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Work-Based Training Policy  

 
I. PURPOSE: 

 

To provide guidance on work-based training for WIOA customers in the North Central Workforce 

Development Area (NCWDA). 

 

II. REFERENCES: 

 

• Training and Employment Guidance Letters (TEGL) No. 3-15, 21-22, No. 19-16, No. 13-16, No. 8-

19, No. 9-22 

• Training and Employment Notice (TEN) No. 23-23, No. 20-15 

• Workforce Solutions Policies 

• WIOA Section (3)(44)  

• WIOA Section 134( C) (3) (h)  

• 20 CFR 380.530  

• 20 CFR 680.780-820  

• Workforce System Guidance (WSG) No. 06-PY 2015, April 1, 2016 

• Resources available in the CWDS 2.0 Help Center 

 

III. BACKGROUND: 

 

The Workforce Innovation and Opportunity Act (WIOA) authorizes a number of work-based training 

options that may be utilized, as appropriate, to assist job seekers to re-enter or advance in the 

workforce. Those to be utilized by the North Central Workforce Development Board (NCWDB) include:  

• Registered Apprenticeship (RA) 

• On-The-Job Training (OJT) 

• Customized Training (CT) 

• Incumbent Worker Training (IWT)  

• Transitional Jobs (TJ) 

 

IV. 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 upon successful completion of the training; 
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and for which the employer pays for a required share of the training cost, as determined by the Local 

WDB. 

 

Eligible Training Provider List (ETPL) – the commonwealth’s statewide list of approved providers of 

training services who are eligible to receive WIOA Title I funds. 

 

High-Priority Occupation (HPO) – an in-demand occupation that has higher skill needs and is likely to 

provide a family-sustaining wage. Statistical data, regional expert and local area inputs are combined 

to determine whether or not an occupation meets the high-priority criteria.  

 

Incumbent Worker – an individual who is employed, meets Fair Labor Standards Act requirements for 

an employer-employee relationship, and has an established employment history with the employer for 

six (6) months or more.  

 

Incumbent Worker Training (IWT) – training provided to an incumbent worker that is designed to 

meet the needs of an employer(s) to retain a skilled workforce or avert the need to lay off employees; 

increase the competitiveness of the employer or employee; and be conducted with a commitment by 

the employer to retain or avert the layoffs of the incumbent worker trained. Such training may also 

include the up-skilling of an employer’s current workforce, which may lead to additional opportunities 

for potential jobseekers.  

 

Note: IWT must lead to an in-demand occupation (as determined at the local level, but does not 

necessarily have to lead to a high priority occupation. However, as all HPOs are also in-demand 

occupations, such occupations are eligible for incumbent worker training.  

  

In-Demand Industry Sector – an industry sector that has a substantial current or potential impact 

(including those jobs that lead to economic self-sufficiency and opportunities for advancement) on the 

state, regional, or local economy, as appropriate, and that contributes to the growth or stability of 

other supporting businesses, or the growth of other industry sectors.  

 

In-Demand Occupation –  an occupation that currently has or is projected to have a number of 

positions (including positions that lead to economic self-sufficiency and opportunities for 

advancement) in an industry sector so as to have a significant impact on the state, regional, or local 

economy, as appropriate.  

 

Individualized Training Account (ITA) – a funding mechanism through which eligible individuals can 

access quality training to help obtain employment in High Priority Occupations (HPOs). 

 

Individual with a barrier to employment – means a member of one or more of the following 

populations:  

• Displaced homemakers  

• Low-income individuals  
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• Indians, Alaska Natives, and Native Hawaiians  

• Individuals with disabilities, including youth who are individuals with disabilities  

• Older individuals, i.e. those aged 55 or older 

• Ex-offenders 

• Homeless individuals  

• Youth who are in or have aged out of the foster care system 

• Individuals who are English language learners, individuals who have low levels of literacy, and 

individuals facing substantial cultural barriers  

• Eligible migrant and seasonal farmworkers 

• Single parents (including single pregnant women)  

• Long-term unemployed individuals 

• Recipients of public assistance  

  

Individuals with chronic unemployment or an inconsistent work history – are those who:  

• Have been unemployed for 13 weeks or longer; and  

• Were unemployed at least 26 of the past 52 weeks; or  

• Have held three or more jobs in the past 52 weeks and are currently unemployed or 

underemployed  

  

On-the-Job Training – a training method where a paid employee receives job-specific training while 

actively working for an employer. The employer is reimbursed for a portion of the employee's 

wages to offset the costs associated with training and potentially lower initial productivity.  

 

Registered Apprenticeship – a structured program combining on-the-job training (OJT) and related 

technical instruction, leading to a nationally recognized credential. 

 

V. POLICY: 

 

A. Registered Apprenticeship 

 

RA is an important component of potential training and employment services that the workforce 

system can provide to its customers.  

 

1.    The NCWDB encourages the use of RA as a career pathway for job seekers and as a job-driven 

strategy for employers.  

 

2.    RA programs are automatically qualified to be placed on the state and local board’s ETPL, 

allowing ITAs to support participants in RA programs and more directly connect RA programs 

with PA CareerLink® centers. The Workforce Solutions ITA policy must be followed for RA 

programs.  
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3.    The NCWDB may also work with RA program sponsors who desire to be Eligible Training 

Providers (ETPs). Examples include: Employers who provide related instruction or employers 

who use an outside education provider, Joint Apprenticeship Training Programs and 

Intermediaries.  

 

4.   Training services may be used in conjunction with RA programs.   

 

a.   An ITA may be developed for a participant to receive RA Training. 

 

b.   An OJT contract may be developed with a RA program for training participants. OJT 

contracts are made with the employer, and RA generally involves both classroom and on-

the-job instruction. The OJT contract may be made to support some or all of the OJT 

portion of the RA program. 

 

5.   A combination of an ITA to fund the classroom instruction provided with an OJT contract to 

cover on-the-job portions of the RA is allowable.  

 

6.   Incumbent worker training may be used for upskilling apprentices who already have an 

established working / training relationship with the RA program. Please reference the 

Workforce Solutions for North Central PA Apprenticeship Policy for more detailed information. 

 

B.   On-the-Job Training (OJT)  

  

1.   OJT is training provided by the employer to a Workforce Innovation and Opportunity Act 

(WIOA) eligible trainee, who has completed career services available via the PA CareerLink® 

system, who has been unsuccessful in obtaining employment through such services, and who 

has been approved for OJT participation by the PA CareerLink® staff.  

 

2.   OJT is designed primarily for the individual who does not have the related education, training 

or work experience to immediately qualify for the job.  

 

3.   Employers receive a reimbursement of up to 50% of the trainee’s wages not to exceed $6,000 

to help offset the costs of training during a fixed training period of up to twenty-six (26) 

weeks.  

  

Please refer to the Workforce Solutions for North Central PA OJT Policies and Procedures for more 

information.  

  

C.   Customized Training (CT) 

 

1.   Customized training is designed to meet the special requirements of an employer or group of 

employers. 
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2.   A contract with an eligible employer will provide reimbursement of up to 50 percent of the cost 

of the training. 

 

3.   CT may be provided to WIOA program participants eligible for training services. 

 

4.   The employer (or group of employers) must commit to hire individuals who successfully 

complete the customized training program. 

 

5.    In some cases, a customized training contract may be written for a participant who is already 

working for the employer (or group of employers) for which the customized training is being 

provided. 

 

Please refer to the Workforce Solutions for North Central PA Customized Training Policies and 

Procedures for further details.  

 

D.   Incumbent Worker Training (IWT) 

 

1.   Incumbent Worker training provides both workers and employers with the opportunity to build 

and maintain a quality workforce.  

 

2.   IWT can be used to help avert potential layoffs, or increase the skills levels of employees to allow 

for promotion within the company and create backfill opportunities for employers. 

 

3.   The incumbent worker must have an established employment history with the employer for six 

(6) months or more to qualify for IWT. 

 

4.   Reservation and Use of Funds.  Workforce Solutions may reserve and use not more than 20 

percent of the overall adult and dislocated workforce funds allocated to the local workforce 

development area for the federal share of the cost of providing training through a training 

program for incumbent workers. Workforce Solutions will exercise caution so that funds 

available for job seekers, especially those experiencing barriers to employments are not 

reduced. 

 

5.   Workforce Solutions will utilize IWT funds to support appropriate priorities of Industry 

Partnerships as well as through a quarterly application process for individual employers and 

groups of employers. 

 

6.   Employers are required to provide a cost share for the training based on the number of 

employees at their place of business. 
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Please refer to the Workforce Solutions for North Central PA Incumbent Worker Training Policies    

Procedures for eligibility requirements and other information. 

 

E.   Transitional Jobs (TJ)  

  

1.   Transitional jobs are a type of work-based training (similar to paid work experience) allowable 

under WIOA.  

 

2.   TJ are time limited and subsidized; specifically, up to 400 hours based on a 37.5-hour work week 

and lasting no longer than 16 weeks.  

 

3.   TJ may occur in the public, private, or nonprofit sector. 

 

4.   TJ are provided to individuals with barriers to employment who are chronically unemployed or 

       have an inconsistent work history.  

 

5.   TJ are combined with comprehensive employment and supportive services.  

 

6.   TJ are designed to help participants establish a work history, demonstrate success in the work- 

place, and develop the skills that lead to entry into and retention in unsubsidized employment.  

  

The goal of transitional jobs is to establish a work history for the individual that demonstrates success      

in the workplace, and develops the skills that lead to entry into and retention in unsubsidized 

employment. Unlike OJT, there is no assumption that the individual will be retained in the transitional 

job after the experience is over, though that would be a successful experience and outcome.  

  

Please review the Workforce Solutions for North Central PA Transitional Jobs Policy for further      

information. 

 

VI. 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 

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

 

VII. RESCISSIONS: 

 

None 

 

VIII. EXPIRATION: 

 

Ongoing 

 

IX. 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 

 

X. 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 of Staff 
Reviewer 

Date of Review Description of Change(s) Effective Date 

Tonya Mauk July 30, 2025 Reviewed. Added a reference to 

applicable policy & removed the detailed 

descriptions. Added customized training 

reference. Aligned with current policy 

standards. 

July 30, 2025 
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Donna Hottel July 2022 Additional staff added to inquiry; updates 

to policy formatting.  

July 1, 2022 

Pam Streich January 2020 Added Registered Apprenticeship 

language to policy. 

January 1, 2020 

Pam Streich October 2017 Policy updated for agency name change. October 4, 2017 

 
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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