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PURPOSE:

WorkForce WV provides this issuance as guidance on the WIOA Section 188 Discrimination
Complaint Procedures.

REFERENCES:

These policies and procedures govern discrimination complaint investigations arising under
Section 188 of the Workforce Innovation and Opportunity Act (WIOA} at 29 U.S.C. § 3248, as
implemented by 29 C.F.R. §§ 38.69-38.79. The policies and procedures are issued in compliance
with:

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

» Title VI of the Civil Rights Act of 1964, 42 U.S.C. § 2000d et seq., as amended, which
prohibits discrimination on the bases of race, color and national origin;

. Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. § 794 et seq., as amended,
which prohibits discrimination against qualified individuals with disabilities;

. The Age Discrimination Act of 1975, 42 U.S.C. § 6101 et seq., as amended, which
prohibits discrimination on the basis of age; and

) Title IX of the Education Amendments of 1972, 29 U.S.C. § 1681 et seq., as amended,
which prohibits discrimination on the basis of sex in educational programs.

DEFINITIONS:

Beneficiary — Individual or individuals intended by Congress to receive aid, benefits, services, or
training from a recipient of Federal financial assistance under a program or activity established
by Federal statute.

CRC - U.S. Department of Labor/Office of Assistant Secretary for Administration and
Managernent/Civil Rights Center.



Complainant — Individual filing discrimination complaint based on race, color, religion, sex,
national origin, age, disability, political affiliation or belief, and for beneficiaries only, on the
basis of either citizenship as a lawfully admitted immigrant authorized to work in the United
States, or participation in a WIOA Title | financially assistance program or activity.

Federal Financial Assistance — Refers to more than just monetary forms, it can include
nanmonetary forms of assistance, such as the provision of personnel at the
grantmaking/recipient agency’s expense, or the grant or donation of property, among other
things.

Mediation — A process of alternative dispute resolution whereby the negotiation of issues is
facilitated by a neutral party. Itis a voluntary and confidential process and can result in a
binding agreement.

Recipient — Any entity that receives financial assistance under WIOA Title |, either directly from
the US Department of Labor or through the Governor or another recipient. American Job
Center Partners are considered recipients to the extent that they participate in the one-stop
delivery system.

Respondent — A grant applicant or recipient against whom a complaint has been filed under the
nondiscrimination and equal opportunity provisions of WIOA.

BACKGROUND:

This palicy issuance is intended to ensure that WorkForce West Virginia, the Workforce
Development Boards (WDBs), and other grant recipients/program providers implement
complaint policies and procedures in compliance with guidelines provided by the Director, Civil
Rights Center, U.S. Department of Labor {CRC), regarding the nondiscrimination/equal
opportunity provisions of Title | of the Workforce Innovation and Opportunity Act (WIOA).

Section 188 of the WIOA, and the implementing regulations at 29 CFR Part 38, prohibits
discrimination because of race, color, religion, sex (including pregnancy, childhirth, or related
medical conditions, gender identity, and transgender status), national origin (including limited
English proficiency), age, disability or political affiliation or belief, citizenship status, or
participation in any WIOA Title | financially-assisted program or activity.

Each Workforce Development Area has designated a Local Equal Opportunity Officer who is
responsible for adopting and publishing discrimination complaint policies and procedures
{already established by the state-level Equal Opportunity Officer) and ensuring compliance with
those procedures. A recipient/program provider must provide initial and continued notice that
it does not discriminate on any prohibited ground. A copy of the "Equal Opportunity is the Law"



notice is provided to each participant and made a part of each participant’s file per the
regulations. If a complaint is filed, a copy of this Equal Opportunity (EQ} Discrimination
Complaint Processing Policy and Procedures is to be provided to the complainant, along with a
copy of the “Equal Opportunity is the Law” notice.

The Discrimination Complaint Package may be made available in alternative formats on request
of a person who is blind or has low vision by WorkForce WV. Moreover, all complaint notices,
procedures, and forms must contain a “Babel” notice pursuant to 29 C.F.R. § 38.9(g)(3), which
provides:

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

BABEL NOTICE (29 C.F.R. § 38.9{(g)(3)): This document contains vital infermation. If English is
not your preferred language, please let any WorkForce WV employee know of your needs or
contact your local or state WIOA EQ Officers:

EQ Officer Information:

Region 1

Melinda Reagon

200 New River Town Center
Beckley, WY 25801

{304) 253-3611

Region 4

Katie Dillon

600 18™ St., Box #3
Parkersburg, WV 26101
(304} 424-7271

Region 7

Phillip Sirk

151 Robert C. Byrd Industrial
Park Rd.

Moorefield, WV 26836

(304) 530-5258

Region 2

Adam Warden

2699 Park Avenue, Suite 210
P.0. Box 9009

Huntington, WV 25704
(304) 508-2696

Region 5

Lake Ferrera

1245 Warwood Avenue
Wheeling, WV 26003
(304) 231-1170

Region 3

Michele Painter

426 Leon Sullivan Way
Charleston, WV 25301
(304) 344-5760

Region 6

Amy Hall

17 Middletown Road
White Hall, WV 26554
{304) 368-9530

Leah Basford

State WIOA EO Officer
WORKFORCE WV (Recipient)
1900 Kanawha Blvd., E.
Building 3, 3rd Floor, Suite 300
Charleston, WV 25305

{304) 352-3831

WV Relay 7-1-1
WorkForceEQ@wv.gov



POLICY AND PROCEDURE

Discrimination Complaint and Filing

All grant recipients/program providers under Title | of WIOA are responsible for complying with
the discrimination complaint procedures consistent with 29 CFR Part 38, as outlined in this
policy: Any person who believes that he or she, or any specific class of individuals, has been or
is being subjected to discrimination on the basis of race, color, religion, sex (including
pregnancy, childbirth, or related medical conditions, gender identity, and transgender status),
national origin (including limited English proficiency), age, disability, political affiliation or belief,
and for beneficiaries only, citizenship or participation in WIOA Title |, has the right to file a
complaint within one hundred and eighty (180) calendar days of the alleged discrimination. The
filing period may be extended for good cause in some limited circumstances; however, only the
Director of CRC may extend the filing time.

Receipt of Complaint

A complainant must file a complaint within 180 days of the alleged act(s) of discrimination or
retaliation. Please note, complaints can be accepted by an employee in a WorkForce West
Virginia American Job Center, or the EO Officer of a local Workforce Development Board. The
employee or local WDB EO Officer will immediately accept the complaint and forward the
complaint to the WorkForce West Virginia EO Officer.

The complainant may file with WorkForce West Virginia or the Department of Labor, Director,
Civil Rights Center (Federal). Filing a complaint with WorkForce West Virginia does not affect a
complainant’s right to file a complaint with the Civil Rights Center if he or she is not satisfied
with the resolution provided by WorkForce West Virginia. The WorkForce West Virginia EO
Officer is responsible for determining if the complaint is covered by 29 CFR Part 38, and for
resolving jurisdictional issues, if any. Complaints may be submitted, in writing, to:

Leah Basford, State WIOA EO Officer OR Naomi M. Barry-Pérez, Director
WORKFORCE WV (Recipient) Civil Rights Center (CRC)

1900 Kanawha Blvd., E. U.S. Department of Labor

Building 3, 3" Floor, Suite 300 200 Constitution Avenue, NW, Rm. N-4123
Charleston, WV 25305 Washington, D.C. 20210

(304) 352-3831 (202) 693-6502

WV Relay 7-1-1 TTY (202) 693-6515 or electronically at

WorkForceEQ @wv.gov www.dol.gov/CRC




Forms Used to File Complaint

State - An individual may file a complaint at the state level by completing and submitting the
WorkForce West Virginia Discrimination Complaint Form (WFWV CIF), which may be obtained
from the WorkForce West Virginia Equal Opportunity Office, or local Workforce Development
Boards. Complaint information is also available on the WorkForce West Virginia website at
https://workforcewv.org/about-us/equal-opportunity/complaint-procedures.

Federal — An initial complaint filed directly with CRC must be filed within 180 days of the

alleged discrimination. CRC may extend the filing time for good cause. Complainants are

encouraged to file by completing CRC's Complaint Information Form (CIF) and Privacy Act
Consent Form, which are available at the link below:

e Complaint Information Form

If the CIF and Privacy Act Consent Form are not submitted initially, CRC will send them to the
complainant to be completed, signed, and returned. CRC will not process a complaint without
these forms.

Complaints and Privacy Act Consent Forms may be submitted to CRC in the following ways:
e Sent by postal mail to:

Director

Civil Rights Center

ATTENTION: Office of External Enforcement
U.S. Department of Labor

200 Constitution Ave NW

Room N-4123

Washington, DC 20210

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

e Emailed to CRCExternalComplaints@dol.gov

Required Contents of Complaint. (29 CFR§38.70)

No verbal communication may be accepted for processing as a discrimination complaint. Any
individual attempting to do so must be notified that only written, and signed, complaints may



be accepted for processing. Each complaint must be filed in writing, either electronically or in
hard copy, and must contain the following information:

¢ The complainant's name, mailing address, and, if available, email address (or another
means of contacting the complainant).

e The identity of the respondent {the individual or entity that the complainant alleges is
responsible for the discrimination).

e Adescription of the complainant's allegations. This description must include enough
detail to allow the Director or the recipient, as applicable, to decide whether:

» CRCor the recipient, as applicable, has jurisdiction over the complaint;

» The complaint was filed in time; and

» The complaint has apparent merit; in other words, whether the complainant's
altegations, if true, would indicate noncompliance with any of the

nondiscrimination and equal opportunity provisions of WIOA or this part.

e The written or electronic signature of the complainant or the written or electronic
signature of the complainant’s representative.

Due to the signatory and identity requirements, anonymous communications {verbal or
written) shall not be considered a discrimination complaint.

Right to Representation {CFR 29§38.71}

Both the complainant and the respondent have the right to be represented by an attorney or
other individual of their choice.

State-Level Complaint Processing Procedure

As stated previously, a complainant must file a complaint within 180 days of the act of alleged
discrimination to be accepted as timely. Once received, the State-Level EO Officer will date
stamp the signed Discrimination Complaint Form to establish the timeliness of the complaint.
At this point, the complaint will be assigned a unique identifier for the purpose of tracking the
complaint throughout the rest of the process. This designation will follow the sequence of
calendar year + Title | Program + sequential number in which the complaint was received. For
example, if a complaint arrived from a participant in the WIOA Dislocated Worker program and



it was the fifth complaint received in the calendar year of 2019, the designation for this case
would be 2019-WIOADW-5.

Next, jurisdiction must be determined to ensure proper handling of the complaint. The
complaint must meet all requirements for content, allege a prohibited basis of discrimination,
set forth an adverse action, and identify a respondent that qualifies as a “recipient” under 29
CFR §38.4(zz).

If it is determined that WorkForce WYV DOES NOT have jurisdiction over a complaint, the
complainant will be notified in writing within 5 business days of the determination. This Notice
of Lack of Jurisdiction will include a statement of the reasons for such determination and a
notice that the complainant has a right to file a complaint with the Civil Rights Center within 30
days of the date on which the complainant receives the notice.

If it is determined that WorkForce WV DOES have jurisdiction over the matter, the EQ Office
will provide written notice to the complainant within 10 working days containing the following:

1. Initial, written notice that contains:

- An acknowledgement that the complaint has been received.

- Notice that the complainant has the right to be represented in the complaint
process.

- A copy of the “Equal Opportunity Is the Law” Notice.

- Notice that the complainant has the right to request and receive, at no cost,
auxiliary aids and services, language assistance services, and that this notice will be

translated into non-English languages as required.

2. A written statement of the issue(s) and, for each issue, a statement on whether the
issue will be accepted or rejected and the reasons for each determination.

3. Notice of the period of fact finding or investigation of the underlying circumstances of
the complaint, which may take around 20 working days.

4. Information regarding Mediation (the Alternative Dispute Resolution method chosen by
WorkForce WV), and the Election Form, will be provided. If the complainant choses to
mediate, they must inform the WorkForce WV EQ Officer within 5 days of receiving this
written notice.



5.

6.

Notice of Investigatory Use of Personal Information and Consent Forms.

Information regarding the Notice of Final Action.

Respondent will be notified that a complaint alleging discrimination has been filed and is being
processed. A summary of the complaint and a notice that retaliation is against the law will be
provided to respondent. The respondent will be also be notified if mediation has been chosen
by the complainant as a means of resolution.

Mediation Process

Alternative Dispute Resolution {(ADR) may be attempted any time after a written complaint has
been filed with the recipient, but before the Notice of Final Action has been issued. The choice
whether to use mediation or the customary investigative process rests with the complainant. If
the complainant chooses mediation the respondent will be notified. WorkForce West Virginia
mediation procedures are as follows:

If mediation is elected, the WorkForce West Virginia EQ Officer will notify the mediator
within two (2} business days of receipt of the Mediation Election Form. The session will
begin no later than fifteen {15) business days after the mediator is notified.

Parties will receive notice of time and location where the mediation session will be
conducted.

Two (2) business days will be allowed for the mediation session to achieve a resolution.
If the parties do not reach an agreement within the two-day mediation session, a notice
will be issued within fifteen (15} calendar days from the end of the two-day mediation
session, outlining the facts or circumstances relevant to the attempt to settle the issues.
Notice will be given that the complaint has been referred for investigation.

If mediation is successful, a description of the resolution will be provided. A copy of the
settlement agreement will be provided to the complainant and respondent within
fifteen (15) days from the conclusion of the mediation session and the agreement will
contain the following:

- Signatures of the mediator, complainant, and respondent.
- Description of the settlement of the issue(s).

- Future responsibilities of both parties.



- Notice of rights, to both complainant and respondent, that if either party to the
agreement breaches the agreement, then the non-breaching party may file a
complaint with the CRC within 30 days of the learning the agreement was
breached.

Breach of Agreement

A party to any agreement reached under ADR may file a complaint with the Civil Rights Center
in the event the agreement is breached. The non-breaching party may notify the Director of
the Civil Rights Center within 30 days of the date on which the non-breaching party learns of
the alleged breach. The Director must evaluate the circumstances to determine whether the
agreement has been breached. If the Director determines that the agreement has been
breached, the complaint will be reinstated and processed in accordance with the recipient's
procedures.

Notice of Final Action

A written Notice of Final Action, shall be provided to the complainant within 90 days of the date
on which the complaint was filed, that contains the following information:

- Foreachissue raised in the complaint, a statement of either the decision on the issue(s)
and an explanation of the underlying reasons or a description of the way the parties
resolved the issue(s).

- Notice that the complainant has a right to file a complaint with CRC within 30 days of

the date on which the Notice of Final Action is received if the complainant is dissatisfied
with the recipient's final action on the complaint.

Failure to Provide Notice of Final Action or Process Complaint

If, for any reason, WorkForce WV fails to provide a Notice of Final Action or completely process
a complaint within 90 days from the filing date, a complainant {or their representative) may file
a complaint with the Civil Rights Center. This complaint must be filed within 30 days of the
expiration of the 90-day time limit.
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Region VI Workforce Investment Board Classification:

17 Middletown Road

Selective Service Registration

White Hall, WV 26554 Requirements

Date
July 1, 2015

Region VI Guidance Letter No. 2-15

To: All WorkForce West Virginia Managers and staff
All Career Planners/Eligibility Determination Staff
All Local Training Providers

From: Region VI Workforce Investment Board, Inc. (WIB)
Subject: Selective Service Registration Requirements for WIOA funded programs
1. PURPOSE: To inform the local area of implementation guidelines for Selective

2, REFERENCE:

3. BACKGROUND:

4. POLICY:

Service Registration Requirements.

The Workforce Innovation and Opportunity Act (WIOA) 189(h),
codified at 20 CFR Section 683.225, and the Military Selective Service
Act (50 U.S.C App 451 et seq), codified at 32 CFR Part 1605, and
USDOL ETA TEGL 11-11, Change 2

All males born on or after January 1, 1960, participating in any program
or activity established under Title 1 of WIOA, or receiving any
assistance or benefit under this title, must have registered with the
Selective Service within 30 days of their 18™ birthday, or up until their
26" birthday. The Selective Service website at www.sss.gov provides
more information about the registration requirement.

Males 26 years or older whao failed to register with the Selective Service
and who become potential participants in any program or activity
established under Title 1 of WIOA, or who may receive any assistance or
benefit under this title, must provide (1) documentation showing they
were not required to register; or (2) if they were required to but did not
register, documentation establishing that their failure to register was not
knowing and willful.

Region VI will require that a potential participant aged 26 or older who
has failed to register with the Selective Service must request a Status
Information Letter from the Selective Service System.

If the Status Information Letter indicates that an individual was not
required to register for the Selective Service, then he is eligible to enroll
in services authorized or funded by Title 1 of WIOA.

If the Status Information Letter indicates that the individual was required
to and did not register, he is presumed to be disqualified from
participation in WIOA Title 1-funded activities and services until it can
be determined that his failure to register was not knowing and willful,




The Status Information Letter and evidence documenting that the failure
to register was not knowing and willful will be submitted to the
appropriate Case Manager, who will review the letter and all supporting
documentation and make a recommendation to the Executive Director of
the Region VI WIB.

The Executive Director will make the final decision as to whether the
potential participant knowingly and willfully failed to register or not,
based upon the recommendation of the Case Manager and a review of the
supporting documentation.

ACTION: All WorkForce West Virginia Centers located within Region VI and/or
participants from Region VI will be made aware of this policy as well as
entities providing service to the region.

A copy of this policy can be obtained from The Region VI Workforce
Investment Board.

IMPLEMENTATION
DATE: Effective July 1, 2015 until rescinded or modified by the Region VI
Workforce Investment Board.

Attachments:
TEGL 11-11, Change 2
Region VI Selective Service Registration Affirmation form

Disclaimer:

This policy is based on Region VI Workforce Investment Board’s initial reading of the statute
without any interpretive guidance from USDOL or WorkForce West Virginia. This policy may
be subject to change as additional federal regulation and TEGLs and or state policies are
released that are contrary to or otherwise different from Region VI WIB’s interpretation of
WI0A. This policy is not infended to be permanent and should be viewed as a placeholder
until final federal and or state regulations and guidelines are established.



Region VI Workforce Investment Board
Selective Service Registration Documentation

Note: Attach this form to the Selective Service System Status Information Letter

Name;

1. Were you aware of the requirement to register? Yes No (If No, you do not have to complete
questions 2,3, or 4. Skip to question 5. Please attach an explanation of the reasons you failed to register with the
Selective Service System

2. If yes, were you misinformed about the applicability of the reguirement to yourself?
Yes No (e.g- veterans who were discharged before their 26™ birthday were occasionally told that they
did not need to register).

3. On what date did you first learn that you were required to register?

4. What actions, if any, did you take when you iearned of the requirement to register?

5. Where did you live between the ages of 18 and 267

Please read the statement of affirmation below, print your name, then sign your name in the presence of a notary.

| AFFIRM, BY MY SIGNATURE BELOW, THAT THE INFORMATION | HAVE GIVEN ON THIS FORM 1S TRUE AND ACCURATE. |
UNDERSTAND THAT tF ANY INFORMATION | HAVE PROVIDED IS FOUND TO BE FALSE OR INACCURATE, | WILL BE
DISQUALIFIED FROM RECEIVING BENEFITS | HAVE APPLIED FOR FROM THE REGION VI WORKFORCE INVESTMENT
BOARD. | UNDERSTAND THAT COMPLETION OF THIS FORM DOES NOT GUARANTEE BENEFITS APPLIED FOR WILL BE
AWARDED.

Printed Name Signature Date
State of
County of
Signed and affirmed before me on by
[date) {printed name of individual making statement)
(Stamp)

(Title of Office)

My commission expires
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Region VI Workforce Development Board Classification:

17 Middletown Road
White Hall, WV 26554

Customized Training

Date:
January 10, 2022

Region VI Guidance Letter 11-16, R-2

To: All WorkForce West Virginia Center Managers and staff
All WIOA Career Planner/Eligibility Determination staff
All Local Service Providers

From: Region VI Workforce Development Board (Region VI WDB)

Subject: Customized Training for Adults and Dislocated Workers

1. PURPOSE: To establish policy on requirements and benefits available under Region V1 Workforce
Development Board Adult and Dislocated Worker funded Customized Training
Activities.

2. REFERENCE:

3. BACKGROUND:

WIOA Section 3(14) and 20 CFR, Parts 680.710(c) and 680.760-770.

The Workforce Innovation and Opportunity Act provides for customized
training activities. Customized training is training that is designed to meet the
needs of an employer or group of employers in the public, private non-profit, or
private sector. A contract may be developed between the employer or registered
apprenticeship program sponsor and the Region VI WDB in the form of a
reimbursement to an employer of not more than 50 percent of the employer’s
cost of training WIOA eligible participants to compensate for the employer’s
extraordinary costs of training individuals. The training is conducted with a
commitment by the employer to employ an individual upon successful
completion of the training.

4. ACTION: 1) Customized training shall be for an occupation for which there is a demand in the
area served or for occupation(s) determined to be in sectors of the economy having a
high potential for sustained demand or growth and or job retention. Region VI defines a
“Demand Occupation™ as:

A. Occupations listed on the current list of West Virginia Demand
Occupations for Workforce Investment Area 6; or
B. Occupations showing a minimum of 2% growth rate on the

current list of Long Term West Virginia Demand Occupations for
Workforce Investment Area 6; or
C. Occupations showing a minimum of 25 projected openings on the
current list of Long Term West Virginia Demand Occupations for
Workforce Investment Area 6; or
*Additionally, for purposes of funding WIOA customized training, a Demand
Occupation will include all the above provisions, plus documentation of support
employment in customized training occupation following completion of
training,

2) Customized training opportunities should be encouraged in occupations providing




upward mobility and development of new careers and/or job retention.
3) Authorized customized training for a participant shall be limited to a period of time
generally required for the acquisition of skills needed for the position within a particular
occupation. The training plan for each individual must document:
A. How training was justified
B. How current skills were evaluated
C. How the training length was determined based on existing skills.
4) Customized Training contracts may be written for employed workers under the
following conditions, which include, but are not limited to:
A. The employee is not earning a self-sufficient wage or wages
comparable to or higher than wages from previous employment; and
B. The training relates to the introduction of new technologies, new
production or service procedures, upgrading to new jobs that require
additional skills, and or workplace literacy.
5) The employer shall select the training provider and approve the curriculum. Training
services can be provided through the following:
A. Community colleges, school districts, area vocational technical
centers, state universities, or licensed and certified private institutions
and community based organizations.
B. Conducting the training at the business’s own facility, at the training
provider’s facility or at a combination of sites.
C. Instruction provided by either full or part-time educators or
professionals from the business
D. Online and/or distance learning courses only under certain
circumstances — will be decided upon on a case-by-case basis.
E. On the job training provided by the employer.
6) The employer requesting customized training assistance must be in good standing
with the West Virginia State Unemployment Insurance and Worker’s Compensation
systems. The employer must also be in compliance with all applicable West Virginia
state tax laws and current with all West Virginia state taxes payable by the employer to
the state of West Virginia.

[f awarded funding for Customized Training, the emplover agrees to:

*

*
*
*

Train the participant for the job through a structured approach;

Retain the participant at the end of training;

Be in compliance with all appropriate state and federal laws as required (WC, UL, OSHA, etc.)
Agree to provide the same benefits and working conditions as those similarly employed at the
company.

Conditions under which training will not be approved:

* ¥ ¥ %

Training for positions which are seasonal, intermittent or temporary employment
Employment that is less than full time

Jobs that pay less than minimum wage

Occupations that are not demand occupations as identified by Region VI Workforce
Development Board

Jobs which would result in the displacement of any currently employed worker, including
partial displacement such as a reduction in amount of non-overtime work, wages, or
employment benefits.

Jobs that, if filled, would replace any worker who is on layoff or involved in a labor dispute.
Jobs that would impair an existing contract for services or collective bargaining agreement
and no such activity that would be consistent with the terms of a collective bargaining
agreement shall be undertaken without the written concurrence of the labor organization and



the employer concerned.

* Jobs with an employer who has exhibited a pattern of failing to provide WIOA funded training
participants with continued long-term employment as regular employees with wages and
working conditions at the same level as similarly situated employees.

* The employer has relocated to the region from another location in the United States within 120
days and if the relocation resulted in jobs lost by employces at the original location.

Funding Award Guidelines:
K

Employers, at a minimum, must provide a 50% matching contribution to the training project.
The match may be in the form of cash or negotiated in-kind as approved by the Region VI

WDB,

* No reimbursements will be given for employer’s training costs incurred prior to the approval
of the training by the Region VI WDB.

* Region VI WDB retains the right to terminate or reduce funding, in whole or in part, if

sufficient local, State or Federal funds are not available.

Reporting Requirements:

* Each funded employer will submit to the Region VI WDB data on each trainee including:
name, date training started and ended, total number of hours of
training completed, date hired and starting wage. In the case of current employees, additional
data to submit includes job title before and after training, wage before and after training, and
whether the trainee was advanced to a higher level,

Reimbursable Training Expenses must be pre-approved and may include, but not be limited to:
Instructors’/trainers salaries (actual time of instruction/training)

Curriculum development

Tuition / delivery of training costs

Textbooks / manuals

Materials, supplies, and training equipment only under certain conditions - (to be
determined on a case-by-case basis — dependent upon the use of the supplies during training
— Ex.-1f a finished product is completed during training, and then sold for profit by the
employer, the cost of the materials and supplies for that training would not be considered
reimbursable.)

Trainee wages under certain conditions — to be determined on a case-by-case basis.
Trainee travel time under certain conditjons — to be determined on a case-by-case basis.

* % ¥ ¥

Non-Reimbursable Training Expenses, including, but not limited to:

* Purchase of capital equipment (production equipment)

The Region VI Workforce Development Board Executive Director may waive provisions of this
policy when the Executive Director determines it is necessary in order to serve individuals with
special circumstances.

IMPLEMENTATION
DATE: Effective January 10, 2022, until rescinded or modified by the Region VI Workforce
Development Board.
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Region VI Workforce Development Board Service Delivery

17 Middletown Road
White Hall, WV 26554

Date
August 17, 2018

Region VI Guidance Letter 15-16, R-1

To: All Workforce West Virginia system stakeholders
All WorkForce West Virginia Centers
All Local Training Providers
From: Region VI Workforce Development Board
Subject: Service Delivery
1. REFERENCE(S): Title | of the Workforce Innovation and Opportunity Act
(WIOA) of 2014, Sections 121, 134, Wagner-Peyser Act of 1933 as amended
by Title Il of WIOA, Workforce West Virginia Guidance Notice 5-16.
2, PURPOSE: To provide guidance on:
» The roles and responsibilities of required one-stop partners in the Region VI
one-stop delivery system;
» Establishing “comprehensive” workforce centers;
+ The requirements for access to the programs and activities provided by
required One-Stop partners through the system; and
¢ The elements that must be addressed in the memorandum of understanding
with One-Stop partners.
3. BACKGROUND:

The Workfarce Innovation and Opportunity Act of 2014 is designed to increase
access to, and opportunities for, the employment, education, training, and
support services that individuals need to succeed in the labor market, particularly
those with barriers to employment. This is accomplished by providing all
customers in the Region VI Workforce Development Area access to high-quality
one-stop centers that connect them with the full range of services available in
their communities. Under WIOA, partner programs and entities that are jointly
responsible for workforce and economic development, educational, and other
human rescurce programs collaborate to create a seamiess customer-focused
one-stop delivery system that integrates service delivery across all programs and
enhances access to the programs' services.

WIOA requires local boards in each local area, with the agreement of the chief
local elected officials, to establish a one-stop delivery system and conduct
oversight of that system. The local board is responsible for developing a
memorandum of understanding with the required one-stop partners that outlines
each partner's responsibilities. Each one-stop partner that carries out a required
program or activity in a local area “shall provide access through the one-stop
delivery system to such program or activities carried out by the entity, including
making the career services that are applicable to the program or activities
available at the one-stop centers (in addition to any other appropriate locations).”




4.

ACTION:
A. Required One-Stop Partners

WIOA establishes a number of required partners in the one-stop delivery system. These
partners include:

Title | programs (Adult, Dislocated Worker, Youth, Job Corps, YouthBuild, Native
American, and Migrant Seasonal Farmwaorker):

Title Il Adult Education and Family Literacy activities;
Wagner-Peyser Act employment services programs;
The Vocational Rehabilitation program under Title | of the Rehabilitation Act;

The Senior Community Service Employment Program authorized under Title V of
the Older Americans Act;

Postsecondary career and technical education programs authorized under the
Carl D. Perkins Career and Technical Education Act;

Trade Adjustment Assistance authorized under the Trade Act;

Jobs for Veterans State Grants programs authorized under chapter 41 of title38,
U.s.C,;

Employment and training activities under the Community Services Block Grant:
Employment and training activities of the Department of Housing and Urban
Development;

State unemployment compensation program;

Ex-offender programs authorized under section 212 of the Second Chance Act;
and

Temporary Assistance to Needy Families (TANF) authorized under the Social
Security Act, unless exempted by the Governor.

Other entities that carry out a workforce development program, including Federal, State,
or local programs and programs in the private sector, may serve as additional partners in
the one-stop system if the local board and chief elected officials approve the entity's
participation.

B. Roles and Responsibilities of the Required One-Stop Partners

Each required partner must work collaboratively with the State and local boards to
establish and maintain the one-stop delivery system, which includes:

Entering into an MOU with the local board relating to the operation of the one-

stop system consistent with the requirements of authorizing laws, the Federal

cost principles, and all other applicable legal requirements;

Providing representation on the State and local workforce development boards

as required and participate in board committees as needed:;

Providing access to its programs or activities through the one-stop delivery

system, in addition to any other appropriate locations;

Providing applicable career services; and

Beginning July 1, 2017, jointly funding the one-stop system through infrastructure

contributions that are based upon:

o A reasonable cost allocation methodology by which cash or in-kind

infrastructure costs are contributed by each partner in proportion to the
relative benefits of their participation;



o Federatl cost principles; and
o Any local administrative cost requirements in the Federal law authorizing
the partner's program.

C. The Comprehensive One-Stop Center

The Comprehensive One-Stop Center

A “comprehensive” one-stop center is one physical location where all of the relevant
programs, services, and activities provided by the required partners are accessible. The
one-stop delivery system shall make all of the programs, services, and activities
provided by the required partners accessible in no less than one comprehensive
workforce center in each of the seven federally-recognized local areas in the state. A
local area may choose to have more than one comprehensive center. WIOA title | staff
must be physically present in the comprehensive center. At a minimum, the
comprehensive center must make available:

+ All Title I-B career services (WIOA Sec. 134(c);

» Access to Title | training services (In an effort to provide optimal customer
service, Local Areas/Regions are not prohibited from serving eligible individuals
from other Local Areas/Regions if they so choose. In these circumstances,
coordination and communication between Local Areas/Regions is required);

» Access to any other permissible employment and training activities that the local
area elects to provide with Title | funds (Sec. 134(d));

Access to programs and activities carried out by required one-stop partners; and
Workforce and labor market information.

Each required one-stop partner is responsible for identifying the career services
that are relevant to their programs and making those services available through
the comprehensive workforce center. All comprehensive centers and affiliated sites
must be physically and programmatically accessible to individuals with disabilities.
Individuals must have access to these programs and services in the comprehensive
center on regular business days, at a minimum. The programs, services, and activities
provided by the required partners may also be available in other workforce centers,
affiliated sites, and other locations, with the exception of Wagner-Peyser employment
services, which may not be a stand-alone affiliate site. One-stop partners are
encouraged to coordinate their activities to the extent possible so that individuals
seeking assistance will have access to information and services that will lead to positive
employment outcomes.

D. Access to One-Stop Partner Programs and Services

Individuals directly seeking career services from the one-stop delivery system should
receive services beyond what they couid obtain on their own using self-service tools,
such as public websites or telephone services where the individual is placed into a
queue along with all other applicants in the state. Access to required cne-stop partners’
services in the comprehensive workforce center can be provided in one of three ways.
Access may look somewhat different locally for each partner program and in each
workforce center, depending on the partners and programs that are located in that |ocal
area. The three options for access are:

1. Program staff physically present at the location;



2. Staff physically present at the one-stop from any partner program appropriately

trained to provide information to customers about the programs, services, and
activities available through partner programs, such as the types of services that
program provides and whether the services might meet the individual's needs; or
Providing direct linkage through technology to someone who can either provide
the program services, or provide information such as how to apply for the
program, or how to begin receiving services.

E. Memorandum of Understanding

Each required partner that carries out a program in a local area shall provide access to
that program through the one-stop delivery system. A memorandum of understanding
{MOU) with each partner is required. WIOA requires the MOU to contain several
provisions:

Access to Services: How partners will fulfill the access requirement. This
includes identifying at least one “comprehensive” workforce center in each local
area. In addition, the partner must identify which of the three options listed in
Section D. will be the method of access at the comprehensive one-stop, and
which method will be utilized at other one-stop locations.

Service Delivery: What services will be provided through the one-stop delivery
system and how they will be coordinated and delivered. Which services will be
available at the comprehensive cne-stop, and which services will be provided at
other one-stop locations.

Current Resources: How the services described will be funded.

Referrals: The methods by which individuals will be referred between one-stop
partners for services and activities.

Assurances: The methods by which to ensure "necessary and appropriate
access” to services and activities available through the one-stop system for
workers, youth, and individuals with barriers to employment, including individuals
with disabilities.

ACTION: The Region VI Workforce Development Board will make all

stakeholders in the Region VI Workforce area aware of this policy.

EXPIRATION

DATE:

Effective August 17, 2018, until rescinded or modified by the
Region VI Workforce Development Board.
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Introduction - Limited English Proficiency and Meaningful Access

The United States Department of Labor (USDOL) guidance regarding persons with Limited
English Proficiency (LEP) requires recipients of federal financial assistance to ensure meaningfut
access to their programs and activities by persons with LEP, pursuant to Title VI of the Civil Rights

Act of 1964, its implementing regulations, and Section 188 of the Workforce innovation and
Opportunity Act of 2014.

Presidential Execuilve Order 13166 entitled “Improving Access to Services for Persons with -
Limited Engllsh Proﬂclency" was intended to improve access to federally conducted and assisted
programs for persons who are LEP. Executive Order 13166 requires recipients of federal financial
assistance to develop and implement guidance an how the recipients of federal financial
assistance to develop and implement guidance on how the recipient will assess and address the

needs of otherwise eligible LEP persons seeking access to the programs and activities of
recipients of federal financial assistance.

Eligible LEP persons must be able to access the full spectrum of services provided by recipients.
The USDOL advises that recipients are required by Title VI to take reasonable steps to provide

meaningful access to federally assisted programs and activities by LEP persons through language
assistance that is reasonable, timely and effective.

As a recipient of federal funding, WorkForce West Virginia (WFWV) is committed fo
nondisctimination in all its programs and activities whether or not those programs or activities are
federally funded. WFWV will take reasonable steps to ensure meaningful access to the agency’s
programs, activities, services and information to LEP persons. Failure to ensure that LEP persons
can effectively participate in federally assisted programs and activities may violate the prohibition
against national origin discrimination under Title VI of the Civil Rights Act.

Notices to LEP Persons

In order to ensure that LEP persons are aware that the language services described in this Plan
are available, WFWV posts notices on its website and in high profile areas of all agency offices.
Because Spanish is the most frequently encountered language, notices stipulate that Spanish
language interpretation and translation services are available free- -of-charge. -“Babel’ Notices are
transtated into Spanish and can be provided in other languages as the need arises. The notice
is distributed to all programs of WFWV for use and/or inclusion in written or electronic materials
and with vital documents. Babe! Notices also appear as a link on the WFWV website to ensure

web users have the opportunity to access activities and services with the assistance of free
language services.

American Job Centers in West Virginia include:

Beckley WorkForce One-Stop Beckley, WV
Charleston WorkForce One-Stop Charleston, WV
Clarksburg WorkForce One-Stop Clarksburg, WV
Elkins WorkForce One-Stop Elkins, WV
Fairmont WorkForce One-Stop Fairmont, WV
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Greenbrier Valley WorkForce One-Stop
Huntington WorkForce One-Stop
Interstate Claims Office (112 California Avenue)
Logan WorkForce One-Stop
Martinsburg WorkForce One-Stop
Mercer County WorkForce One-Stop
Morgantown WorkForce One-Stop

New Martinsville WorkForce (ltinerant)
Parkersburg WorkForce One-Stop
Point Pleasant WorkForce (ltinerant)
Putnam County WorkForce (ltinerant)
South Branch WorkForce One-Stop
Summersville WorkForce One-Stop
Weirton WorkForce One-Stop -

Welch WorkForce One-Stop

Wheeling WorkForce One-Stop
Williamson Workforce (ltinerant)
Centralized Adjudication

La nguage Assistance Plan

Ronceverte, WV
Huntington, WV
Charleston, WV
Logan, WV
Martinsburg, WV
Bluefield, WV
Morgantown, WV
New Martinsville, WV
Parkersburg, WV
Point Pleasant, WV
Hurricane, WV
Moorefield, WV
Summersville, WV
Weirton, WV
Welch, WV
Wheeling, WV
Williamson, WV
Charleston, WV

Identifying LEP Individuals Who Need Language Assistance

In order to provide meaningful access to LEP persons, WFWV must first identify those who need

language assistance. Staff may identify LEP persons through communication in written,
telephonic or face-to-face form:

In-person: WFWV has posted an / Speak poster in reception areas and other prominent locations,
which is an effective tool for an LEP persons to communicate the language being spoken. Staff
will direct LEP persons to the / Speak poster when it is apparent that they are having difficulty

speaking or understanding English. The staff member will then utilize the language assistance
services described in this plan.

In writing: When a staff member receives written material in a foreign language, that staff member
will contact their section manager in order to determine the type language assistance needed.

Telephone: When a staff member receives a telephone call from a person who speaks a foreign
language and is having difficulty communicating in English, the staff member will consult with the
section manager so that the appropriate arrangements for language interpretation can be made.

Oral Language Assistance - Foreign Language Interpreting

WFWV offers language interpreting services to all persons with LEP, at no cost to the person with
LEP. WFWV staff will offer the services of a telephone interpreter as soon as it is apparent that
a person has a limited ability to read, write, speak or understand English. An LEP person who is
a companion of a person seeking services from a WFWV office may also request interpreting
assistance. Interpreters wiil be scheduled as quickly as possible. Staff will notify the section
manager or his/her designee immediately so that appropriate action can be taken. All requests
for interpreters, written or oral, will be documented in the appropriate paper and electronic files.

2
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Staff will give the interpreter adequate opportunity to review the documents prior to discussion, if
applicable, and will be prepared to discuss any specialized work terms with the interpreter.

WFWV staff can also contact the agency's EO Officer at (304) 558-1600, for questions about
serving LEP individuals.

WFWV’s language interpretation service offers “over-the-phone” interpretation in more than 140

languages, and is available during agency business hours, Monday through Friday, with the
exception of state and national holidays.

Staff Interpreters: WFWV does not currently employ staff interpreters. Due to the infrequent
contact with LEP persoris, the agency has not targeted interpreters in its hiring practices. The
agency will continue to manitor changes in the LEP population in the State of West Virginia and
assess the need to target mterpreters in its hiring practices.

Face- to-Face Contract Interpreters: In instances where face-to-face interpretation is a necessity,
WFWV will make reasonable efforts to arrange for this service. Due to infrequent need for face-
to-face interpretation services, telephonic interpretation will be the preferred method of contact.
Arrangements for face-to-face interpreters will be made in consultation with the section manager .

who will make contact with the language interpretation service and make the necessary
arrangements

Informal Intergreters WFWV discourages the use of family members (particularly children),
friends and other informal lnterpreters to mterpret for persons with LEP. In certain circumstances
these individuals may not be competent, raising issues of conﬁdentlahty and privacy, orconflict
of interest issues may arise. WFWV will not rely on an LEP person's family members, friends, or
other informal interpreters t6 provide language assistance services. Nevertheless, where the LEP
persons so desire, they will be permitted to use, at their own expense, interpreters of their own
choosing (whether a professional interpreter, family member, friend, or other informal interpreter)
in place of or as a supplement to the free language services offered by WFWV. Also, WFWV will
ensure that the LEP person’s choice is voluntary, that the LEP person is aware of the possible

problems if the preferred interpreter-is a minor child, and that the LEP person knows that a
competent interpreter could be provided at no cost.

Wiitten Language Services (Translation. Written transiation of text from one {anguage (source
language) into the equivalent written test in another language (target language) will also be
provided by the language interpretation service. Written translation of vital written materials into
the more frequently-encountered Spanish-speaking LEP group has been completed, including
written applications, written tests, consent and complaint forms, listing of partner services, ietters
containing information regarding participation in programs and activities, notices pertaining to
reduction, denial or termination of services or benefits, right to appeal such actions, notices that
require responses from WFWV, information on the right to file complaints of discrimination,
information on the provision of services to individuals with disabilities, state wage and hour, safety
and health enforcement material, notices advising LEP persons of the availability of free language
assistance, and appropriate outreach materials. The extent of WFWV's obligation to provide

writlen translation of documents in languages other than Spanish wilt be determined on a case-
by-case basis.
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Monitoring

The WRWV EO Officer, in collaboration with agency management, will periodically monitor,
evaluate, and update the LEP Plan, policies and procedures. Staff will be survayed on how often
they use language access services, if they believe there should be changes in the way services
are provided or the language sérvice provider that is used, and if the services are meeting the
needs of the LEP communities in the State. Observation of interactions with LEP individuals wifl
also be done periodically, along with the monitoring of WFWV's response rate to complaints or
suggestions by LEP individuals and employees regarding the language assistance services that
are provided by WFWV. ‘

Recordkeeping

WFWV EO Officer will maintain a database for LEP requests, by division and section. The
database will include, at a minimum, the name of the staff person requesting services, type of
service provided, name of the LEP person affected, type of oral language service utilized, request
for written translation, language transtated from and to, and any other pertinent information for
tracking language services.

Training

Managers and staff will receive training to ensure awareness of the agency’s obligation to provide
meaningful access to information and services to LEP persons and all persons. Areas of training
will include serving individuals with LEP needs, LEP policies and procedures, the LEP Plan, and
related laws and regulations.

Accessibility of On-Line Information to LEP Individuals
The WFWV public wébsite provides information to workers, job seekers and employers, including

information about job searching, training, WIOA, Unemployment Compensation, and other
programs and services. The WFWV Site is accessible at hitp:/fworkforcewv.org/.

WFWV is an agency under the umbrella of the State of West Virginia's Department of Commerce,
and as such the WFWV website is controlled by that Department. The WV Department of
Commerce site features the option of selecting language transiation services via Google
Translate. The translation through Google utilizes an automated/computerized translation which
serves as an approximation for the site’s original content. WFWV has provided a Translation
Disclaimer Statement indicating potential issues with the automated translation process.
Available languages listed on the website are Spanish, Chinese, French, German, lalian, Korean,
and Japanese. The WFWV website provides information on who to contact for additional
assistance.
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Disseml.nation of the WFWV LEP Plan

The agency's LEP Plan may be accessed on the WFWV website at http:/fworkforcewv.org/
Notice of protection for LEP persons is included in the notice “Equal Opportunity is the Law’".
Copies of the LEP Plan will be provided upon request by mail, phone or e-mail. Questions
regarding this plan should be directed to WFW\V's EO Officer at:

Equal Opportunity Officer
WorkForce West Virginia
2699 Park Avenue, Suite 240
Huntington, WV 25704
Phone: 304-528-5525, ext 2108
TDD: 304-528-5529

Or Relay 7-1-1
Email: Vickie.H.Elkins@wv.gov

LEP Complaint Process

Individuals who wish to file a discrimination complaint involving LEP, Title Vi, and related statutes
are directed to contact the agency's EQO Officer at;

~ EO Officer
WorkForce West Virginia
2699 Park Avenue, Suite 240
Huntington, WV 25704
Phone: 304-528-5525, ext 2108
FAX: 304-528-5529
TDD 304-558-1549
or WV Relay at 7-1-1

Complaint forms in Spanish are available on the agency’s website,
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APPENDIX A
INDIVIDUALIZED ASSESSMENT

in trq duction

WorkForce West Virginia (WFWV) has conducted an individualized assessment of the needs of
individuals with limited English proficiency (LEP) served by the agency. .In doing so, we have
balanced the following four factors: 1) The number or proportion of people with LEP eligible to be
served or likely to be encountered; 2) the frequency with which LEP persons come in contact with

WFWV 3) the nature and importance of the agency's programs, activities, or services, and 4) the
agency s available resources.

Number and Proporﬂon of LEP Persons Eligible to be Served or Likely to be Encountered

WPFWV first considered the number or proportion of LEP persons from a particular language group
served or encountered In the agency’s eligible service population. The greater the number or
proportion of these LEP individuals, the more likely language services aré needed. Because
WFWV administers federal programs such as Unemployment Compensation and the Workforce
Innovation and Opportunlty Act (WIOA), WFWV affords nondiscrimination protection to people
throughout the State the eligible population is the entire population of the State of West Virginia.

To determine the number of LEP persons within West Virginia, WFWV first examined its own LEP.
encounters. The most common or frequently encountered tanguage in this context is Spanish.
Even so, contact with Spanish-speaking LEP persons by WFW\ staff is infrequent. Staff have
reported communicating with these individuals between 300 per year, all in Spanish.

WFWV has reviewed U.S. Census data October 2015. Although the data does not identify people
as being LEP, it records the number of people who identify themselves as able to speak English
“very well", “weil", "not well’, and “not at al’. WFWV considers those who idenfify their English-
speaking ability as “not well” or “not at all* as being LEP. According to the Community Survey,
there are an estimated 12,762 Spanish-speaking people five years of age and older in West
Virginia. Of those, 1,474 speak English “not well", and 164 speak English “not at all”. 6,507 speak
English less than “very well’. The next most frequently encountered language in West Virginia is
Chinese with an estimated 2,830 people, and of those, 1,641 speak English less than “very well”.

Frequency with which LEP persons come in contact with Workforce West Virginia

The majority of LEP individuals who come into contact with WFWV are Spanish-speaking Migrant
Seasonal Farmworker participants. The majority of contacts are in the Martinsburg, West Virginia
area and the Moorefield, West Virginia area. Contact with Spanish-speaking individuals are also
sporadic throughout the State, but not statistically significant.
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Nature and importance of the WFWV program, activity, or service

There is no large geographic concentration of any one type of LEP group in West Virginia.
According to 2015 US Census data information, the overwhelming majority of the population of
1,707,752 people in West Virginia, speak only English.

WFWV is the State of West Virginia's agency that oversees unemployment compensation claims,
job seeker services, adult, dislocated worker, and youth programs, and veterans services and
other employment and training programs to help workers acquire needed tools and skills to enter
the workforce. 1t is very important that paople who contact WFWV for information accurately
understand their rights and responsibilities, and that the agency communicate effectively with the
public and customers in order to facilitate communication between all parties.
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CAPITALIZATION POLICY
Region VI Workforce Investment Board, Inc.

A capital expenditure is an expenditure that meets the following requirements:

e Owned or considered owned by the Region VI Workforce Investment
Board, Inc.: and

¢ Has a useful life that exceeds one year; and

» Meets the capitalization threshold*.

* The capitalization threshold is $5,000.

Capital expenditures will be recorded as a fixed asset on the general ledger and
will be depreciated over the useful life of the property. A detailed fixed asset
depreciation schedule will be maintained that will be reconciled to the general
ledger.

Expenditures that are less than $5,000 will be considered as a current operating
expense.

Region VI
Fixed Assets Capitalization Policy
3/09
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17 Middletown Road
White Hall, WV 26554

Ee_:gion VI Workforce | Development Board o " Classification:

Conflict of Interest Policy

Approval Date: 9/11/2025

Approved by: Repion VI WDB Review by date: 9/11/2030

Region V1 Guidance Letter No. 35-25

1. PURPOSE:

2. REFERENCE:

3. BACKGROUND:

4. SCOPE:

5. DEFINITIONS:

The purpose of this policy is to provide guidance to the Region VI Workforce
Development Board (Region VI WDRB) in identifying and handling potential, actual and
perceived conflicts of interest in conducting business with integrity, honesty and cthical
principles.

Workforce Innovation and Opportunity Act (WIOA), Public Law 113-128

29 CFR § 683.200 — Administrative Provisions on Conflict of Interest

29 CFR § 679.430 — Local Workforce Development Board Functions

West Virginia Governmental Ethics Act, W.Va. Code §§ 6B-1-1 et seq.

Office of Management and Budget (OMB) Uniform Guidance, 2 CFR Part 200
WorkForce West Virginia Policy # GAS-COI-25-VI - Conflict of Interest Requirements
for Local Workforce Development Boards

WIOA requires recipients of Title I funds—including Local Workforce Development
Boards (LWDB’s}—to implement internal controls that prevent real or perceived
conflicts of interest in governance, procurement, service delivery, oversight, and other
operational activities,

Region VI WDB defines the scope of its local COI policy to apply to all individuals and
entities involved in its governance and operations. At a minimum, this includes:

*LWDB members;

sStanding and ad hoc committee members;

*Administrative and program staff;

*Contractors, vendors, and subcontractors;

*Service providers and pariner entities;

*Any individual or entity with actual or potential influence over LWDB decision-making.

*Conflict of Interest: A situation in which a person’s personal, financial, or professional
interests could impair or appear to impair their objectivity in decision-making on behalf
of the LWDB.
*Appearance of a Conflict: A situation in which a reasonable person could question a
decision-maker’s impartiality due to personal, professional, or financial ties.
Covered Individuals: Refers to any individual who is subject to the conflict-of-interest
provisions set forth in this policy.
+Financial Benefit: Direct or indirect monetary gain, including contracts, gifts, salaries, or
commissions.
*Non-Financial Benefit: Preferential treatment, employment opportunities, or honorary
roles that may influence objectivity.
*Immediate Family: A spouse, dependent child(ren), dependent grandchild(ren), and
dependent parent(s) residing in the same household.
*Relative: Includes all individuals defined as immediate family and extends to the
following, regardless of place of residence or dependency status:

- Stepparent, grandparent, or step-grandparent




6. POLICY:

Region VI
Lff: 9711723

- Stepchild, grandchild, or step-grandchild

- Brother or sister, including half-siblings, step-siblings, and siblings-in-faw

- Aunt, uncle, niece, or nephew, including step and in-law relationships

- First or second cousin

- Father-in-law, mother-in-law, son-in-law, daughter-in-law, and their step

equivalents
*Domestic Partner: An individual in a committed personal relationship residing in the
same houschold and sharing financial/domestic responsibilities.
*Business Partner: Any person or entity with a business relationship with a covered
individual, including joint ownership or shared financial interests.
*Recusal: The act of abstaining from participating in a matler due to a real, potential, or
perceived conflict of interest.

6.1 Conflict of Interest Prohibition

Region VI WDB covered individuals are prohibited from:

- Voting or participating in decisions involving contracts or services provided by an
entity they represent.

- Participating in decisions where they, their relative, domestic partner, or business
partners could benefit.

- Receiving personal, familial, or partnership-related benefits from contracts or
agreements in which they had influence or decision-making authority, including those
involving a relative, domestic partner, or business partner.

- Entering into business relationships arising from their official role.

-Accepting gifts, favors, or other items of value from individuals or entities when such
acceptance could reasonably be perceived as compromising impartiality or influencing
official decision-making *

*Region VI WDB shall adopt procedures consistent with the WV Ethics Act and
interpretive guidance issued by the WV Ethics Commission on the solicitation and
accepiance of gifis. (Attachment D - Gift Guidelines)

6.2 Disclosure Requirements

Region VI WDB covered individuals must:

- Complete the Conflict-of-Interest Acknowledgement and Disclosure Form
(Attachment A) upon appointment, employment, or contract execution.

- Renew the Conflict-of-Interest Acknowledgement & Disclosure Form annually.

- Notify the Region VI WDB and update the Conflict-of-Interest Acknowledgement &
Disclosure Form within 2 business days if a new conflict arises.

-Disclose personal, familial, or partnership/business-related financial interests with
entities seeking Region VI WDB administered funds.

-Promptly disclose, in writing and within 24 hours, upon obtaining credible evidence of
any viotation of federal criminal law involving fraud, conflict of interest, bribery, or
gratuity violations in accordance with 2 CFR 200.113 — Mandatory Disclosures.*
*Region VI WDB must ensure that all subrecipients and sub-contractors understand and
comply with the federal reporting requirements under 2 CFR 200.113 by disseminating
the policy at the time the contract is signed and reviewing internal control processes
during annual subrecipient and/or sub-contractor monitoring.

6.3 Recusal Procedures

Region VI WDB covered individuals must;
-Declare any conflicts in writing when known

2
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-Recuse themselves from related discussions or votes
* Recusals will be documented i the Region VIWDE meeting minutes or official records
and documentation of such recusals will be managed by the Region VI WDB Erics
Officer.

0.4 Ethics Oversight and Conflict Management

-Region VI WDB will designate an Ethics Officer as approved by the board of directors
al the meeting whereas the said policy is approved - scheduled for September 11, 2025,
-The Ethics Officer will be responsible for reviewing all initial and annual disclosures
and report any potential conflicts to the board at such times a conflict is perceived or
should arise.

- The Eihics Officer will be responsible for recording all disclosures, actions taken, and
resobutions during each reporting period. (Attachment C - Annual Conflict of Interest
Disclosure Log)

- The Ethies Officer’s own annual disclosure will be reviewed by the CLEO and
Executive Director for potential conflicts and noted to the board il any arise.

-The Ethics Officer and/or CLEQ shall inake recommendations to the board regarding the
need for mitigation plans, if necessary.

-Mitigations measures may include, but not fimited to, duty reassignment, divestiture, or
role modifications.

- All mitigation measurcs will be documented in the official records and/or meeting
minutes of Region VI WDB,

UPDATE: Amy Hall, Program Director/EEO Officer, was approved by unanimous
vote at the September 11, 2025 board meeting to serve as the Region VI WDB Ethics
Officer until rescinded. Amy’s contact information is as follows: Phone: 304-368-
9530 and cmail address: ahali@region6wv.org

6.5 Reporting and Transparcncy

-The Region VI WDB Ethics Officer will maintain secure records and documentation of
ali regional Conflict of Interest Forms, recusals and mitigations.

- The Region VI WDB Ethics Officer shall submit an annual Conflict of Interest
Summary Report {(Attachmeni B) to WorkForce West Virginia along with the annual
Conflict Disclosure Log to WarkloreeLOGwy goy no later than September 30 of each
program year.

-Region VI WDB stafi will post a redacted version of the sunumary report - removing all
Personally Identifiable [nformation (P11) — on the region’s public website no later than
October 1 of each program year.

- Fhe Region VI WDB Ethics Officer or designated staff will retain all Conflict-of-
Interest Disclosures, training material and report summaries for a minimum of three (3)
years following the end of the program year in which they were created. or fonger if
subject to ongoing audiy, litigation, or investigation.

6.0 Enforcement and Sanctions

Any violations of this palicy are subject o investigation through the appropriate legal
channels and may result in (bat not limited to) the following:

- Reprimand

- Removal from position

- Contriact ernination

- Action under the state’s WIOA Sanctions Policy

* The Governor or the Chief Elected Official can remove a member of the board for a
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violation of conflict-ot-interest code with or without a recommendation from the Region
VIWDB,

6.7 Training and Fducation

- Region VI WDB will provide workforce-relevant Ethics and Conflict of Interest
fraining during onboarding and annually.

- Fraining will be updated to reflect new guidance and/or tegal changes within 30 days of
notification of changes.

6.8 Policy Review and Updates

- Region VI WDB will conduct an annual review of its Conflict-ol-Inlerest policy and
revise 1L as necded to incorporate changes in WIOA law, CFR updates, and ensure
continued alignment with current guidance and requirements.

- Region VI WDB will submit their updated local Conflict of Enterest policies 1o
WorklForce West Virginia at WEWVTAC20wy gov for review and feedback.

The following attachments will be utilized in conjunction with this policy:

- Attachment A - Conflict of interest Acknowledgement and Disclosure Form
- Attachiment B — Annual Conflict of Interest Summary Report

- Attachiment C - Annual Conflict of Interest Disclosure Log

- Attachment D -- Region VI WDB Gift Guidelines

The Region VI WDB will make all stakeholders in the Region VI Workforce arca aware
of this poiicy.

A copy of this policy can be obtained trom the Region VI WDRB or by downloading it
fron the Region VI WDB website at www regionviwy.ore in Guidance Policies under
the “About™ tab,

Effeetive vntil rescinded or modificd by the Region VI Workforce Development Board.
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ATTACHMENT A -

Conflict of Interest Acknowledgment and Disclosure Form
WIOQA Title I Programs

Purpose

To promote transparency, integrity, and compliance with federal and state ethics requirements, all individuals
engaged in activities funded under the Workforce Innovation and Opportunity Act (WIOA) Title I must
annually review and acknowledge their understanding of and agreement to comply with the Local Workforce
Development Board’s (LWDB) Conflict of Interest Policy.

This requirement applies to, but is not limited to employees, officers, agents, and board members of the LWDB,
which can include:

*Workforce Development Board members
*Standing and ad hoc committce members
*Administrative and program staff

+Contractors, subrecipients, and service providers
*One-Stop Operator staff

*Any individual involved in procurement, oversight, or decision-making processes

Section I: Individual Information

Full Name:

Title/Role:
Organization/Agency (if applicable):

Date:

Section I1: Disclosure of Potential Conflicts of Interest

Please disclose any relationships, affiliations, or financial interests (direct or indirect) that may present a real or
perceived conflict of interest in relation to your role within the WIOA Title T workforce system. This includes,
but is not limited to:
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*Employment with or financial interest in entities receiving or seeking WIQA Title 1 funds

*Service on boards or advisory committees of training providers or contractors

*Personal, familial, or business relationships with individuals or organizations engaged with the LWDB

*Participation in procurement or oversight processes that could be affected by such interests

Attach additional pages as needed

Affiliations/Enterests to Disclose: [J None [ Yes — Please describe below:
Section Hi: Acknowledgment and Certification

By signing below, I certity the following:

*[ have rccéived, reviewed, and understand the LWDB’s Conflict of Interest Policy.

*1 understand that the policy applies to my role in all WIOA Title [-funded activities, regardlcss of my position
as staff, board member, contractor, or partner.

*[ agree to disclose any actual, potential, or perceived conflicts of interest as soon as they arise and to recuse
myself from related decisions or discussions when applicable.

*l understand that failure fo comply with the Conflict-of-Interest Policy may result in corrective action,
including removal from position, contract termination, or other appropriate remedies.

Signature:

Title/Role;

Date:
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ATTACHMENT B
Annual Conflict of Interest (CO1) Summary Report

Program Year: Local Workforce Development Board: Date of Submission: Submit fo: WorkForce West
Virginia at WorkForceEO@wv.gov

Section I: General Information

*Name of Zthics Officer or Responsible Party:
*Contact Information: Email: Phone:

*Date of Local CO[ Policy Review/Update:

*Date of Most Recent COI Training Conducted:

Section 1I: Conflict of Interest Disclosure Log Instructions

All identified contflicts of interest must be recorded in Attachment C. This log serves as the official record of
all disclosures, actions taken, and resolutions during the reporting period.

The comrpleted log (Attachment C) must be submitted alongside Attachment B — the Annual Conflict of
Interest Summary Report.

Instructions for Completing the Log:

Fach entry should be completed using the following guidance:

*Name of .ndividual: Enter the full name of the individual disclosing the conflict.
*Role/Title: Specify the person’s role or job title.

*Nature of Conflict: Provide a short but clear description of the conflict (e.g., "Board member’s spouse works
for a subreipient vendor"),

*Date dzrtifled: Enter the date when the conflict was disclosed or first identified.

*Action Tuken: Describe what was done to manage or mitigate the conflict (c.g., individual recused from vote,
alternate member assigned, etc.).

*Resolrtfan Date: Enter the date when the conflict was fully resolved or when mitigation cfforts were finalized.

Ensure tha: each field is completed to the best of your ability. Blank fields should only be left empty if the
informatio is not yet available, in which casc the entry must be updated later.

Attaclmert Cis a required component of your annual submission package.

Scction I}: Summary of Recusals and Mitigation
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*FTotal COI disclosures submitted:
*Total recusals recorded in official meeting minutes:

*Mitigation actions taken:

- Dty reassignment

- Recusal from vote/discussion
- Comract modification

- krhics consultation

- Oiher: [Specify]

*Any unrcsolved or ongoing conflict issues? [] Yes O No if yes, please explain:

Section IV: Training and Awareness
*Number of new staff/board members trained this year:
«Annual COI training completed: (J Yes [] No

*Training materials attached: [ ] Yes [ No (Attach sign-in sheets, agenda, or materials if available)

Section V: Process Improvements or Recommendations
*[Briefly describe any changes made to strengthen internal COl processes. |

*[Note any challenges encountered or reconumendations for policy updates. ]

Section V1 Certification

I certify that the information contained in this report is complete and accurate to the best of my knowledge, and
that all required disclosures and mitigation steps were handled in accordance with our local COI policy and
WEWYV requirements.

Signature:
Name (Printad):
Title:

Date:
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Conflict of Interest Statement
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ATTACHMENT A -

Conflict of Interest Acknowledgment and Disclosure Form
WI0A Title I Programs

Purpose

To promote transparency, integrity, and compliance with federal and state ethics requirements, all individuals
engaged in activities funded under the Workforce Innovation and Opportunity Act (WIQA) Title I must
annually review and acknowiedge their understanding of and agreement to comply with the Local Workforce
Development Board’s (LWDB) Conflict of Interest Policy.

This requirement applies to, but is not limited to employees, officers, agents, and board members of the LWDB,
which can include:

*Work force Development Board members
+Standing and ad hoc commitiee members
*Administrative and program statf

*Contractors, subrecipients, and service providers
*One-Stop Operator staff

*Any individual involved in procurement, oversight, or decision-making processes

Section I: Individual Information

Full Name:

Title/Role:
Organization/Agency (if applicable):

Date:

Section 11: Disclosure of Potential Conflicts of Interest

Please disclose any relationships, affiliations, or financial interests (dircet or indirect) that may present a real or
perceived conflicl of interest in relation to your role within the WIOA Title I workforce system. This includes,
but is not limited to:
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*Employment with or financial interest in entities receiving or seeking WIOA Title | funds

*Service on beards or advisory commitiees of training providers or contractors

+Personal, familial, or business relationships with individuals or organizations engaged with the LWDB

*Participation in procurement or oversight processes that could be affected by such interests

Attach additional pages as needed.

Affiliations/interests to Diselose: [ None O Yes - Please describe below:
Section I1I: Acknowledgment and Certification

By signing below, I certify the tollowing:

«f have received, reviewed, and understand the LWDB’s Conflict of Interest Policy.

=l undersiand that the policy applies (o my role in all WIOA Title I-funded activities, regardless of my position
as staff, board member, contractor, or partner.

T agree (o disclose any actual, potential, or perceived conflicts of interest as soon as they arise and to recuse
myself from velated decisions or discussions when applicable.

] understaud that failure to comply with the Conflict-of-Interest Policy may result in corrective action,
including removal from poesition, contract termination, or other appropriate remedies.

Signature:

Title/Role:

Date:




