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Individual Training Account Policy and Procedures

I. PURPOSE:

To provide guidance as to how an Individual Training Account (ITA) issued through Workforce
Solutions for North Central Pennsylvania (North Central Workforce Development Board) will be
administered. Title | providers for the North Central Workforce Development Area are responsible for
implementing this policy.

Individual Training Accounts (ITAs) are the funding mechanism for classroom and occupational skills
training for WIOA eligible adult, dislocated worker and youth participants. Considering the
reasonableness of cost for a selected program of training, the Title | Provider will issue an ITAup to a
prescribed amount, but not to exceed the maximum allowance per person, per enrollment period.

Il. REFERENCES:

e WIOA Section 134 (c)(3)

e Training and Employment Guidance Letter No. 08-19

e Training and Employment Guidance Letter No. 03-15

e Eligible Training Providers and Pennsylvania’s Eligible Training Provider List - Workforce System
Policy, Workforce Development System Administration dated June 11, 2024, and all references
included in this policy.

o Workforce Solutions Self-sufficiency Policy, Adult Priority of Service Policy, Priority of Service to
Veterans Policy, Short-term Training Policy, Individual Employment Plan/ Individualized Service
Strategy Policy

lll. BACKGROUND:

WIOA Title | occupational skills training services for WIOA eligible adults, dislocated workers and youth
are provided through Individual Training Accounts (ITAs). An ITA is a funding mechanism through
which eligible individuals can access quality training to help obtain employment in High Priority
Occupations (HPOs). Participants are expected to utilize information such as skills assessments, labor
market conditions/trends, and training providers’ performance, and to take an active role in managing
their employment future through the use of ITAs.

Training services, when determined appropriate, must be provided either through an Individual Training
Account (ITA) or through a training contract discussed in the next section (Exceptions to ITA’s) of this
policy. Training services must be linked to in-demand employment opportunities in North Central PA



local area or planning region. The selection of training services should be conducted in a manner that
maximizes customer choice, is linked to high priority occupations, informed by the performance of
relevant training providers, and coordinated to the extent possible with other sources of assistance (see
WIOA sec. 134(c)(3)).

Workforce Solutions is committed to fully integrate registered apprenticeship (RA) programs as an
employment and training solution. Therefore, an ITA may be developed for a participant to receive RA
training, while an OJT contract may be developed with the RA program as well.

ITA funding is not guaranteed to any participant and is contingent on funding availability.

IV. DEFINITIONS:

Basic Skills Deficient (BSD) — an individual who:
e s ayouth, with English reading, writing, or computing skills at or below the 8th grade level on a
generally accepted standardized test; or
e Is ayouth or adult who is unable to compute or solve problems, or read, write, or speak English, at
a level necessary to function on the job, in the individual’s family, or in society.

Career Planning — a client-centered approach in the delivery of services, designed to prepare and
coordinate comprehensive employment plans, such as service strategies, for participants to ensure
access to necessary workforce investment activities and supportive services, using, where feasible,
computer-based technologies; and to provide job, education, and career counseling, as appropriate
during program participation and after job placement. (WIOA sec. 3(8))

Career Pathway — a combination of rigorous and high-quality education, training, and other services
that:

e align with the skill needs of industries in the economy of the State or regional economy involved;

e prepare an individual to be successful in any of a full range of secondary or postsecondary
education options, including Registered Apprenticeships. (Act of August 16, 1937; 50 stat 664,
chapt 663; 29 USC 50 ct seq)

e includes counseling to support an individual in achieving the individual’s education and career
goals;

e includes, as appropriate, education offered concurrently with and in the same context as
workforce preparation activities and training for a specific occupation or occupational cluster;

e organizes education, training, and other services to meet the particular needs of an individual in a
manner that accelerates the educational and career advancement of the individual to the extent
practicable;

e enables an individual to attain a secondary school diploma or its recognized equivalent, and at
least one recognized postsecondary credential; and

e helps an individual enter or advance within a specific occupation or occupational cluster. (WIOA
sec. 3(7))



Educational Cost Worksheet — a budgeting tool used to estimate and document the total cost of training
services, including tuition, fees, books, supplies, and other required expenses, submitted as part of a
training request.

Eligible Training Provider — A provider of training services that has met the eligibility requirements to
receive WIOA Title I-B funds.

Eligible Training Provider List (ETPL) — The Commonwealth’s annual statewide list of approved training
providers/programs eligible for WIOA Title I-B funds.

Individual Employment Plan (IEP) — A participant-centered, jointly developed written plan for Adults
and Dislocated Workers that identifies employment goals, achievement objectives, barriers, and the
combination of services to achieve successful employment outcomes.

Individual Service Strategy (ISS) — A participant-centered, jointly developed written plan for Youth that
outlines career pathways, education and employment goals, achievement objectives, barriers, and
services aligned with the WIOA Youth program elements.

Individual Training Account (ITA) — a payment agreement established on behalf of a participant with
a training provider. WIOA title | training services are purchased from State eligible training providers
they select in consultation with the career planner, which includes discussion of program quality and
performance information on the available eligible training providers. Payments from ITAs may be
made in a variety of ways, including the electronic transfer of funds through financial institutions,
vouchers, or other appropriate methods. Payments also may be made incrementally, for example,
through payment of a portion of the costs at different points in the training course.

Registered Apprenticeship Program — An apprenticeship program registered through the PA
Apprenticeship and Training Council (PATC) and evidenced by a Certificate of Registration or other
appropriate document as meeting the registered apprenticeship standards of the PA ATO and the
PATC.

Self-Sufficiency — the financial ability of a person or household to attain an acceptable level of
functioning and adequate quality of life without reliance on public or private assistance. Based on
standards that includes the knowledge and skillsets necessary to cover the costs of needs such as
housing, childcare, food, healthcare, transportation, taxes, and emergency savings. Self-sufficiency
encompasses multiple domains that include education, well-being, social capital, and finances at the
individual, family, and community levels of society.

Training services — services provided to equip participants to enter the workforce and retain
employment. Under WIOA, a program of training services includes a structured regiment that leads to
specific outcomes.



V. POLICY:

A. Eligibility Requirements

1.

ITAs are not entitlements and shall be provided to eligible participants on the basis of an
individualized assessment of the person’s job readiness, employment and training needs,
financial need, supportive needs, labor market demand, and potential for successful
completion, as documented on the participant’s Individual Employment Plan (IEP) or
Individualized Service Strategy (ISS).

ITAs are allowed for out-of- school youth ages 18-24 (out-of-school youth ages 16-17 are

not eligible for ITAs) per WIOA Section 129(c)(2)(D).

Immediate family members of Workforce Solutions employees or Workforce Solutions

subcontractors’ employees must go through an extra approval process. Any officer,

employee, or agent of Workforce Solutions, or its subcontractors must disclose an
immediate family member’s identity prior to the submission or with the application for ITA
consideration. Once the proposal has been reviewed by Workforce Solutions, the final
approval must be given by the Workforce Solutions Executive Director. Should the ITA be
approved, the employee must be removed from any functions or responsibilities in
connection with the participant’s ITA. *Immediate family member is defined to include:
wife, husband, mother, father, son, daughter, grandparent, grandchild, sister, brother,
uncle, aunt, niece, nephew, cousin, step-parent, step-child, mother-in-law, father-in-law,
son-in-law, daughter-in-law, sister-in-law and brother-in-law.

ITAs will not be issued to any participant who does not have a high school diploma, GED,

or equivalent.

WIOA participants may qualify for ITA funding if it is determined by PA CareerLink® staff

that they meet the following criteria:

e They are aresident of the North Central Workforce Development Area (NCWDA), or a
worker dislocated from a NCWDA work site. Participants residing in another workforce
development area (WDA) may be eligible for an ITA upon approval by Workforce
Solutions as an exception to this policy. Outreach is required to the WDA where the
participant resides and will be considered in collaboration with the other WDA. Provider
referrals of non-residents, must be made to the appropriate WDA.

e Participants must be determined as having financial need as defined by being a
member of a household below economic self-sufficiency; See Workforce Solutions
Self-Sufficiency Policy.

e After an interview, evaluation or assessment, and career planning, Title | provider has
determined that the participant:

o Is unlikely or unable to obtain or retain employment that leads to economic self-
sufficiency or wages comparable to or higher than wages from previous
employment through career services only;

o Isin need of training services to obtain or retain employment leading to economic
self-sufficiency or wages comparable to or higher than wages from previous



6.

8.

employment;

o Has the skills and qualifications to participate successfully in training services.
All participants pursuing ITA must apply for financial aid before registering for training.
Verification that they have applied for financial assistance must be documented on the
Educational Cost Worksheet. Pell, PHEAA, and related grants can be utilized concurrently
with ITA funds. Financial aid (excluding student loans) and other available resources should
be used before ITA funds.
ITA’s will not be issued to anyone in default of a student loan. The participant must have
the default status removed prior to the approval of Title | WIOA funding.
Participants must complete all expectations on the Training Agreement.

B. ITA Limitations

1.

The Training cap is the maximum amount approved by Workforce Solutions. The current
WIOA training cap is $7,500 per participant as approved by the board. This is not a
guarantee of $7,500, but rather a maximum funding based on the actual costs of the
approved training course/program. Funding will only be used towards the cost of tuition,
not for the provision of supportive services. There are no exceptions to this funding cap for
Adult, Dislocated Worker, Rapid Response, or Out-of-School Youth. Utilizing a combination
of these funding streams is acceptable. For other available grants, the cap may be adjusted
as approved by Workforce Solutions.

Priority in ITA funding will be given to training programs providing an industry-recognized
credential. Registered Apprenticeships (RA) listed on the ETPL qualify for ITA funding; and
a combination of an ITA to cover the classroom instruction with an OJT contract for on-
the-job training portions of the RA is allowed. Participants are encouraged to consider an
Apprenticeship as a viable career pathway.

The Training cap for participants receiving both an ITA and an OJT award is $9,000.
Participants receiving Short-term Training, contract or ITA funding will not be eligible for
additional ITA funding for a period of 5 years from the date they ended their training.
Under limited circumstances, a participant may qualify for more than one ITA. An
assessment must determine additional ITA funding is necessary, the participant must
demonstrate they have attempted to become employed with their current credentials,
they must have successfully completed all prior funded training, and training must be
connected to an HPO along a career pathway. Training caps remain at $7,500 in these
situations. Additional ITA-funded training requires prior approval from Workforce
Solutions.

Participants who possess a credential or degree in a field which would meet economic self-
sufficiency, are to be excluded from receiving an ITA unless an assessment determines ITA-
funded training is necessary. In these cases, the participant must demonstrate they have
attempted to become employed with the current credentials or there is a compelling
reason why they cannot become employed in their field of training. These ITA’s require
approval through Workforce Solutions.

Workforce Solutions has selected to utilize the Secretary of Education’s ruling (for PELL



10.

11.

12.

13.
14.

15.

grant eligibility) that to ensure satisfactory academic progress, a participant should be able
to meet course completion requirements within 150% of the advertised length of the
program.

Priority will be given to those training programs that are 104 weeks or less in length and
that lead to occupational opportunities in demand in the North Central Workforce
Development Area. Training most typically will lead to a certificate or associate degree.
ITAs longer than 104 weeks will be evaluated on a case-by-case basis by Workforce
Solutions. An example would be if someone was within 104 weeks of obtaining their
bachelor’s degree, Workforce Solutions may provide for up to the last 2 years dependent
upon individual review and approval.

ITAs will only be issued for those occupations that are deemed in demand in the NCWDA
through the High Priority Occupation List and the program must be on the Eligible Training
Provider List (ETPL).

Programs and/or schools that are not on the ETPL are not eligible to receive a WIOA Title |
ITA. When a program of training is removed from the state ETPL while a training is in
progress, participants in that program can complete their training. However, an ITA should
not be modified or extended for a participant beyond the original plan approval as it
relates to a program that is no longer on the ETPL.

The Title | provider must follow Workforce Solutions Priority of Service Policy (including
the Priority of Service to Veteran’s Policy) and other polices as appropriate for the North
Central WDA at all times.

Completion of the Educational Cost Worksheet is required in order to leverage other
funding and resources. All other resources should be utilized before WIOA ITA funds.
Participants must maintain satisfactory progress/grades throughout the training program.
WIOA funds cannot be reimbursed to participants when there is an overage of funding
received. This funding must be returned to the Title | provider.

Modification of the ITA must be made to the Educational Cost Worksheet when funding
amounts, funding streams, or training dates change.

C. ITA Continued Funding, Satisfactory Progress

1.

Continued funding of an ITA is contingent on availability of WIOA funds and on the

participant’s satisfactory progress in school, except in the case of documented good cause.

On a quarterly basis, Service Providers must review the participant’s training progress and

expenses. This is to be documented more frequently dependent on the training

institution’s schedule, participant barriers, and needed supports. (Please review Workforce

Solutions Individual Employment Plan/ Individualized Service Strategy Policy for instruction

on IEP/ISS updates.)

A participant’s training progress will be considered satisfactory upon earning:

e A grade point average sufficient to graduate from, or receive certification in, the
participant’s approved area of study; or

e Sufficient credit hours to finish the approved course of study within the timeframe
established under the approved training plan.



e Inthe case of self-paced or ungraded learning programs, satisfactory progress means
participating in classes and passing certification examinations within the timeframe
established under the approved training plan.

Good Cause is defined as specific factors that would cause a reasonably prudent person in

similar circumstances to fail to make satisfactory progress. Good cause includes, but is not

limited to:

e lllness, injury or disability of the participant or a member of the participant’s
immediate family;

e Severe weather conditions or natural disaster precluding safe travel;

e Destruction of the participant’s school records due to a natural disaster or other
catastrophe not caused by the participant;

e Delay or cancellation of training;

e Acceptance of stop-gap employment with hours or other work conditions that conflict
with the training; or

e Acceptance of goal-related employment prior to completion of training.

D. Case Management Requirements

1.

Service Providers, in collaboration with participants, must develop a plan (within the
IEP/ISS) to overcome barriers to achieving the ITA. This plan must be updated when
participants encounter new barriers, progress on the ITA is impacted, or participants are
not earning satisfactory progress in their coursework.

The IEP/ISS must include:

e Assessment of eligibility for an ITA as indicated under section IV. A. 5;

e Evidence the selected program of study will result in employment leading to economic
self-sufficiency or wages comparable to or higher than wages from previous
employment (via the IEP/ISS Interest and Employment Details in CWDS);

o If applicable, assessment of the participant’s willingness and ability to travel to
locations outside of their county. If the selected training program requires travel, this
understanding, acceptance, and ability to attend must be documented,;

e If applicable, for those attending on-line training, assessment of the participant’s
digital literacy, possession of adequate technology for training, and ability to be
successful must be documented.

ITA-related training services must be entered into CWDS as the system of record.

Title | provider should maintain and document regular contact with both the training

provider and participant. The following must be documented in CWDS:

e Continued remediation support;

e Tracking/Documentation of participant attendance and progress in achieving training
and performance related benchmarks;

e Information regarding any problems with attendance, progress, and overall
satisfaction with the quality of the training provider/program;

e Any assistance or supports needed to address issues, problems, or barriers that may



E.

adversely affect the participant’s ability to complete their training goals.
In addition to recording ITA services and changes in CWDS and on the participant’s IEP/ISS,
it is imperative that certain information, documentation, and CWDS service reporting
requirements related to WIOA Performance Measures are completed in a timely manner.

Title | provider should follow the Measurable Skill Gains, A CWDS Data Entry Guide for PA

CareerlLink® Staff.

Exceptions to ITAs

Individual Training Accounts (ITAs) are the primary method to be used for accessing

occupational skills training services under WIOA. In certain circumstances a contract for

training services may be developed by Workforce Solutions or designee.

Under section 134(c)(3)(G)(ii) of WIOA, exceptions include:

On-the-job training, which may include placing participants in customized

training, incumbent worker training, or transitional jobs;

Workforce Solutions will determine if there are an insufficient number of eligible
providers of training services to award ITAs;

If there is a training services program of demonstrated effectiveness offered in a local
area by a community-based organization or other private organization;

If the local board determines that the most appropriate training could be provided by
an institution of higher education to train multiple individuals for jobs in in-demand
sectors or occupations; and

If the local board determines, a pay-for-performance contract is the most effective means
of providing training services (note that no more than 10 percent of the local funds may
be spent on pay-for-performance contract strategies as they are defined in section 3(47)
of WIOA).

Additionally, the board may determine that providing training through a combination of ITAs

and contracts is the most effective approach. All exceptions (excluding OJT and Short-term

Training—see relevant policies) must be approved by Workforce Solutions.

VI. PROCEDURES:

C.

A.

B.

ITAs are accessed through the established PA CareerLink® centers in the North Central WDA
through the Title | provider.

Title | provider must ensure that all required registrations, workshops and/or assessments are

completed and successfully documented in an Individual Employment Plan/Individualized
Service Strategy prior to the issuance of an ITA.

Financial need is determined by household income assessed as below economic self-sufficiency.

If the recorded income on enroliment is above self-sufficiency, the Title | provider must

demonstrate on assessment how the household meets this definition of financial need. It is

understood most dislocated workers receive unemployment compensation which is a reduced



amount to their accustomed income.

D. Participants will demonstrate skills and qualifications to successfully complete the desired
training program in part through assessment of basic academic skills: Reading and Math
using National Reporting System (NRS) levels. Participants will score above Basic Skills
Deficient (defined as at or below the eighth-grade level/below NRS level 5) on a standardized
assessment. The Test of Adult Basic Education (TABE) is the approved exam in the North
Central Workforce Development Area. Entrance assessments provided by the training
program may be utilized when a scale score or grade level can be documented. Those who
test Basic Skills Deficient within NRS level 4 may be awarded an ITA with an approved
Remediation Plan and demonstrated acceptance into the training. The type of training
program and score on the assessment are to be considered when making the Remediation
Plan. Remediation support is to continue for the duration the participant is assessed as Basic
Skills Deficient. Those testing below NRS level 4 (or the equivalent on an alternate academic
assessment) will need to remediate until such time they reach NRS level 4 before an ITA can be
approved. Exceptions may be made on a case-by-case basis as approved by Workforce
Solutions.

E. As part of the assessment process, Title | provider will document discussion of the budget the
participant is expected to utilize in order to ensure (a) the participant can pay for any fees,
tuition, and associated costs not funded by the provider; (b) the participant will have funds to
support their household while in training.

F. If the training program selected is greater than $7,500, the participant must indicate how the
remaining costs of training will be funded and this documented in the comment section of the
Educational Cost Worksheet.

G. Title | provider is responsible for ensuring that participants are making an informed choice.
Evidence of understanding of Labor Market Information and Training Facility performance
data as well as the ETPL information on the training will be maintained in the participant file.

H. All training received by a participant within a 5-year period will be considered on
assessment. Those who wish to engage in ITA after having received training (via ITA,
contract, or short-term training award) must request an exception through Workforce
Solutions. Workforce Solutions may adjust the funding cap in these situations.

I. Title | provider and participants must complete the Educational Cost Worksheet together
to identify all costs and financial aid and then coordinate with partners in the PA
CareerLink® to identify other resources in order to leverage funding. Identified resources
should be utilized before ITA funding.

). The Title | provider will be responsible for the issuance of the voucher/award during each
semester/level/term with the implementation of the ITA.

K. Prior to initial approval of an ITA, the Title | provider will review and identify the amount
necessary and allowable to meet the needs of the participant. Upon this review, the Title |
provider will submit to Workforce Solutions or designee for approval. Upon final approval,
the Title | provider will notify the school of the amount that will be paid via issue of the
Educational Cost Worksheet or voucher.

L. The training provider or participant will submit the invoice to the Title | provider for payment.



A copy of the invoice will be kept in the participant file.

M. The Title | provider will be held accountable to document the invoice as comparable to the
Educational Cost Worksheet/voucher. The Title | provider will assure that proper payment
can be made and is documented in the file/CWDS.

N. The Title | provider is under no obligation to approve funding for participants who start
training prior to ITA approval.

0. Participants who are not making sufficient academic progress will not receive additional
payments to their ITA until such time they improve. The Title | provider will engage with
all participants with academic challenges regardless of training status (i.e. no further
invoices are due) and the training provider for support toward successful ITA completion.
This must be documented in the case notes.

P. Moaodification of the ITA must be explained in the comments section of the Educational Cost
Worksheet and initialed by the participant and Title | provider.

Q. Because procedures for withdrawal vary with each training provider, when participants
receiving ITAs do not complete the training, the Title | provider will follow the training
provider’s procedures to recover/reimburse these funds. Documentation of reasons for
withdrawal/termination as well as refunds must be included in participant files.

VII. POLICY EXCEPTIONS:

e Under limited circumstances, Workforce Solutions may grant exceptions to requirements
within this policy. Requests for exceptions may be submitted to Pam Streich,
pstreich@ncwdb.org and Tonya Mauk, tmauk@ncwdb.org. Requests should include the
following:

The specific policy requirement for which an exception is being requested;
A clear summary of the exception being requested and the reason for the exception;
and

o The Participant ID of the participant(s) for which an exception is being requested.

e Exception requests will be reviewed based on their allowability under WIOA and any other
applicable legislation, regulation, and policy/guidance. Workforce Solutions will also
consider funding availability, how an exception will lead to improved outcomes for the
participant(s) being served, and other relevant factors.

Any discrepancies arising between Workforce Solutions policy and/or procedures with federal and
state provisions due to current or future revisions will default to the current minimum federal and
state regulations and guidance available. Workforce Solutions policy/or procedures may set forth
stricter requirements than provided by federal and state guidance, but in no case will local policy
and/or procedures not meet minimum federal and state policy.
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VIIl. RESCISSIONS:

None

IX. EXPIRATION:

Ongoing

X. INQUIRIES:

Questions shall be directed to:

Pam Streich, Executive Director at pstreich@ncwdb.org; or
Tonya Mauk, Oversight and Project Manager at tmauk@ncwdb.org; or
Donna Hottel, Strategic Planning and Project Manager at dhottel@ncwdb.org

Workforce Solutions for North Central PA
425 Old Kersey Road

Kersey, PA 15846

(814) 245-1835

XI. POLICY HISTORY:

This policy is reviewed annually (at a minimum), typically during the first week of July, by Workforce
Solutions’ staff to assess and implement any necessary changes, edits, updates and revisions.

Name Date Description of Change Effective Date

Donna Hottel, | October 22, 2025 Review and updated to current October 22, 2025

Tonya Mauk, formatting

Pam Streich

Donna Hottel, | October 25, 2024 Formatting; Policy and Procedure November 1, 2024

Tonya Mauk, Changes with relevant references

Pam Streich

Donna Hottel January 30, 2024 Procedure changes January 30, 2024

Pam Streich December 13, 2023 Format December 13, 2023

Pam Streich January 8, 2020 Policy changes related to ITA January 8. 2020
processes due to pandemic

Pam Streich Issue Date July 1, 2016
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Auxiliary aids and services are available upon request to individuals with disabilities.
Equal Opportunity Employer/Program
For more information on the Stevens Amendment and Funding, visit
https://www.workforcesolutionspa.com/categories/resources/pages/stevens-amendment
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