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Customized Training Policy and Procedures 
 
I. PURPOSE: 

 
To provide guidance on customized training structure and availability to WIOA participants and 
employers as exceptions to the Individual Training Account process issued through Workforce 
Solutions for North Central Pennsylvania (North Central Workforce Development Board). 
 
II. REFERENCES: 

• Workforce Innovation and Opportunity Act (WIOA) of 2014, Public Law 113-128, Sections 3(14), 
134(c)(3), and related provisions. 

• 20 CFR Part 680 – Subpart C, including Sections 680.700–680.780, which outline the use of 
training services, employer eligibility, and cost-sharing requirements for customized training. 

• Training and Employment Guidance Letter (TEGL) 8-19 – “Work-Based Training for Adults and 
Dislocated Workers under Title I of the Workforce Innovation and Opportunity Act (WIOA)” – 
U.S. Department of Labor, Employment and Training Administration (ETA). 

• TEGL 10-16, Change 1 – “Performance Accountability Guidance for WIOA Title I, Title II, Title III, 
and Title IV Core Programs.” 

• Pennsylvania Department of Labor & Industry Workforce System Policy No. 03-2015 – 
“Customized Training Policy Guidance.” 

• Workforce Solutions for North Central Pennsylvania Policies: 
o Priority of Service Policy 
o Individual Training Account (ITA) Policy 
o On-the-Job Training (OJT) Policy 
o Supportive Services Policy 
o Conflict of Interest and Ethical Standards Policy 

• Pennsylvania Center for Workforce Information & Analysis (CWIA) – Self-Sufficiency Wage 
Tables and High Priority Occupations List. 

• Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards (2 CFR Part 200). 

• Equal Opportunity and Nondiscrimination Provisions of WIOA Section 188 and 29 CFR Part 38. 

III. DEFINITIONS: 
 

Customized Training – Training designed to meet the special requirements of an employer (including a 
group of employers) that is conducted with a commitment by the employer to employ, or in the case of 
incumbent workers, continue to employ, an individual on successful completion of the training; and for 
which the employer pays for a significant cost of the training, as determined by the Local WDB in 
accordance with the factors identified in WIOA sec. 3(14). 
 



2 
 

Employer of Record (EOR) – The employer identified as responsible for wages, benefits, and related 
employer obligations for the participant during or following training. The EOR must be listed on all 
contractual documents and is accountable for compliance with labor laws. 

Industry-Recognized Credential – A credential consisting of an industry-validated certificate, license, or 
degree that demonstrates the participant has acquired measurable technical or occupational skills 
necessary to obtain, retain, or advance within a specific occupation or industry sector. 

In-Demand Occupation – An occupation that has been identified by the Pennsylvania Center for 
Workforce Information and Analysis (CWIA) and Workforce Solutions as high priority based on labor 
market demand, wage potential, and local employer feedback. 

Individual Employment Plan (IEP) / Individual Service Strategy (ISS) – A documented plan jointly 
developed by the participant and the case manager that outlines employment goals, barriers, and the 
sequence of services (including training) necessary to achieve self-sufficiency. 

Memorandum of Understanding (MOU) – A formal written agreement between Workforce Solutions, 
the Title I provider, and the employer (and/or training provider) that outlines roles, responsibilities, and 
financial commitments related to the delivery of customized training. 

On-the-Job Training (OJT) – Training provided by an employer to a paid participant while engaged in 
productive work, resulting in the acquisition of knowledge or skills essential to the full and adequate 
performance of the job. OJT may be combined with customized training when appropriate. 

Priority of Service – The requirement that veterans, eligible spouses, and other individuals meeting 
priority criteria under WIOA receive precedence for receipt of training and employment services, as 
defined by Workforce Solutions’ Priority of Service Policy. 

Self-Sufficiency Standard – The minimum level of income necessary for a family to meet basic needs 
without public or private assistance, as established by CWIA for the North Central Workforce 
Development Area. This threshold is used to determine eligibility for training services. 

Supportive Services – Services such as transportation, childcare, dependent care, housing, and needs-
related payments necessary to enable an individual to participate in workforce programs and activities. 
(Note: Customized Training funds cannot be used for supportive services.) 

Title I Provider – The entity contracted by Workforce Solutions for North Central PA to administer WIOA 
Adult, Dislocated Worker, and Youth programs and manage participant case files, eligibility, and 
reporting in accordance with local and federal policy. 

IV. BACKGROUND: 
 
WIOA Title I occupational skills training services for WIOA eligible adults, dislocated workers and youth 
are typically provided through ITAs. WIOA allows for other mechanisms to be used to provide training 
services under specific exceptions, providing consumer choice requirements have been fulfilled.  
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This policy focuses on customized training which is one option available to participants who have been 
determined unlikely or unable to obtain or retain employment that leads to self-sufficiency through 
career services alone. Participants should actively engage with the Title I provider for career services. 
 
Customized training services must be linked to an employer in the local area. The selection of training 
services should be conducted in a manner that maximizes customer choice, is linked to in-demand 
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)). 
 
V. POLICY: 

 
A. Customized Training  
 

1. Employer Eligibility. Workforce Solutions has defined employers eligible to receive WIOA funds 
for customized training as: 
a. Private-for-profit businesses, private non-profit organizations, and public sector employers. 

2. An employer will NOT be eligible to participate in customized training if:  
a. The employer has any other individual on layoff from the same or substantially equivalent 

position.  
b. The training would infringe upon the promotion of or displacement of any currently 

employed worker or a reduction in their hours.  
c. The same or a substantially equivalent position is open due to a hiring freeze.  
d. The positions are for seasonal employment.  
e. The employer is a private for-profit employment agency, i.e. temporary employment 

agency, employee leasing firm or staffing agency.  
f. The position being trained for is not full time as designated by employer (minimum of 32 

hours per week).   
g. The employer has laid off workers within 120 days to relocate to Pennsylvania from another 

state.  
h. The employer is not current in unemployment insurance and workers’ compensation taxes, 

penalties, and/or interest or related payment plan.     
3. Contract with an eligible employer will provide reimbursement of up to 50 percent of the cost of 

the training. (WIA sec. 101(8)). 
4. The training duration should be short-term, not to exceed one year unless otherwise agreed to 

by Workforce Solutions.   
5. The employer must have been in business for at least twelve consecutive months immediately 

prior to the contract, have at least two employees other than the owner, and have all the 
required licenses, certifications, and insurances. 

6. The training provided must be in, or related to, the region’s target industries and/or 
occupations.   

7. Customized training is intended for unemployed new hires; however, employed workers may be 
authorized at the discretion of Workforce Solutions. Customized training provided to an 
employed worker will adhere to the following set forth in Section 680.770 of the Final Rules and 
Regulations: 
a. The employee is not earning a self-sufficient wage or wages comparable to or higher than 

wages from previous employment, as determined by Workforce Solutions policy; 
b. The requirements in the definition of customized training in Section III above are met (§ 

680.760); and 

https://www.ecfr.gov/current/title-20/section-680.760
https://www.ecfr.gov/current/title-20/section-680.760
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c. The customized training relates to an On-the-Job Training (OJT) contract and outlines the 
introduction of new technologies, introduction to new production or service procedures, 
upgrading to new jobs that require additional skills, workplace literacy, or other appropriate 
purposes identified by Workforce Solutions. (§ 680.710(c))  

8. The employer must offer paid employee benefits. 
9. The employer must identify a training provider for the delivery of the customized training 

services. The provider must have expertise in the training area to be delivered. 
10. Preference will be to training that results in the award of an industry recognized credential or 

certificate that demonstrates the quality of work or advanced ability necessary to obtain, retain, 
or advance in employment in the industry. Other certificates and credentials may be approved 
on a case-by-case basis. 

11. The employer agrees to hire all participants who successfully complete customized training. In 
the case of current employees, the employer agrees to retain them with the possibility of 
upward mobility. 

12. Positions authorized for customized training must be full-time and pay at least an hourly rate 
equivalent to the annual wage indicated as self-sufficiency by PA Department of Labor & 
Industry Center for Workforce Information & Analysis (CWIA) for the North Central region, 
unless otherwise agreed to by Workforce Solutions and subject to change with Board approval. 
In such instances the rate of hourly pay should not be lower than $14.50. 

13. Participant Eligibility Requirements 
a. Participants are to be enrolled in the Adult, Dislocated Worker, Out-of-School Youth or 

other applicable WIOA Title I program. 
b. Participant is not earning a self-sufficient wage as determined by Workforce Solutions 

policy. 
c. Training need is to be established as part of an individual assessment and documented as 

part of the participant’s Individual Employment Plan (IEP) or Individualized Service Strategy 
(ISS).  

d. Immediate family members of Workforce Solutions employees or Workforce Solutions 
subcontractors’ employees must be identified prior to the submission or with the 
application for funded training consideration. Once the proposal has been reviewed by 
Workforce Solutions, the final approval must be given by the Workforce Solutions Executive 
Director. Should the training funding be approved, the employee must be removed from any 
functions or responsibilities in connection with the participant’s case. *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. 

e. Participants must be a resident of the North Central Workforce Development Area 
(NCWDA). Participants residing in another workforce development area (WDA) may be 
eligible for training upon approval by Workforce Solutions as an exception to this policy.  

B. Training Limitations 
1. The Training cap is the maximum amount approved by Workforce Solutions. The training 

award cap is $7,500 per participant. This is not a guarantee of funds, 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 training, not for the provision of supportive 
services.  

2. Training will not be approved when training is part of the ITA process (i.e. on the ETPL), 
could be provided through incumbent worker training, or training results in an Associate’s 
degree, Bachelor’s degree, etc. 

https://www.ecfr.gov/current/title-20/section-680.710#p-680.710(c)
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3. The Title I 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.  

4. Completion of the Educational Cost Worksheet is required in order to leverage other 
funding and resources as part of the request for training. Other resources must be utilized 
before WIOA funding.  

C. Case Management Requirements -- Service Providers, in collaboration with participants, are 
responsible for all aspects of case management and data entry, including assessment of the 
ability to be successful in training. (For specific guidance please see the ITA Policy Case 
Management Requirements).  
 

VI. PROCEDURES: 
 

A. Training awards are accessed through the established PA CareerLink® centers in the North 
Central WDA. 

B. Title I provider collaboration with Workforce Solutions is essential to identifying employers 
and eligible participants for customized training. 

C. Awards must be approved by Workforce Solutions and a contract signed with applicable 
training providers or employers prior to the start of training. Exceptions may be made on a 
case-by-case basis. 

D. The Educational Cost Worksheet, and information on the training cost, dates of training, and 
other pertinent details will be included as part of the approval process for training. 

E. After approval, a Memorandum of Understanding or agreement is to be developed with the 
employer. This agreement is to be case noted and a copy placed in the participant file. 

F. A customized training may be written into the OJT Training Plan. Training is only reimbursable 
up to 50% and is to occur as part of OJT invoicing with the Title I provider. Combined training 
cost is not to exceed $9,000 without prior authorization by Workforce Solutions. OJT’s which 
include customized training must be submitted to Workforce Solutions for approval.  

G. The Title I provider will collaborate with Workforce Solutions to assist employers with 
invoicing. 

H. The Title I provider will be held accountable to document invoices, updates to training, and 
follow case management practices. 

 
VII. POLICY EXCEPTIONS: 

 
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  

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

mailto:pstreich@ncwdb.org
mailto:tmauk@ncwdb.org
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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 and 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. 

 

VIII. 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 

Tonya Mauk, 
Donna Hottel 
Pam Streich 

July 1, 2025 Review – updated to current format 
and standards.   

July 1, 2025 

Tonya Mauk, 
Pam Streich 

June 24, 2025 Issue Date July 1, 2025 

 
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 

mailto:pstreich@ncwdb.org
mailto:tmauk@ncwdb.org
mailto:dhottel@ncwdb.org

