increased demand, 
every sector of the energy industry is expected to see growth. Developing economic and workforce 
opportunities, Region 11 advisory groups are active in each of these areas of concentration. 

• How and to what extent do the current and projected employment opportunities within the 
local area/region differ? What actions is the area undertaking to respond to that anticipated 
divergence? 

In comparing targeted sectors versus positions projected to be in-demand, there are some differences in 
the represented industries. On the Hoosier Hot 50 Jobs- Region 11 list, there are many differences in 
job listing versus the State Hoosier Hot 50 Jobs list. Ofthe top 10 Region 11 Hot Jobs, only four of 
those positions are found in the State's Top 10. These positions are Management Analysts ranked first 
for Region 11 and second for the State; Construction Laborers ranked second for Region 11 and sixth 
for the State; Registered Nurses ranked fourth for Region 11 and fifth for the State; and Accountants 
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and Auditors ranked ninth for Region 11 and tenth for the State. After further investigation of the top 
10, three resounding differences are Boilennakers ranking third for Region 11 and forty-ninth for the 
State; Truck Drivers, Heavy and Tractor-Trailer Operators ranking eighth for Region 11 and forty­
seventh for the State; and the largest difference is First-Line SupervisorslManagers of Construction 
Trades and Extraction Workers ranking seventh for Region 11 and absent on the State list. 

Many of the occupations that are listed in the Region's top 10 are skilled labor occupations and many 
require on-the-job training. Local staff members work with clients to develop their skill sets based on 
previous work experience through TORQ (Talent Occupation Relationship Quotient), a tool used to 
determine an individual's skill gaps between two occupations. TORQ has allowed staffto successfully 
place individuals into On-the-Job Training contracts with eligible employers. 

Local staff also provided clients interested in training the opportunity to explore the positions on the 
Hoosier Hot 50 Jobs- Region 11 list as well as a local training list outlining areas in which they may 
seek training and explore labor market infonnation to detennine if the industry will experience growth 
or decline. To maximize success, this exploration must be completed before a client may be placed in 
training. 

• Please attach the policy (inclnding the "demand occupation" list) currently used in allocating 
occupational training funds. Given the responses to the questions above, does. the current 
policy require modification? If not, why; if so, in what way? 

See attachments (A) SOP 06-04, (B) SOP 09-04, (C) Hoosier Hot 50 Job-Region 11, and (D) Region 
11 Training List. These policies and documents provide the paradigm for allocation for occupational 
training in Region 11. 

Attachment (A) SOP 06-04 specifies training selection must be an in-demand occupation, and training 
will be limited to occupations on the regional and/or local in-demand list. 

Attachment (B) SOP-09-04 prescribes the process for development, ongoing review, and update ofthe 
local in-demand occupation list. This list was compiled through a review of various reports for long 
and short tenn hot jog, occupational projections, and labor market statistics. Reviewed annually, the 
list was not changedin 2010; under current review, minimal or no changes are anticipated in 2011. 

Based upon the answers to previous questions, current training allocation policies do not need 
modification at this time. In-demand occupations listed on both the Attachment (D) Region 11 local 
list and Attachment (C) Hoosier Hot 50 Jobs - Region 11 list correspond with labor market growth 
indicators and targeted industry sectors including advanced manufacturing, medical, 
science/technology and engineering, and business administration occupations. 

• Analyze statistically the area's workforce according to the following categories and evaluate 
it against the employment needs described above. 

o Demographics (Age, Gender, Race) 
o Educational Attainment (HSD/GED, Associate, Bachelor, Advanced Degree) 
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o EmployedlUnemployed nnmbers and percentages 
Which demographic groups are most in need of career development, training and 
re(employment) services? 

Region II has a general population of 422,991 and comprised of Caucasian 395,339 (93.4%); African 
American 18,189 (4.4%); Hispanic/Latino 7,424 (1.8%); and Two or More Race Groups4,338 (1.0%). 
The general population is 49% male and 51 % female. 
Region 11 bas a population of 271,690 residents 25 years and older. The graph below reflects the 
education attaimnent in 1990 as well as 2000. While the Region greatly decreased the number of 
residents with less than ninth grade education, the number of High School graduates fell slightly in the 
10 year period. With this slight decrease, the Region has stayed above the State graduation rate, with 
86.4% of High School students graduating. Residents with less than a ninth grade education comprise 
the only sector of population that decreased and make up the largest section of the population. 

Region 11 has maintained a higher employed percentage and a lower unemployment rate than the State 
average. For May 2009 Region 11 reports 93.1 % (205,239) employment and the State averages 91. 7% 
(2,873,560). Region 11 reports 6.9% (15,167) unemployment, while the State averages 8.3% 
(259,236). 

The population groups in most need ofWIA services are those with less than a ninth grade education 
and that hold no diploma. For the section ofthe population that has less than a ninth grade education, 
research shows these individuals will struggle to find employment and may earn $8,000 less annually 
than those with a High School Diploma or equivalent. Individuals with High School Diploma or 
equivalent will earn $5,000 less annually than those with some college and $14,900 less annually than 
those with a Bachelor's degree. Individuals without a high school diploma also face a greater barrier in 
keeping employment. These two population groups are most in need of services in order to raise the 
region's standards to create a highly-skilled, versatile, and globally competitive workforce. 

Total Population 25+ 271,690 100.00% 

Less than 9th Grade 27,429 10.70% 16,020 5.90% 

9th to 12th Grade, No 38,232 14.90% 32,096 ' 11.80% 
Diploma - --"._,-"'"""-

High School Graduate (incl. 99,991 39.10% . 104,169 38.30% 
equivalency) 

Some College, No Degree 15.80% . 53,976 19.90% 

Associate's Degree 16,041 6.30% ; 19,898 7.30% 

Bachelor's Degree 19,931 7.80% . 28,518 10.50% 

Graduate or Professional 13,799 5.40% ; 17,013
1 

6.30% 
Degree 

Source: US Census Bureau 
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• Based upon labor market information and demographics, what makes the area unique to its 
contiguous areas and within the state as a whole? 

Learning new things and acquiring new skills are basic elements of success in today's work 
environment. However, there are certain segments of Region II's population that are more in need of 
intervention than others as they look to climb the ladder to success or to even become gainfully 
employed. Southwest Indiana's educational attainment rate for those graduating from high school is 
higher than the state or national rate, but the rate decreases for those going to and completing college. 
Training opportunities by themselves will be insufficient in raising skill levels. There must be a 
systematic approach in assisting both the emerging and existing workforce with identifying a career 
path, assessing skills and implementing activities that assist them in navigating their chosen path. 
Through various grants and assistance from the state, Region 11 has developed several initiatives to 
help build workforce pipelines as well as educating dislocated workers about the training opportunities 
for which they may be eligible. Through the outcry for industry-specific filled pipelines, Region 11 has 
successfully held many Skills Summits to reinforce the idea that skill attainment is the most important 
attribute in a competitive job market. To echo these efforts, industry and post-secondary institutions 
inform attendees of what skills are needed for these positions and how to obtain those skills. This has 
been successful in helping dislocated workers move forward and enhance their skill sets. 

Providing outreach to Region 11 employers and assisting the employers with information to build a 
successful internship program, Region 11 has had the opportunity to work with Indiana INTERN.net to 
launch Education and Experience (£2). This program allows the Region to build strong collaboration 
with its post-secondary institutions and to also open the door to create other initiatives. Another 
retention initiative that makes the Region unique is Engineer Our Future. This initiative encourages 
students interested in Engineering or Technical occupations to network with companies that hire for 
those occupations; it also provides the students with a point of contact for internships. 

3) Operational Plans 

• Provide the address, phone number, and hours of operations for each WorkOne office 
located within the area. Identify which offices are "full-service" and "express." 

As Region 11 plans for the future, we are mindful of the opportunities and complications inherent in 
grant funding. Region 11 anticipates the provision of excellent customer service; in order to provide 
the best customer service and maintain service levels, we may need to consider consolidation of 
express sites. 

V anderburghIW arrick - Full Service 
700 E. Walnut Street 
Evansville, IN 47713 
Ph: (812) 424-4473 
Fx: (812) 421-3189 
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M, T, Th, F 7 am -4:30pm 
W lOam-4:30pm 

Gibson - Express 
112 N. Prince Street 
Princeton, IN 47670 
Ph: (812) 386-7983 
Fx: (812) 385-0431 
M, T, Th, F 8am - 4:30pm 
W lOam - 4:30pm 

Posey - Express 
306 N. Kimball 
Mt. Vernon, IN 47620 
Ph: (812)838-3563 
Fx: (812) 838-3678 
M, T, Th,F8am-4:3Opm 
W lOam-4:30pm 

Perry - Express 
614 A Main Street 
Tell City, IN 47586 
Ph: (812) 548-4870 
Fx: (812) 548-4871 
M, T, Th, F 8am - 4:30pm 
W lOam - 4:30pm 

Fx: (812) 882-4535 
M, T, Th, F 8am - 4:30pm 
W lOam - 4:30pm 

Dubois - Express 
850 College Avenue 
POBox 664 
Jasper, IN 47546 
Ph: (812) 482-3007 
Fx: (812) 634-1597 
M, T, Th, F 8am - 4:30pm 
W lOam - 4:30pm 

Spencer - Express 
319 S. 5th

, Suite 5 
Rockport, IN 47635 
Ph: (812) 649-4077 
Fx: (812) 649-9049 
M, T, Th, F 8am - 4:30pm 
W lOam -4:30pm 

• Does the WIBIRWB use any performance metrics in addition to Common Measures? If so, 
describe those metrics. Please attach as appendices copies of performance reports presented 
to the WIBIRWB for the last two quarters of calendar-year 2010 and the first quarter of 
calendar-year 2011. 

See Attachment (E) Performance Reports and Attachment (EE) Metrics. In addition to Common 
Measures performance rnetrics collected and reported at the state level, the Region 11 RWB: 

• Tracks the number of new customers by month and year-to-date 
• Reviews specific customer services by month and year-to-date. Compiled through raw data 

extract queries, customer services include workshops, computer classes, and supportive 
servIces. 
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• Tracks individual training contracts year-to-date. It should be noted that training contracts are 
received at the beginning of each semester. 

• Tracks credentials according to type and degreed credentials according to field of study. 
Credentials generally follow the end of each semester. 

• Reviews a monthly regional youth progress report. This is a comparison report with Youth 
Common Measures. 

• How does the WIBIRWB measure the success of its executive staff/regional operator? In the 
case of an RWB seeking to transition to a WIB, how will the success of its executive staff be 
measured going forward? 

Representing the interests ofthe Grow Southwestern Indiana Workforce Board, Inc., the Regional 
Operator supports the RWB's vision, mission, and goals to provide services incompliance with 
federal, state, and local laws including but not limited to: 

• Development of a budget for purposes of carrying out duties oflocal board 
• Coordination with the RWB's Fiscal Agent to provide timely reporting 
• Employment of staff to perform functions 
• Solicitation and acceptance of grants and donations 
• Oversight with respect to local youth activity programs 
• Assistance to RWB with negotiation and agreement on local performance measures 
• Coordination of workforce investment activities 
• Promotion of participation of private sector employers through roles of connecting, brokering, 

and coaching activities to assist such employers 

Through policy and procedure development, the Regional Operator supports the day-to-day operation 
ofthe WorkOne system in EGR Region 11. Responsibilities include but are not limited to: 

• Functional oversight of all leadership staff within the region 
• Development and implementation of financial plans, including budgets for all departments, to 

support WorkOne operations 
• Oversight of all participant MIS activities in the region 
• Coordination oflinkages between full-service centers and express sites to ensure consistent 

product delivery to all customers 
• Oversight of Product Line Development activities 
• Solicitation of ideas and suggestions for continuous improvement to services and products from 

all WorkOne system staff, Department of Workforce Development, and other states and 
agencies 

• Training opportunities for WorkOne staff 
• Provision of general support to teams in the region in the form of resources, technology, and 

information needed to deliver high quality services and products. 
• Evaluation and monitoring of all WorkOne sites 
• Problem solving for implementation issues 
• Development of partuer services in all counties including relationships with businesses, labor 

nnions, training organizations, educational institutions, and area social services agencies 
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• Liaison between the Department of Workforce Development, the service provider(s), and the 
RWB 

The Regional Operator maintains records and submits reports, data, and information at such times and 
in such form as Grow Southwest Indiana Workforce Board, Inc. may require. Through structured 
committees including a Business Committee, Operations Committee, Financial Committee, and 
Executive Committee, the Grow Southwest Indiana Workforce Board, Inc. interprets all reports and 
determines quality, acceptability, and progress of services rendered. 

WIA Adult aud Dislocated Worker Services 
• Complete WIA Adult aud Dislocated Worker Services Matrix attachment. 

See Attachment (F) WIA Adult and Dislocated Worker Services Matrix. 

• Describe the criteria to be used by the WIBIRWB and the process followed by the board to 
determine if WIA Annual Adult funds shall be considered "limited." Although a WIBIRWB 
can generally consider WIA Adult funds as unlimited, a limitation is required when any of the 
following conditions exists: 

• Has the area requested additional WIA funds/discretionary funds for Adult 
programs in previous three program years? 

• Has the area transferred any WIA Dislocated Worker Funds into the WIA 
Adult program within previous three program years? 

• Does the area regularly expend over 90% of its WIA annual Adult funds? 

Region 11 RWB has no additional triggers beyond the three limitations noted above. Since Region 11 
has met one or more of the three limitations, the RWB generally considers WIA Adult funds as 
limited. 

• In accordance with the process outlined above, describe the process to ensure priority is 
provided to recipients of public assistance ifWIA Adult funds are "limited." If WIA Adult 
funds are not limited, please skip to the next question. 

Per DWD Policy 2007-25, Attachment B, if the RWB determines funds for the WIA Adult program to 
be limited, the training services must be prioritized for recipients of public assistance and other low­
income individuals according to policy definition of a "low income individual" - An individual who: 

(A) Receives, or is a member of a family that receives, cash payments under a Federal, State, or 
local income-based public assistance program 

(B) Received an income, or is a member of a family that received a total family income, for the 6-
month period prior to application for the program involved (exclusive ofUI compensation, 
child support payments, payments described in subparagraph(a), and old-age and survivors 
insurance benefits received under section 202 of the SS Act that, in relation to family size, does 
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not exceed the higher oC(i) the poverty line, for an equivalent period; or (ii)70% of the lower 
living standard income level, for an equivalent period 

(C) Is a member of a household that receives (or has been determined within the 6-month period 
prior to application for the program involved to be eligible to receive) food stamps pursuant to 
the Food Stamp Act of 1977 

(D) Qualifies as a homeless individual, as defined in subsections (a) and (c) of section 103 of the 
Stewart b. McKinney Homeless Assistance Act 

(E) !sa foster child on behalf of who State or local government payments are made 
(F) In cases permitted by regulations promulgated by the Secretary of Labor, is an individual witlt a 

disability whose own income meets the requirements of a program described in subparagraph 
(A) or (B), but who is a member of a family whose income does not meet such requirements. 

WorkOne staff must verifY the individual's low income status at the point ofthe first training service. 
Low income status falls under Data Element Validation (DEV). Staff will record or select low income 
on the application screen and select the appropriate documentation source. 

• Describe the process that the WIBIRWB will use to ensure priority is provided to veterans 
and veterans' spouses. Describe the process to ensure that DVOPs and L VERs serve only 
veterans and veterans' spouses. 

To ensure program integration and coordination of veterans' services, the majority of veterans and 
eligible spouses may be seen and serviced by W fP staff. However, individual veterans have the option 
to make an appointment to see a Veteran Representative. 

All individuals that enter the WorkOne office will sign in at the front desk and self-attest veteran or 
eligible spouse status. Per Priority of Service guidelines, those individuals shall be moved to the front 
of the waiting line, the enrollment process, and initial skill assessment process. 

The Welcome Team will identifY those veterans and eligible spouses with barriers to employment and 
refer to the Disabled Veterans Outreach Program (DVOP) specialists for further assessment. Veterans 
without barriers to employment who request an appointment will see a Local Veterans Employment 
Representative (L VER). 

The DVOP specialist provides intensive services to meet the employment needs of eligible veterans 
with the following priority: I) special disabled veterans, 2) other disabled veterans, and 3) other 
eligible veterans in accordance with priorities as determined by applicable rates of unemployment and 
the employment emphases in Chapter 42. Intensive services include: I) comprehensive assessment of 
education, skills, and abilities, 2) in-depth interviewing and evaluation to identifY employment barriers 
and appropriate employment goals,3) group and individual career coaching, 4) short-term pre­
vocational services, and 5) development of individual employment plan. 

The LVER concentrates on job development services for veterans and eligible spouses, especially 
veterans determined to be job ready after receipt of intensive services from a DVOP specialist. 
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Services include: I) referral to other local, state, and federal agencies, 2) IndianaCareerConnect 
registration, 3) resume writing, 4) job search, 5) interviewing skills, and 6) assessment testing. 

• How does WIBIRWB measure the success of its service providers? 

Foundationally, success is determined by delivery of service as detailed in the service provider 
contract. To measure the success of its service providers, the RWB utilizes mUltiple reporting models 
for program delivery including formal scheduled monitoring, ongoing informal monitoring, monitoring 
reports and correction responses, financial reports, state-mandated reports for selected funding sources, 
and raw data queries from the management information system. 

Reporting incorporates services, training, completion, and credential results. Monitoring involves 
accurate delivery and documentation of service provision, funding expenditure levels, and third party 
evaluation. Reporting and monitoring occur on a monthly, sometimes quarterly, and annual basis. A 
regular schedule of written and oral reporting and discussion reveals trends and need for course 
correction. 

Per SOP 06-14, the Regional Operator is responsible for programmatic monitoring to ensure 
compliance with federal, state, and local regulations; the Fiscal Agent is responsible for the financial 
monitoring. Provision for high risk service provider determination and correction action is outlined in 
the SOP. 

• How does WIBIRWB measure the efficacy of the trainiug providers at which recipients 
awarded Individual Training Accounts enroll? Under what conditions would the WIBIRWB 
disallow enrollment in a given institution? 

According to DWD Policy 2009-13, the Workforce Investment Act (WIA) intends for job seekers to 
have freedom of choice in selecting any qualified training provider. The Act also intends for job 
seekers to make their decisions based on performance criteria. 

As a result, training providers are required to supply performance metrics for each program including 
but not limited to: student enrollment numbers for each program, total number of program completers, 
average time for completion, employment rate of individuals who complete the program and 
employment rate of completers who obtain employment in the occupation related to the program, and 
average hourly wage rate. 

At a minimum, completion rates will be collected by DWD; DWD will supply employment and 
average earnings. Local focus includes student enrollment numbers, age of the training program, and 
average hourly wage rate. 

Disallowed enrollment may occur due to failure of training provider to meet or continue eligibility 
through incomplete or untimely application submissions, failure to meet definition of WlA training 
services, lack of support of in-demand occupation, intentional submission of inaccurate information, 
failure to meet approval criteria established by the SWIC, delinquency in payment of taxes, 
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unemployment insurance contributions or reimbursements, and failure to meet any other requirement 
for a training program under WIA. 

• Please include policies or processes to track and support learner persistence iu and 
completion of the program in the program of study. 

Multiple policies and processes track and support learner persistence in and completion of the program 
of study. Attachment (A) SOP .06-.04 requires pre-determination of eligibility and likelihood of success 
including basic skill proficiency prior to training (SOP .06-.04 Addendum), career interest assessment in 
support of program of study, self-directed labor market research such as wage information and 
workplace expectations, and a personal financial plan for living expenses for the duration of training. 
Specific barriers to employment are identified, documented, and addressed. Learners must sign a 
release of information to authorize release of fmancial aid information, results of testing, 
recommendations and/or acceptance into any programs of the training institution, grades, and midterm 
reports and copies of all diplomas, degrees, and credentials. 

Often, needs other than training funds contribute to the success or failure of the educational 
completion. Attachment (G) SOP .06-.02 provides for supportive services including transportation 
assistance, specific assistance withrentlmortgage/utility expenses/car repair, and uniforms and tools 
needed for training purposes. Eligibility for supportive services must indicate unmet budgetary need. 

Per Attachment (A) SOP .06-.04, while in training, learner persistence and completion is tracked 
through required submission of class attendance and grades. Customers must provide attendance sheets 
at a minimum monthly; however, attendance sheets must be provided at more regular intervals if they 
are need as documentation for supportive services. Case management processes document 3.0 day 
contacts between the learner and case manager; inconsistencies in the customer's attendance or failure 
to abide by the educational institution's policies or procedures will be immediately addressed by the 
sc:rvice provider. 

Internal workshops and computer classes are available to support the customer. Appropriate 
community referrals to support persistence and completion may involve professional counseling 
referrals, other public service agency referrals, and tutoring service referrals. 

WIA Youth Services 
• Complete Youth Services Matrix attachment 

See Attachment (H) Youth Services Matrix. 

• Indicate the number of WIA Youth service staff persons located within the local area/region? 

There are 1.0 FTE youth stafflocated throughout Region 11. 
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• Describe specific outreach activities targeted to Y outhwithin the local area/region. 

In-School Program Recruitment: 

Located at the high schools, each specialist is entrenched in the everyday activity of the school and is 
always actively looking for students who could benefit from the JAG program. Specialists hold 
information sessions for teachers and facilitate throughout the school year. Additionally, there are 
planned information sessions for students hosted by the specialist and JAG participants to recruit 
individuals. Students are typically recruited for semester start dates since the classes are a part of the 
school curriculum. Specialists complete a large amount of recruitment, intake and scheduling during 
the spring and summer months. 

Out-of-school Program Recruitment: 

High school drop outs between the age of 18 and 21 are recruited through the following means: 
• Walk-ins to the WorkOne offices within the region 
• Coordination with local school corporations 
• Coordination with courts and probation departments 
• Coordination with Adult Basic. Education programs and alternative schools 
• Networking with the Family and Social Services Administration 
• Foster program coordination to identify those individuals who are aging out off oster care 
• Faith-based organizations 
• Homeless shelters 
• Vocational Rehabilitation 
• Youth homes such as Hillcrest Washington, Methodist Youth Home, etc. 

The greatest numbers of youth participants are recruited through the WorkOne system and the Adult 
Basic Education programs. 

Region 11 does not currently co-enroll older youth in Adult. Effective 2006, training funds are 
specifically dedicated to youth participants. While the possibility of co-enrolhnent exists, several 
problems are created including multiple case managers and exitlre-enrolhnent issues. 

• How does WIBIRWB measure the success of Youth service providers? 

Several measures demonstrate the success of the Region 11 service provider. These measures include: 
• Enrolhnent goal attainment 
• Common measure performance goals 
• Accurate reporting and case system documentation 
• Successful program completion rates 

Monthly reporting comprises: 
• Class period attendance numbers 
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• Guest speakers 
• Field trips 
• Community activities 
• College applications and admission test completions 
• College contacts 

Follow-up mandates: 
• GEDIHSD completion rates 
• Competency mastery 
• Other credential or certificate attainment 
• Full-time employment or military placement 

Other Services 
• How does the WIBIRWB ensure that local staff coordinate activities with the State Rapid 

Response teamlDislocated Worker Unit to perform the following: 
o Secure and share information when there is a possibility of a mass layoff (50 or more 

workers)? 

Local staff may obtain information through media partners, WorkOne offices, or State Rapid Response 
teamlDislocated Worker Units of impending layoffs. If layoff notice is obtained through media or local 
office, local staff makes contact with company personnel and Union representative, if applicable, to 
schedule a meeting to gain information of layoff. Local staff also requests or helps draft a Worker 
Adjustment and Retraining Notification (WARN) and provides to State Rapid Response 
teamlDislocated Worker Unit. If notified by State Rapid Response teamlDislocated Worker Unit by 
WARN notice contact is made to company and Union representative, if applicable, to schedule a 
meeting to gain information oflayoff. 

Information obtained is number affected if not already known, if a severance package will be offered, 
list of employees names, Social Security numbers, address, wage, and occupation title, and if Trade 
Adjustment Act is applicable. Local staff and company representative schedule date for Rapid 
Response Orientation to present Unemployment Insurance, Job Search, and retraining opportunities the 
workers may be eligible for. 

Information is presented through a PowerPoint and includes UpLink Tutorial provided through 
Department of Workforce Development's (DWD) website; attendees are given "Resource Guide for 
the Unemployed" booklet and survey to complete for DWD. Completed surveys are copied and sent to 
Service Provider and originals mailed to Dislocated Worker Unit. 

o Coordinate activities where a layoff involves a company that is Trade Adjustment Act 
certified? 

Local staff notifies Trade Adjustment Act (TAA) Coordinators of all impending layoffs. If the 
company or Union requests TAA Coordinators attendance at Rapid Response Orientation to answer 
questions, TAA Coordinators are invited. The open communication ensures that TAA Coordinators are 
aware of all background information for layoffs. 
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Upon notification from company or Union that T AA petition has been filed, T AA Coordinators are 
notified, and local staff work to obtain a list of eligible employees from the company or Union. 
If a company is certified for Trade Adjustment Act (T AA), local staff is notified by State Dislocated 
Worker Unit and contacts TAA Coordinators to assist in scheduling orientation session. TAA 
Coordinators then contact eligible workers for initial T AA orientation. At T AA Orientation, 
information is provided through the PowerPoint created by State Dislocated Worker Unit. Individuals 
are then signed up for Next Steps meeting before they leave orientation. 

• How does the WIBIRWB ensure the coordination of the following programs, at minimum, at 
each WorkOne? 

o Unemployment Insurance 
o Trade Act 
o Title 38 Veterans Programs (LVER, DVOP) 
o Work Profiling Reemployment Services (WPRS) and Reemployment Eligibility 

Assessment (REA) 

UNEMPLOYMENT INSURANCE 
To receive unemployment insurance (VI) benefits, an individual must register for work in Indiana 
Career Connect (www.indianacareerconnect.com). Registration must be completed within four (4) 
weeks of the filing of the unemployment insurance claim. The individual is also required to be able 
and available for work and actively conducting a job search during each week unemployment benefits 
are claimed. As a WorkOne customer increasingly utilizes additional WorkOne services, staff 
members coordinate the appropriate services through informational, educational, and case management 
activities. 

UI services are offered in the Evansville, Tell City, Mt. Vernon, Vincennes, Jasper, and Princeton 
offices. 

REEMPLOYMENT SERVICES 
Based on recent filing for unemployment insurance benefits, a number of individuals are chosen to 
participate in a special program, Reemployment Services, which is designed to assist unemployed 
individuals in locating employment and/or job training. This federally funded program has been 
designed to improve the ability to obtain employment. 

As part of this Reemployment Services program, the State of Indiana and the Department of workforce 
Development have implemented a selection and referral system. This system reviews certain 
demographics for each claimant to gauge the person's ability to secure employment without assistance. 
Reemployment specialists coordinate with other WorkOne programs to validate existing customer 
engagement with WorkOne services. For those who need assistance, Reemployment Services offers 
assistance through Indiana's WorkOne offices. Such assistance may include job search workshops, 
individual job search assistance, employment counseling, job training, and other services as needed. 

Reemployment Services are offered in the Evansville and Vincennes offices. 
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TRADE ADmSTMENT ACT 
The Trade Adjustment Act (TAA) offers up to 104 weeks of cash payments (Trade Readjustment 
Allowance or TRA) for workers enrolled in full-time training and up to 130 weeks of cash payments if 
the worker is also enrolled in remedial training. These cash payments are coordinated with 
unemployment insurance benefits and TAA training enrollment deadlines to ensure the customer 
maximizes coverage of training dollars (TAA) with income support (TRA). 

Alternative Trade Adjustment Assistance (ATAA) is available to workers 50 years of age and older 
and requires full-time employment within 26 weeks of separation. This option does not include TAA­
approved training. AT AA is coordinated with VI for maximum benefit. 

T AAlTRA services are available in the Evansville and Vincennes offices. Limited scheduled services 
are available at the Princeton and Jasper office. 

VETERANS 
To ensure program integration and coordination of veterans' services, the majority of veterans are 
serviced by W!P staff. However, individual veterans may exercise the option to make an appointment 
to see a Veteran Representative. Veterans who request an appointment with a Veteran Representative 
will initially see a Local Veterans' Employment Representative (L VER). As veterans with. disabilities 
that are a substantial barrier to employment are identified by any WorkOne staff, these veterans are 
referred to the Disabled Veterans Outreach Program (DVOP) specialists. 

Per DWD Policy 2008-15, DVOP specialists provide intensive services to veterans with disabilities 
that are substantial barriers to employment and/or special training needs. A documented plan of action 
coordinates supportive services, referrals to training, and job development contacts. L VERs are 
mandated to provide job development referrals and referrals to training and supportive services. 

Veteran representatives are located in both the Vincennes and Evansville offices. 

• What strategies does the WIBIRWB employ to conduct outreach to aud serve ex-offenders? 
With which partner organizations does the WIBIRWB work in serving ex-offenders? 

The WffilRWB has seen a real deficiency in serving ex-offenders, and through the Business Services 
Committee, has embraced Churches Embracing Offenders (CEO) as a member to help address this 
deficiency. Through Paul Medcalf, a consultant for CEO www.churchesembracingoffenders.org , a job 
readiness certificate program is currently under development to help ex-offenders become 'job ready." 
This program also includes training per industry request entitled "Workplace Ethics" and is based on 
the book by Rabbi Wayne Dosick titled The Business Bible- Ten Commandments for Creating an 
Ethical Workplace. 

The WffilRWB has begun bnilding partnerships with Ivy Tech Community College and VSI in 
cooperation with Churches Embracing Offenders and CAJE (Congregations Acting for Justice and 
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Empowennent) - a powerful, well-networked grouping of 17 congregations made up of Baptists, 
Catholics, Lutherans, Methodists, etc. - who are coordinating research and work already existing inside 
and outside the prison system in Region 11 to assist ex-offenders seeking assistance, including 
employment, and with Volunteers of America to infonn residents of services available to them. 

• Briefly describe the business services, specifically job recruitment, job posting, and job 
matching services, that are offered within the local area/region. 

Through Indiana Career Connect, Indiana's job matching system, employers and individuals can find 
and match jobs specifically by matching skills. Since this system matches solely based on individuals' 
skills, it perfectly aligns with the Customer Bill of Rights for the WorkOne system to: know your 
skills; improve your skills; and find the best job matching your skills. Individuals may also access 
labor market infonnation if interested in a career change or to know where to improve their skills. 
Labor market infonnation is also available to provide infonnation for high-wage and high-growth 
careers to assist in career changes and also provides wage infonnation for those new to the job market. 

Employers can post jobs, find labor market infonnation, and search for candidates meeting their skill 
expectations, all at no cost. Employers may access the job posting wizard to help with creation of a job 
posting with skills generated by occupation code and the opportunity to input specific skills or 
certifications required for the position. Applicants are then auto-ranked by percentage of skill match, 
and employers may review resumes and contact infonnation for candidates. If employers wish to find 
candidates, they may perfonn a search to filter candidates by skills, certifications held, experience, and 
educational levels. If a desired candidate is found through search, the employer may still view resume 
. and contact infonnation for the candidate. 

4) Key Partnerships 

• Complete WIBIRWB Partnership Matrix 

See Attachment (I) Key Partnerships 

• Attach One-Stop Partner MOU -WIBs only need to respond 

N/A 

• Describe the policy and process for referring clients to other agencies/organizations that 
provide social-services, including but not limited to: nutritional assistance, home rent/utility 
subsidies, domestic-violence support, personal-finance management, legal counseling, 
disability support, substance-abuse intervention. 

Upon entry into the WorkOne office, customers may identify specific social service needs in 
combination with employment assistance including food assistance, housing assistance, domestic 
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violence support, legal counseling, substance abuse issues, and disability support. Initially, WorkOne 
customers receive a pocket resource guide, a community resource brochure, andlor conversational 
guidance regarding sources of community assistance. 

WorkOne staff members are trained to assess for community service needs at the time of application. 
Demographic information obtained at the time of application may indicate possible areas of need to be 
discussed with WorkOne customer. Existing social service assistance information demonstrates client 
need. 

If not at entry or at the time of application, clients may inquire regarding social service assistance 
during the job search or training period. Case managers refer customers to the appropriate social 
service agency in the geographical area. 

For nutritional/food assistance, clients may be referred to local food banks, WIC clinics, and Food 
Stamp programs. Housing assistance referrals include local emergency shelters, transitional housing, 
low income/income based housing agencies, and homeless outreach teams. Domestic violence support 
may be supplied through local DV shelters; legal services may be found at the local Legal Aid office or 
the Indiana Legal Services Organization. Disability assistance may be referred to the. local Vocational 
Rehabilitation office. Financial assistance may be found at local Community Action Programs (CAPE) 
and trustee offices; budget counseling referrals are made to local credit counseling programs, Catholic 
Charities, and community development fund offices that offer assistance with home and small business 
loans. Substance abuse referrals may be made to participating counseling service organizations that 
utilize an income-based pay scale. 

Partner meetings in Knox and Vanderburgh Counties provide an opportunity for various social service 
agencies to educate WorkOne staff members regarding the services that are offered in each type of 
organization 

• Describe how the WIB partners with economic development entities within the local area and 
at the state level. 

Staff of the Regional Operator in Region 11 have developed a strong relationship with local and state 
economic development entities. The Regional Operator is co-located with the Indiana Economic 
Development Corporation, the Economic Development Coalition of Southwest Indiana (serving the 
four counties of Gibson, Posey, Vanderburgh and Warrick), as well as the Growth Alliance for Greater 
Evansville, the economic development entity for the city of Evansville and Vanderburgh County. The 
RO also shares a staff member with the Chamber of Commerce of Southwest Indiana to help serve as a 
liaison to Chamber members and has also shared staff with the Perry County Development 
Corporation. These shared staff agreements allow the RO to have a finger on the pulse of the 
communities while maximizing staff time. 

The RO attends bi-weekly meetings with the economic developers in the four counties of Gibson, 
Posey, Vanderburgh and Warrick. These meetings are conducted as the Business Retention and 
Expansion group for these four counties and also include the Small Business Development Center. The 
RO is also an active participant of the Knox County Development Corporation's Knox County 
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Partnership group. This group actively speaks about the workforce and economic needs of Knox 
County, actively seeks opportunities to address those needs such as grants or other funds, and tracks 
progress of initiatives to ensure successful delivery. 

RO staff meet with each economic development director on a monthly basis to help establish the 
workforce needs in each of the counties. Region 11 is very diverse; each county has particular 
workforce needs. These meetings allow RO staff to understand the needs of the economic developers 
in each of the counties and assist them with those needs. 

5) Budget 
• Attach a copy ofthe WIBIRWB's budget, including all funding streams. 

See Attachment (J) Budget. 

• Describe how the RWB monitors its annual budget and the budget of its service providers. 
The RegionalOperator and contractors submit "Accrued Expenditure Reports" (AER) to the Fiscal 
agent each month. TheAER reports the monthly expenditures and the year-to-date expenditures 
by grant or contract and compares year-to-date to budget. The Fiscal Agent prepares monthly a 
"Grant Breakdown" and "Current Standing of Remaining Funds of Region 11" that compares 
actual expenditures to budget for each grant. The Fiscal Agent also prepares monthly a "Revenue 
and Expense to Budget" report that compares actual expenditures to budget for each contract 
awarded by the RWB. 

The reports are submitted to the Finance Committee for their review each month along with the 
Balance Sheet and a detailed narrative ofthe of the "Grant Breakdown" and "Revenue and 
Expense" reports. The Committee reviews the reports and makes recommendations to the RWB 
based of any major variances from the monthly benchmark. 

• Describe how the WIBIRWB will ensure that administrative spending is kept to a minimum 
o Explain how WlA administrative funds will be utilized, including projected 

expenditures for the following categories: 
• Staffmg (Administrative Cost): 

The RWB ensures that administrative spending is kept to a minimum through 
contract negotiations, minimizing duplications and monthly review of expenditures. 
The Fiscal Agent performs the financial duties of the RWB and the Regional 
Operator performs the program and operational duties of the RWB. The Fiscal 
Agent expenditures and the Regional Operator expenditures for accounting, 
procurement and payroll are administration. The projected expenditures for 
administration are $181,000. 

• Travel: 
Travel includes reimbursement to board members. Travel expenses include auto 
mileage, car rental, air fare, taxi fare, toll roads, parking, registrations and overnight 
lodging. The R WB travel policy is attached. The projected expenditures for travel 
are $10,000. 
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• Outreach: 
Outreach is not budgeted by the RWB or RO. Outreach is conducted through all 
Regional staff as they interact with business and clients. 

• Other (describe)­
NA 

o Provide any policies/procedures the WIBIRWBs will utilize to approve the following: 
• Hiring of staff 

The RWB does not have staff. The Regional Operator and Fiscal Agent act as staff 
to the RWB. The RWB and the Regional Operator contract require that the RWB 
approve the hiring ofthe Executive Director. In addition the RWB issues a Request 
for Proposal for Fiscal Agent and part of the RFP requires that the key personnel are 
identified and the resumes are included. Hiring of staff begins with posting on 
Indiana Career Connect. Resumes are reviewed for related qualifications and 
appointments are scheduled with an interview panel. A decision is made following 
a second interview with the top three or four applicants. In order to provide equal 
employment and advancement opportunities to all individuals, employment 
decisions for fiscal agent and regional operator staff will be based on merit, 
qualifications, and abilities. The fiscal agent and the regional operator will not 
discriminate in employment opportuuities or practices on the basis of race, color, 
religion, sex, national origin, age, disability, or any other characteristic protected by 
law. 

• Travel 
Reimbursements for travel expenses will only be made upon presentation of 
documentation of actual amounts and nature of expense. Such documentation 
includes vendor receipts, invoices or confirmation from vendors. Only reasonable 
expenses directly related to RWB, fiscal agent and service provider business will be 
reimbursed. No reimbursement for expenses for guests will be made. 

• Please provide the Regional Operator's policy and procedures for staffing to ensure 
compliance with applicable federal laws and regulations. 

In order to insure compliance with applicable federal laws and regulations the Regional Operator 
follows the policies and procedures outlined in the Employee Handbook. (See Attachment JJ) 

6) Governance and Structure 
• Describe how the WIBIRWB consulted with members of the public, including local elected 

officials, representatives of business, labor, and economic development prior to the 
submission of this plan. 

Staff of the Regional Operator met with the Chief Elected Officials of each county as well as presented 
to the County Commissioners meetings in each of the counties to explain the development of this plan. 
These meetings are open to the public and fairly well attended. Staff has also met with area Chambers 
of Commerce, Central Labor Council and Economic Developers to let them know of this plan and to 
seek their input. This plan has been brought to the full RWB meeting (public meetings) and been 
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announced to the public that this plan is in the works. Parts ofthe plan were distributed to through the 
R WB sub-committee structure (public meetings) to gain the input of sub-committee members as well 
as the public in attendance. 

• Describe the role of the local elected officials in the governance and implementation of WIA 
programs in the local area/region. (Attach a copy of the local elected official agreement) 

The Regional Operator, on an annual basis, attends the county commissioner meetings in each of the 9 
counties to infonn them of events in the region and seek their input. Local elected officials are invited 
to special bi-annual meetings to discuss the programs and outcomes ofthe RWB. Their input is 
solicited and questions are answered. The RO then meets with individual elected officials throughout 
the 9 counties to provide feedback on the WIA program and seek further input on local topics. 

See Attachment (K) Local Elected Official Agreement. 

• Who is the chief elected official for the area, and how is liability for the misnse ofWIA funds 
assumed by the local elected officials? - WIBs only need to respond. 

N/A 

• Identify who the fiscal agent or entity responsible for the disbursal of WIA grant funds in the 
local area is. 

Name: Nancy Begle 
Organization: Crowe-Horwath 
Address: 1149 S. Balthazar Drive 
Telephone Number: (812) 544-2121 
Email Address:nbegle-crowechizek@live.com 

• Describe the nomination and selection process used to appoint members to the workforce 
investment board. - WIBs only need to respond. 

N/A 

• Using available workforce data, describe how business representatives that serve on the WIB 
are appointed to accurately reflect the employment opportunities (primary industries, 
business size) and the geographic diversity of the local workforce service area. - WIBs only 
need to respond. 
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• Attach a copy ofthe WIBIRWB bylaws (example of bylaws can be found at 
http://www.in.gov/dwd/files/SWIC Bvlaws-9-16-10.pdO 

o The following information, at minimum, is required in the by-laws: 
• Quorum rules 
• Attendance rules 
• Membership terms 
• Identification of Board Officers and Election Procedures 
• Description and duties of any WIBIRWB subcommittees (Youth Council 

mandatory for WIBs) 
• Voting Rules 
• Description of what constitutes a conflict of interest to a board member and 

what actions will be taken by the board member in the event of a conflict of 
interest 

• Describe how the WIBIRWB and any of its subcommittees comply with Open 
Door Laws 

• Rules for Amending Bylaws 

See Attachment (L) RWB Bylaws. 

• Provide a description ofthe WIBIRWB's support and administrative staffing 
o· Complete chart below, indicating the compensation of the top five paid individuals 

employed/contracted by the WIBIRWB, or employed/contracted by any entities using 
WIA funds to provide administrative or staff support to the WIBIRWB. 

100% of the will be toDWD 

o Attach WIBIRWB Organization Chart, and provide a brief description of the key 
responsibilities of all WIB or Regional Operator staff persons 

President and Vice President - Provides overall strategic planning for Region II's RWB. 
Identifies national workforce development trends. Evaluates successful workforce 
development initiatives for applicable utilization in Region 11. 
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Executive Director ~ Manages the day to day operations of the Regional Operator. Provide 
staff support at Regional Workforce Board and committee meetings. Plans and directs all 
aspects of the organizations operational policies, objectives and initiatives. 

Operation Manager ~ Creates and maintains a performance management system with 
associated metrics for all contractors ofthe Regional Workforce Board. Supervises 
Performance Monitoring Specialists. Manages day to day operations ofthe System 
Performance team. Creates and maintains standard operating procedures in compliance 
with state, federal and local policies. 

Business Services and Communications Manager ~ Develops and maintains relationships 
with local employers. Supervises Business Services and Communication Specialists and 
Intern Representatives. Conducts employer outreach and coordinate activities to optimize 
employment opportunities and available services for customers. Builds relationships with 
chambers and economic development groups. Develops and maintains communication to 
region through newsletters and websites. 

Finance Manager ~ Manages the Regional Operator finances, grants and contracts. 
Manages the Regional Operator bank account recording receipts and disbursements. 
Prepares budgets for grants and modifications to grants. Procures and prepares contracts 
and modifications. Serves as liaison to the Fiscal Agent. Serves as the Equal Employment 
Officer. 

Administrative Assistant ~ Provides administrative support to the Executive Director. 
Plans, schedules, announces, coordinates and records meetings. Drafts and edits reports, 
presentations and other documents. Maintains required corporate, RWB and Local Elected 
Officials documents. 

Business Services & Communications Specialist ~ Develops and maintains relationships 
with local employers. Performs outreach to employers to inform them of programs. 
Promotes Indiana Career Connect.com to employers. Maintains contacts and outcomes in 
Indiana Career Connect. Schedules and facilitates rapid response as needed. Contributes 
and assists with distribution of the newsletter to businesses 

Planning Manager ~ Facilitates the collaboration of educators, business leaders, economic 
developers and workforce professionals to lead to regional solutions and programs. Builds 
and maintain relationship with community leaders. Identifies public and private funding 
sources. Develops and writes plans for funding requests. Prepares request for proposals. 

Performance Monitoring Specialist ~ Data validation and monitoring of all service 
providers and subcontractors. Serves as a master user on the TrackOne data tracking 
system. Monitors TrackOne performance data. Conducts monitoring of the WorkOne sites 
for TrackOne compliance. Prepares monitoring reports. Compiles monthly and year-to­
date reports ofTrackOne data. 

See Attachment eM) RWB Organization Chart. 
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• Please clarify the number ofFTE's positions at the Regional Operator Level. 

The Regional Operator is staffed with 9 full-time equivalents. See Attachment (MM) RO 
Organization Chart. 

The Service Provider is Vincennes University. See Attachment (MMM) Service Provider 
Organization Chart. 

• Who is the area's OneStop Operator (OSO), what are its roles and responsibilities, and 
describe the OSO designation process - WlBs only need to respond. 

N/A 

• Identifywhat WlAservices and/or activities will be awarded through competitive grants· 
within the local area/region, and briefly describe the competitive process that was or will be 
utilized within each competition? 

• OneStop Operator? (WIBs only) 
• WIA Youth Service Providers? .(WlBs only) 
• WlA Adult Service Providers? 
• WlA Dislocated Worker Providers? 

• Other? 

In order to ensure that the maximum number of bids is received for the Regional Operator and/or 
Service Provider the RWB announces the Requestfor Proposal in the area newspapers, WorkOne 
website and the Department of Workforce Development website. E-mail announcements are sent to all 
vendors on the master bidders list. 

For PY12, an RFP will be issued for WIA Adult, Dislocated Worker, and Youth Service providers. 
This RFP will cover two years with the possibility of an extension for a third year based on 
perfonnance. The RWB, after consulting with DWD, will direct the RO to issue an RFP for these 
services. The RFP will be publicly announced and posted on both the RWB and DWD websites. A 
bidder's conference will be held and bidders will be given the opportunity to submit questions. The RO 
will review responses to ensure the specifications set by the R WB are met. The Operations Committee 
ofthe RWB will score the proposals and make a recommendation to the full RWB. The RWB will 
make the final decision. All RWB meeting are open to the public. 

• How does the WIB/RWB eliminate real or perceived conflict of interest in developing RFPs, 
scoring proposals, and issuing grant awards? 

All RWB members annually complete a conflict of interest document disclosing real or perceived 
conflict of interest including business infonnation and personal/familial relationships. In the event 
conflict of interest is discovered in RFP development, proposal scoring, and contract award, such an 
individual will be removed from processes and will abstain from vote. 
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7) Program Contact Lists and Signature Page 
• Provide the name and contact information of the WIBIRWB's primary contact persons for 

the following: 

o WIA Adult and Dislocated Worker Programs­
Jim Heck 
Grow Southwest Indiana Workforce 
318 Main St. STE 504 
Evansville, IN 47708 
(812) 492-4505 
Jim.heck@workonesw.org 

o WIA Youth Programs 
Jim Heck 
See above 

o Fiscal management 
Nancy Begle 
Crowe-Horwath 
1149 S. Balthazar Drive 
Santa Claus, IN 
(812) 544-2121 
nbegle-crowechizek@live.com 

o Electronic/Information systems 
TrackOne 
Kay Johnson 
Grow Southwest Indiana Workforce 
318 Main St. STE 504 
Evansville, IN 47708 
(812) 492-4508 
Kay.johnson@workonesw.org 

o Data collection/performance 
Kay Johnson 
Grow Southwest Indiana Workforce 
318 Main St. STE 504 
Evansville, IN 47708 
(812) 492-4508 
Kay.johnson@workonesw.org 

o WIA Equal Opportnnity Officer 
Linda Jones 
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Indiana Career Connect 
Sara McCarty 
Grow Southwest Indiana Workforce 
318 Main St. STE 504 
Evansville, IN 47708 
(812) 492-4509 
Sara.mccarty@workonesw.org 



Local Workforce Investment Plan for Region 11 
Program Year 2011 

Grow Southwest Indiana Workforce 
318 Main St. STE 504 
Evansville, IN 47708 
(812)492-4511 
Linda.jones@workonesw.org 

o WIA program complaints 
Linda Jones 
See above 

• The Local Plan must be signed and dated by the following (include printed name and title, 
and. contact information): 

o Workforce Investment Board/Regiona\ Workforce Board Chairperson 
o Chief Elected Official 

(Attach the signatory page in PDF format) 

Attachments to he included 
1) LocalArea/Region List of Demand Occupations or Policy (PDF format acceptable) 
2) WIA Adult and Dislocated Worker Services Matrix 
3) WIA Youth Services Matrix 
4) WIB/RWB Partners Matrix 
5) Copy of WIB MOD (for WIBs only, in PDF format) 
6) Copy of local elected officials agreement (for WIBs only, in PDF format) 
7) CopyofWIB/RWB Bylaws (PDF format acceptable) 
8) Copy of performance reports to the WIB/RWBs for Q3 and Q4 2010, Q1 2011. (PDF or MS 

Publisher format acceptable) 
9) Any other attachments (PDF format acceptable, excepting spreadsheets containing numerical 
data) 
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In Witness Whereof, Grow Southwest Indiana Workforce Board, Inc. Chairperson and Region 11 Chief 

Local Elected Official, through their duly authorized representatives, drafted this State Workforce 

Investment Plan. The parties, having read and understanding the foregoing terms of this State 

Workforce Investment Plan, do by their respective signatures dated below hereby submit this plan for 

approval. 

Grow Southwest Indiana Workforce Board, Inc. Chairperson: 

Signature 

Paula Pinkstaff. Chair 
Typed or Printed Name and Title 

Date 

Region 11 Chief Local Elected Official: 

- Signature 

Mayor Jonathan Weinzapfel 
Typed or Printed Name and Title 

Date 



Attachment (A) 

Purpose 

SOP 06-04 
Individual Training Contracts 

Standard Operating Procedures 
Grow Southwest Indiana Region 11 

RWB Approval Date: 10/22/06 
Revised: 3126110 
Revised: 4112110 

To provide policy concerning the payment of training expenses to eligible training providers for the 
training of individuals using funds from the Workforce Investment Act. Training services shall be 
provided in a manner that maximizes customer choice in the selection of an eligible provider of such 
services. 

Dollar Limitations 

Each customer can be awarded up to $4500 per program year. This package will include: tuition, 
books, fees, tools, and additional training supplies. Exceptions may be made in writing to the Regional 
Operator. 

Eligibilitv Determination 

Customers must meet the gateway from core and intensive services to training. Customer must have 
made a concerted effort to locate employment and hislher inability to do so without further training must 
be clearly documented in the file. 

Customers must have a comprehensive assessment and an Individual Service Strategy (ISS) developed 
which includes a job search plan for post-training services. 

The customer needs to test at a reading and math level consistent with the requirements for the 
occupation chosen for training. A standardized test must be used by the service provider. Customers 
who are unable to test at the appropriate level may qualify for remedial training. 

A standardized occupational skills assessment needs to be given to insure the customer's interests, 
values, and abilities match hislher stated training goal. 

The training selected must be an in-demand occupation and must meet the customer's performance 
wage. The customer should be assessed to discover ifhe/she already has a marketable certification. 
Training can be obtained for persons who have a credential ifthat credential is found to be no longer 
marketable. 
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The customer should complete a self-directed labor market study to find out more about the desired 
occupation and to ensure there is a demand for it in hislher local labor market. 

The customer must apply for all available grants and scholarships. Customers will not be asked to seek 
loans for educational purposes. 

Dislocated Workers must show an inability to locate employment at the current DWD replacement 
wage. 

Adults must show an inability to locate employment at the current DWD replacement wage and meet 
one of the following criteria: 

1. Economically disadvantaged individual not eligible for T ANF or food stamps 
2. The working poor (economically disadvantaged and employed) 
3. Former or current TANF recipients 
4. Food stamp recipients 
5. Single parent household with dependents who have not graduated from the 12th grade 
6. Ages between 18 - 21 or over 54 years of age 
7. Long-term unemployed 12 out of 26 weeks or have a poor work history as defined by DWD 
8. Individual with a physical or mental impairment which is a substantial impediment to 

employment 
9. No high school diploma or GED 
10. Individual with family income below WIA self-sufficiency 
II. Individual with a felony which is a substantial barrier to employment 

Selecting an appropriate training goal 

Training will be limited to occupations on the local in-demand occupations list. If the customer wants, 
and hislher assessment supports the need for training in an occupation that is not on the list, the service 
provider will request a solid job offer from an area employer in writing. After the service provider 
verifies the job offer, the program director will review the request and has the authority to allow the 
customer to proceed with training. All contracts must be executed with a training institution on the 
statewide provider list. The service provider will forward a memo for record to the Regional Operator 
with a copy of the contract. 

Duration 

The duration of the Individual Training Account will be not more than one year, not to exceed the end of 
the program year. Educational cost agreements will be issued either by the semester or quarter and will 
include the cost of books, fees, and other educational materials in addition to tuition. Exceptions to the 
ITC limit may be granted by the Regional Operator following a written request and justification by the 
service provider staff. 

Unspent Funds 

Unspent funds may be carried over to the next program year if applicable. 
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Customer Requirements 

1. The customer must be enrolled in comprehensive assessment. The customer's training related 
financial assistance needs must be documented. This should include a budget (Attachment A). 
The budget should be reviewed to ensure the customer has enough personal survival income to 
stay in training through its duration. This budget will be updated prior to each school term to 
assist in re-determining need. The assessment should support the customers need for training. 
The assessment should also include, but not be limited to: Career Goals and Interests, Career 
Talents, Career Skills, Academics, Job-Seeking Skills, Job Keeping Skills, Life and Family 
Issues, Physical and Mental Health, Chemical Dependency Issues, and Legal Issues. 

2. The customer should complete a standardized reading and math assessment. These test scores 
should meet the minimum requirement for the selected occupation. Customers who are unable 
to test at the appropriate level may qualify for remedial training. 

3. The customer should complete an interest inventory to ensure their skills, values, and interest 
corresponds to their training goal. 

4. The customer should have an IEP which supports the need for training. The IEP should have a 
targeted job search plan as well. 

s. The customer should have applied for other grants and should be either unable to obtain these 
grants or the grants should be insufficient to cover the cost of the customer's education. 

6. The customer must select training in a demand occupation as stated on the local In-Demand 
Occupation List. 

7. The customer must select an educational facility on the state approved list. 
8. The customer must understand and agree to the statements in the Student Training Agreement. 

This agreement should be reviewed with the customer at the beginning of each semester. 
9. The authorization for registration form will be completed and presented to the educational 

institution. 

Contract Procedures 

1. A contract must be written for each funding source. Youth in need of training may access funds 
from youth dollars under classroom training or when appropriate, may be concurrently enrolled 
into the adult program for purposes of an ITC. 

2. The use ofITC's will be explained to the registrant during the completion of the IEP. 
3. A contract must be written for each funding source. 
4. Each contract will appropriate a specific dollar amount to the educational institution for training. 
5. The ITC will be used for all expenses associated with the training, such as tuition, books, fees, 

supplies, etc. 
6. Supportive services, tools, uniforms and equipment will not be included in the ITC. 
7. Contracts may be modified to increase or decrease the total appropriation. 
8. Contracts may be written for the duration of one program year. 
9. At the end of the program year, the contract must be closed out. 
10. All contracts must be signed and dated on or prior to the effective date ofthe contract. 
11. A GPA of at least a 2.0 on a 4.0 scale must be maintained in order to obligate additional funds. 
12. Information about Pell Grants and other financial aid available to the registrant will be provided 

during the assessment process prior to the completion of the IEP. The registrant is required to 
file for financial aid. 

13. The staff is responsible for preparing and submitting the exchange of financial aid information to 
the educational institution each quarter or semester. 
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Educational Cost Agreement 

An ECA will be developed after the contract has been executed. Each ECA appropriates a portion of the 
total funds allocated in the contract, 

Each ECA will be written for specific course work and a specific period oftime. 

Classroom training shonld be for a reasonable course load and the academic and or vocational skill 
should be attainable within the time frame and within the customer's abilities. 

In NO instance shall an ECA be written to train a customer for a job that will pay less than performance 
standard 0 bj ectives. 

All costs associated with the training or the training environment, which is provided at no cost to the 
regular student, shall be the responsibility of the training institution. 

An agreement must be prepared between the service provider and the customer concerning care and 
disposition of the tools, books, and non-consumable supplies should the customer not be employed 
following training or does not complete the training program. 

For tools and supplies not available through the training institution, an additional training supplies form 
must be completed and accompanied with a check request. A copy must be sent to the Regional 
Operator. 

When entering into an ECA, the file must have documentation listing cost oftnitionlattendance per 
credit hour or other method of determining cost for all programs offered by an educational institution, 
minimum admission requirements, required achievement levels, attendance policies, refund policies, and 
policies concerning the cancellation or dropping of classes after enrollment. 

In no instance shall the customer be reqnired to apply for or access student loans or incur personal debt 
as a condition of participation. 

The educational institution must inform the service provider of the amounts and disposition of any REA 
Title IV award, as well as other sources of financial aid for each customer. These funds must be 
expended before W1A funds can be accessed. 

WIA funds cannot be expended on costs that already have been paid for by PELL Grant funds or other 
financial aid awards. PELL grant funds can be used for tuition or other educational related expenses. If 
a customer is receiving T ANF and PELL, the PELL must be used for tuition. 

If there is a change in the status of the ECA during the course of the agreement period, the ECA must be 
modified. 
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All ECAs must be modified to be customer specific and with the goal to secure full-time employment. 

All customers enrolled in WIA training services must apply for all grants and financial aid available 
(excluding student loans). 

Each customer must sign a release of information to authorize release of financial aid information, 
results of testing, recommendations and/or acceptance into any programs ofthe training institution, 
grades and midterm reports and copy of all diplomas, degrees, and credentials. 

Customers must provide attendance sheets at a minimum of monthly; however, attendances sheets must 
be provided at more regular intervals if they are needed as backup documentation for supportive 
services. 

A copy of the customer's grade report must be placed in the contract file at the end of each semester or 
summer session. The grade must also be entered as part of the customer's record. 

Inconsistencies in the customer's attendance or failure to abide by the educational institution's policies 
or procedures will be immediately addressed by the service provider. 
Changes in the customer's status must be reported by the service provider staff to the Regional Operator 
for purpose of contract monitoring. 

Billing for reimbursement will occur after the drop and add period has concluded and will be consistent 
with the requirements of the institution that is usual and customary for other students 

An educational institution found to be abusing the program shall be examined by the staff putting a 
notification in writing to hislher supervisor. Management will make recommendations to the Regional 
Operator. 

Upon completion, a copy ofthe certificate or diploma should be placed in the contract file. A copy of 
the credential will be sent to the Regional Operator for the purpose of contract monitoring. 

Drug Screening 

A 5 panel drug screen will be conducted prior to entering into a contract with the training institution for 
all ITC candidates. 

Credential Incentive Program 

No incentive payment will be included at this time. 
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Review ofthe ITC Process 

1. The customer will 2. The customer will take 3. The customer will 
receive services through and pass a 5 panel drug participate in career 
staff assisted core and screen. exploration and meet 
intensive service prior to with his/her service 
entering an individual manager to ensure that 
training contract. ibis is a good match for 

his skills, abilities, 
interest, and the local 
labor market. 

4. The customer will select 5. The customer will apply 6. The service provider will 
a school from the state for other grants and make contact with the 
approved list to attend scholarships with the educational institution 
for training. help ofhislher service and advise them there 

manager and lrislher will be a contract 
chosen educational forthcoming. This can 
institution. be in the form of an 

individual training 
contract or as an 
agreementfor an 
umbrella contract 
already established with 
the educational 
institution. 

lJE]The service provider will 8. At the end of the 9. This process from step 5 
complete the educational semester or quarter, - 8 will be repeated for 
cost agreement. This there may be a change in each school term. 
will be signed by the the original cost in the 
service provider, the educational cost 
educational agreement. The service 
and the provider will modify ibis 

amount with the 
Educational Cost 
Agreement. When ibis 
modification is complete 
and the check is cnt to 
pay the amount due tu 
the educational 
institution, the contract 
will be completed. 

6 



Revised 10108 

Glossary of Terms 

1. ITC - Individual Training Contract (This is a contract between the Regional Workforce 
Board and a customer seeking services. It is executed by the RWB's service provider 
(Vincennes University) and the educational institution. 

2. Educational Institution - Any facility of higher learning on the State of Indiana's approved 
training list. 

3. State Approved List - The State of Indiana keeps a list of training institutions and their 
programs which have received an approval from state agencies and boards such as the 
Office· of Vocational Rehabilitation and the Regional Workforce Boards, where customers 
may attend with the goal of obtaining a marketable credential. 

4. Regional Operator - the entity which holds the contract with the Regional Workforce 
Board to oversee and operate WIA services. In region 11, T.P. Miller and Associates 
(Grow Southwest Indiana Workforce) is the Regional Operator. 

5. Service Provider - The entity which the Regional Operator has chosen to deliver services to 
customers. In Region 11 this is Vincennes University. 

6. ECA - Educational Cost Agreement - an agreement between the Service Provider, 
Customer, and the Educational Institution regarding the amount of money which will be 
paid byWIA funds. 

7. HEA ~ Higher Education Award - a grant given by a school or ulliversity which assists 
with the cost of the training. 
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Revised 10/08 
Grow Southwest Indiana Region 11 

WorkOne 
Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick 

10/16/08 

EDUCATIONAL COST AGREEMENT 

Educational Institntion Program Title 

Customer Name Social Security # 

Semester Beginning Date 

Dot Code Ending Date 

Contract Nnmber Occupational Title 

ECANumber Issuing Office (Agency) 

FUNDING SOURCE AMOUNT (Tuition, Books, Supplies, Living 

*PELLGrant PELL be beforeWIA 

etc.) 

·Other Financial Aid Financial Aid must be applied before WIA funding 

toWIA 

Contribution 

·Other Sources 

Agreement bas been reached through a joint discussion and negotiation between the Service Provider's representative, the Educational Institution's Representative, and the 
CUSTOMER This agreement outlines how available dollars will be applied to the cost of tuition, fees, books, and living expenses. The Ell assures that the Service Provider and 
the CUSTOMER have been informed of the amounts and disposition of all the REA Title IV awards and all other types of financial aid available to the CUSTOMER and that 
the WIA funds do not duplicate any other available funds. 

The CUSTOMER acknowledges that be/she has been informed that WIA funds will not be available to repay student loans and that the decision to secure a student loan is as an 
;nd'l'endont CUSTOMER ,nd not p,rt ofthe ,.thorized rIA ,ommHment 
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Ell's Authorized Representative 

DATE: 
RevISed 10108 

Service Provider's Authorized 
Representative 

DATE: 

Grow Southwest Indiana Region 11 
WorkOne 

CUSTOMER 

DATE: 

Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick 
10/16/08 

EDUCATIONAL COST AGREEMENT MODIFICATION 

Educational Institution Program Title 

Customer Name Social Security # 

Semester Beginning Date 

Dot Code Ending Date 

Contract Number Occupational Title 

FUNDING SOURCE AMOUNT (Tuition, Books, Supplies, Living Expenses, etc,) 
~**,~\,ITACT~rn=I~'n"-m~g~F~un~d~s-t---------t~wr~,,"~--

Th P e 'urpose 0 f h' M d'fi t IS 0 I !CatIon IS to (Ch kO ) ec ne 
Increase the funds by: $ from:$ to a total of: 
Decrease the funds by: $ from:$ to a total of: 
Change the ending date From: To: 

This modification is an extension of the original ECA. With the exception of the information contained herein. the original provisions remain unchanged. 

Date: 
Signature of Ell's Authorized Representative: 
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. 

Date: 
Signature of Service Provider's Authorized Representative: 

Revised 10/08 

Participants Name 

Participants Name 

Address 

Social Security Number 

School Name! City 

School Address 

Grow Southwest Indiana Region 11 
WorkOne 

Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick 
10/16/08 

EXCHANGE OF FINANCIAL AID INFORMATION 

Program SERVICE PROVIDER: 

Address 

Phone Number 

Number of Credit Hours I Major 

School Phone (Optional) 

I authorize the Service Provider named and the Financial Aide Officer at the above named school to exchange financial, academic, and other information 
necessary to further my training. I authorize the release of a copy of my Financial Award Letter. 
Participant's Signature Date 

. 

Service Provider Staff Signature Date 

Need analysis for I [] I Fall []I Winter I [] I Spring I [] I Summer I Dates: 
mmiddlyyyy I to I mmiddlyyyy (check one) 

SCHOOL OFFICIAL- COMPLETE AND RETURN THIS FORM TO THE ABOVE OFFICE 

I. Is student ol!.Pfobation status? ~ J Yes -.l]No ~]Academic _U Financial Aid 

2. Has the student applied for financial aid? [] Yes []No 

3. Student has financial aid specifically designated for tuition? r ] Yes []No 

NUMBER OF CREDIT HOURS ENROLLED COST PER CREDIT HOUR $ 
FINANCIAL AID - SEMESTER INFORMATION DIRECT EDUCATIONAL EXPENSES - SEMESTER INFORMATION 

PELL $ Tuition $ . 

Higher Education Award -Tuition Only $ Books $ 
Other Grants $ Fees $ 
Other Scholarships $ Supplies $ 
Other Scholarships $ Lab $ 
Supplemental Education Opportunity $ Room and Board $ 
Grant 
Federal Perkins Loan $ Transportation $ 
Stafford Loan $ Personal Expenses $ 
Other Loans $ Other $ 
Child of Disabled Veteran- Tuition $ $ 
Work Study IOn-Campus Employment $ $ 
TOTAL $ TOTAL $ 
Student [ ] is a commuter [ ] is a dependant Student WIll attend [ ] Full-time [ ] Half-time 

[ ] resides on campus [ ] is self supporting []%time [ ] less than half 
[ 1 resides off campus 
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The training institution assures that (I) PELU SEOG and/or other Federal, State, and Local Grants available to the student, and WIA funds, will not be used for the same expenses; 
(2) all refunds, rebates, discounts, and expenses paid by the training institution are due and payable to the Service Provider upon discovery; (3) fund authorized by the Service 
Provider from WIA funds will be used exclushrely for tuition, book, supplies, and fees as approved in accordance with the institution's published fees; If the participant, for an 
reason, does not complete authorized length of training the agreement becomes null and void for any charges other than those already incurred. I have read and agree to the 
conditions of the Occupational Skills Training Agreement. 

SCHOOL OFFICIAL SIGNATURE DATE 

Revised IO/OS 

Contract Number: 

Funding Source: 

Grow Southwest Indiana Region 11 
WorkOne 

Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick 
10116/08 

INDIVIDUAL TRAINING CONTRACT 
Modification Number: 

WIA Approval #: 

Educational Institution Agency 

TRAINEE'S NAME: ----------------- Semester: _______ __ 

SOCIAL SECURITY NUMBER: _________ _ 

TOTALCONTRACTALLOTMENT: _____ __ 

AGREEMENT 

. 

I. PARTIES TO THIS AGREEMENT: By mutual understanding, herein known as Ell and the 
WIA Service Provider, hereinafter known as AGENCY, are bound to the mutual obligations and performance agreed to herein for 
eligible and emolled WIA customers referred to the Ell by the AGENCY 

2. PERIOD OF AGREEMENT: This agreement shall begin and remain valid until or until such 
time as wither party deems it necessary to terminate and! or modify said agreement. 

3. PURPOSE: The Ell shall provide classroom training instruction which will assist WlA certified individuals in obtaining:the skills 
necessary to secure employment. The intent of such training shall be to secure full-time employment. 

4. ALLOTMENT: The total cost of this Contract to the Agency's WIA grant wilLnot exceed . This allotment is subject to 
availability of funds and does not constitute a federal or AGENCY obligation. 

5. MODIFICATION: This modification [1 doesnot change the allotment or [1 increases, [1 decreases the allotment by ____ ~ 
The funds previously allotted to a new total allotment of--:---:_-,,-_--;---: 

6. APPROVED COURSES: The Ell shall provide classroom instruction only in courses approved by the AGENCY. 
7. EDUCATIONAL COST AGREEMENT: An Educational Cost Agreement (ECA) will be developed on a semesterl summer session 

basis for each customer referred to the Ell under this Contract. Modifications can make to the ECA during the period of the Educational 
Cost Agreement. 

S. APPLICABLE LAWS: The Ell agrees to abide by all applicable Federal, State, and Local Laws governing its organization and this 
program during the life ofthis agreement which shall include. but not limited to, all levels of policy which emanate from the Workforce 
Investment Act of 1995. 

9. PAYMENTS: Payments to the Ell shall be predicted on submission of properly completed documents. The documents shall be 
evidence of enrollment, tuition, fees, and appropriate adjustments, discounts, rebates and funds consistent with the policies of the Ell 
governing tuition, books, and fees. The handling and processing of payments for WlA customers shall be accorded the same treatment 
as other students attending the Ell. 

10. DUPLICATION OF SERVICES: The Ell will disclose and assure that all HEA Title IV awards and all other types of financial aid 
available to the customer will not be used for the same expense as the WIA funds. The Ell shall inform the AGENCY of the amounts 
and disposition of any HEA Title IV awards as well as other sources offmancial aid for each customer that is awarded after enrollment 
ofthe individual customer. The Ell and the AGENCY shall fully disclose to any WIA customer and the total financial obligations of 
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the training, the investment being made by WIA, Grants, Work Study, and any and all other contributions to the education to the 
CUSTOMER as part of the ECA. 

II. NONDISCRIMINATION: The ElI shall provide WIA customers with the same conditions as other enrolled students of the Ell in 
similar training programs. As a condition to the award of this Agreement under WIA funded programs, the Ell assures, with respect to 
the execution of this Agreement, that it will comply fully with the nondiscrimination and equal opportunity provisions of the 
Workforce Investment Act of 1998, including the Nontraditional Right Act of 1964, as amended section 504 of the Rehabilitation Act 
of 1973, as amended; the Age Discrimination Act of 1975, as amended; title IX of the Educational Amendments of 1972, as amended; 
and with all applicable requirements imposed by or pursuant to regulations implementing those laws, including but not limited to 29 
CFR part 34. The United States has the right to seek judicial enforcement of the assurance. 

12. NOTIFICATION TO INSTITUTION DEPARTMENTS: The Ell ensures that all departments involved in implementation of this 
Agreement are infonned of all terms and conditions, including but not limited the Financial Aid Officer, Book Store(s), and the ElI's 
Business Office Controller. 

13. ALLOWABLE COST: Funds available under this Agreement shall be used exclusively for tuitioo, books, supplies, and fess in 
accordance with the ElI's published fees offered to the general public as outlined in the ECA and as approved and agreed to by the 
AGENCY, Ell, and Customer. 

14. LIMITATIONS: The AGENCY shall not be liable for the cost incurred for individuals not certified as WIA eligible prior to enrollment 
and participation at the Ell. All refunds, rebates, discounts, and expenses paid by the AGENCY are due and payable upon discovery. 
The Ell agrees to notify the AGENCY upon discovery of excessive absenteeism or withdrawal of enrolled WIA Customers. 

15. ACCESS TO RECORDS: It is further agreed that the AGENCY will have access to all information the Ell compiles concerning a WIA 
Customer and that copies of this infonnation will be tendered to the Workforce Training Center, the Workforce Investment Board, the 
Department of Labor, the Comptroller General if the United States or any of their duty authorized representatives, and other authorized 
Federal and State officials. The ElI shall preserve and make available records until the expiration of three (3) years from the date of 
final payment. 

16. INTENT TO MODIFY: The AGENCY has the right to revise or modify this Agreement based On its funding and planning under the 
State of Indiana and WIA legislation. The AGENCY shall have the right to modify this Agreement in the instance of inadequate 
. funding levels provided to the AGENCY upon giving 15 days of written notice to the Ell. all modifications to the Agreement must me 
in writing. Request from the Ell for interpretations or modifications must be made in writing to the AGENCY. 

17. TERMINATION: The AGENCY has the right to terminate this Agreement in the event there are inadequate funds provided to the 
AGENCYTO CARRY OUT TIllS Agreement upon giving 30 days written notice to the Ell. this Agreement may be cancelled in 
writing by either party by giving 30 days written notice to the other party in this Agr.eement. 

18. HOLD HARMLESS: The Ell agrees to save and hold harmless the AGENCY from all loses, liabilities, claims, judgments, demands, 
legal proceedings, recoveries, cost, expenses, and attorney's fees brought or recovered against the ElI which may arise as a result of the 
acts of any of its personnel in the perfonnance of its obligations under the Agreement. 

19. COMPLETE AGREEMENT: This Agreement as set forth herein, including any subsequent modifications hereto, and along with. the 
attachments. herein set forth as attached and made a part of the agreement, constitutes the whole of the Agreement and the final 
expression of the intention of the parties thereto, and any other verbal or oral expression is not a part of the Agreement and is without 
effect herein. 

SIGNATURES OF AUTHORIZATION 
Educational Institution's Signatory Official Agency's Signatory Official 

Signature: Signature: 

Typed Name: Typed Name: 

Title: Title: 

Phone Number: Phone Number: 

Date: Date: 
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RevisedlO/08 

Grow Southwest Indiana Region 11 
WorkOne 

Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick 
10/16/08 

OCCUPATIONAL SKILLS ASSISTANCE AGREEMENT 

The following items apply to my training component (please place a check mark by each item that applies): 

[ 1 

[ 1 

[ 1 

[ 1 

[ 1 

[ 1 

[ 1 

[ 1 

[ 1 

[ 1 

[ 1 

1) 

2) 

3) 

4) 

5) 

6) 

7) 

8) 

9) 

10) 

11) 

I agree to contact the service manager at least once a month, I understand that 
failure to make contact will affect my school fimding. I agree to tum in my monthly tracking 
sheet in a timely manner. 

I understand that I must inform the staff immediately if! cannot start or finish my class (es) 
as planned. 

I agree to let staff know immediately if I move, change my phone number, or contact person. 

I understand that I must complete a Federal Financial Aid Form (FAFSA) by March 1st of each 
year. I also agree to apply for all available fmancial aid. 

I understand that I must provide Service Provider staff with a copy of my grades within one 
week of receiving them. 

I understand that failure to maintain a 2.0 cumulative grade point average couldresult in loss of 
all assistance. 

I agree to provide staff with my class schedule and anticipated expenses for the current semester 
in a timely manner. 

I agree that before I withdraw/ drop a class after the first week I must call to discuss the situation 
with staff. Failure to do so might make me responsible for reimbursing the cost of the class. 

I agree to contact the office if I decide to change my major. 

I agree to notify staff of any additional financial assistance I receive each semester such 
as scholarships, loans, grants, etc. 

By my signature below, I verify that I fully understand and agree to comply with 
all the items on the agreement. I also verify that a copy of this agreement has 
been provided to me. 
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Participant's Signature Date 

Revised 10/08 

Grow Southwest Indiana Region 11 
WorkOne 

Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick 
10116/08 

OCCUPATIONAL SKILLS TRAINING AGREEMENT/ EXCHANGE 
OF FINANCIAL AID INFORMATION 

By mutual understanding the Service Provider ~~----:-'----:-"----;------:---;;-~---'--;;---C---=-"----::--77"--'-':-C­
(hereafter referred to as the Service Provider), and the training institution agrees to the following for the Service Provider participant 
referred to receive classroom training to obtain the skills necessary to secure employment. 

This agreement shall remain valid for the semester or training period or until either party deems it necessary to terminate or modify it. 
Termination of this agreement for convenience must be in writing and made with no less than thirty (30) calendar days prior to the effective 
date of such termination. 

APROVED COURSES AND PAYMENT: Only courses and cost authorized on the Training Authorization are approved for payment. 
Funds shall be used exclusively for tuition, books, supp1ies, and fees as approved by the Service Provider in accordance with the 
institution's published fees as specified in course catalogues. Funds for any certified participant served under this agreement shall not 
exceed the amounts on T A unless modified by bilateral written agreement. The Service Provider maintains title to all tools, books, and 
other materials purchased. The SerVice Provider assumes no liability for costs not specifically authorized nor is there a commitment of 
subsequent training funds. Payment to' the Institution shall be predicted on submission of properly completed documents as agreed to by the 
Service Provider. 

APPLICABLE LAWS: The institution agrees to abide by all applicable Federal, State mans Local laws governing its organization and 
this program during the life of this agreement which shan include, but not limited to, allleve1s of policy which emanate from the 
Workforce lnvestment Act of 1998 (WIA). As a condition to the award of financial assistance from the Department of Labor-under Title I 
of WIA, the grant applicant assures that it will comply fully with the nondiscrimination and equal opportunity provisions of the following 
laws: Section 188 of the Workforce Development Act of 1998 (WIA), which prohibits discrimination against all individuals in the United 
States on the basis ofrace, color, sex, religion, national origin, age, disability, political affiliation or belief, and against-beneficiaries on the 
_basis of either citizenship/ status as a lawfully admitted immigrant authorized to work in the United States or participation in any WIA Title 
I financially assisted program or activity; Title VI of the civil rights Act of 1964, as amended, which prohibits discrimination on the basis 
of race, color, and national origin; Section 504 of the_Rehabilitation Act of 1973, as amended, which prohibits discrimination against a 
qualified individual with disabilities; The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis of age,; 
Title IX ofthe Educational Amendments of 1972, as amended, assures that it will comply with 29 CFR part 37 and all other regulations 
implementing the laws listed program activity, and to all agreements the grant applicant makes to carry out the WIA Title I financially 
assisted program or activity. The grant applicant understands that the United States has the right to seek judicial enforcement of assurance. 

DUPLICATION OF SERVICES: The institution assures that the Institution's financial aid officer will inform the Service Provider of the 
amount of disposition of any HEA Title IV award (including PELL Grant, Supplemental Education Opportunity Grant, Work-Study, and 
Federal loan programs) as wen as other sources of financial aid for each of the participants which was awarded after,enrollment unless in 
direct conflict with Title IV education fund refund regulations and to the limit of its ability. In the event that any or all-of the tuition and 
fees paid to the Institution are refundable, the Institution will refund such amounts to the Service Provider up to the amount which the 
Service Provider has paid for this participant. The Institution further assures that it will adjust charges as appropriate to the Service 
Provider if eligibility for PELL grants and other fonns of financial assistance is not established until after a participant referral to the 
Institution has occurred. The Institution assures that the financial aid office or controller is aware to this agreement. All refunds and 
expenses paid by the Service Provider are due and payable to the Service Provider upon discovery. The Institution agrees to-notify the 
Service Provider upon discovery of excessive absenteeism or withdrawal of enrolled participants. 

ACCESS TO RECORD: It is agreed that the RWBlRegional Operator, DWD, and DOL will have access to all information the Institution 
compiles concerning a participants and funds to conduct audits and examinations. This infonnation will be tendered to the Service Provider 
upon presentation of a waiver concerning release of private information signed by the participant and his! her guardian or parent, if 
required. This will include infonnation on giades, the academic progress of the Service Provider participants and classroom attendance. 
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HOLD HARMLESS: The Institution agrees to save and hold hannless the RWBlRegional Operator/Service Providers from all losses, 
liabilities, claims, judgments, demands, legal proceedings, recoveries, cost, expenses, and attorney's fees brought or recovered against the 
Institution which may arise as a result of the acts of any of its personnel in the perfonnance of its obligations under the Agreement. 
Institutions that are exempt from this clause per ruling of the Attorney General are to attach a letter of exemption. 

Revised 1 0108 

County 

Participants Name 

Address 

Social Security Number 

School Namel City 

School Address 

Grow Southwest Indiana Region 11 
WorkOne 

Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick 
10/16/08 

TRAINING AUTHORIZATION 

I Program Service Provider 

Address 

Phone Number 

Number of Credit Hours I Major 

. School Phone (Optional) . 

The Service Provider agrees to the payment of tuition of and fees for the provided instruction, fees, books, and materials indicated on this page. There is no 
commitment nor is it implied that the Service Provider will pay the institution for any subsequent periods of training. The Service Provider does not assume 
any liability for any cost not specifically authorized. 

The courses listed are those described in the course catalog as is the amount charged. 

The training institution certifies that it will infonn the Service Provider of the amounts and disposition of any financial aid received by the named participant. 
This includes, but is not limited to, Higher Education Act Title IV funds. 

In the event that any or all of the tuition and fees paid to the institution are refundable, the institution will refund such amounts to the Service Provider up to 
the amount which the Service Provider has paid for this participant. 

Service Provider AUTHORIZES THE FOLOWING COURSES, TUITION, FEES, AND BOOKS 
. 

AUTHORIZED COURSES FOR ENROLLMENT FOR: Fall: Winter: Spring Summer: Dates to 
CREDIT HOURS x COST PER CREDIT HOUR $ -(A) $ TUITION 

LESS THE FOLLOWING: 
SOURCE AMOUNT 

. 

TOTAL (B) $ 

TOTAL TUmON AUTHORIZED (A-B) $ 

BOOKS AUTHORIZED $ 

FEES AUTHORIZED $ 

TOTAL AUTHORIZED $ 

PartiCipants Signature Date 

Staff Signature Date 

15 



Director's Signature (if cost exceeds $3,000) 

Revised 10/08 

ATTACHMENT A 

BUDGET 
0 Eligibility 0 Supportive Service 

EXPENSES AMOUNT INCOME AMOUNT 
Food Support Payments 
Housing (RentIMortgage) Unemployment Checks 
Utilities Social Security/SSIISSDI 
Insurance Welfare, TANF 
Support Payments Vocational Rehabilitation 
Dental or Medical Payments Other Family Income 
Monthly InstallmentPayments HUDHousing 
Transportation Fu1I1Part-time Employment (Net Pay) 
Clothing Non-Cash Assistance 
Recreation c Food Stamps 

. Child Care 
Other Expenses (please Specify) Other Income: 

TOTAL MONTHLY EXPENSES TOTAL MONTHLY INCOME 

Complete the following to identify how the applicant's portion of the monthly expenses was determined 
ifliving with family but claiming to be self-sufficient and a family of one 

Family Expense for Food Family Members = 

Family Expenses for Housing 

Family Expenses for Utilities 

COMMENTS: 

16 



Rev 10/08 
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Attachment (B) 

Purpose 

SOP 09-04 
Local Training List 

Standard Operating Procedures 
Grow Southwest Indiana Region 11 

Approval: 12/3/09 

To provide policies and guidelines for developing a local training list ofWIA eligible training 
for Region 11 

Process for development ofthe local training list 

The State of Indiana has developed a list of 50 Hoosier Hot Jobs. This list is intended to provide 
guidance on WlA eligible training; however, some jobs may not be in high demand within 
Region 11 or are not eligible for training assistance with WIA funds because they reqnire 
advanced degrees. Therefore, Region 11 has developed an additional list oflocal Hot Jobs that 
will be eligible for WIA training assistance. 

The Region 11 Local Training List was compiled after a review of various reports for long and 
short term hot jobs, occupational projections, labor market statistics, etc. Emphasis was given to 
jobs that are high demand, high wage or considered STEPPlNG STONE occupations to higher 
wage jobs. This list is not all inclusive and may be amended as needed. 

Ongoing review and update 

The Regional Operator will review the list and labor market information on an annual basis to 
determine the viability of the jobs listed. Additions and omissions will be made at that time. 
The updated list will be submitted to the Operations Committee of the Regional Workforce 
Board, the Secondary Regional Manager and DWD Local Office Managers for dissemination to 
all WorkOne Staff. 

If, during the course of the year, information regarding the need for specific jobs comes to light 
due to developments in the labor market, any staff member of the Regional Operator, Service 
Provider or DWD or member of the R WB may petition to add to the list by submitting a written 
request to the Executive Director of the RO. The RO will make a determination and notifY the 
petitioner, Operations Committee, Secondary Regional Manager and DWD Local Office 
Managers of any amendments. 



Attachment (C) 

Hoo$i\\rHot ~.Jlib$' Regie!,! 0 

47-2061 Construction LabQrers 

47-2011 SOi\errnakilrs 

29·1111 Registered NursErS 

49·9021 Heating; Air'Condilloiling and Rclrigeratl6n' MechaniCS-and InStallers 

47 ~2073 tJPara~~g EnQ!~ arct ()~r ¢onstroctl~n Eqiilpme!1! 0Rei~~ 

"47~10_11 Flr$t~une;~,~~~~,~_qt~~~,T~J~1iJ4rnlEx.tr;lqljpnWo~~ 

p3~30:3~ T.ruek t:lf1vars"HeaW,and't~-l~lIer 

13i2(i.11 Ao.coLlntlmts atI(fA~ltlfJ! 

13·1070 HUman RasQurces, Trall1lt'1glmd'labOr ReJallons,Specialists 

29:-2051 Ucensed PractiCal and Ucensad VoCational Nurses 

47-2152 Plumbers, Plpefltrers and Steamfitters 

47·2031 Garpentert 

49-9041 Illdustrif!l Machlnety Mechanics 

'49_~a04~ l'Vl_alntetran<:,e:',aIlo fl$pJ),ir wOrllemi .General 

29;-,1060, P~ICJan~::ar\d SUrgeoh$; 

3a.;9Q32. seturttY-Guartls 

:2~1 000 POstSlitOb'diirY Teacfleil; 

'H02~ :s;oa)WQ!\l<~ 

U:9,021 Coo~P,tipn ~aga(ll 

2:5-1000 'Primal)' an~'SeGOndalY School Teac!1!,)TS 

13-1051 Cost e;tlmators 
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15-1061 NetworKSy$t.e1'l'l$: anctData COtilmunicatlQnS Analysts 

1 H05:! CMI En(lfotiers 

4H111 Eledriciiris 

15-"O~ci Comp~($oftWare,Eil91~ee,t$ 

29~li'23 PtW~~P.l.s~ 

35-1 ina- F~.lrn_~ $Jjp~Nisgrs!MiiMge(S_ Q'f- ~oqd_"PrepaIation .ar:]~ ~!Vlng \'{~kal'S' 

otl-1Di 1 FI\St-U~~:Supe~,al}II.~:Cif'Ohice-and);dmJrustra~'_SWllC'rt.wQr~I}' 

27 ~3031 Public Relatlpns Spe(:1aJ\Sts 

47 -2051 C~m!lnt Ma~' aottCCinorete. Rn1sl'iers 

11·9111 Medical arK!: Health SeMcesManagers 

31-909-1 Dental Asslstallts 

11-9199 Managers. AU Other 

47-222.1 Structural Iron atld Stael Workers 

_2fH02.1 Dental Hyllienisl;$ 

49~904.4 MiIlWffglitS 

2e:.2055· SUrgicaJ-Technol~' 

'~~1 051 Pharrri~cr~ , 
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Attachment (D) 
._-----_ .. _ ..... -

Region 11 Training List 

Field !Occupation 
Administration, Office, Etc. 

Accounting 
Auditors 
Auditing Clerks 
Bookkeeping 
Business Administration 

November 2009. 

Executive Secretaries/ Administrative Assistants 
Legal Secretaries/Paralegals/legal Assistants 
Office Administration 
Management, General/Operations/Marketing 

Industrial, etc. 
Automotive Body Repair 
Automotive Service Technician 
Construction Managers 
Electrician 
Electrical Maintenance/Repair 
Electronic Repair 
HVAC 
Welding 
Truck Drivers 
Mining 

Medical 

Heavy Equipment Operator 
Coal Mine Technology 

Cardiovascular Techs 
Diagnostic Medical Sonographers 
Dental Assistants 
Dental Hygienists 
EMT/paramedic 
Ucensed Practical Nurses 
Ucensed Vocational Nurses 
Medical Assistants 
Medical/Clinical lab Technician 
Medical Records/Coding 
Nursing Aide, Orderlies, and Attendants 
Occupational Therapist/Therapy Assistants 
Physical Therapist/Therapy Assistants 
Radiologic Technician 



--------_ .. _----.----

Proposed Region 11 Hot Jobs Ust (cont.) 
Page 2 

Medical (cont.) 
Registered Nurses 
Respiratory Therapist/Therapy Technician 
Surgical Technician 

Public Service,Teachers, etc. 
Elementary School Teachers 
Middle School Teachers 
Secondary School Teachers 
Social Workers 
Correctional Officers 
Police and Patrol Officers 

Science, Technology, Engineering & Math (STEM) 
Computer SpeCialists 

Other 

Computer Support Specialists 
Graphic Designers 
Mechanical Drafters 
Chemical Engineers/Techs 
Chemists 
Civil Engineers/Techs 
Electrical Engineers/Techs 
Industrial Engineers/Techs 
Mechanical Engineers/Techs/Robotics Technician 

'First Une SUpervisor/Manager of Food Prep Workers 



Attachment (E) 

*This numbe, does not reflect the manv ,",,0 bypass tIlefront desk. 





are customers new 

"This number dDes not re"ettilie manvwha bypass the front desk. 





*This oombe.r does not reflect the 





current program 

'This number does not ,.nectth_ monv who bypass the front desk. 





current program 

'This number does not reflect the many who bypass1lle front desk. 





customers current program 

*This number ""os notreflectthe Many who bypa,. the frontdes/(. 





'ThIs number do •• not many who bypass the front desk. 

!i IU. 





does not reflect the many who bypass the front desk. 





NEWPU~~lII!~ll~iciC"'C ...•.•• , ",. ,';; ""L. 

A~~lt DW Youth Total 

C;ilyryover June 10 9,334 1,595 213 11,142 

YTD Previous month 18523 218 131 18,872 

Current month 27Q8 16 21 2,745 

YTD2010 30,565 1,829 365 32,759 

These are customer,s.l)e~ to Ti:aC:kOne. for the current program veat- al:id Includes customers carned over . 

.. ·.;L . , .... ,. >"".L'.'. .TMINJNG ANQ.!'i\E~mi~LSj¥fil{llicfi;l;PAII; .", ," ....•.... . ,.hi·· • 
' •. > 

Training .. 

County Adult DW Youth Total C.ed""t!ills Ea(lled 
Dubois 4 2 6 1 
Gibson 1 1 6 
«no~ 12 1 13 . 12 
Perry 4 1 5 0 
Pike a 0 
PoS!!y 5 3 2 10 3 
Spencer 6 1 1 II 2 
Vanderburgh 27 6 33 . 11 
Warrick . 0 0 
Total 58 15 3 76 35 

. 

ci.iC .,., .. ,' .,;. ; ;:;li!l(tClI;J!' SERVJ¢~SJ!QQ,171QiQj,Y~~T.§;P1\TE· ., ...... . ;;,;; •... '., .. ':0'.','. 
~rviceTitle prevlou.YTD Current Monlf YTD 

Other Supportive Servke. 110 0 110 

TransPl>ttation SetVI¢i!' 526 68 594 

ifolisinB Assislance& Hl!alt!:l Care 6 0 6 

Assessmeni1i1tervlews 16,906 2,285 19,191 

inltiallS5/IEp Devel"pmenl5essioos 765 162 927 
W."rkshQPs 2;280 328 2,608 
Computer Classes 2,212 338 2,550 
"01 Referrals 49,992 6,986 56,978 

*This number does hot refle~tthe manywho .bypass the front desk. 

I YOUTH ~OORl%ll1I' '"~C· . .. , .. .;. ::c •. ':;y." .... 

£mp.[Ed. Degree I Cer.f.- Ut./NlJtn; 
IPerformance Goals 71.$0% 62.80% 40% 
ITotal PrQgratn PerformanClf 86.66% 62.50% 68.42% 



,,', ' ',' C . ·.T:IAts{Sm'/liwN ItlOPflll" .•.......... 1«1 ., .. ·'c", L 3" <, 

GED CNA LPN CDl Degree O.ther Total 
Dubois 1 1 

Gibson 3 2 1 6 
Knox .'. 2 4 5 1 12 
Perry 

. 

0 
Pike 0 

Posey 2 1 3 
Spencer 1 1 2 

Vanderburgh 10 :t 11 

Warrick 0 
Total 17 S- O 4 8 1 3S 



REGION 11 STATE PLAN REVISIONS 

After receipt of regional plan feedback and meetings between regional operator and state 
reviewers, Region 11 submits the following summary of changes/modifications that were made 
to the Region 11 State Plan. 

To the directive in SECTION 2: LABOR MARKET ANALYSIS, Analyze statistically the 
area's workforce according to the following categories and evaluate it against the 
employment needs described above: 

o Demographics (Age, Gender, Race) 
o Educational Attainment (HSD/GED, Associate, Bachelor, Advanced Degree) 
o Employed/Unemployed number and percentages 

Which demographics groups are most in need of career development, training, and 
(re)employment service? 
Region 11 provided race, gender, and ethnicity information, additional educational attainment 
information, high school graduation rates, and employment information. 

To the directive in SECTION 3: OPERATIONAL PLANS, GENERAL, Provide the 
performance metrics used by the RWB in addition to Common measures to track 
performance. 
Region 11 attached the SW Indiana Regional Operator Metrics Program Year 2010 (Attachment 
EE). 

To the directive in SECTION 3: OPERATIONAL PLANS, WIA ADULT AND 
DISLOCATED WORKER SERVICES, Describe the criteria to be used by the RWB and 
the process followed by the board to determine if WIA annual Adult funds shall be 
considered "limited"? 
Region 11 R WB has no additional triggers beyond the three limitations noted above. Since 
Region 11 has met one or more of the three limitations, the RWB generally considersWlA Adult 
funds as limited. 

To the directive in SECTION 3: OPERATIONAL PLANS, WIA YOUTH SERVICES, 
Indicate the number of WIA Youth service staff persons located within the local area. 
"FTE" was added to the statement regarding the number ofWlA Youth service staff persons. 

To the directive in SECTION 5: BUDGET, Describe how the RWB monItors its annual 
budget and the budget of its service providers, the following information was added: 
The Regional Operator and contractors subniit "Accrued Expenditure Reports" (AER) to the 
Fiscal agent each month. The AER reports the monthly expenditures and the year-to-date 
expenditures by grant or contract and compares year-to-date to budget. The Fiscal Agent 
prepares monthly a "Grant Breakdown" and "Current Standing of Remaining Funds of Region 
11" that compares actual expenditures to budget for each grant. The Fiscal Agent also prepares 
monthly a "Revenue and Expense to Budget" report that compares actual expenditures to budget 
for each contract awarded by the RWB. 



The reports are submitted to the Finance Committee for their review each month along with the 
Balance Sheet and a detailed narrative of the of the "Grant Breakdown" and "Revenue and 
Expense" reports. The Committee reviews the reports and makes recommendations to the RWB 
based on any major variances from the monthly benchmark. 

To the directive in SECTION 5: BUDGET, Provide any policies and procedures the RWBs 
will utilize to approve the hiring of staff. 
Provision made by the addition of Thomas P. Miller and Associates personnel policies 
"Employment Handbook". See Attachment JJ. 

To the directive in SECTION 6: GOVERNANCE AND STRUCTURE, RWB By-Laws. 
By-laws from Articles of Incorporation were updated and attached. See Attachment L. 

To the directive in SECTION 6: GOVERNANCE AND STRUCTURE, Attach RWB 
Organization chart and provide a brief description of the key responsibilities of all 
Regional Operator staff persons. 
Attachment MM provides the Regional Operator Organizational Chart. 

To the directive in SECTION 6: GOVERNANCE AND STRUCTURE, Identify what WIA 
services and/or activities will be awarded through competitive grants within the local area 
and briefly describe the competitive process that was or will be utilized within each 
competition. 
In order to ensure that the maximum number of bids is received for the Regional Operator and/or 
Service Provider the R WB announces the Request for Proposal in the area newspapers, 
WorkOne website and the Department of Workforce Development website. E-mail 
announcements are sent to all vendors on the master bidders list. 

To the directive in COMMENTS FOR THE ATTACHMENTS, WIA Adnlt and Dislocated 
Worker Service Matrix, RWB must rework WIA Adult and Dislocated Worker Service 
Matrix, closely following update instructions contained with Matrix spreadsheet. 
See updated Attachment (F) Adult-DW Service Matrix (2). 

To the directive in COMMENTS FOR THE ATTACHMENTS, WIA Youth Service 
Matrix, Please provide the total percentage of WIA Youth funds to be utilized for In­
School and Out-of-School youth. 
See update Attachment (H) Youth Service Matrix. 

To the directive in COMMENTS FOR THE ATTACHMENTS, Clarification, Please clarify 
why no older WIA Youth will be co-enrolled into the WIA Adult Program. 
Region 11 does not currently co-enroll older youth in Adult. Effective 2006, training funds are 
specifically dedicated to youth participants. While the possibility of co-enrollment exists, several 
problems are created including multiple case managers and exit/re-enrollment issues. 

To the directive in COMMENTS FOR THE ATTACHMENTS, WIA Service Provider 
Budget, Please provide the WIA Service Provider budget. 
See Attachment JI-J4. 



To the directive in COMMENTS FORTHE ATTACHMENTS, Organizational Chart, 
Please provide organizational chart for the Regional Operator and staff. 
Organization chart for Regional Operator and staff already included. See Attachment MMM for 
Service Provider Organizational Chart. 
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38 Please see Business Services for a list of visits. 1 OJT contract 2010. 

Please see Business Services for a list of visits. 0 OJT contracts in Nov. 2010 

Please see Business Services for a list of visits. 2 OJT contracts in Feb. 2011. 

5 on-site visits Please see Business Services for a list of visits. 4 OJT contracts 2011 



Staff continues to work closely with clients to determine eligibility, initiates contact with local companies who may wish to participate 



Presentatiori to Business members for 

Presentations given to Spencer and Gibson Counties regarding OJT's in this program year. Approval received by Business Services 

Committee to count for metric. 

Presentations 



I I 

negotiated. Ms. Norman will contact when vendor secured to salict feedback of Business Services Committee and inform Committee of 
what changes will be made. Paula Pinkstaff has asked that TPMA provide a draft timeline for the Lilly proposal at the next Executive 
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new site. 

Pam Norman scheduled to meet with Business Services Committee but has resigned from position and will not be able to speak at 
I to come and at a 

Boston 

Director Janet Boston committee discussion of new site and Ms. 



from Vincennes 

$117,479 for National Emergency Grant to provide OJT for dislocated workers laid off on or after January 1, 2008. The employer should 

I 

Aversion Grant -Incumbent Worker On-the~Job we are at 93% of the 

in Workforce I that in October 2010 to sites. 



Steve Dwyer has been asked to speak at the October 22, 2010, Annual RWB Meeting. Tom Miller gave a presentation on GREEN and 

Steve at the Annual RWB 

I . 

Kevin Hunter with ABE and Debbie with GAGE Josh Pack move to 

Neihaus and Pike Central Students their idea to the board like to MIT. 
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WIA Adult and Dislocated Worker Service Matrix 



Customer will 
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WIA Adult and Dislocated Worker Service Matrix 

51 49 
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WIA Adult and Dislocated Worker Service Matrix 

20 80 



Attachment (G) 

PlJIllose 

SOP 06-02 
Supportive Services 

Standard Operating Procedures 
Grow Southwest Indiana Region 11 

. RWB Approval Date: 08125/06 

To enable participants in all WIA programs to participate in training and obtain and retain 
gainful employment 

Eligibility 

Any adult, dislocated worker or youth who is enrolled in a WIA staff assisted core, 
intensive, or training activity. Core participants are not eligible for supportive services. 
Participants must be unable to obtain a particular service through another source and this 
should be documented in the case notes. 

Duration 

Participations are eligible for supportive services from \be time of emollment up to 90 
days after termination from the program. 

~ 

File Documentation 

The need for supportive services will be determined through an assessment process which 
includes a personal budget The need will be docrunented in the individual employment 
plan and the case notes. This should be an on-going process. The service provider may 
use additional furms of documentation as their agency requires. 

Payment Documentation 

Items which cost less than $200 can be purchased at the discretion of the service 
provider. Items costing more than $200 should have a minimum of3 bids. The lowest 
bidder should be used unless the service provider has a valid reason for using another 
bidder (ie - the training institution may insist that certain items be purchased through 
designated venders). Bids not sacured in writing should be documented via a memo to 
attach to the request fur purcbase. Each service provider will have a written process for 
the bid process. 



Supportive Services Covered 

The following services are covered under the supportiw services policy; Transportation,. 
dependent care (child Of eider), health care, food, interview and Of work clothing, tools 
required for employment as documented by the employer, cost ofGEn testing, 
educational fees, one time auto repairs, one time housing payments and one-time 
temporary emergency shelter, and other reasonable expense needs as def'med by the 
customers JndividualEmployment Plan and unavailable to obtain from other community 
sources. Payments through WIA programs should be made by vender payments only. 
Exceptions to this will need tHe approval of the program director or the regional manager. 

Maximum Dollar Payment 

A WIA participant iseJigi ble for a maximum amount of $500 per participant year in 
supportive services. Exceptions can be made with the approval ofthe program director 
and the regional manager. 

Exceptious 

Exceptious to this supportive services policy are allowable; but, must be approved by the 
director and the regional manager. 

Needs-Related Payments 

~ 

Needs-related payments are not available for adults and dislocated workers unless 
specified by another funding source. 

Work EJqJerience - Adult and Dislocated Workers 

WlA work experience is a short-term or part-time (paid or unpaid) work activity in the 
public or private sector which provides an individnal with the opportunity to acquire the 
slalls and knowledge necessary to perform a job, including appropriate work habits and 
behaviors. Participation is based on the need of the participant and supported by an 
assessment. Work experience for adults and dislocated workers should be no more than 
26 weeks in length. For individUals with little or no work history, the need for work 
experience will be readily'apparent; however, for dislocated workers it might be more 
difficult to justify unless they are displaced homemakers. Work experience cannot 
exceed 40 hours per week The participant will be compensated for actual time worked. 
Vacation, sick, overtime and holiday pay is not provided. 



Work Experience- Youth 

Work experience may be subsidized or unsubsidized. All work experiences should be 
work based learning experiences, which are at least 51% work. They will be through 
local business, non-profit organizations or govermnental agencies. Wages will be 
determined by the provider based on current funding. It is suggested that youth who 
participate in this activity fur consecutive program years be given an hourly increase each 
year to encourage continued participation. This amount Will be determined byibe 
provider based on fiuJding allocations. Work hours will be detennined by funding 
allocations and meet the guidelines set forth by child labor laws. Hours will be 
coordinated between the youth, parents, the service provider, and the work site 
supeMsor. Youth will complete state and federal tax forms, and the appropriate tax will 
be withheld The service provider will be responsible for the FICA taxes and worker's 
compensation forthese wages. Paychecks will be issued on a bi-weekly basis. W2's will 
be distributed by JanU8IY 31 of each yeaT. 

Participants canoot be employed in the construction, operation or maintenance of any part 
of any facility that is used or will be used fur sectarian instruction or as a place for 
religious worship. Work experience sites will not be developed at or within sites owned 
by religious or sectarian organizations. Religious or sectarian organizations include any 
organization that bas as part of their function sectarian instruction or provide a 
framework for religious worship. Participants may not be employed in any political 
activities. Work sites canoot be developed with an employer that has individuals on 
layoff in the same job classification nor can a participant be placed if the placement will 
result in displacement of an employee, including partial displacement such as reduction 
in non-overtime hours, wages or benefits. A work experience agreement may not be 
written with a company.or agency if the owner of the company or the director of the 
agency is an inunediate family member of the participant. Immediate family may not 
serve as the participanfs supervisor or have the antbority to hire or fire the participant at 
the workplace. Staff is responsible for ensuring that the youth and the work site 
supervisors have a working knowledge of applicable child labor laws. All forms required 
fOT the employment of youth such as the 1-9 and W-4 will be completed. All yonth 
between the ages of 14 - J 7 must have an "intent to employ" card and a work permit. 
EEOfAA posters and teen work hour posters mnst be posted in a conspicuous place at 
each worksite and in the local WorkOne office. Work experience for youth is designed to 
enable youth to gain elq)OSure to the world ofwark and its requirements. Work 
experience should help the youth acquire the personal attribUtes, knowledge and skills 
needed to obtain ajob and advance in employment. The purpose is to provide the youth 
with opportunity for career exploration and skill development and is not to benefit the 
employer. Work experiences should be based on reasonable length. Work experiences 
may be subsidized orunsubsidiZ¢ and may include the following elements: 

1. Instruction in employability skills or generic workplace skills such as those 
identified by the secretary's commission on achieving necessary skills (SCANS). 

2. Exposure to various aspects of an indnstry 
3. Progressively more complex tasks 
4. Internships and job shadowing 



5. The integration of basic academic skills into work activities, supported work, 
work adjustment, and otlter transition activities. 

6. Entrepreneursbip 
7. Service leal'iling 
8. Paid and unpaid community service. Other elements designed to achieve the 

goals of work experience, [20 CPR Part 664,4601 

On-The-Job Training 

WIA requires that individuals in on-the-job traiuing or employed in activities under this 
title, shall be compensated at the same rates, including periodic increases, as trainees or 
employees who are similarly situated in occupations by the same employer and Who have 
similar training, experience, and skills. Such rates shall be in accordance with applicable 
law, but in no event less than the higher of the rate specified in Section 6(a)(I) of the Fair 
Labor Standards Act or the applicable state or local minimum wage law. [WIA Section 
191(aXI)(A)] 

orr should provide knowledge or skills essential to the full and adequate performance on 
the job; provide reimbursement to the employerofup to 50% of the wage rate of the 
participant, for !*b'aordinary cost of providing the training and additional supervision 
related to training and is limited in duration as appropriate to the occupation for \Vhich 
the participant is being trained 

OIT contracting requirements: The training must be an in-demand occupation as 
detenuined by the local labor market; limited to a maximum of 40 hours per week; 
Maximum training doll<1rs of$4,000 for adults and $7,000 for DW; Aimed at 
unemployed adults and adults at 200% below the poverty level; for employed workers, 
orr must be related to the introduction t$new technology, introduction to newprojects or 
service procedures, upgrading to new jobs that require additional skills, workplace 
literacy, or other appropriate purposes as identified by the local board. 

WIA requires that individuals in on-the-job training or employed in activities under this 
title shall be compensated at the same rates, including periodic increases, as trainees or 
employees who are similarly situated in occupations by tlte same employer and Who have 
similar training, experience, and skills. Such rates shall be in accordance with applicable 
Jaw, bnt in no event less than the higher of the rate specified in Section 6(a)(l) of the Fair 
Labor Standards Act or the applicable state or local minimum wage law. [WIA Section 
191(a)(1)(A)] 

OIT should provide knowledge or skills essential to the full and adequate performance on 
the job; provide reimbursement to the employer of up to 50"Al of the wage rate of the 
participant, for extraordinary cost of providing the training and additional supervision 
related to training and is limited in duration as appropriate to the occupation for which 
the participant is being trained. 



OJT contracting requirements: The training must be an in-demand occupation as 
determined by the local labor market; limited to a maximum of 40 hours per week; 
Maximum training dollars of$4,000 for adults and $7,000 for DW; Aimed at 
lUlemployedadults and adults at 200% below the poverty level; for employed workers, 
OIT must be related to the introduction ,*new technology, introduction to new projects or 
service procedures, upgrading to new jobs that require additional skills, workplace 
literacy, or other appropriate purposes as identified by the local board. Employern who 
exhibit a pattern of failure rate may not be eligible for OIT. Contracts cannot be written 
.for an employer who is a family member of the owner, superVisor, or hiring agent. With 
written approval from the director and review by the regional manager, an OIT may be 
written with an employer whose immediate family member is an employee of a Regional 
Workforce Board or the service provider. 

Participants cannot be employed in political activities orin the construction, operation, or 
maintenance of any facility used or to be used fur sectarian instruction or as a place for 
religious worship. 

Participants cannot displace current employees. 

Contracts cannot be written for any business that has relocated from any location within 
the US if the relocation results in any employee losing his or her job at the original 
location. 

Sti rends and fucentives - Youth 

Service providers willl),ave incentive programs furthefollowing activities as mandated 
by the regional operator. 

GED - Youth who enter the program at non-deficientbasic skill levels will not qualiJy 
for the incentive plan. Instead, upon their successful completion and attainment of their 
GED, they will receive a flat incentive. If the test is passed in its entirety the individual 
will receive full incentive payment based on the elapsed time frame to get the GED. If 
any of the tests are not passed and needs to be retaken, the time off for arrival of test 
scores will be added onto the pre-test time. 

Y onth will sign an agreement prior to the beginning of the program, which will have 
incentive periods attached to it. Upon finding a goal date, the incentive levels will be as 
follows: 

1. Less than 50% oftime before goal date 
2. Within 50% of time before goal date 
3. Within 25% of time before goal date 

Beyond 25% oftime after goal date 



Other Incentives for Older and/or Out-of-School Youth 

Service providers will have incentive programs for the following activities as mandated 
by the regional operator. 

1. Out-of-school youth who are fOund to be deficient in WOIK readiness, job 
preparation, and soft skill will be awarded an incentive upon successful 
completion of job search and retention workshops. 

2. Youth between the ages of 19 - 21 who obtain a credential. This is a one-time 
payment. 

3. Any out-of-school youth, who obtains employment and retains the employment 
through the first quarter following the date of exit detennination, will receive an 
incentive. Ifretention is maintained through the third quarter the youth shall 
receive an additional incentive. 

Stipends for Younger and/or In-School Youth Program Participants 

Any yonth who are in-school will earn a stipend for each hour of time spent in workshop 
activity. Wages will be detennined by the provider as mandated by the regional 
operator. 

In-School Y onth Incentive Plan 

Service providers will have incentive programs for the following activities as mandated 
by the regional opemtor. Yonth between the ages of 14 - 18 will receive an incentive 
upon the successful coI!,lpletion of goals as deteImined by the service provider: 

Combinations - Youth. 

Service providers will have incentive programs for the following activities as mandated 
by the regional operator. Youth between the ages of 14 - 18 will receive an incentive 
upon the successful completion of goals as detennined by the service provider. 

On-Jhe.Job Tminiog Youth 

On-Jhe.job tminiog is not an appropriate work experience for youth participants under 
age 18; therefOre, this activity will not be provided under the yontbprogram. Participants 
who are between the age of 18 and 21 may be concurrently enrolled into the adult 
program for purposes of OJT. 



Administrative Provision 

Allowances, earnings, and payments to individuals participating in programs under WfA 
title I shall not be considered as income for the purposes of detennining eligibility. 
Furthermore the amonot of income transfer and in-kind aid furnished uuder federal or 
federally assisted program. based on need other than as provided under the Social Security 
Act [WIA Section 181(a)(2)]. 

Service providers win ensure that funds are not spent on the wages of incumbent 
employees during their participation in economic development activities provided 
through a statewide workforce investment system. pO CPR Part 667.264{a)(1}] 

• 
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Key Workforce Investment Board Partnerships 

Attachment (I) 

and Job Seekers 

- Referral and Job Seekers 

County Chamber of 
Memorandum of - Referral and Job Seekers 

I PF!rN CC)Untv Development 

County Chamber of 

Knox County Development 

IM"m,)(a"dum of Understanding - Jobs for 

I M"m,)(a"dum of Understanding - Jobs for 

I M"m,)(a"dum of Understanding - Jobs for 



TOTAL 

TOTAL 

I~ ·t(,UUUI~ If.UUU 

:,i:nO ~ nL,L"l"t $ 305,233 $ 933,679 $ 3,894,165 

Line A is the distnbution of the total cost from the Line Items listed in Section I 
Une B is the total of the Intemal Program Line items in Section 11. All intemal cost must be broken out by these line items. 
Une C = Line B plus the Contractual - Program Funds line 
Une D - Une A plus Une B 
The total Program cost in Section II must be broken out by type of service or Program cost in Section III 
Line E must equal Line C 

Section IV:Projected Revenue - Line F must be equal to or greater than Une D - the total budget 



I 

Une A is the distribution of the total cost from the Line Items listed in Section I 
Une B is the total of the Internal Program Une items in Section II. All internal cost must be broken out by these line items. 
Line C = Line B plus the Contractual· Program Funds line 
Line D • Line A plus Une B 
The total Program cost in Section II must be broken Qut by type of service or Program cost in Section III 
Line E must equal Line C 

Section lV:Projected Revenue· Line F must be equal to or greater than Line 0 • the total budget 



Line A is the distribution of the total cost from the Line Items listed in Section I 
Une 8 is the total of the Internal Program Line items in Section 11. All internal cost must be broken out by these line items. 
Line C = Line 8 plus the Contractual- Program Funds line 
Line 0 - Line A plus Line 8 
The total Program cost in Section 11 must be broken out by type of service or Program cost in Section III 
Line E must equal Line C 

Section IV:Projected Revenue - Line F must be equal to or greater than Line 0 - the total budget 



1$ -1$ -I 

Line A is the distribution of the total cost from the Line Items listed in Section 1 
Line 8 is the total of the Internal Program Line items in Section II. All internal cost must be broken out by these line items. 
Line C = Line B plus the Contractual- Program Funds line 
Line 0 - Line A plus Line B 
The total Program cost in Section II must be broken out by type of service or Program cost in Section III 
Line E must equal Line C 

Section IV:Projected Revenue - Line F must be equal to or greater than Line D - the total budget 

TOTAL 



Attachment (JJ) Regional Operator 

Personnel Handbook 

Building Assets through Knowledge 5- Innovation 

Emp~oyee Handbook 
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On behalf of your colleagues, we welcome you to Thomas P. Miller and Associates 
(TPIVIA) and wish you every success. 

We believe that each employee contributes directly to TPMA's growth and success, and 
we hope you will take pride in being a member of our team. 

We hope that your experience here will be challenging, enjoyable, and rewarding. 
Again, welcome! 

Sincerely, 

Thomas P. Miller and Associates 

Revised: May 2010 4 



This handbook is designed to acquaint you with TPMA and provide you with information 
about working conditions, employee benefits, and some of the policies affecting your 
employment. It is your initial guide to the way we would like to see things work at TPMA. 
It describes many of your responsibilities as an employee and outlines the programs 
developed by TPMA to benefit employees. One of our objectives is to provide a work 
environment that is conducive to both personal and professional growth. 

We believe that one ofthe key factors in our success has been our ability to be fle)(ible 
when dealing with business conditions, our customers, and our valuable employees. 
Our ability to adjust to changing circumstances by eJ(ercising our discretion will be 
maintained in all aspects of our business and our relationship with you. The contents of 
this handbook and any other policy statements issued by us must always be subject to 
change. 

Even though this handbook is only a general guide. the information contained in it is 
important and we eJ(pect you to become familiar with its contents and to raise questions 
any time you have trouble with your worl< here at TPMA. By sharing information in this 
way. all of LIS can succeed. 

Revised: May 2010 5 



'WO EIWPLOYllIiEillr 

'lO1 Equal Emplolfmltmt Opportunity 

In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at TPMA will be based on merit, qualifications, and abilities. TPMA does 
not discriminate in employment opportunities or practices on the basis of race, color, religion, 
sex, national origin, age, disability, or any other characteristic protected by law. 

TPIVIA will make reasonable accommodations for qualified individuals with known disabilities 
unless doing so would result in an undue hardship. This policy governs all aspects of 
employment, including selection, job assignment, compensation, discipline, termination, and 
access to benefits and training. 

Any employees with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of their immediate supervisor. Employees can 
raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any 
type of unlawful discrimination will be subject to disciplinary aclion, up to and including 
termination of employment. 

102 Business Ethics aml COl1dLlC~ 

The successful business operation and reputation of TPMA is built upon the principles affair 
dealing and ethical conduct of our employees. Our reputation for integrity and excellence 
requires careful observance of the spirit and letter of all applicable laws and regulations, as well 
as a scrupulous regard for the highest standards of conduct and personal integrity. 

The continued success of TPMA is dependent upon our customers' trust and we are dedicated 
to preserving that trust. Employees owe a duty to TPMA, and its customers, to act in a way that 
will merit the continued trust and confidence of the public. 

TPMA will comply with the spirit and intent of all applicable laws and regulations and expects its 
employees to conduct business in accordance with the letter, spirit, and intent of all relevant 
laws and to refrain from any illegal, dishonest, or unethical conduct. 

In general, the use of good judgment, based on the ethical principles, will guide you with respect 
to lines of acceptable conduct. If a situation arises where it is difficult to determine the proper 
course of action, the matter should be discussed openly with your supervisor. 

CompliancB with this policy of business ethics and conduct is the responsibility of every TPMA 
employee. 

'i03 OUl:side Employment 

An employee may hold a job with another organization as long as he 01' she satisfactorily 
performs his or her job responsibilities with TPMA. All employees will be judged by the same 
performance standards and will be subject to TPMA 's scheduling demands, regardless of any 
existing outside work requirements. 

Revised: May 2010 6 



If TPMA determines that an employee's outside worl( interferes with performance or the ability 
to meet the requirements of TPMA as they are modified from time to time, the employee may be 
asked to terminate the outside employment if he or she wishes to remain with TPMA. 

Outside employment will present a conflict of interest if it has an adverse impact on TPMA. 

104 Non-Disclosure 

The protection of confidential business information and trade secrets is vital to the interests and 
the success of TPMA: Such confidential information includes, but is not limited to, the following 
examples: 

General TPMA payroll information 
Computer processes 
customer lists 
Customer preferences 
Financial information 

All employees may be required to sign a non-disclosure agreement as a condition of 
employment. Employees who improperly use or disclose trade secrets or confidential business 
information will be subject to disciplinary action, up to and including termination of employment 
and legal action, even if they do not actually benefit from disclosed information. 

200 EMPLOYMENT STATIJS AND RECORDS 

20'i Emplollment Categories 

It is the intent of TPMA to clarify the definitions of employment classifications so that employees 
understand their employment status and benefit eligibility. 

Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage 
and hour laws. NONEXEMPT employees are entitled to overtime pay under the specil'ic 
provisions of federal and state laws. EXEMPT employees are excluded from specific provisions 
of federal and state wage and hour laws. An employee'S EXEMPT or NONEXEMPT 
classification may be changed only upon written notification by TPMA management. 

In addition to the above categories, each employee will belong to one other employment 
category (TPMA reserves the right to negotiate certain employee benefits with employees 
based upon employee education and experience): 

REGULAR FULL-TIME employees are those who are not in a temporary or introductory status 
and who are regularly scheduled to work at least 40 hours per week. Generally, they are eligible 
for TPMA benefit package, subject to the terms, conditions, and limitations of each benefit 
program. 

PART-TIME employees are those who are not assigned to a temporary or introductory status 
and who are reglilarly scheduled to worl< less than 40 hours per week, but at least 20 hours per 
week. Regular part-time employees are eligible for some benefits sponsored by TPMA, subject 
to the terms, conditions, and limitations of each benetit program. 
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INTRODUCTORY employees are those whose perfol1TIance is being evaluated to determine 
whether further employment in El specific position or with TPMAis appropriate. Employees who 
satisfactorily complete the introductory period will be notified of their new employment 
classification. 

TEMPORARY employees are those who are scheduled to work in a position or on a specific 
project that is expected to last for a limited duration, usually no more than six (6) months during 
any twelve (12) month period. Temporary employees are not eligible to participate in TPMA's 
benefit programs. 

202 Access to Personnel Flies 

TPMA maintains a personnel file on each employee. The personnel file includes such 
information as the employee's job application, resume, records of training, documentation of 
performance appraisals and salary increases, and other employment records. 

Personnel files are the property of TPMA, and access to the information they contain is 
restricted. Generally, only supervisors and management personnel of TPMA who have a 
legitimate reason to review information in a file are allowed to do so. 

Employees who wish to review their own file should contact the Human Resources Manager or 
Administration Manager. With reasonable advance notice, employees may review their own 
personnel files in TPMA's offices and in the presence of an individual appointed by TPMA to 
maintain the files. 

203 Personnel Data Changes 

It is the responsibility of each employee to promptly notify TPMA of any changes in personnel 
data. Personal mailing addresses, telephone numbers, number and names of dependents, 
individuals to be contacted in the event of an emergency, educational accomplishment, and 
other such status reports should be accurate and current at all times. If any personnel data has 
changed, notify the Human Resources Manager or Administration Manager. 

204 Introduc·!ol'lf Periool 

The introductory period is intended to give new employees the opportunity to demonstrate their 
ability to achieve a satisfactory level of performance and to determine whether the new position 
meets their expectations. TPMA uses this period to evaluate employee capabilities, work habits, 
and overall performance. 

All new and rehired employees work on an introductory basis for the first 90 calendar days after 
their date of hire. Any significant absence will automatically extend an introductory period by the 
length of the absence. If TPMA determines that the designated introductory period does not 
allow sufficient time to thoroughly evaluate the employees' perfOimance, the introductory period 
may be extended for a specified period of time. If the introductory period is extended past the 90 
days, employees will not be eligible for benefits until their introductory status is completed. 

Because you are an at-will employee, either you or TPMA may end the employment relationship 
with or without cause or notice at any time, even during the introductory period. Whether or not 
the introductory period is extended, completion of the introductory period does not guarantee 

Revised: May 2010 8 



employment for any definite duration or modify the at-will nature of the employment relationship 
in anyway. 

Upon satisfactory compleiion of the introductory period, employees enter the "regular" 
employment classification. 

Employees will be notified in writing at the end of their introductory period that their classification 
has been changed to "regular." 

During the introductory period, new employees are eligible for those benefits that are required 
by law, such as workers' compensation insurance and Social Security. After becoming regular 
employees, they may also be eligible for other TPMA -provided benefits, subject to the terms 
and conditions of each benefits program. Employees should read the information for each 
specific program for the details on eligibility requirements. 

205 Perl'olmance Evaluation 

Supervisors and employees are strongly encouraged to discuss job performance and goals on 
an informal, day-to-day basis. Formal written performance evaluations will be conducted at the 
end of an employee's initial period of hire, known as the introductory period. Additional formal 
performance evalualionsare conducted to provide both supervisors and employeEls the 
opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize 
strengths, and discuss positive, purposeful approaches for meeting goals. 

Performance evaluations are scheduled approximately every 12 months, COinciding generally 
with the anniversary of the employee's original date of hire. 

If you receive a job promotion or job change, your anniversary date for purposes of performance 
evaluation will change to the date of your promotion or job change. For example, if your hire 
date is March 1, 2000 and you accepted a promotion or a job change on December 15, 2000, 
then your next scheduled performance evaluation will be on or about December 15, 2001, no! 
March 1, 2001. Your original hire date will continue to serve as your anniversary date for 
purposes of PTO accrual and other benefit related decisions. 

206 Bonuses 

From time to time, dependent on company performance, bonuses may be paid out. 

300 EMPLOYEE BENEFIT PROGRAMS 

301 Employee Benefits 

Eligible employees at TPMA are provided a wide range of benefits: A number of the programs 
(such as Social Security, workers' compensation, state disability, and unemployment insurance) 
cover all employees in the manner prescribed by law. 

Benefits eligibility is dependent upon a variety ofiaciors, including employee classification. Your 
supervisor can identify the programs for which you are eligible. Details of many of these 
programs can be found elsewhere in the employee handbook. 
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The following benefit programs are available to eligible employees: 
40'1 (1<) 
Holidays 
Life Insurance 
Long-Term Disability 
Medical Insurance 
Paid Time Off (PTa) 

302 MedicOIi inS!li'OIi1Ce 

TPMA will pay % of the cost of individual coverage on health and dental for eligible employees. 
TPMA pays 100% of the cost of the individual coverage on vision for those employees. 
Dependents included in the insurance plan are required to pay the portion of the monthly 
premium for that coverage on a payroll deduction basis. Employees are eligible for insurance 
coverage the day after 30 days of employment. 

303 i-lolidays 

TPMA will grant holiday time off to all employees on the holidays listed below: 

New Year's Day 
Martin Luther King, Jr. Day 
Memorial Day 
Independence Day 
Labor Day 
Thanksgiving Day 
Day after Thanksgiving 
Christmas Eve 
Christmas Day 
New Year's Eve 

If a recognized holiday falls during an eligible employee's paid absence (such as vacation or 
sicl, leave), holiday pay will be provided instead of the paid time off benefit that would otherwise 
have applied, 

If a recognized holiday falls on a Saturday or Sunday, then the 110liday will be recognized on the 
Friday preceding a Saturday holiday or the Monday following a Sunday holiday. 

if eligible nonexempt employees work ona recognized holiday, they will receive holiday pay in 
addition to the wages that they receive for hours worked on the holiday. 

Paid time off for holidays will not be counted as hours worl<ed on the holiday for the purposes of 
detell11ining overtime. 

304 Bereavement leOlve 

Paid bereavement leave will be granted to full-time employees in the event of absence 
necessitated by the death of a family member. In the even! of the death of an employee's 
spouse, child, parent or sibling, the employee will be granted three days offwith pay. In the 
event ofthe death of an employee's grandparent, father or mother-in-law, or son or daughter-in­
law, the employee will be granted one day off with pay, 
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305 Jmy Duiy 

A copy of the court notice must be submitted to the employee's manager to verify the need for 
such leave. The employee will receive the difference between jury duty pay and his or her 
normal salary or wage for each day of jury duty up to a maximum of five days per year in 
addition to any other paid leave. Proper documentation regarding the amount of jury duty pay 
received is necessary in order to receive the Company provided compensation salary. 

:l06 Paid Yime Off (PTO) 

Eligibility: FUll-time employees who worle 40 hours or more per week and have completed 30 
days of employment with TPMA are eligible for PTO. Any request for time off prior to an . 
employee completing their 30 days of employment will be reviewed by a member of the 
Management Team. 

1. All employees hired 11112006 and forward will receive 120 hours of PTO per calendar 
year, pro-rated based on month of hire (see pro-rate schedule below). The following 
are listed in the PTO category: 

o Vacation 
o Doctor Appointment 
o Short-term illness 
o Other miscellaneous personal time off 

PTO Pro-rated Schedule 

Month of I-lire PTO Hours Month of Hire PTO Hours 
Jan 120 Jul 60 
Feb 110 Aug 50 
Mar 100 Sep 40 
Apr 90 Oct 30 
May 80 Nov 20 
Jun 70 Dec '10 

2. Employees hired prior to 1/112006 receive 176 hours of PTO per calendar year. 

A PTO request form should be submitted to your supervisor for approval prior to taking time off. 
Once approved, PTO forms should be retained by the employee and submitted with the 
corresponding timesheet. It is the supervisor's responsibility to assure proper coverage at all 
times. Employees shall take PTO to which they are entitled prior to December 31 of each year. 
Any exceptions must have management approval and cannot exceed 40 hours. 

PTO time is not accrued. On January 1 of each year each employee is provided 120 hours of 
PTa to be used during that calendar year (JanualY 1 to December 31). PTa hours not used will 
not be carried over and are not paid out upon termination of employment. 

307 life Insurance 

Life insurance offers you and your family important financial protection. TPMA provides a basic 
life insurance plan ($25,000) for eligible employees. TPMA pays 100% of this Life Insurance 
premium for employee. 
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Employees in the following employment classifications are eligible to participate in the life 
insurance plan: 

Regular full-time employees 
Regular part-time employees (who work a minimum of 30 hours per week) 

Eligible employees may participate in the life insurance plan subject to all terms and conditions 
of the agreement b61.'ween TPIVIA and the insurance carrier. Eligible employees may begin life 
insurance coverage only alter completing 90 calendar days of service. 

Details of the basic life insurance plan including benefit amounts are described in the Summary 
Plan Description provided to eligible employees. Contact the Human Resources Manager or 
Administration Manager·for more information about life insurance benefits. 

308 Long-Tmm Disability 

TPMA provides a long-term disability (LTD) benefits plan to help eligible employees cope with 
an illness Of injury that results in a long-term absence from employment. LTD is designed to 
ensure a continuing income for employees who are disabled and unable to worl(. 

Employees in the following employment classifications are eligible to participate in the LTD plan: 

All employees who work a minimum of 20 hours per week 

Eligible employees may participate in the LTD plan subject to all terms and conditions of the 
agreement between TPMA and the insurance carrier. Eligible employees may begin LTD 
coverage only after completing 30 calendar days of service. 

Details of the LTD benefits plan including benefit amounts, and limitations and restrictions are 
described in the Summary Plan Description provided to eligible employees. Contact the Human 
Resources Manager or Administration Manager for more information about LTD benefits. 

309 Simple IRA 

Under the plan, employees may elect to make contribution to the plan through salary deferral. 
TPMA will match up to 3% of employee contribution. New employees are eligible to enroll in 
Simple IRA alter 1 year of employment. 

400 THlIIEI{EEPING AND PAYROll.. 

401 Paydays 

Payroll dates are the 7U1 and 22nd of each month. Payroll on the 7th covers hours worked the 
16th 

- 30U1 0 r 31 st of previous month and payroll on the 22"d day covers hours worked the 1 st _ 

15th of the current month. Timesheets should be turned in on the earliest business date 
following the 15th and 30th/31st of each month. 
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402 Timesi1ee'1s 

Emploi1ees will maintain timesheets daily, recording number of hours worked on each grant, 
program or project, When the time worked benefits all grants, the hours worked will be 
recorded as "Pool" hours. Holidays and Paid Time Off will be recorded in the Holiday and PTO 
columns. At the end of each pay period, employees sign their timesheet and the supervisor 
signs to approve. 

All timesheets'are fOlwarded to the Executive/Administrative Assistant for processing and 
submission to Bookkeeping Plus for ADP processing. 

403 Erl!pioyment Termination 

Termination of employment is an inevitable part of personnel activity within any organization, 
and many of the reasons for termination am routine. Below are examples of some of the most 
common circumstances under which employment is terminated: 

Resignation - VOluntary employment termination initiated by an employee 
Discharge - involuntary employment termination initiated by the organization 
Retirement - voluntary employment termination initialed by the employee meeting 
age, length of service, and any other criteria for retirement from the organization. 

TPMA will generally schedule exit interviews at the time of em'ploymenl termination. The exit 
interview will afford an opportunity to discuss such issues as employee benefits, conversion 
privileges, repayment of outstanding debts to TPMA, or return ofTPMA -owned property. 
Suggestions, complaints, and questions can also be voiced. 

Employee benefits will be affected by employment termination in the following manner. All 
accrued, vested benefits that are due and payable at termination will be paid. 

404 Termination By Discharge 

Employment with TPMA may be terminated at the initiation of the company. Reasons for 
. termination at the initiation of the company include, but are not limited to, substandard job 
performance, violation of company polices, procedures and rules, and excessive unexcused 
absences or attendance problems. Employees whose behavior falls into these categories will 
proceed through a series of warnings as follows; 

1. Verbal Warning - This is a warning from the employee's manager about job 
performance issues or policy violations. The manager will inform the employee that a 
"verbal warning" is being issued and consult with the ernployee on appropriate action 
to correct the situation. Verbal Warnings are not necessarily limited to one. 

2. Written Warning - This is the second level of warning, and it is more serious than a 
verbal warning. The manager will notify the employee of the problem(s) in writing and 
consult with the employee on corrective action. The employee will be given a copy of 
the written warning. 

3. Suspension - This is the third level of warning, and should be considered a final 
warning. The manager will notify the employee of the problem(s) in writing and 
consult with the employee on correctiveaciion. The employee will be given a copy of 
the final written warning. 
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4. bischarqe -If all prior warnings have not resulted in correction of an employee's 
problem(s), the company may terminate the employee. 

TPlIilA reserves the right to sl<ip any of the above steps depending on the severity of the 
infraction and previous disciplinary actions. This will be done at the discretion ofthe manager. 

50'1 Overtime 

When operating requirements or other needs cannot be met during regular working hours, 
employees will be given the opportunity to volunteer for overtime work assignments. In addition, 
in some cases, employees may be required to work overtime. All overtime work must receiVe 
the supervisor's prior authorization. Overtime assignments will be distributed as equitably as 
practical to all employees qualified to perform the required work. 

Overtime compensation is paid to all nonexempt employees in accordance with federal and 
state wage and hour restrictions. Overtime pay is based on actual hours worked. Time off on 
sick leave, vacation leave, or any leave of absence will not be considered hours worked for 
purposes of performing overtime calculations. 

502 Use of Equipment and Vehicles 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult 
to replace. When using property, employees are expected to exercise care, perform req uired 
maintenance, and follow all operating instructions, safety standards, and guidelines. 

Please notify the supervisor if any eqUipment, machines, tools, or vehicles appear to be 
damaged, or in need of repair. Prompt reporting of damages, defects,and the need for repairs 
could prevent deterioration of equipment and possible injury to employees or others. The 
supervisor can answer any questions about an employee's responsibility for maintenance and 
care of equipment or vehicles used on the job. 

The improper, careless, negligent, destructive, or unsafe use or operation of eqUipment or 
vehicles, as well as excessive or avoidable traffic and parking Violations, can result in 
disciplinary action, up to and including termination of employment. 

503 Communications Sysi.'ems 

All electronic and telephonic communication systems (including e-mail, voice mail, cellular 
phones, Intemet systems, etc.) and all communication and infonnation transmitted by, received 
from, or stored in the TPMA systems are the property of TPMA and as such are to be used 
solely for job-related purposes. . 

Business Use Only: The use of any software and business equipment (including, but not limited 
to facsimiles, computers, and copy machines) for other than job-related purposes are prohibited, 
unless expressly permiti:ed by a designated managerl superVisor. 

Authorization to Access Information.' Employees are not permitted to use any code, access any 
file, or retrieve any stored communication unless authorized to do so or unless they have 
received prior clearance from their managerlsupervisor. All pass codes are property of TPlIilA. 
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No employee may use a pass code that has not been issued to that employee or that is 
unknown to the company management. 

Passwords: Personal passwords should not be given out to anyone. Passwords are to be 
changed periodically in order to maintain security. TPMA may monitor e-mail messages 
randomly to determine whether any outsiders are using the system or whether any violations of 
the company' policy have occurred. 

Monitoring of Voice Mail, E-Mail and Internet: To ensure that the use of electronic and 
telephonic communication systems and business equipment is consistent with TPMA legitimate 
business interests, authorized representatives of TPMA may monitor the lise of such equipment 
fl"Om time to time. 

Sensitive Infonmation: Sensitive information is not to be sent via electronic mail. 

Application of Other Policies to Electronic Communications: Many other policies of TPMA apply 
to the use of the electronic mail system, including those concerning courtesy, harassment, 
reporting absences and solicitation. All the policies, which apply to communications through the 
e-mail system with co-workers, also apply to communications with vendors and customers. 

No FOUl, Inappropriate, Offensive or DefamatOlY Remarks: Foul, inappropriate, or offensive 
messages such as racial, sexual or religious slurs are prohibited in e-mail· or voice mail. 
Defamatory remarks about employees, members,competitors or others are also forbidden. 
Access or distribution of pornography via the Internet 9r e-mail or any other method is 
prohibited. 

Authorized E-Mail Users Only: Only authorized persons can use e-mail. If employees have not 
been issued an e-mail password, they may not use the e-mail system. Employees may not use 
unauthorized codes, passwords, or other means to gain access to e-mail belonging to others. 

Communications Systems Consent Form: As a condition of initial and continued employment, 
employees may be required to sign a communications systems consent and use agreement. 

No Anonymous Messages: Employees are prohibited from using voice mail to harass other 
employees or to send anonymous messages. TPMA can trace the origination of abusive 
messages and will discipline all Violators, up to and including discharge. 

No Solicitation Via E-Mail: E-mail must not be used to solicit for business ventures, personal 
parties, social meetings, poJi1ical or religiOUS causes, or other matters not connected to TPMA 
business. 

Policy Violations: Employees who Violate this policy are subject to disciplinary action, up to and 
including discharge. 

504 Business Travel Expenses 

TPMA will reimburse employees for reasonable business travel expenses incurred while on 
aSSignments away from the normal work location. All business travel must be approved in 
advance by the immediate supervisor. 
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Employees whose travel plans have been approved should make all travel arrangements 
through a designated on-site employee, through on-line travel sites or directly with airlines, 
hotels or car rental agencies, being as cost effective as possible. TPMA has corporale rates for 
car rentals through Enterprise or Budget. . 

When approved, the actual costs of travel, meals, lodging, and other expenses directly related 
to accomplishing business travel objectives would be reimbursed by TPMA. Employees are 
expected to limit expenses to reasonable amounts. 

Expenses that generally will be reimbursed include the following: 
Airfare or train fare for travel in coach or economy class or the lowest available· fare. 
Car rental fees, only for compact or mid-sized cars. 
Fares for shuttle or airport bus service, Where available; costs of public transportation 
for other ground travel. 
Taxi fares, only when there is no less expensive alternative. 
Mileage costs for use of personal cars, only when less expensive transportation is 
not available. 
Cost of standard accommodations in low to mid-priced hotels, motels, or similar 
lodgings. 
Cost of meals, no more lavish than would be eaten at the employee's own el(pense. 
Tips not exceeding 15% of the total cost of a meal or 10% of a taxi l"are. 
Charges for telephone calls, fax, and similar services required for business 
purposes. 
Charges for one personal telephone call each day. 
Charges for laundry and valet services, only on trips offive or more days. (Personal 
entertainment and personal care items are not reimbursed.) 

Employees who are involved in an accident while traveling on business must promptly report the 
incident to their immediate supervisor. Vehicles owned, leased, or rented by TPMA may not be 
used for personal use without prior approval. 

When travel is completed, employees should submit completed travel expense reports within 30 
days. Expense report must be approved by supervisor prior to submission for payment. Reports 
shoull;l be accompanied by receipts for all individual expenses. 

Employees should contact their supervisor for guidance and assistance on procedures related 
to travel arrangements, expense reports, reimbursement for specific expenses, or any other 
business travel issues. 

Abuse of this business travel expense policy, including falsifying expense reports to reflect costs 
not incurred by the employee, can be grounds for disciplinary action, up to and including 
termination of employment. 

600 LEAVES OF ABSENCE 

601 Pregnancy Disability Leave 

TPMA provides pregnancy disability leaves of absence to eligible employees who are 
temporarily unable to work due to a disability related to pregnancy, childbirth, or related medical 
conditions. 
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Employees in the following employment classifications are eligible to request pregnancy 
disability leave as described in this policy: 

All employees 

Employees should make requests for pregnancy disability leave to their supervisors at least 30 
days in advance offoreseeable events and as soon as possible for unforeseeable events. 

A health cafe provider's statement must be submitted verifying the need for pregnancy disability 
leave and its beginning and expected ending dates. Any changes in this information should be 
promptly reported to TPMA. Employees returning from pregnancy disability leave must submit a 
health care provider's verification of their fitness to return to worl<. 

Employees are normally granted unpaid leave for the period of the disability, up to a maximum 
of 12 weel<s within any 12-month period. Employees may substitute any accrued paid leave 
time for unpaid leave as part of the pregnancy disability leave period. 

Subject to the terms, conditions, and limitations of the applicable plans, TPMA will continue to 
provide health insurance benefits for the full period of the approved pregnancy disability leave. 

Benefit accruals, such as vacation, sicl< leave, and holiday benefits, will not continue during the 
approved pregnancy disability leave period. 

So that an employee's return to work can be properly scheduled, an employee on pregnancy 
disability leave is requested to provide TPMA with at least two weeks advan~e notice of the date 
he/she intends to return to worl<. 

When a pregnancy disability leave ends, the employee will be reinstated to the same position, 
unless either the job ceased to exist because of legitimate business reasons or each means of 
preserving the Job would substantially undermine the ability to operate TPMA safely and 
efficiently. If the same position is not available, the employee will be offered a comparable 
position in terms of such issues as pay, location, job content, and promotional opportunities. 

l{ an employee fails to repmi to work promptly at the end of pregnancy disability leave, TPMA 
will assume that the employee has resigned. 

602 Madicalleave 

TPMA provides medical leaves of absences without pay to eligible employees who are 
temporarily unable to work due to a serious health condition or disability. Employees may use 
any accrued PTO as part oftheir medical leave. For purposes of this policy, serious health 
conditions or disabilities include inpatient care in a hospital, hospice, or residential medical care 
facility; and continuing treatment by a health care provider. 

Employees in the following employment classifications are eligible to request medical leave as 
described in this policy: 

Regular full-time employees 
Regularpart-time employees 
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Eligible employees should make requests for medical leave to their supervisors at least 30 days 
in advance of foreseeable events and as soon as possible for unforeseeable events. 

A health care provider's statement must be sUbmitted verifying lhe need for medical leave and 
its beginning and expected ending dates. Any changes in this information should be promptly 
reported to TPMA. Employees returning from medical leave must submit a health care 
provider's verification of their fitness to return to work. 

Eligible employees are normally granted leave for tile period of the disability, up to a maximum 
of 12 weel<s within any 12-month period. Any combination of medical leave and family leave 
may not e)(ceed this maximum . limit. If the initial period of approved absence proves insufficient, 
consideration will be given to a request for an extension. 

Employees who sustain work-related injuries are eligible for a medical leave of absence for the 
period of disability in accordance with all applicable laws covering occupational disabilities. 

Subject to the terms, conditions, and limitations of the applicable plans, TPMA will continue to 
provide health insurancebenefits for the full period of the approved medical leave. 

Benefi! accruals, such as vacation, sick leave, or holiday benefits, will be suspended during ihe 
leave and will resume upon return to active employment. 

So that an employee's return to worl< can be properly scheduled, an employee on medical leave 
is requested to provide TPMA with at least two weel<s advance notice of the date the employee 
intends to return to work. When a medical leave ends, the employee will be reinstated to the 
same pOSition, if it is available, or to an equivalent pOSition for which the employee is qualified. 

If an employee fails to return to worl< on the agreed upon return date, TPMA will assume that 
the employee has resigned. 

603 Military leave 

TPMA complies with all applicable laws regarding military leaves of absences. To request a 
leave you must notify your supervisor at least two weeks in advance, or as soon as possible. 
TPMA will attempt to hold your original position for you. If for business reasons we cannot, a 
similar pOSition at the same pay rate will be given to you. 

100 EMPLOYEE CONDUCT AND DISCIPLINARY ACTION 

701 Employee Conduct and Work Rules 

To ensure orderly operations and provide the best possible work environment, TPMA expects 
employees to follow rules of conduct that will protect the interests and safety of all employees 
and the organization. 

It is no! possible to list all the forms of behavior that are considered unacceptable in the 
workplace. The following are examples of infractions of rules of conduct that may result in 
disciplinary action, up to and including termination of employment: 
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Theft or inappropriate removal or possession of property 
Working under the influence of alcohol or leg a I drugs (for example, taking 
prescliption drugs without a prescription or exceeding the prescribed dosage). 
Illegal use uf drugs 
Negligence or improper conduct leading to damage of employer-owned or customer­
owned property 
Insubordination or other disrespectful conduct 
Sexual or other unlawful or unwelcome harassment 
Excessive absenteeism or any absence without notice 
Unauthorized disclosure of business "secrets" or confidential information 
Violation of personnel policies 

702 Workplace Safety 

We are committed to providing a safe and productive work environment. We expect you and 
everyone who works for us to report to work each day fit to perform your Job unencumbered by 
the effects of drugs, alcohol, or other controlled substances. The unlawful or unauthorized 
manufacture, distribUtion, dispensation, possession, sale or use of alcohol or controlled 
substances on TPMA premises, TPMA vehicles, or while engaged in TPMA business activities 
Is strictly prohibited and will not be tolerated. 

The problems of substance abuse in the workplace are serious. It is for that reason that we 
musttake a stand to assure that our workplace will be safe and drug free for us all. 

If you or anyone working for us appears to be undel'the influence of alcohol or a controlled 
substance which may affect your ability to safely and efficiently perform your job duties, then it 
may be necessary to temporarily remove you from work duties to determine your ability to 
continue working. 

Depending on the circumstances, it may be necessary for you to undergo a drug or alcohol test 
as a condition of your continued employment. The results of the test will be considel'ed in 
determining an appropriate response to your situation. Your failure or refusal to submit to such a 
test will be seen as insubordinate conduct and will warrant termination. 

If you believe that you have a SUbstance abuse problem, then, by all means, immediately seek 
help from appropriate sources, including us, We can attempt to accommodate individuals who 
acknowledge the existence of these serious problems. We will not tolerate, however, illegal or 
unsafe conduct by any of our employees. 

703 WorE,place Privacy 

TPMA respects the privacy of our employees, patients and all others with whom we do 
business. We expect all of our employees to show the same respect for the privacy of co­
workers and of our business dealings. 

So that there will be no misunderstanding, you should be aware that TPMA telephones, 
computer systems, Internet, e-mail, and voicemail systems belong to TPMA. We must always 
be able to quickly access any of these systems whenever we see fit. Consequently, it is very 
important for you to understand that anything said, written, transferred, or stored using these 
systems may not be completely private, even though you may have been given an individual 
password or access capabilities. You should not expect complete privacy in these systems, or in 
any business-related file cabinet, desk, or drawer. Anything that you wish to keep completely 
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private should not be brought to it1e worl<place at all and should not be mentioned or discussed 
while engaging in TPMA business or while using TPMA's communication systems. 

·I'ot! §e:umi :llrRd Othei" Unlawfu9 Harassment 

TPMA is committed to providing a worl< environment that is free oJ discrimination and unlawful 
harassment. Actions, words, jokes, or comments based on an individual's sex, race, ethnicity, 
age, religion, color, national origin, disability, or any other legaHy protected characteristic will not 
be tolerated. As an example, sexual harassment (both overt and subtle) is a form of employee 
misconduct that is demeaning to another person, undermines the integrity of the employment 
relationship, and is strictly prohibited. 

Sexual harassment often is not as noticeable as otherforms of prohibited harassment; 
therefore, the problems inherent in sexual harassment demand special attention and 
awareness. Unwelcome sexual advances, requests for sexual favors and other verbal or 
physical conduct of a sexual nature are not appropriate in aUf work environment and will not be 
tolerated or condoned. . 

Sexual harassment does not refer to comments, compliments and contacts that are acceptable 
in a professional workplace. UnlawfUl sexual harassment is a form of sex discrimination and 
occurs when: 

·1. Submission to such conduct is made explicitly or impliCitly a term or condition of an 
individual's employment; or 

2. Submission to or rejection of such conduct by an individual is used as a basis for 
making employment decisions affecting the individual; or 

3. The conduct has the purpose or effee! of unreasonably interfering with an individual's 
work performance or creating an intimidating, hostile or offensive work environment. 

Any employee who wants to report an incident of sexual or other unlawful harassment should 
promptly report the matter to his or her supervisor. If the supervisor is unavailable or the 
employee believes it would be inappropriate to contact that person, the employee should 
immediately contact the Human Resources Manager or any other member of management. 
Employees can raise good faith concerns and mal<e good faith reports without fear of reprisal. 

Any supervisor or manger who becomes aware of possible sexual or unlawful harassment 
should promptly advise the Human Resources Manager or any member of management who 
will handle the matter in aiimely and confidential manner. 

Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, 
up to and including termination of employment. 

705 Attendance and Pllrlctllality 

To maintain a safe and productive work environment, TPMA expects emplolrees to be reliable 
and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden 
on other employees and on TPMA. In rare instances when employees cannot avoid being late 
to work or are unable to work as scheduled, they should notify the Human Resources Manager 
or your direct supervisor as soon as possible in advance of the antiCipated tardiness or 
absence. 
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Employee 1-lai'u:Jbook 

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, 
up to and including termination of employment. 

'fOG Business Casual Wear 

The following is intended to serve as a guide to help define appropriate casual business wear 
for all employees. 

Our primary objective is to have employees project a professional image while taking advantage 
of more casual and relaxed fashions. Casual dress offers a welcome alternative to the formality 
of lypical business attire. 

However, not all casual clothing is appropriate for the office or in the field. Casual business wear 
means clean, neat, professional clothing. It is never appropriate to wear stained, wrinl(]ed, 
frayed, or revealing clothing to the workplace. If you are considering wearing something and you 
are not sure if it is acceptable, choose something else or inquire first. 

listed belOW is a general overview of acceptable casual business wear as wet[ as a listing of 
some of the more common items that are not appropriate for the office or in the field. Obviously, 
neither group is intended to be all inclusive. Rather, these items should help set the general 
parameters for proper casual business wear and allow you to make intelfigentjudgments about 
items that are not specifically addressed. 

Examp[es 01' acceptable office casual business wear include: 
jeans 
dress shorts 
casual shirts and blouses 

Examples of inappropriate clothing items that should not be worn on casual days include: 
shorts higher than 2 inches above the [{nees 
halter tops 

- . vis ible undergarments 

Staffwort<ing in the field besides the above inappropriate itemsshou[d also refrain from wearing 
the following: 

jeans 
dress shorts 
sleeveless shirts unless covered by a lab coat 
capri pants 

We hope and fully expect that business casual wear will help make ourworl<place more 
enjoyable and productive. 

707 Solicitation and Disl:ribuilOi"i of L.iterature 

Employees are not allowed to solicit or distribute literature to fellow employees or customers 
during work hours. This applies while either the solicitor or the person being soliciled is on 
worl{ing hours. Items included in Ihis are political, religious, or sales catalogs. This, however, is 
nota comprehensive list. 
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I, , have received and read a copy of lheThomas P. Miller & 
Associates, LLC Employee Handbook which outlines the policies, benefits, and expectations of 
Thomas P. Miller 8< Associates, LLC, as well as my responsibilities as an employee. 

I have familiarized myself with the contents oj" this handbook. By my signature below, I 
acknowledge, understand, accept and agree to comply with the information contained in ihe 
Employee Handbook provided to me by Thomas P. Miller 8, Associates, LLC. I understand this 
handbook is not intended to cover evelY situation which may arise during my employment, but is 
simply a general guide to the policies, practices, benefits and expectations of Thomas P. Miller 
8, Associates, LtC. 

I understand that the Thomas P. Miller 8, Associates, LLC Employee Handbook is not a contract 
of employment and should not be deemed as such. . 

Employee Signature Date 
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Attachment (K) 

Regional Elected Official Agreement 

with the Regional Workforce Board 

This agreement is made and entered into by and between the designated Regional Elected Officials from 

the counties of Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, and Warrick in Region 

11 to set forth the procedures that shall govern the Regional Elected Officials and their responsibilities 

and actions pursuant to the provisions of the Workforce Investment Act, and all federal and state 

statutes, rules, and regulations promulgated hereunder.. The Regional Elected Officials body includes 

one designated Local Elected Official from each County as set forth in each Local Elected Official 

Agreement. 

I. Duties and Responsibilities of Local Elected Officials 

The Regional Elected Officials selected by the Local Elected Officials (LEOs) of their county to 

represent the County are responsible for: 

a. Entering into an Elected Official Agreement with Region 11 to establish responsibilities 

and actions as it pertains to the Workforce Investment Act and Regional Workforce 

Board; 

b. Providing guidance to the Regional Workforce Board as a member ofthe Executive 

Council; 

c. Communicating updates and changes to the Local Elected Officials ofthe Region; 

d. Selecting a Regional Chief Elected Official (the "Regional CEO") for the.Region; 

e. Notifying the Local Elected Officials of the County about a vacancy on the Regional 

Workforce Board that requires their appointment. 

A Regional Elected Official may determine the need to uti lize a proxy to the Executive Council on 

his/her behalf. The proxy shall be the Business Representative appointed by the Local Elected 

Official of the County he/she represents. 

II. Duties and Responsibilities of the Chief Elected Official 

The Regional CEO will be responsible for interacting with the designated Regional Elected 

Officials on matters concerning the Regional Workforce Board. The Regional CEO shall be 

authorized to act as a contact person for all Regional Elected Official business and to sign all 

contracts/grant agreements not requiring full Regional Elected Official approval. 

Additionally, the CEO will have the authority to sign all necessary documents representing 

the actions approved by the Regional Elected officials and/or the Executive County of the 

Regional Elected Officials. The Regional CEO serves on the Regional Workforce Board and is 

responsible, along with the Regional Workforce Chairperson for updating the Regional 

Elected Official Executive Council on workforce development activities and issues for Region 

11. 

III. selection of a Fiscal Agent 

The Regional elected officials are responsible for selecting a Fiscal Agent to serve at their 

pleasure. The Regional Elected Officials may select to utilize a State procured Fiscal Agent 

with Regional Representatives. If the Regional Elected Officials agree to select a regionally 
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procured Fiscal Agent, notification will be made to the State and a contract will be signed 

indemnifying the Governor of fiscal liability in the Region. The Fiscal Agent will perform the 

duties as outline in the "Agreement Between Local Elected Officials and the Region 11 

Regional Workforce Board" and will abide by the conditions and provision specified therein. 

The Regional CEO will determine the process of selected the Fiscal Agent, should the need 

arise. A majority of the Regional Elected Officials must agree with the selection of the Fiscal 

Agent. 

IV. Selection of an Executive Council 

The Regiona I Elected Official will operate as an Executive Council who will serve a two-year 

term. There is no limit on the number of consecutive or non-consecutive terms a Regional 

Elected Official may serve 6n the Council. 

Any Regional Elected Official may designate, in writing, a proxy to act on his/her behalf at an 

Executive Council meeting. The designee shall be the Business Representative appointed to 

the Regional Workforce Board by the LEOs of the County he/she represents. Proxies and 

votes will be recorded and made part of a permanent file. The Regional Chief Elected 

Official will be selected by the members ofthe Executive Council and will serve a two-year 

term. There is no limit on the number of consecutive or non-consecutive terms the CEO 

may serve. 

V. Duties of the Executive Council 

Duties of the Executive Council include, but are not limited to, the following: 

a. Provide guidance to the Regional Workforce Board; 

b. Communicate updates and changes to the Local Elected Officials of the Region; 

c. Select a Regional CEO for the Region; 

d. Notifying the Local Elected Officials of the Region about a vacancy on the Regional 

Workforce Board that requires their appointment; 

e. Procure a Fiscal Agent either through the State or Regional competitive procurement 

VI. Frequency of Executive Council Meetings 

The Executive Council will meet at least twice a year to perform the duties as outlined 

above. There is no limit to the number of times the Executive Council may meet to address 

the issues brought to their attention. 

VII. Other Responsibilities 

As their schedules permit, Regional Elected Officials are encouraged to attend Regional 

Workforce Board meetings, and meet with their Board representatives and the Board 

Chairperson for updates on the progress and actions in improving workforce development 

for the employers and citizens of the region. 

Regional Elected Officials may request, individually or collectively, information from the 

Regional Workforce Board and may request such information to be delivered in person 

and/or in writing. 
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VIII. Authority to Act 

Each Regional Elected Official signing on behalf of a given County shall obtain the necessary 

approvals from the Local Elected Officials to so act. Hence, this Agreement shall be signed 

by only on Regional Elected Official from each County. 

IX. Counterpart 

This Agreement may be executed in separate counterparts, each of which when so executed 

shall be an original, but all of such counterparts shall together constitute but one of the 

same instrument. 

X. Period of Agreement 

The period of this Agreement shall be from July 1, 2010 through June 30, 2012. 

XI. Amendment 

This Agreement may be amended at any time by written request to the Regional CEO, who 

will set up a process of voting on the change. Changes in the State or Federal legislation 

affecting the Workforce Investment Act may require a modification to this Agreement. A 

modification of the Agreement requires a majority vote of the Regional Elected Officials. 

Region 11 Elected Officials have named':£","(~\\""'D u)ti .. rlCtol:;,1 to stand as the Chief Elected Official on 
this ,'jo day offJQc; \ , d,om . 

I, hereby accept the appointment of Chief 

Elected Official for Region 11 and agree to the duties and responsibilities contained herein. 

Signature Date 

Printed Name 

SIGNATURES: 

Title 

Name Title 
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Perry County 

Pike County 

Name Title 

Posey County 

Name Title 

Spencer County 

Name I 

Vanderburgh County 

Name Title 

Warrick County 

Name Title 
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Knox County 

Name Title 

Perry County 

Name Title 

Pike County 

Name Title 

Spencer County 

Name Title 

Vanderburgh County 

Name Title 

Warrick County 

Name Title 
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Knox County 

Name Title 

Perry County 

Name Title 

Pike County 

Title 

Posey County 

Name Title 

Spencer County 

Name Title 

Vanderburgh County 

Name Title 

Warrick County 

Name Title 
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I(nox County 

Name 

Perry County 

Name 

Pike County 

Name 

Posey County 

Name 

Spencer County 

Name 

Vanderburgh County 

C\.--U-061¥-\ 
Name 

Warrick County 

Name 

Regional Elected Official Agreement 

Title 

Title 

Title 

Title 

Title 

Title 
• II 

Title 
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Attachment L 
BY-LAWS 

OF 

GROW SOUTHWEST INDIANA WORKFORCE BOARD, INC. 

ARTICLE I 

Purposes 

Section 1.1 Name. The name of the Corporation shall be Grow Southwest Indiana 

Workforce Board, Inc. 

Section 1.2 Authority. The Corporation is a regional workforce board certified by the 

Govemorof Indiana under the Workforce Investment Act of 1998, for the following nine 

counties in southwestern Indiana: Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, 

Vanderburgh and Warrick (the "Counties''). 

Section 1.3 Fiscal Year. The fiscal year of the Corporation shall begin on the 1st day of 

July and end on the 30th day of June following. 

Section 1.4 Purposes. The purpose of the Corporation is more specifically set forth in 

the Articles of Incorporation, approved and filed with the Indiana Secretary of State on April 20, 

2006. In connection therewith, the Corporation shall provide policy guidance for, and review, 

monitor and evaluate activities under the Workforce Investment Act, in order to create a system 

of workforce investment that integrates all public workforce development resources into an 

easily accessible system to benefit the Counties and the regional economy. The Corporation 

shall provide day-to-day supervision of the staff of the Corporation, all in accordance with and 

pursuant to the Workforce Investment Act of 1998. 

Section 1.5 Membership. The corporation is not a member organization and shall have 

no members. 



ARTICLE II 

Board of Directors 

Section 2.1. Duties and Qualifications. The business, property and affairs of the 

Corporation shall be managed by the Board of Directors. 

Section 2.2 Number of Directors. The Board of Directors (the "Board") shall consist 

of such number of members not fewer than nine (9) nor more than sixteen (16), the exact number 

of which shall be prescribed from time to time in the Bylaws of the Corporation and by I.C. 22-

45-7-2; provided, however, the Board of Directors at the time of the adoption of these Articles of 

Incorporation shall consist of fourteen (14) members. 

Section 2.3 Selection of Directors. The Board shall be made up of the following: 

2.3.1 At least one (1) business representative from each county who is: 

(A) A business owner; 

(B) A chief executive or operating officer; or 

(C) A business executive or employer with optimum policy making or hiring 

authority. 

2.3.2 Four (4) nonbusiness representatives, one (I) from each of the following 

categories: 

(A) An economic development entity. 

(B) A local educational entity. 

(C) A community based or faith based organization. 

(D) A labor organization, with the member being nominated by the local labor 

federations. 

2.3.3 The nonbusiness representatives described in Section 2.3.2 shall be selected and 
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appointed as members of the Board in the following manner: 

(A) The mayor ofthe largest city in the Region shall select and appoint one (1) 

member from any of the four (4) categories listed in Section 2.3.2. 

(B) If the second largest city in the Region has a population greater than eight 

thousand (8,000), the mayor of the second largest city in the Region shall 

select and appoint one (1) member from any of the three (3) remaining 

categories listed in Section 2.3 .2. 

(C) Ifthe third largest city in the Region has a population greater than eight 

thousand (8,000), the mayor of the third largest city in the Region shall 

select and appoint one (1) member from either of the two remaining 

categorieslisted in Section 2.3.2. 

(D) If the fourth largest city in the Region has a population greater than eighth 

thousand (8,000), the mayor of the fourth largest city in the Region shall 

select and appoint one (1) member from the remaining category listed in 

Section 2.3.2. 

2.3.4 If a Region contains fewer than four (4) cities having a population greater than 

eight thousand (8,000), the selection and appointment of the nonbusiness 

representatives as member to the Board occurs as described in Section 2.3.3 with 

the mayors of the cities having a population greater than eight thousand (8,000) 

alternately selecting and appointing the members. 

2.3.5 The business representatives described in Section 2.3.1 are selected and appointed 

as members of the Board in the following manner: 

(A) Each County in the Region shall appoint, by majority agreement of all the 

local elected officials in that County, one (1) business representative who 
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meets the requirements of Section 2.3.1. 

(B) The mayor of each city having a population greater than one hundred 

thousand (100,000) in the Region shall appoint one (1) additional business 

representative who meets the requirements of Section 2.3.1. 

2.3.6 If the selection and appointment process described in Section 2.3.3 through 2.3.5 

results in fewer than sixteen (16) members being appointed to the Board, the local 

elected officials in the Region may, by majority agreement, appoint additional 

business representatives who meet the requirements of Section 2.3.1 until the 

sixteen (16) member limit is reached. 

Section 2.4 Term. The term of each member of the Board of Directors shall be forthree 

(3) years or until his/hersuccessor is elected and qualified. Following the adoption of these 

Articles of IncorPoration, the Board of Directors shall meet to assign terms for members of the 

then Board of Directors with four (4) of such members to serve for three (3) year terms, four (4) 

of such members to serve for two (2) year terms and six (6) to eight (8) of such members to serve 

for one (1) year terms. Following tbe end of the terms of members of the Board of Directors 

serving two (2) year terms, their successors shall be elected for three (3) year terms and 

following the end of the terms of members of the Board of Directors serving one (1) year terms, 

their successors shall be elected for three (3) year terms. Thereafter, all members of the Board of 

Directors shall be elected for three (3) year terms. 

Section 2.5 Vote Required for Action. Each member of the Board of Directors shall be 

entitled to cast one (1) vote on all matters submitted to a vote at any meeting of the Board of 

Directors. The affirmative vote ofa majority of the members of the Board of Directors who are 

present at a meeting where a quorum has been established shall be required on all matters 

submitted to a vote at any meeting of the Board of Directors. 
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Section 2.6. Vacancies. Vacancies of members oftbe Board of Directors shall be filled 

by the mayor or local elected officials who appointed the Director whose seat has been vacated. 

Section 2.7. Removal. Any director may be removed, with or without cause, by the 

Local Elected Official (as defined in the Corporation's Articles of Incorporation) who appointed 

such director or if the director is an At Large Director (as defined in the Articles of 

Incorporation), such At Large Director may be removed by the majority vote of the Board of 

Directors. 

Section 2.8. Annual Meetings. The annual meeting of the Board of Directors shall be 

held on or after the 2nd Tuesday in April of each year at such other time as may be designated by 

the Board of Directors. Annual meetings of the Board of Directors should be held within the 

earlier of six (6) months after the close of the fiscal year or fifteen (15) months after the 

Corporation's last annual meeting. The failure to hold an annual or regular meeting at a time 

stated in or fixed in accordance with these Bylaws does not affect the validity of any corporate 

action or work any forfeiture or dissolution of the Corporation. The Annual Meeting shall be 

held at the place specified in the notice of the meeting. At the Annual Meeting, the Chairman 

and the Treasurer, or their designees, shall report on the activities and financial condition, 

respectively, of the Corporation. 

Section 2.9. Other Meetings. Regular meetings of the Board of Directors may be held 

pursuant to a resolution of the Board to such effect, and shall be held whenever convenient for 

the Board of Directors. Unless otherwise provided by the Board of Directors, regular meetings 

shall be held at the Corporation's principal office. No notice shall be necessary for any regular 

meeting except as required by law. Special meetings of the Board of Directors may be held upon 

the call of the Chairman or not less than twenty percent (20%) of the directors then in office and 

upon at least forty-eight (48) hours' notice specifying the date, time, place and purpose or 
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purposes of the meeting, given to each director either personally or by mail, telegram, facsimile 

transmission, or telephone. Except as may be prohibited by law, a director may waive any 

required notice of an annual, regular or special meeting. The waiver must be in writing, signed 

by the director entitled to the notice, and filed with the minutes or Corporate records. A 

director's attendance at or participation in a meeting waives any required notice to the director of 

the meeting unless the director at the beginning of the meeting or promptly upon the. director's 

arrival, objects to holding the meeting or transacting business at the meeting and does not vote 

for or assent to action taken at the meeting. 

Section 2.10. Ouorum: Voting. One-half (112) of the directors in office when action is 

taken shall be necessary to constitute a quorum for the transaction of any business at a meeting 

of the Board of Directors. If a quorum is present when a vote is taken, the affirmative vote of a 

majority of the directors present when the act is taken shall be the act of the Board of Directors, 

unless the act of a greater number is required by law, the Articles of Incorporation, or these By­

laws. 

Section 2.11. Action by Consent. Except as prohibited by law, any action required or 

permitted to be taken at any meeting of the Board of Directors may be taken without a meeting if 

the action is taken by all directors. The action must be evidenced by at least one (1) written 

consent describing the action to be taken, signed by each director, and included in the minutes or 

filed with the corporate records reflecting the action taken. Action taken under this section is 

effective when the last director signs the consent, unless the consent specifies a prior or 

subsequent effective date. 

Section 2.12. Committees. The Board of Directors may from time to time create and 

appoint standing, special or other committees to undertake studies, make recommendations, and 

carry on functions for the purpose of efficiently accomplishing the purposes of the Corporation. 
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Committees, to the extent specified by the Board of Directors, may exercise the powers, 

functions, or authority of the Board of Directors, except where prohibited by law; provided, 

however, that if a committee is to exercise board powers, functions, or authority, (a) all the 

persons serving on the committee must be directors, (b) there must be at least two (2) persons on 

the committee, and (c) the creation of the committee and the appointment of its members shall be 

by a majority of all directors in office when the action is taken. One-half (112) of the appointed 

members of any committee created by the Board of Directors must be present at any meeting of 

the committee to constitute a quorum. 

Section 2.13. Conflict of Interest Policy. A director is prohibited from voting on any 

issues where the director has a potential conflict of interest. Further, if any director significantly 

participates in the development of contracts, specifications or standards, or in a discussion of the 

Board of Directors or decision relating to (a) specific terms of a contract; (b) determination of 

specific standards for performance of a contract; (c) development of invitations to bid, requests 

for proposals or other bid processes leading. to a contract; or (d) any similar discussions or 

decisions, then that director and the entity represented by that director are prohibited from: 

• Bidding on those contracts 
• Supervising staff that are paid from funding awarded under such contracts 
• Receiving any direct financial benefit from any resulting contract 

Each director shall file an economic interest/conflict of interest(s) statement in form and 

snbstance acceptable to the Corporation with the Corporation upon appointment and each year 

thereafter. 

Any director with a potential or actual conflict(s) of interest must submit a disclosure letter to the 

Corporation when potential conflict( s) are discovered and, if possible, before the agenda is 

prepared for the meeting involving the matter. If a director discovers a conflict of interest during 
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any meeting of the Board of Directors, the director must verbally declare such conflict(s) of 

interest, the declaration must be clearly noted in the minutes of the meeting and the director must 

be excused from the remainder of the discussion and the voting on that issue. Each director is 

responsible for determining whether the potential or actnal conflict(s) of interest exists or arise 

during his or her service on the Board of Directors. Directors are also responsible for reporting 

such potential or actual conflict( s) of interest as soon as discovered. Any board member who 

does not comply with the Conflict of Interest policy will have their membership reviewed by the 

Executive Committee. 

2.14 Attendance. Any member who misses more than three meeting in a year may have their 

attendance reviewed by the Executive Committee for recommended removal from the board. 

These attendance rules do not apply to meetings of committees. However, members are expected 

to participate to the best of their abilities on committees and at the meetings of committees. 

ARTICLE III 

Officers 

Section 3.1. Officers and Oualifications Therefore. The officers of the Corporation shall 

consist of a Chairman, a Vice Chairman, a Secretary and a Treasurer. The offices of Chairman 

and Vice Chairman may only be held by directors appointed as business representatives. The 

officers shall be chosen by the Board of Directors. Any two (2) or more offices may be held by 

the same person, except the offices of Chairman and Secretary shall be held by different persons. 

Section 3 .2. Terms of Office. Each officer of the Corporation shall be elected by the 

Board of Directors at its annual meeting and shall hold office for a term of one (1) year and until 

a successor shall be duly elected and qualified, or until resignation, removal, or death. 

-8-

By-Laws Update 8-19-11 Update: 8-19-11 , 



Section 3.3. Vacancies. Whenever any vacancies shall occur in any of the offices of the 

Corporation for any reason, the same may be filled by the Board of Directors, and any officer so 

elected shaH hold office until the expiration of the term of the officer causing the vacancy and 

until the officer's successor shall be duJyelected and qualified. 

Section 3.4. Removal. Any officer of the Corporation may be removed, with or without 

cause, at any tiroe by the Board of Directors. 

ARTICLE IV 

Powers and Duties of Officers 

Section 4.1. Chairman. The Chairman, if present, shall preside at all meetings of the 

Board of Directors. At each annual meeting of the Board of Directors, the Chairman or the 

Chairman's designee shall report on the activities of the Corporation. Subject to the general 

control of the Board of Directors, the Chairman shall manage and supervise all of the affairs of 

the Corporation and shall perform all of the usual duties of the chief executive officer of a 

corporation. 

Section 4.2. Vice Chairman. Subject to the general control of the Board of Directors, if 

the Chairman is not present, the Vice Chairman shall discharge all the usual functions of the 

Chairman and shall have such other powers and duties as these By-laws, the Board of Directors, 

or an officer authorized by the Board may prescribe. 

Section 4.3. Secretary. The Secretary shall attend all meetings of the Board of Directors, 

and shall prepare, keep, or cause to be kept, a true and complete record and minutes of the 

proceedings of such meetings, and .shall perform a like duty, when required, for all committees 

appointed by the Board of Directors. If required, the Secretary shall attest the execution by the 

Corporation of deeds, leases, agreements and other official documents. The Secretary shall 

attend to the giving and serving of all notices of the Corporation required by these By-laws, shall 
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have custody of the books (except books of account) and records of the Corporation, shall be 

responsible for authenticating records of the Corporation, and in general shall perform all duties 

pertaining to the office of Secretary and such other duties as these By-laws, the Board of 

Directors, or an officer authorized by the Board may prescribe. 

Section 4.4. Treasurer. The Treasurer shall keep, or shall cause to be kept, correct and 

complete records of account, showing accurately at all times the financial condition of the 

Corporation. The Treasurer shall have charge and custody of, and be responsible for, all funds, 

notes, securities and other valuables which may from time to time come into the possession of 

the Corporation and shall deposit, or cause to be deposited, all funds of the Corporation with 

such depositories as the Board of Directors shall designate. At each annual meeting of the Board 

of Directors, the Treasurer, or the Treasurer's designee, shall report on the financial condition of 

the Corporation. The Treasurer, or the Treasurer's designee, shall furnish, at meetings of the 

Board of Directors or whenever requested, a statement of the fmancial condition of .the 

Corporation, and in general shall perform all duties pertaining to the office of Treasurer. 

Section 4.5. Assistant Officers. The Board of Directors may from time to time designate 

and elect assistant officers who shall have such powers and duties as the officers whom they are 

elected to assist shall specify and delegate to them, and such other powers and duties· as these 

By-laws or the Board of Directors may prescribe. An Assistant Secretary may, in the absence or 

disability of the Secretary, attest the execution of all documents by the Corporation. 

Section 4.6. Executive Committee. There shall be an Executive Committee which shall 

consist of the Chairman, Vice-Chairman, Secretary, Treasurer and the chairman of any standing 

committee. It shall act for the Board on any business delegated to it by the Board. 

ARTICLE V 

Miscellaneons 
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Section 5.1. Corporate Seal. The Corporation may, but need not, have a corporate seal. 

The form of any such corporate seal may be specified in a resolution of the Board of Directors. 

A corporate seal, however, shall not be required for any purpose, and its absence shall not 

invalidate any document or action. 

Section 5.2. Execution of Contracts and Other Documents. Unless otherwise ordered by 

the Board of Directors, all written contracts and other documents entered into by the Corporation 

shall be executed on ·behalf of the Corporation by the Chairman or Vice Chairman, and, if 

required, attested by the Secretary or an assistant secretary. 

Section 5.3. Fiscal Year. The fiscal year of the Corporation shall begin on July 1 of each 

year and end on the immediately following June 30. 

Section 5.4. Open Door Law The Corporation will conduct all business in accordance 

with the following IndianaStatute:: Open Door Law: IC 5-14-1.5. 

ARTICLE VI 

Amendments 

Subject to law and the Articles of Incorporation, the power to make, alter, amend or 

repeal all or any part of these By-laws is vested in the Board of Directors. The Corporation must 

provide notice to the directors of any meeting at which an amendment to the By-laws is to be 

considered and voted upon. 
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ARTICLES OF INCORPORATION 

OF 

GROW SOUTHWEST INDIANA WORKFORCE BOARD. INC. 

The Articles of Incorporation of Grow Southwest Indiana Workforce Board, Inc. 
(hereinafter referred to as the "Corporation"), pursuant to the provisions of the Indiana Nonprofit 
Corporation Act of 1991, as amended (hereinafter referredto as the "Act"), are as follows: 

ARTICLE I 

1.1 Name. The name of the Corporation is GROW SOUTHWEST INDIANA 
WORKFORCE BOARD, INC. ("Corporation"). 

1.2 Classification. This corporation is a public benefit corporation pursuant to the Indiana 
Nonprofit Corporation Act. 

ARTICLE II 

PURPOSES 

The purposes for which the Corporation is organized are: 

2.1 The Corporation is organized exclusively for charitable and educational purposes within 
the meaning of Section 501(c)(3) of the Internal Revenue Code of 1986, as amended (or 
the corresponding provision of any future United States Internal Revenue Law) (the 
"Internal Revenue Code"). To advance the Corporation's tax-exempt purposes, the 
Corporation;will (i) perform functions of a Workforce Investment Board under the 
Workforce Investment Act of 1998 (the "WIA'') and any and all regulations promulgated 
and issued pursuant thereto, as such may be amended from time to time in the counties of 
Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh and Warrick, Indiana 
(individually a "County" and collectively the "Region"), (ii) attract, retain and grow 
business and industry in the Region; (iii) provide training and educational resources to 
employers in the Region; (iv) provide training and educational resources to employees in 
the Region; (v) promote the creation of jobs and the fulfillment of employment needs of 
employers in the Region, including but not limited to, training of disadvantaged or 
unemployed persons to meet the current and projected business and industry employment 
needs; (vi) operate educational and skill training programs in the Region; and (vii) 
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arrange for support services to enable eligible persons in the Region to enter and continue 
in the workforce; provided, however, that the Corporation shall not engage in any 
activities prohibited by the WIA or which would jeopardize the Corporation's tax exempt 
status. In furtherance of these purposes, the Corporation is authorized to: 

2.1.1 Raise funds for the purposes described in Section 2.1 of this Article from the 
public and from all other sources available and to receive and maintain such funds 
and expend principal and income therefrom in support of or in furtherance of the 
charitable purposes of the Corporation as described in Section 2.1 above. 

2.1.2 Acquire, own, use, lease as lessor or lessee, convey and otherwise deal in and 
with real and personal property and any interest therein, all in support of or in 
furtherance of the charitable purposes of the Corporation as described in Section 
2.1 above. 

2.1.3 Contract with other organizations (for-profit and not-for-profit), with individuals, 
and with governmental agencies, in support of or in furtherance of the charitable 
purposes of the Corporation as described in Section 2.1 above. 

2.1.4 Own or operate facilities or own other assets for public use and welfare in 
furtherance of the charitable purposes of the Corporation as described in Section 
2.1 above. 

2.1.5 Engage in any lawful activities within the purposes for which a corporation may 
be organized under the Act, which are in furtherance of or in support of the 
charitable purposes of the Corporation as described in Section 2.1 above. 

2.1.6 Otherwise operate in support of or in furtherance of the charitable and educational 
purposes of the Corporation, and do so exclusively for charitable and educational 
purposes within the meaning of Section 501(c)(3) of the Internal Revenue Code 
and in the course of such operation: 

As of 1130107 

2.1.6-1 No part of the net earnings of the Corporation shall inure to the benefit 
of, or be distributable to, its directors, officers or other persons unless 
allowed by Section 501(c)(3) of the Internal Revenue Code and the 
Act, except that the Corporation shall be authorized and empowered to 
pay reasonable compensation for services rendered and to make 
payments and distributions in furtherance of the purposes set forth 
herein; 

2.1.6-2 No substantial part of the activities of the Corporation shall be the 
carrying on of propaganda, or otherwise attempting to influence 
legislation, and the Corporation shall not participate in, or intervene in 
(including the publishing or distribution of statements), any political 
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2.1.6-3 

campaign on behalf of any candidate for public office except as 
authorized under the Internal Revenue Code; and 

Notwithstanding any other provision of these Articles of 
Incorporation, the Corporation shall not carryon any other activities 
not permitted to be carried on (a) by a corporation exempt from federal 
income tax under Section 501(c)(3) of the Internal Revenue Code or 
(b) by a corporation, contribUtions to which are deductible under 
Section 170(c)(2), Section 2055(a)(2) or Section 2522(a)(2) of the 
Internal Revenue Code. 

2.2 Subject to any Restriction or limitation imposed by the Act or the WIA or by any other 
law or by these Articles, the Corporation shall have the power to: 

2.2.1. To do everything necessary, advisable or convenient to accomplish the purposes 
herein set forth; and 

2.2.2 To have, exercise or enjoy in furtherance of the proposes herein set forth all of the 
general rights, privileges and powers granted to Corporation by the Act, as now 
existing or hereafter amended. 

2.3 The Corporation shall not engage in any act of self-dealing that would subject any person 
to the taxes imposed on the acts of self-dealing by Section 4941 of the Code, as amended, 
or corresponding provisions of any subsequent federal law. The Corporation shall 
distribute its income for each taxable year at such time and in such manner as not to 
become subject to the tax on undistributed income imposed by Section 4942 of the Code, 
as amended, or corresponding provisions of any subsequent federal tax law. The 
Corporation shall not retain any excess business holdings which would subject it to the 
tax on excess business holdings imposed by Section 4943 of the Code, as amended, or 
corresponding provisions of any subsequent federal tax law. The Corporation shall not 
make any investments in such manner as to subject it to tax under Section 4944 of the 
Code, as amended, or corresponding provisions of any subsequent federal tax law. The 
Corporation shall not make any expenditures which would subject it to taxes on taxable 
expenditures imposed by Section 4945 of the Code, as amended, or corresponding 
provisions of any subsequent federal tax law. 

ARTICLE III 

PERIOD OF EXISTENCE 

3.1 The period during which the Corporation shall continue is perpetual. 
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ARTICLE IV 

REGISTERED AGENT AND REGISTERED OFFICE 

4.1 Registered Agent. The name and address of the Corporation's registered agent for service 
of process is Marco L. DeLucio, 20 N.W. First Street, Ninth Floor, Evansville, Indiana 
47708. 

4.2 Registered Office. The post office address of the registered office of the Corporation is 
Marco L. DeLucio, P.O. Box 916, Evansville, Indiana 47706-0916. 

ARTICLE V 

MEMBERSHIP 

5.1 Membership. The Corporation is a non-membership organization and shall have no 
members. 

. ARTICLE VI 

BOARD OF DIRECTORS 

6.1 Number of Directors. The Board of Directors (the "Board") shall consist of such number 
of members not fewer than nine (9) nor more than sixteen (16), the exact number of 
which shall be prescribed from time to time in the Bylaws of the Corporation and by I.C. 
22-45-7-2; provided, however, the Board of Directors at the time of the adoption of these 
Articles ofIncorporation shall consist offourteen (14) members. 

6.2 Selection of Directors. The Board shall be made up of the following: 

6.2.1 At least one (1) business representative who is: 

(A) A business owner; 

(B) A chief executive or operating officer; or 

(C) A business executive or employer with optimum policy making or hiring 
authority. 

6.2.2 Four (4) nonbusiness representatives, one (1) from each of the following 
categories: 

(A) An economic development entity. 

As of 1130/07 
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(B) A local educational entity. 

(C) A community based or faith based organization. 

(D) A labor organization, with the member being nominated by the local labor 
federations. 

6.2.3 The nonbusiness representatives described in Section 6.2.2 shall be selected and 
appointed as members of the Board in the following manner; 

(A) The mayor of the largest city in the Region shall select and appoint one (1) 
member from any of the four (4) categories listed in Section 6.2.2. 

(B) If'the second largest city in the Region has a population greater than eight 
thousand (8,000), the mayor of the second largest city in the Region sha11 
select and appoint one (1) member from any of the three (3) remaining 
categories listed in Section 6.2.2. 

(C) If the third largest city in the Region has a population greater than eight 
thousand (8,000), the mayor of the third largest city in the Region shall 
select and appoint one (I) member from either of the two remaining 
categories listed in Section 6.2.2. 

(D) If the fourth largest city in the Region has a population greater than eighth 
thousand (8,000), the mayor of the fourth largest city in the Region shall 
select and appoint one (l) member from the remaining category listed in 
Section 6.2.2. 

6.2.4 If a Region contains fewer than four (4) cities having a popUlation greater than 
eight thousand (8,000), the selection and appointment of the nonbusiness 
representatives as member to the Board occurs as described in Section 6.2.3 with 
the mayors of the cities having a population greater than eight thousand (8,000) 
alternately selecting and appointing the members. 

6.2.5 The business representatives described in Section 6.2.1 are selected and appointed 
as members of the Board in the following manner; 

(A) Each County in the Region shall appoint, by majority agreement of all the 
local elected officials in that County, one (1) business representative who 
meets the requirements of Section 6.2.1. 

(B) The mayor of each city having a population greater than one hundred 
thousand (100,000) in the Region shall appoint one (l) additional business 
representative who meets the requirements of Section 6.2.1. 
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6.2.6 If the selection and appointment process described in Section 6.2.3 through 6.2.5 
results in fewer than sixteen (16) members being appointed to the Board, the local 
elected officials in the Region may, by majority agreement, appoint additional 
business representatives who meet the requirements of Section 6.2.1 until the 
sixteen (16) member limit is reached. 

6.3 Term. The term of each member of the Board of Directors shall be for three (3) years or 
until hisJher successor is.elected and qualified. Following the adoption of these Articles 
of Incorporation, the Board of Directors shall meet to assign terms for members of the 
then Board of Directors with four (4) of such members to serve for three (3) year terms, 
four (4) of such members to serve for two (2) year terms and six (6) to eight (8) of such 
members to serve for one (I) year terms. Following the end of the terms of members of 
the Board of Directors serving two (2) year terms, their successors shall be elected for 
three (3) year terms and following the end of the terms of members of the Board of 
Directors serving one (I) year terms, their successors shall be elected for three (3) year 
terms. Thereafter, all members of the Board of Directors shall be elected for three (3) 
year terms. 

6.4 Powers and Responsibilities. The business, property and affairs of the Corporation shall 
be managed and controlled by the Board of Directors in accordance with the policies 
established by them. The Board of Directors shall bear ultimate responsibility for the 
operation and maintenance of the Corporation. The Board of Directors shall have the 
power to accept or reject major gifts to the Corporation. 

6.5 Current Board of Directors. The names and addresses of the members of the Board of 
Directors as of the date of the adoption of these Articles of Incorporation are attached 
hereto as "Exhibit A." 

6.6 Vote Required for Action. Each member of the Board of Directors shall be entitled to 
cast one (1) vote on all matters submitted to a vote at any meeting of the Board of 
Directors. The affirmative vote of a majority of the members of the Board of Directors 
shall be required on all matters submitted to a vote at any meeting of the Board of 
Directors. 

ARTICLE VII 

PROVISIONS FOR REGULATION AND CONDUCT 
OF THE AFFAIRS OF CORPORATION 

7.1 Bylaws. The power to alter, amend or repeal the Bylaws of the Corporation or to adopt 
new Bylaws shall be vested in the members of the Board of Directors. 

As ofI/30/07 
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7.2 Amendments to the Articles of Incomoration. The power to amend these Articles of 
Incorporation shall be vested in the members of the Board of Directors. 

7.3 Meetings by Telecommunications Device. Members of the Board of Directors or any 
committee appointed by the Board of Directors may participate in a meeting by means of 
a conference telephone or similar communications equipment if all persons participating 
in the meeting can hear each other simultaneously, and participation in such meeting in 
such manner shall constitute presence in person. 

7.4 Meetings of the Board of Directors. Regular meetings ofthe Board of Directors shall be 
held at such time and place as the Board of Directors shall from time to time determine. 
Said meetings may be held within or without the State of Indiana. 

7.5 Action Without Meeting of the Board of Directors. Any action required or pennitted to 
be taken at any meeting of the Board of Directors or of any committee thereof may be 
taken without a meeting if, prior to such action, a written consent thereto is signed by all 
members of the Board of Directors or of such committee as the case may be, and such 
written consent is filed with Minutes of the proceedings of the Board of Directors or 
committee. 

7.6 General Powers. All of the powers of this Corporation, insofar as may be lawfully vested 
by these Articles of Incorporation in the Board of Directors, are hereby conferred upon 
the Board of Directors of this Corporation. 

7.7 Vacancies. Vacancies of members of the Board of Directors shall be filled by the mayor 
or local elected officials who appointed the Director whose seat has been vacated. 

7.8 Disposition of Assets. Upon the dissolution of this Corporation, the disposition of all of 
the assets of the Corporation shall be in a manner as provided by the Board and in 
accordance with the following; 

7.8.1 The paying of or the making of provision for the payment of all of the liabilities, 
direct or indirect, contingent· or otherwise, including without limitation, all 
outstanding loan agreements, credit agreements, master indentures, etc.; 

7.8.2 All assets remaining after the payments described in Subsection 7.8.1 shall be 
distributed to such organization( s) as the Board shall determine; provided, 
however, that such organization(s) is/are exempt under Section SOl(c)(3) of the 
Internal Revenue Code, as amended, or the corresponding provisions of any 
future United States Internal Revenue law so long as such organization( s) is 
operated for non-profit purposes. Any such assets not so disposed of shall be 
disposed of by the Judge of the Circuit Court of Vanderburgh County, Indiana, 
exclusively for such purposes or to such organization or organizations as said 
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Court shall determine, which are organized and operated exclusively for such 
purposes. 

7.9 Conduct of Affairs. The Corporation shall conduct its affairs in accord with policies, 
procedures, directives and guidelines established from time to time by the Board of 
Directors. 

ARTICLE VIII 

INDEMNIFICATION 

8.1. Ri!!hts to Indemnification and Advancement of EXDenses. The Corporation shall 
indemnify as a matter of right every person made a party to a proceeding because such 
person is or was: 

8.1.1 an officer or director of the Corporation; or 

8.1.2 while a director or officer of the Corporation, serving at the Corporation's request 
as a director, officer, partner, trustee, employee, or agent of another foreigu or 
domestic corporation, limited liability company, partnership, joint venture, trust, 
employee benefit plan, or other enterprise, whether for profit or not, 

(each an "Indemnitee") against all liability incurred by such person in connection .with 
the proceeding; provided that it is determined in the specific case that indemnification of 
such person is permissible in the circumstances because such person has met the standard . 
of conduct for indemnification specified in the Act. The Corporation shall pay for or 
reimburse the reasonable expenses incurred by an Indemnitee in connection with any 
such proceeding in advance of final disposition thereof in accordance with the procedures 
and subject to the conditions specified in the Act. The Corporation shall indemnify as a 
matter of right any Indemnitee who is wholly successful, on the merits or otherwise, in 
the defense of any such proceeding against reasonable expenses incurred by the person in 
connection with the proceeding without the requirement of a determination as set forth in 
the first sentence of this paragraph. 

Upon demand by a person for indemnification or advancement of expenses, as the case . 
may be, the Corporation shall expeditiously determine whether person is entitled thereto 
in accordance with this Article and the procedures specified in the Act. 

The indemnification provided under this Article shall be applicable to any proceeding 
arising from acts or omissions occurring before or after the adoption of this Article. 

8.2 Other Rights Not Affected. It is the intent of this Article to provide indemnification to 
directors and officers to the fullest extent now or hereafter permitted by law consistent 
with the terms and conditions of this Article. Nothing contained in this Article shall limit 
or preclude the exercise oi; or be deemed exclusive of, any right under the law, by 
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