
 
 
 

Connecting Workers to Jobs  

 

WorkSource Comprehensive 2 - Year Plan  
2011 ï 2012  

 
 
 

 

 

 

 

 

 

September 2011  
 



 2 

 
 
 
 
Economic prosperity in the New Economy requires a highly skilled and productive workforce. 
Throughout the United States, worker skills and th e preparation of workers have been 
identified as two of the greatest competitive challenges facing the nationôs communities today. 
A number of significant shifts in the economic structure have created this challenge, including 
the impact of information tec hnology on the workplace, increasing globalization, the aging of 
the workforce and welfare reform.  
 
Every day businesses relocate to other regions, states and countries, restructure to improve 
competitiveness, or deal with the downturn in the economy.  Consequently, business requires 
new skills and efficiencies from their workers.  Over the past few decades, the nationôs 
workforce has witnessed a reduction in high paying, long -term manufacturing jobs with low 
educational requirements. The New Economy is quickly replacing these jobs with those that 
require an entirely different set of skills.  
 
These factors have all combined to make the quality of the workforce the key component in 
any communityôs economic health. The available labor force dictates the type of business mix 
that can be supported. The business mix then has a direct impact on the level of wealth that 
will be available to the community. This relationship must be understood to allow for careful 
planning and implementation of a successful economic development strategy.  
 
First Coast Workforce Development, Inc., dba WorkSource, forges working partnerships with 
local communities, elected officials, business, labor and education leaders to improve 
workforce education, employment and training opportunitie s in Northeast Florida.  Our region 
consists of Baker, Clay, Duval, Nassau, Putnam and St. Johns counties. 
 

Our Vision , ñNortheast Florida will have a world-class workforce 
development system that will enable our businesses to be leaders in the 
global economy.ò   
 
Our Mission , ñConnecting workers to jobs.  WorkSource provides 
innovative services that exceed employerôs requirements for the jobs of 
today and the future.ò  
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I.A.1. DESCRIPTION OF PLAN DEVELOPMENT PROCESS 
 
WorkSource held extensive focus and planning meetings with customers, partners, 
stakeholders, board and staff as part of the development process for both the initial 
and revised strategic plans issued in 2002, 2005, 2009 and 2011.  The result of that 
intensive process ensured a blueprint for workforce development on Floridaôs First 
Coast which synthesized divergent views and needs into a common vision, and in turn 
was supported by tangible goals and measurable outcomes.  Our 2 Year Plan is built on 
the vision articulated in these important documents.  Our approach simultaneously 
refines and forwards successful local initiatives while aligning our vision with the 
essential imperatives identified in the strategic plans developed by Workforce Florida 
and Enterprise Florida.  
 
I.A.2. PROCESS FOR PROVIDING PUBLIC COMMENTS 
 
Significant steps in the development process: 
 
 Focus groups held  
 Workforce development data analyzed and updated 
 Planning groups held 
 Draft of 2 Year Local Plan written 
 Draft presented to WorkSource leadership group & revised 
 Draft presented to Key Partners and Stakeholders - comments accepted 

Draft posted at www.WorkSourcefl.com\2yearplan ï comments/questions received via 
email at 2yearplancomments@worksourcefl.com 

 Draft advertised in all local papers on date of largest circulation  
 Draft presented to WorkSource Board of Directors ï comments accepted 
 Draft presented to First Coast Workforce Consortium (Chief Elected Officials) 
 Comments incorporated into draft and plan finalized 
 Presented to Workforce Florida ïSeptember 30, 2011 
 
I.B. Public Comment 
  
 PLACE SYNOPSIS OF RECEIVED COMMENTS HERE! 

http://www.worksourcefl.com/2yearplan
mailto:2yearplancomments@worksourcefl.com
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II. A.1. THE LOCAL BOARDôS UNIQUE VISION AND STRATEGIC GOALS  
 

Northeast Florida continues to grow quickly, facing many opportunities and challenges. 
Successful economic development is critical to our futureðfrom the growth of long-
term viable businesses that support high wage jobs to the increase in the well being 
and prosperity of our people. For the First Coast to be competitive and attract high -
wage industries, our workforce must be trained, skilled, and able to be connected  
quickly to jobs as the current recession recedes.   
 

WorkSource has been the service name for First Coast Workforce Development, Inc. 
since 1999. The organization coordinates workforce development efforts in the six-
county area comprised of Baker, Clay, Duval, Nassau, Putnam, and St. Johns counties.  

WorkSourceôs results have been exceptional. WorkSource is regularly recognized as one 
of the top workforce development organizations in the State of Florida and has also 
gained nationalðand internationalðrecognition.  

WorkSource had been operating with a strategic plan that provided guidance to the 
organization from 2002 to 2005. As the regional, state, and national economy have all 
declined, and as workforce dynamics have changed, there has been a need to take a 
closer look at the strategy and to update it. The prior strategic plan was the starting 
point for the development process for this plan.  

In November 2004, WorkSource commissioned 
Fairman Consulting to facilitate the development 
of this strategic plan . Fairman first identified 
strategies at the state and regional levels for 
both economic development and workforce 
development to ensure that Northeast Floridaôs 
strategy is coordinated. Special attention was 
paid to specifically link this plan with the 
Enterprise Florida Road Map, the Enterprise 
Floridaôs Northeast Region Priority 
Recommendations, and Workforce Florida Inc.ôs 

2005-2010 Strategic Plan. Current customers of the WorkSource system were 
interviewed and other workforce development organizations were reviewed. Finally, 
through extensive and iterative work over a five -month period with the WorkSource 
board and staff, the organizationôs vision, mission, core values, goals, and strategic 
imperatives were developed and accepted. 
  

Source:  Jacksonville Regional Chamber 
of Commerce - Cornerstone 

FIRST COAST TARGETED INDUSTRIES 

Advanced Manufacturing 

Aviation & Aerospace 

Finance & Insurance Services 

Headquarters 

Information Technology 

Life Sciences 

Logistics and Distribution 
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The plan provided 
directional guidance for 
2005 to 2010 for 
WorkSource to continue 
providing the strong 
basic services already in 
place while also moving 
the organization even 
further towards better 
support of the First 
Coastôs current and 
future employers and 
the regionôs economic 
development.  We are 
currently constructing a 
new strategic plan that 
will be implemented in 

2012. 

Our current strategic plan includes three major goals for WorkSource. The goals are 
supported by thirteen strategic imperatives, detailed within this  report, which provide 
more specific direction on how to achieve the goals. This plan, however, does not 
include specific tactics to reach the strategic goals and imperatives. Using the 
imperatives, WorkSource staff has created actionable work plans with specific 
performance measures. The development of the WorkSource vision and mission was 
the primary directive in the multi -faceted strategic planning process. These two short, 
descriptive statements form the foundation for determining what values are import ant 
to the organization and what activities must be pursued if the organization is to 
succeed. In effect, the vision and mission serve to first orient the organization and then 
create the impetus for action.  
 

WorkSourceôs mission describes why WorkSource exists, and the vision paints a picture 
of what we want to become and what we seek to accomplish. Our vision statement is 
externally focused, market-oriented and describes how we want to impact the world. 
This vision sets us in motion by clarifying our dir ection and helping the WorkSource 
Team understand why and how we should support the mission. The mission statement 
serves as the anchoring point for our organization. It is from the stability of the 
WorkSource mission that core values, goals, strategies, and tactical work plans can be 
developed. In contrast to the vision, the mission is internally focused and describes our 
overall purpose.   
 

The mission addresses why we exist, in what business we compete, what value we 
bring to customers, and what behavior s we expect from our team members. The 
WorkSource mission is detailed enough to differentiate us from other organizations, but 
simple enough to serve as a rallying point for all stakeholders. From the concepts 



 7 

described above and through extensive work sessions involving the board of directors 
and senior staff, WorkSource developed the following vision and mission 
statements.

 

 
Our Core Values  
 

The things we do every day are grounded in some basic truths. These principlesð
known as the WorkSource Core Valuesðguide all of our actions and help us make 
decisions that are consistent and valuable to the organization. 
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Alignment with State Goals:  

 

Å World-Class Service to Floridaõs Target Industry Clusters 

Å World-Class Service to Floridaõs Infrastructure Innovators  

Å Top National and State Leadership for the Demand-Driven Solution  

Å Aligned, Responsive, Jointly Engaged Talent Supply Chain Team 

Å Business Communications and Intelligence for Performance and 

Accountability  

Å Dedicated Commitment to Change Management and Transformation  

 
II.A.2  THE ATTAINMENT OF THE LOCAL BOARDôS STRATEGIC GOALS 
 
WorkSource has focused strategically on three major organizational goals. Thirteen 
strategic imperatives have also been developed to help guide the organizationôs work in 
attaining these goals.  Each strategic imperative is detailed on the following pages and 
linked not only to one of the three goals but also the Workforce Florida and Enterprise 
Florida strategies. 
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Focus on the Customer  
 
Exceed the expectations of  
businesses through 
continuous operational 
and customer -service 
improvement.  
 
WorkSource, along with 
Workforce Florida, Inc., has 

clearly identified the business community as its customer. Both organizations have 
explicitly stated their intention to meet the current and future needs of business 
customers by supplying them with skilled workers and supporting their workforce 
requirements. With business as its customer, WorkSource prepares job seekers to meet 
the needs of the market.  All workforce developmen t efforts support economic 
development. While serving all businesses and job seekers, WorkSource focuses on 
serving those industries targeted as key to regional growth.  
 
In order for WorkSource to exceed this goal, the organization must cultivate an intern al 
high-performance culture. The focus must be on continual improvement in the delivery 
of creative, efficient, and cost -effective services to customers at all times. Key to 
achieving this level of performance will be WorkSourceôs ability to create a culture 
woven around the customer and consistently supported by tools that reinforce this 
culture: leveraged technology, performance measures, and improved processes. These 
tools will then create further opportunities for improvement and innovation.  
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Improved t raining and development tools will allow WorkSource to produce a highly 
effective workforce system, which will in turn help improve worker skills and ultimately 
increase the regionôs and the stateôs competitiveness in the global economy. As the 
region and the state become more competitive, there will be an increase in the number 
of high quality jobs, thus driving up individuals earning potential and the First Coastôs 
per capita income. 
 
Success, both today and in the future,  hinge on WorkSourceôs ability to creatively 
integrate the culture of the customer, to weave it into everyday existence, and to 
exceed customersô expectations. 
 
Strategic Imperatives supporting WorkSourceôs first goal... Focus on 
the Customer:  
 
Å Create a high performance internal culture 
Å Develop services that help recruit and retain jobs in target industries 
Å Facilitate the skills upgrade of todayôs workers and the preparation of 
tomorrowôs workforce through programs such as Career Academies 

Å Support the regional economy by helping improve per capita income  
Å Leverage technology to deliver services more efficiently 
Å Identify the right performance measures and meet or exceed them 
 
Alignment with State Goals:  

 

Å World-Class Service to Floridaõs Target Industry Clusters 

Å World-Class Service to Floridaõs Infrastructure Innovators 

Å Top National and State Leadership for the Demand-Driven Solution  

Å Aligned, Responsive, Jointly Engaged Talent Supply Chain Team 

Å Business Communications and Intelligence for Performance and 

Accountability  

Å Dedicated Commitment to Change Management and Transformation  

 
Strength of Partnerships  
 
Create a seamless workforce 
development system that 
enhances economic development 
by aligning public and private 
stakeholders.   
 
Historically, organizations have 
guarded their core competencies 
and their strategic intentions from 
those outside. Many 
organizations, including 
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government agencies and non-profits, have feared that letting go of these so -called 
ñcorporate secretsò would lead to loss of market share, a weakened competitive 
position, or possibly even total demise.  Indeed, an organizationôs external environment 
does contain threats against which the organization must defend itself. Increasingly, 
however, organizations are recognizing that there may be more to gain by looking to 
the external environment for its numerous opportunities instead of simply shielding 
itself from external threats. It is this shift in thinking that has led to the emergence of 
strategic partnerships as a way for organizations to maximize resources, increase 
competitiveness, and ultimately remain relevant in the rapidly changing 21st century.  
 
The value of strategic partnerships is clearly recognizable in organizations like 
WorkSource who maintain long-established relationships with partners who are aligned 
and have similar objectives.  The pursuit of formal strategic alliances has proven 
effective for many private businesses, public sector entities, and non-profit 
organizations. WorkSource is no exception. 
 
WorkSource recognizes that the inter-connectedness of education and workforce 
development with economic development requires that effective partnerships be 
formed and managed to ensure the success of all involved. Education fills the talent 
pipeline for the workforce; a skilled and produ ctive workforce is the foundation for 
economic development. Thus people and organizations involved in education, 
workforce development, and economic development have vested interests in partnering 
to create a comprehensive, seamless system which maximizes the benefits brought 
forth by limited public funding. WorkSource serves as the logical fulcrum to balance, 
manage, and lead the effort to align all public and private entities to advance workforce 
initiatives on the First Coast, just as Workforce Florida has embraced and is pursuing a 
similar role at the state level. Simply put, WorkSource cannot succeed in connecting 
workers to jobs if qualified workers are scarce or there are too few quality jobs.  There 
has been much cooperation over the years between many organizations to address 
these issues. WorkSource has emerged as the natural choice to act as convener and 
leader of the regional dialogue on workforce development. Through a set of strategic 
imperatives, WorkSource plans to further capitalize on the strength of partnerships to 
enhance workforce and economic development. 
 
 

Strategic Imperatives supporting WorkSourceôs second goal... 
Strength of Partnerships:  
 
Å Ensure that workforce development activities are coordinated and work to 

help achieve economic  development goals  
Å Expand and enhance partnerships with business, education, economic 

development, community and governmental organizations  
Å Maintain continual communication with all partners and stakeholders 
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Leadership through Innovation  
 
Develop an d implement innovative services by identifying, understanding 
and reporting on current and future trends, opportunities and revenue 
channels.  
 
In order to thrive, WorkSource must continually identify ways to reinvent itself both 
through the offering of new  services and the pursuit of additional funding sources. The 
challenge lies in remaining successful in the provision of basic service offerings while at 
the same time funding research and development, acting entrepreneurially, and making 
forays into non-traditional activities that the organizationôs business customers demand. 
 
To address these challenges, WorkSource must build greater awareness of its current 
value proposition through aggressively marketing its successes in its core business 
functions.  
 
As the community becomes more aware and system usage increases, WorkSource will 
then be positioned to promote and sell its entrepreneurial services. The services will in 
turn provide the alternative revenue streams necessary for WorkSource to pursue 
leading edge research and development of workforce development policies and 
practices with potential reach beyond the First Coast. 
 
Strategic Imperatives supporting WorkSourceôs third goal... 
Leadership through Innovation:  
 
Å Identify and secure flexible alternative revenue sources to support 

research capabilities and supplement funding for day -to -day operations  
Å Forecast future customer needs and actively seek new and innovative ways 

to develop the workforce required to meet them  
Å Research and study best practices in workforce development and 

implement appropriate practices in Northeast Florida  
Å Monitor, measure, and communicate successes internationally to 

strengthen awareness, improve image and create new opportunities  
 

Alignment with State Goals:  
 

Workforce Florida Incorporated (WFI) launched a new strategic plan for Floridaôs 
workforce system in the first quarter of 2010. It is called Creating the Strategy for 
Todayôs Needs and Tomorrowôs Talent. One of the Planôs expected achievements deals 
with supporting l eaps in flexibility in resources to support target industry clusters, 
growing enterprises, and threatened employers. A flexible process was created to help 
all eight economic development regions in Florida form or improve business retention 
teams, provide team resources and project communications otherwise not available, 
develop business retention strategic plans, help convene key team members, and help 
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teams identify mutual and exclusive roles and responsibilities. Though the strategic 
plans must include some consideration of diversification in international markets, and 
lead to improvement of business retention and recruitment, and employment prospects 
for the workforce; regional business team partners have broad latitude in seeking out 
and securing the right approaches, tools, and resources to get the job accomplished. 
Flexibilities may include: policy; collaboration; new approaches to incumbent industry 
data collection and trend analysis; relationship management with incumbent industries, 
better utilizati on of existing or nascent tools, improved data collection, and/or sharing 
common resources cross-regions. It is the hope of the WFI Board that independent 
problem solving will foster breakthrough solutions for all regions. The eight regional 
business teams will be designated as WFI collaborative partners and the progress of 
this project will be brought to the attention of the full WFI Board on a routine basis and 
placed in a statewide portal at http://floridaeight.businesscatalyst.com/ . It is also the 
hope that, in the spirit of Governor Rick Scottôs 7 ï 7 ï 7 Plan, opportunities to leverage 
shared resources and tools will emerge. The Governorôs plan is focused on attracting, 
retaining, and growing businesses. WorkSource in conjunction with the JAX Regional 
Partnership is proud to be the first region in the State of Florida selected to participate 
in this important project.   
 
 



 14 

 

Assessment of Labor Market Need 

 
CREATING A DEMAND -DRIVEN SYSTEM  
 
III. A. IDENTIFICATION OF WORKFORCE INVESTMENT AREA NEEDS 
 
In t he United States, employers and job seekers are confronting several challenges in 
the New Economy. The nationôs economic contraction remains a central characteristic 
of the marketplace, especially in the Southeast, as employers are continually 
challenged to retain highly skilled and productive workers. Employers can have 
difficulty finding workers that possess the right skill mix to move the company through 
these economically challenging times. Furthermore, qualified workers, those with the 
right skills, are still able to demand higher wages and benefits from prospective 
employers. While higher wages benefit a regionôs workers, these factors can have a 
considerable negative impact on businesses as they incur additional costs through the 
expenditure of both t ime and money. 
 
Additionally, the decline of the traditional manufacturing base and the concurrent 
growth of information, technology and service -based businesses, has resulted in large 
pockets of the labor force that lack essential skills needed in this changing economy.  
Another aspect of the current economic turndown is the length of time that once 
productive and skilled workers are unemployed.  The longer these workers remain 
unemployed the more likely their skills become incompatible to current business needs.   
 
These individuals may be willing to work, but their lack of training renders them 
virtually unemployable at wages comparable to their previous jobs. All of these 
developments emphasize the need for regions to be acutely aware of the strengths and 
weaknesses of their workforce. A workforceôs characteristics and qualities play an 
important role in the type of businesses a region can support. In order for regional 
development strategies to be successful, economic and workforce developers must 
know the realities that exist in their area. Without this thorough and factual 
information, programs and projects can be implemented that have little chance of 
success because they do not account for the unique traits of the local labor force.  
 
In this section w e provide an extensive understanding about the past, present and 
future workforce trends in the WorkSource Region. We look at the Region both as a 
whole and at each of the six counties ï Baker, Clay, Duval, Nassau, Putnam and St. 
Johns ï in comparison to Florida and the United States. In this Workforce Profile, we 
analyze several indicators that frame the demographic characteristics of the Regionôs 
labor force. We also examine numerous economic statistics that reveal the health and 
structure of the economy in which the labor force functions. This approach will lead to 
a better understanding of the interaction between the workforce and the economy and 
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will serve as a foundation for developing future strategies.  Specifically, the report is 
divided into four sections: 
 
 
 
1. Introduction  
 
In this section, we consider factors that define the First Coastôs labor force such as the 
working age population, age and racial distribution, migration patterns, educational 
attainment and poverty rates. A summary of the oppo rtunities and challenges for the 
Regionôs labor force is also included. For consistency in our analysis we primarily used 
national data sources to obtain necessary information. Some resources from the State 
of Florida were used when appropriate. 
 
2. The La bor Market  
 
The second section of this document discusses several economic indicators that outline 
the health of the Regionôs labor market. Using national and state data sources, factors 
such as total employment, labor force participation rates, unemployme nt rates, per 
capita income, sources of income and commuting patterns are examined. A summary 
of opportunities and challenges in the labor market is also presented. 
 
3. Labor Market Sectors  
 
This third section analyzes the First Coast labor market in greater detail by looking at 
the employment and structure of its various business sectors. Indicators such as sector 
employment, the number of business establishments by sector, location quotients and 
the number of non -farm proprietorships offer additional insight into how the Regionôs 
economy is functioning and changing. National and state data sources were used in 
gathering information for this section.  
 
Conclusions  
 
Lastly, we discuss the major findings in this document. We also point out areas of 
possible concern that will be important to examine in future research.  
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III.A.1  a. The Labor Force- Identification of Workforce Needs 

 
The people who comprise a regionôs workforce are of foremost importance in creating a 
valuable workforce profile. A regionôs economic performance and structure are indeed 
important, as will be discussed later, but the people in that economy will ultimately 
dictate how successful the Region will be. Through a careful discussion of several 
demographic characteristics, we can help determine the preparedness of the First Coast 
labor force for the changing economy.  

III.A.1.b.  Population 

 
In 2010, the six counties that comprise Floridaôs First Coast (or ñthe Regionò) had a 
total population of 1,427,955. Since 1990, the Regionôs population increased 44.2% 
from 990,283, as compared to 42.3% for Florida and 22.4% for the United States. 
From 1990 through 2010, as indicated in the chart below, the Regionôs annual growth 
rate averaged 2% with the highest local rates occurring in the suburbanizing Counties 
of Clay and St. Johns. Since 1990, Clay County grew 80.1% and St. Johns County grew 
126.7%. These numbers reflect two analogous trends that are happening nationwide. 
First, regions and states in the Sun Belt, especially those along the coast, are 
experiencing dramatic increases in their population compared to the rest of the nation. 
Second, metropolitan areas are becoming increasingly decentralized as people from all 
backgrounds immigrate to the suburbs.  
   

 
 
The potential labor force in the First  Coast can be determined by looking at the total 
number of people between the ages of 18 and 64. While this is a useful estimate, it 
should be noted that people at the lower end of this range may be attending college 
fulltime and, as life spans continue to  increase and the baby boomers age, those at the 
upper end may continue to work past the age of 64.  
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In 2010, the working age population of the Region was 817,373, which was 57.2% of 
the total population. Duval County dominates the Regionôs labor pool by supplying two-
thirds (66.6%) of the potential labor force. Fast growing Clay and St. Johns Counties 

provide 11.9% and 9.6% of the labor force, respectively.  
 

 
 

III.A.1.c.   Future Workforce 

 
A simple forecast of the Regionôs future workforce provides an estimate of the number 
of people who will need to find employment in the area during the next ten years. 
These estimates are based on residents who currently live in the Region and do not 
take into account migrants to and from the area.  
 

Table 1:  First Coast Working Age Population 

 

2000 2005 2010 
Percent Change 2000-2010 

Baker 14,091 15,400 15,700 11.4% 

Clay 87,657 96,289 98,074 11.9% 

Duval 492,135 533,129 544,675 10.7% 

Nassau 35,957 38,211 37,969 5.6% 

Putnam 40,110 42,149 41,956 4.6% 

St Johns 75,157 79,570 78,999 5.1% 

  Source:  U.S. Census, American Community Survey 3-Year Estimates 2007-2009 
 

The Regionôs workforce has increased 8.8% from 2000 to 2010; a rate lower than 
Floridaôs increase of 17.6% but reflecting the United Statesô rate of 9.7%. In looking at 
specific counties, there is a wide range increase in the workforce population. Bakerôs 
workforce population has grown by 10.3%, but St. Johnsô workforce has grown by only 
5% (see Table 1). Because this estimate does not predict migration flows in  an area, it 
essentially indicates the relative age of an areaôs population. First Coastôs total 
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population is relatively younger than Floridaôs and the United Statesô and its future 
workforce population will therefore increase at a faster rate. Similarly,  Baker Countyôs 
total population is relatively younger than St. Johnsô population. 

III.A.1.d.  Age Distribution 

 
By looking at the populationôs age distribution in further detail, we offer additional 
insight into how the Regionôs workforce will age in the future. The graph below depicts 
the Jacksonville MSA age distribution by group in 2009. This graph clearly indicates 
when historic population explosions occurred and when birth rates declined. For 
example, the post-World War II ñbaby boomò is illustrated in the large ñhumpò in the 
middle of the graph. As baby boomers age that, ñhumpò will shift towards the 
retirement age and this generation will gradually leave the workforce in the next fifteen 
years. 
 

 
 

Overall, the First Coast Region has a comparably younger population than Florida.  
When reviewing the current data for age distribution we quickly noted that the Region 
had a higher percentage of 19 and younger (26.8% versus 24.4%) and a lower 
percentage of people 65 and over in comparison to the remainder o f Florida (12.3% 
versus 17.2%). This relatively younger population will help provide additional workers 
for the Region in the future.  
 
However, when looking at the specific counties in the Region, a few additional worthy 
points of discussion materialize. In the 2010 US Census, Nassau and St. Johns Counties 
had a relatively older population than the Region, with approximately 16.0% of their 
population 65 and over. Putnam County had an aging population with 19.4% of people 
65 and over and only 21.7% between 2 5 and 44.  Current census data shows a growth 
in our older population now ranging from a low of 10.7% in Baker County to 19.4% in 
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Putnam County as versus 5.8% in Baker County to 9.7% in Putnam County in the 2000 
Census.   
  

 
 

 

The Census Bureau categorizes Hispanic as an ethnicity. For example, people can 
classify themselves as being both White and Hispanic or both Black and Hispanic. 
Projecting from 2010 to 2020, the First Coast will experience tremendous growth in our 
Hispanic population, showing a 51.2% increase. From 1990 to 2000 the First Coast 
Region experienced a 91.7% growth rate in its Hispanic population. Nonetheless, where 
Floridaôs 2010 Hispanic comprised 17.4% of its total population, the Regionôs total 
population was only 5.8% Hispanic. However, the Regionôs population has still become 
more racially diverse over the last ten years. 
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The suburban and rural counties surrounding Jacksonville are significantly less diverse. 
Baker, Clay, Nassau and St. Johns Counties range from 73.0% to 89% White. 
Accordingly, the overwhelming majority of minority residents in the Region are 
concentrated in Duval County. 
 

III.A.1.e.  Migration Patterns 

 
Population growth is generated by two sources, natural increase ï the number of births 
versus the number of deaths ï and in-migration, both domestic and international. 
Because data from the U.S. Census do not indicate specific destinations of migrants, 
exact figures for the Regionôs total migration cannot be calculated. Aggregating county 
data would be erroneous because it would include residents who moved between 
counties in the Region. However, we can still examine the individual counties in the 
Region to develop a general picture of migration in the First Coast. The graph below 
depicts the percentage of population change as of 2007 that resulted solely from net 
domestic migration. Net domestic migration data includes people who move in and out 
of the county. These numbers reflect people who have moved from both inside and 
outside the First Coast Region into a different county.  
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Source:  U.S. Department of Commerce, Bureau of Census 2011 & e Florida, Enterprise Florida (7-2011) 

 

III.A.1.f.  Educational Attainment 

One of the best indicators of the quality of an areaôs labor force is Educational 
Attainment. The most recent county -level data available on educational attainment is 
from the 2006-2008 United States Census estimates. Using data from the graph below, 
25.4% of persons 25 and over in the Region obtained a Bachelorôs degree or higher.  
For comparison, the same attainment level was 25.7% for Florida and 27.4% for the 
United States. The Regionôs rate was lower than both the State and the National 
average. On a positive note, of those 25 years or older, 87.5% of persons in the Region 
had at least received a high school degree, as compared to 84.9% in the state and 
84.5% in the nation.  
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In 2001 we found particularly low educational attainment levels in Baker and Putnam 
Counties. In Baker County, 35.9% of the popul ation failed to complete high school. In 
Putnam County, this rate was 35.7%. When reviewing the most current data we 
identified a marked improvement in each county.  Baker County reduced the percent of 
the population who did not complete high school to 21. 8%, and Putman County 
reduced this figure to 21.9%.  The current Regional average is 16.3%. Additionally, in 
2001 only 5.7% of Baker County residents and 8.3% of Putnam County residents 
earned a Bachelorôs degree or higher.  These figures are now 8.2% and 9.4% 
respectively. 
 
The High School Dropout Rate, shown in the graph below, is another key indicator 
concerning education levels. In the 2009-2010 school year Baker, Duval and Putnam 
Counties had a dropout rate above the State average, 2.0% versus 3.8%, 2. 2% and 
3.9% respectively.  On a positive note, Clay, Nassau and St. Johns Counties are below 
the state average dropout rate.  
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III.A.1.g.  Military Service 

 
An additional, yet often overlooked, indicator of a workforceôs quality is the percentage 
of the population who has been in the military. Individuals with military service often 
possess additional training and skills that are highly marketable. In 2009, 202,769 
people in the First Coast population had military service since 1975 (the post-Vietnam 
and post draft era). This represents 14.2% of the areaôs total population.  The State 
and National averages are 11.5% and 9.8% respectively. While this is still a small 
percentage of the population, it does indicate that First Coast businesses have an 
additional resource to draw upon when searching for potential employees. 
Furthermore, many economic and workforce developers consider military spouses as 
potential valuable additions to the labor force.  
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III.A.1.h.  Poverty Rates  
 
High poverty rates in an area can serve as an indicator of various social problems that 
can negatively affect the workforceôs quality and performance. For instance, teenage 
mothers, single parents and persons with low levels of education are all at greater risk 
of falling into poverty. Individuals in poverty face immense obstacles as they seek to 
contribute positively to the labor force.  As indicated in the graph below, the estimated 
poverty rate for the First Coast for 2007 -2009 was 12.6%, below the State and National 
rates of 13.6%.   
 
Only the rural counties of Baker and Putnam had poverty rates significantly above the 
Regional average. Baker County has a current poverty rate of 16.4%.   Putnam 
Countyôs poverty rate had dropped from 20.9% in 2000 to 17.3% in 2004, but 
increased to the current rate of 23.2%. These higher than average poverty rates 
present an additional obstacle for residents of these two counties if they are to be 
valuable customers in the Regionôs labor force. As expected, the poverty rates in the 
suburban counties of Clay, Nassau and St. Johns were a good deal lower than the 
Regional average. 
 

 
 
The next graph, shown below, depicts the difference between the poverty rates for the 
total population and for childre n ages 0 to 17. Children increase a familyôs cost of living 
and can lead to increased poverty rates, particularly for single parent families. 
Approximately 2.8% of children in the Region were estimated to be in poverty.  While 
our regional overall poverty rate is less than the state and national averages, our rate 
of poverty for children is more.  
 



 25 

13.6% 13.6%
12.6% 12.0%

2.4% 2.2% 2.8% 2.4%

0.0%
2.0%
4.0%
6.0%
8.0%

10.0%
12.0%
14.0%
16.0%

United States Florida WorkSource
includes Putnam

County

Jacksonville, FL
MSA

Below Poverty Rates

3-Year Estimates 2007-2009

All Ages Children Age 0-17

Source:  U.S.Census, American Community Survey 3-Year Estimates 
 

 

 

 

III.A.1.i. Opportunities and Challenges in the First Coast Labor Force 

 
A regionôs competitive advantages cannot be assumed. They must be continually 
monitored and maximized to help assure the long-term economic health of the region. 
Advantages and opportunities in the First Coast Labor Force are as follows: 
 
¶ The Regionôs total population in 2010 was 1,401,037.  Approximately 57.2% of 

that population is of working age. The labor force is projected to increase by 

286,861 (38%) between 2010 and 2018.  

¶ The Region has a relatively younger population than both Florida and the United 

States. This young population will add workers to the labo r force in the future.  

¶ Clay, Nassau, Baker and St. Johns Counties are experiencing high flows of 

domestic in-migration. 

¶ In 2007, 84% of the Regionôs residents age 25 and over had completed high 

school. 

¶ In 2009-2010, three of the six counties in the region (Clay, Nassau and St. 

Johns) had high school dropout rates less than Floridaôs average. 

 
Due to the high percentage of residents with military service, the Region has an 
additional supply of individuals who have acquired training and marketable labor skill s.  
Comparatively, fewer people are in poverty in the First Coast than in Florida or the 
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United States, although our percentage of children living in poverty exceeds the 
national and state rates. Additionally, the challenges facing the workforce need to be  
acknowledged and addressed before true advancements can be made. The major 
challenges currently facing the Region are: 
 

¶ Through aging and domestic migration, people of retirement age are moving 

into the Region, especially in Putnam and St. Johns Counties. This trend can 

strain the regionôs labor supply and its resources. 

¶ While the Region is becoming more diverse in both race and ethnicity, minorities 

are settling primarily in Duval County. This trend could lead to additional 

disparities between Duval and the other five counties in the region.  Uniform 

regional policies may not offer the same effectiveness throughout the entire 

region. 

¶ In 2001, the Regionôs population was less centralized with more people moving 

out of Duval County than are moving into the C ounty.  This trend accelerated 

and by 2009 Duval County showed a decrease to -0.4%.  For the first time since 

we have been analyzing this data Putnam County also showed a negative 

migration of -.4%.  

¶ While the regionôs high school completion rate is above the State and national 

averages, its educational attainment rate for Bachelors, Graduate or Professional  

degrees is now below the State and national averages (24.8% versus 25.2% and 

27%, respectively).  

¶ Duval Countyôs high school dropout rate is higher than Floridaôs average (2.2% 

versus 2.0%, 2009-2010) but has shown marked improvement over 2006 -2007 

when the rate was 6.6%.  

¶ Although the Regionôs total poverty rate is below the State and national rates, 

Baker and Putnam Counties poverty rate is well above these averages. This 

disparity within the region may make it more difficult for these residents to 

positively contribute to the local labor force.  

III.A.2.  The Labor Market 

 
To find out what one is fitted to do, and to secure an opportunity to do it, is the  key to 
happiness. John Dewey 
 
A strong performing economy is vital for the Regionôs labor market to function 
effectively. As the economy improves, job opportunities for an areaôs residents will 
increase. A number of factors help determine if the First Coastôs economy is providing 
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the local labor force with a sufficient number of jobs at reasonable wages. In this 
section, we will examine: 
 

a. Total Employment 
b. Labor Force Participation Rates 
c. Unemployment Rates 
d. Real Per Capita Income 
e. Average Wages 
f. Median Income of Migrants 
g. Sources of Income 
h. Commuting Patterns 

 

 

 

III.A.2.a.  Total Employment 

 
Job creation is a primary indicator of a regionôs growing economy. From 2000 to 2011, 
the number of jobs in the First Coast Region increased from 602,021 to 728,793 an 
increase of 21.1%, less than Florida at 23.9% but more than the United States at .9% 
(see graph above).  
 
Not only are people moving to Baker, Clay, Nassau and St. Johns Counties, but also 
jobs are moving there at even higher rates. Job growth in Clay and St. J ohns Counties 
was higher than that of the Regionôs average. Only Duval and Putnam Counties had a 
lower job creation rate than the Stateôs average. However, even this relatively low rate 
of 12.5% and 18.9%, respectively, exceeded the national average. These figures do 
not address the type and quality of the jobs that have been created. We will examine 
this important issue later in this section.  
 

III.A.2.b.  Labor Force Participation Rates 

 

Source: US Census Bureau State & County Quick Facts 2011 



 28 

The labor force participation rate (LFPR) indicates the percentage of the total working 
age population (18-69) that is employed or unemployed and currently seeking a job.  
The LFPR reflects not only the percentage of people who are working, but also the 
percentage of those who are willing to work. For example, as more working age 
women have entered the workforce over time, the LFPR throughout the country has 
increased.  While the LFPR can reflect the changing attitudes towards work in our 
culture, it can also indicate the availability of workers. A region with a high LFPR and a 
low unemployment rate will have fewer people who are willing and able to work than a 
region with a low LFPR and a high unemployment rate.  In 2005, the LFPR in the 
Region was 78%, above the rates for Florida, 61.4%, and the United States, 65.9% 
(see graph below). Today Floridaôs LFPR is 62.3% while each county in our region 
except for Baker and Putnam exceeds the state rate. Residents not participating in the 
workforce may be retirees, students, stay -at home parents, disabled individuals, people 
too discouraged about their employment opportunities to continue to look for work or 
individuals who have another means of income and do not necessarily need to work. 
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Putnam County has a significantly lower LFPR than the other counties in the Region. 
The relatively older population and the lower LFPR rates suggest a large number of 
persons who have retired early in Putnam County. However, despite its relatively older 
population, St. Johns still has a high LFPR. Its population may be comparably older, but 
they are remaining in the labor force.  
 
III.A.2.c.  Unemployment Rates 
 
Unemployment rates are often cited as indicators for the health of an areaôs labor 
market. Unfortunately, because unemployment rates only reflect people who are 
unemployed and actively seeking a job, they may fail to convey the true extent of the 
joblessness problem. Nonetheless, unemployment rates still merit a good deal of 
consideration.  As recently as May 2007, the monthly unemployment rate in the First 
Coast was 3.0%, below the national average.  Shown below, the June 2011 
unemployment rate in the First Coast Region averaged 10.3%, about the same as 
Floridaôs rate of 10.6% and above the United Statesô rate of 9.2%.  
 

 
 
 

Looking at the six counties, Putnam County has the highest unemployment rate in the 
Region. Its unemployment rate is 11.8%, which is higher than each of the other five 
counties.  

III .A.2.d. Real Per Capita Income 

 
As a measure of wealth generation, real per capita income (RPCI) is one of the most 
informative economic indicators about the relative economic position of communities. 
Because these figures adjust for inflation, per capita income data can be compared 
effectively throughout different years.  In 2009, the RPCI in the Region averaged 
$39,376 which was about the same as the national average of $39,732. This figure was 
also above Floridaôs 2009 average RPCI of $38,965. Baker and Putnam fell well below 
that level with RPCIs of $26,282 and $26,923 respectively. 
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In 2005, the RPCI in the Region averaged $34,288 which was 99.5% of the national 
average of $34,471 at that time.  This figure exceeded the Florida average RPCI of 
$34,001.  Nassau and St. Johns Counties were above the national RPCI average at 
$36,583 and $43,086, respectively in that year.   
 

 
     Source:  U.S. Bureau of Economic Analysis (8-2011) 

 

 
III.A.2. e. Average Wages 
 
Similar to RPCI, looking at average wages offers some insight into the level of wealth in 
the Region. However, where RPCI looks at income by each person, the average wage 
looks at income by employment that is covered by unemployment insurance. For 
privacy reason, this data does not disclose wages in sectors with fewer than three 
establishments in the county.  Because of this different approach, we find different 
results between the comparison areas. First Coastôs 2010 Average Wage, $42,780 was 
above the state average of $41,570 but below the national average of $ 46,742. 
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III.A.2. f. Median Income of Migrants 

 
As societyôs mobility increases and people relocate more frequently, analyzing the 
characteristics of the people who migrate to and from a region will become even mor e 
valuable. Learning about the general characteristics of a regionôs migrants assists in 
conceptualizing some of the changes occurring in the local labor market.  The next two 
graphs below show the median income of migrants moving into and away from each o f 
the six counties in the Region. The first graph depicts the median income of migrants 
who have moved into the six counties in the Region from other Florida counties, 
including those counties within the Region. The second graph shows median incomes 
of people who have moved into each of the counties in the Region from outside Florida. 
In both graphs, the median income of in -migrants is higher than the median income of 
out-migrants in every First Coast County except Duval. 
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Source:  Internal Revenue Service, Statistics of Income  

III.A.2.g . Sources of Income 

 
The population receives income from three general sources: earnings, investments, and 
transfer payments. Earnings are the wages and salary people receive from their 
employment. Investments include income from such sources as stocks, bonds, rents 
and royalties. Transfer payments include governmental financial assistance such as 
Social Security and Medicare. If people in an area receive a greater portion of their 
income through transfer payments, then  that area would most likely have a large 
number of retired or unemployed individuals.  Comparing the Region against Florida 
and the United States (see chart below), we see relatively lower levels of investments 
and transfer payments as sources of income. Only 12.4% of the Regionôs income 
originated from transfer payments, as compared to 13.1% for Florida and 13.6% for 
the United States. First Coast residents rely more on their own labor and efforts as their 
source of income. 
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III.A.2.h . Commuting Patterns 

 
How people get to work and the options they have to get there can affect their ability 
to locate and find employment. If a regionôs population is highly mobile, its potential 
labor forceôs size can increase significantly. The availability and accessibility of mass 
transit can also broaden the area in which an individual looks for work. As depicted in 
the chart below, in 2000, 79.6% of the First Coast population worked in their county of 
residence; 18.8% worked outside their county of residence; and 1.6%  worked outside 
their state of residence. These numbers do not differ greatly from the State and 
national averages. 
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In 1990 76.2% of the First Coast population drove themselves to work, 14.5% of 
people carpooled to their jobs and 2.5% of the population worked at home. In 2000 
82.8% of the First Coast population drove themselves to work, 10.5% of people 
carpooled to their jobs and 2.1% of the population worked at home. Nationwide ten 
year trends toward increases in telecommuting are not reflected in the First Coast data.  
 

III.A.2.i . Opportunities and Challenges in the Labor Market 

 
Current opportunities in the First Coast Labor Market are: 
 
¶ From 2000 to 2011, the number of jobs in the region increased by 2 1.1%, less 

than Florida at 23.9% but more than the United States at 0.9%.  The job 

creation rate in every county was higher than the national average.  

 
¶ In 2010, First Coastôs 2010 Average Wage, $42,780 (Jacksonville MSA) was 

above the state average of $41,570 but below the national average of $46,742.  
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¶ The median income of in-migrants is higher than the median income of out -

migrants in all counties in the Region, except Duval. The healthy economy is 

generally attracting wealthier people who will earn and sp end their incomes in 

the Region. 

 
¶ Only 12.4% of the Regionôs income is from transfer payments. Compared to 

Florida or the United States, more people in the Region earn their income 

through their labor or investments than through governmental assistance.  

 
This figure suggests that the Region as a whole is not an extremely popular area for 
retired people.  The Regional Labor Market also presents a number of challenges: 
 

¶ In 2010, the county by county Labor Force Participation Rate ranged from 

57.7% to 68.1%. Considering our current high unemployment rate of 10.3%, 

the First Coast labor market is oversupplied.  Employers have an abundance of 

suitable workers and job seekers may see a decrease in the amount of wages 

offered. 

 

¶ In 2009, the Jacksonville MSA average RPCI $39,376. The highest is St. Johns 

County with an average RPCI of $47,544. Wealth is accumulating heavily in St. 

Johns County.  Putnam County is not included in the Jacksonville MSA for this 

data.  

 

¶ Putnam County had a RPCI of $26,923 in 2009. 

 

¶ The migration of wealthy people to the suburban counties in the region will lead 

to greater demand for lesser-skilled low-paying jobs to service these new 

residents. 

 
However, those individuals who are willing to work in these lesser -skilled jobs may be 
priced out of living in these increasingly wealthy areas. Finding people who are willing 
to work in these types of jobs will become progressively more difficult.  
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III.B.1 C urrent and Projected Employment Opportunities 

III.B.1.1  Labor Market Sectors 

 
In todayôs competitive economy characterized by the global nature of business, simply 
creating jobs is less important than in the past. Regions must now also be concerned 
with the type and quality of jobs being created. As the nation has shifted from an 
agrarian to industrial to information based economy, economic and workforce 
development strategists must monitor the strengths, weaknesses and changes in 
various business sectors. To provide an overview of the First Coast labor market 
sectors, we will present information  on: 
 

a. Sector Employment 
b. Manufacturing Employment 
c. Service Employment 
d. Sector Earnings and Wages 
e. Location Quotients 
f. Non-farm Proprietorships 
g. Number of Business Establishments 
h. Major Employers 

 
As with the two previous sections, we will separately summarize the opportunities and 
challenges in the Regionôs labor market sectors. 

III.B.1.2  Sector Employment 

 
As compared to the data we used to determine average wages, the data we use to 
examine the Regionôs sector employment covers all people employed in a particular 
sector, regardless if they are covered by unemployment insurance or not. A few of the 
sectorsô share of total employment in the Region changed considerably. As shown in 
the graph below, despite the absolute growth in employment over the last 20 years, 
relative share of employment by sector remains somewhat constant. 
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Note:  FIRE = Finance, Insurance and Real Estate; TCU = Transportation, Communications and Utilities 

 

 
Note:  FIRE = Finance, Insurance and Real Estate; TCU = Transportation, Communications and Utilities 

 
When last reported in 2005, every employment sector experienced growth in the 
number of jobs except for Agriculture and Manufacturing which witnessed a decline of -
7.2% and -9.9% respectively.  Today, the only growth sector is Services (3.0%).  
 

As evidenced in the graph below, the total composition of the Regionôs employment 
sectors is not that unlike the State but somewhat different than the national sectors. 
Looking at only the Regional and national employment structures, the largest difference 
is in the Government and Manufacturing sectors. Approximately 5.3% of First Coast 
jobs in 2011 were in the Manufacturing sector while 9.9% of jobs throughout the 
nation were in Manufacturing. Florida had about the same percentage of its jobs in 
manufacturing as the Region. The Region has a relatively large percentage of jobs in 
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FIRE. In the region, 17.9% of total employment was in FIRE, compared to 16.1% in 
the State and 13.5% in the nation.  
 

 
Note:  FIRE = Finance, Insurance and Real Estate; TCU = Transportation, Communications and Utilities 

 
 
III.B.1. 3 Manufacturing Employment 
 
Manufacturing employment is often touted as a key sector to target in many economic 
and workforce development strategies. Historically, some of these jobs have provided 
relatively high-paying jobs for lesser-educated individuals. This is less true now, as the 
remaining and newly created manufacturing jobs require much higher skill levels. The 
chart on the following page uses the 2011 Economic Modeling Specialists (EMS) to 
compare the five largest manufacturing components in the Region to their state and 
national shares. Even though manufacturing is a low percentage of the Regionôs total 
employment, there are still a few components of manufacturing in which the Region is 
particularly strong. In particular, Beverage and Tobacco Products and Paper Goods are 
two components of manufacturing in which the First Coast in 2011 had a larger portion 
of its manufacturing employment in comparison to Florida and the United States and in 
which workers earn above average wages. 
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III.B.1. 4. Service Sector Employment 
 
Because the Service sector is such a dominant and growing part of the Regionôs total 
employment, it is also necessary to examine this sector in further detail. Again using 
EMS, the chart below shows the seven largest components of the Service sector. We do 
not see any extraordinary differences between the First Coast, Florida and the United 
States. 
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A growing sector on Floridaôs First Coast is Transportation and Logistics.  The largest 
disparity between local and national figures is shown in Rail Transportation (+5.3%).  
As the port increases activities we project that Rail Transportation, Support Activities 
for Transportation and Truck Transportation will show marked increases.  

III.B.1. 5. Sector Wages and Earnings 

 
Certain business sectors are invariably higher paying than others. If a region is gaining 
jobs in only low-paying sectors, then the economic vitality in the area may suffer. In 
this section, we look at both wages and earnings. The data used when discussing 
wages covers only those employees covered by unemployment insurance whereas the 
data used when discussing earnings covers all employees. The average wage and 
earnings in each business sector are other important aspects of the labor marketôs 
business sectors. The chart below shows the average annual wage by sector for the 
First Coast, Florida and the United States. In 2000 we reported that with the exception 
of Agriculture, the average annual wage in every business sector was less in the First 
Coast than the United States. This trend continues except for Government, Services 
and Agriculture, and Health Care and Social Assistance. The most disparate examples 
of this trend are in FIRE, Transportation, Communications and Utilities (TCU). In FIRE, 
the Regionôs average annual wage is $50,712 as compared to the United Statesô 
average of $57,574 ï a difference of $6,682.  The gap is narrowing however, it is 
important to note that when last reported in 2009 the difference was $11,684.    
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Note:  FIRE = Finance, Insurance and Real Estate; TCU = Transportation, Communications and Utilities 

 
 
In the burgeoning Service sector, the Regionôs average wage is lower than the state 
and national average, $25,366 versus $27,476 and $28,844 respectively. The average 
Service wage remains the third lowest of all the business sectors as past studies have 
shown. Only Retail Trade and Agriculture pay lower average annual wages than the 
Service sector. 
 
As demonstrated in the following chart, another way to comprehend the impact that 
each sectorôs earnings have on the Regional economy is to compare earnings and 
employment to produce a ratio. If the percentage of total earnings for a business 
sector is higher than the percentage of employment it provides for the area, that would 
be considered a ñpositiveò ratio and reflect a business sector that generates wealth for 
the region. In 1999, five business sectors in the Region had positive ratios. In 2007 
there were seven business sectors that have positive ratios.  Today there are only four.  
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Source:  Economic Modeling Specialist, Inc 8/2011 
Note:  FIRE = Finance, Insurance and Real Estate; TCU = Transportation, Communications and Utilities  
 

The graph above demonstrates the location quotients for major business sectors in the 
First Coast and Florida. As shown, FIRE and TCU are well above the national average 
with both at about 1.5. Government, Agriculture, Information, and Utilities are well 
below the national average. 
 

 

 
Note:  FIRE = Finance, Insurance and Real Estate; TCU = Transportation, Communications and Utilities 
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III.B.1. 6. Non-Farm Proprietorships 

 
Non-farm Proprietorships allow us to gauge the level of entrepreneurial activity 
occurring in a region because this is essentially a measure of small and locally owned 
establishments. Employment at non-farm proprietorships can be a significant portion of 
the labor market. Non-farm proprietorships account for 20.6% of total employment in 
the First Coast Region. As shown in the chart below, this percentage is below Floridaôs 
(22.0%) and but  above the United Statesô average (20.2%). 
 

 
  

 

On an individual basis, Putnam County has the lowest percentage of non-farm 
proprietorships, with 11.7%. Clay (24.7%) and Nassau (2 6.8%) counties are above the 
Regional, State and national averages and consequently have the highest levels of 
entrepreneurial activity in the Region.  
 
While looking at the number of non -farm proprietorships is important in assessing the 
level of entrepreneurial activity, studying the earnings of these individuals helps 
measure the success of local entrepreneurs. The chart below shows the average 
income of non-farm proprietors within each of the comparison areas. The Regional 
average in 2009 was $15,946, below the State average of $18,183 and approximately 
$12,000 less than the national average of $27,898. County average incomes range 
from $10,357 in Putnam to $16,702 in St. Johns. Every First Coast County fell below 
Floridaôs average. 
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A location quotient can be used to measure the importance and relative 
competitiveness of individual business sectors. Location quotients are calculated by 
comparing the percentage contribution of each business sector to local employment 
versus the percentage contribution of that sector nationally. A location quotient of 1.0 
indicates that a specific sector is providing the same percentage of total employment 
locally and nationally, while scores above or below 1.0 represent relatively larger or 
smaller industries. 
 

 

III.B. 1.7. Number of Business Establishments 

 
The number, type and size of business establishments in the Region offer some 
understanding of the competitiveness in the labor market. Essentially, the number of 
business establishments is the number of places in the private sector where an 
individual can seek employment. The number of places for potential employment that 
suit an individualôs preference will change, depending on the type and size of 
businesses in which an individual wants to work. 
 
In 2006, there wer e 53,845 total business establishments in the First Coast. Today, as 
a result of the economic downturn there are 40,027.  The good news is that this is an 
increase of about 7,000 establishments since 2009.  It is of no surprise that, as shown 
on chart below, Duval County dominates the number of business establishments in the 
Region at 66%. Duval is the economic engine of the Region and the overwhelming 
majority of business establishments are located there. St. Johns has 14.6% and Clay 
has 10.2%, but Baker only has less than 1.0% of the Regionôs business establishments.   
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Using Economic Modeling Specialists data, we note that Construction, Retail Trade and 
Service sectors account for about 60% of the Region business establishments. As 
depicted below, the percentage of businesses in these sectors overwhelm the others. 
The number of business establishments in a sector does not necessarily equate to a 
large numbers of employed people. While Construction represents 21.9% of the 
business establishments it only employs 8.5% of the workforce.  
 

 
        Note:  FIRE = Finance, Insurance and Real Estate; TCU = Transportation, Communications and Utilities 

 
 

Looking at businesses by employment size illustrates that the large majority of b usiness 
establishments have few employees. As shown below, more than half (61.1%) of all 
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establishments have only four or fewer employees and 95.9% of establishments have 
less than 50 employees. Only 1.9% of establishments in the Region have 100 
employees or more. 
 

 
 

 
III.B.1. 8. Major Employers  
 
While small firms offer a large share of employment opportunities in an area, the 
largest firms often indicate the most identifiable type of business in a region. As these 
two tables on the next page indicate, the Government, Services and FIRE sectors 
provide most of the major employers in the area. The service industry is such a large 
part of the Regionôs economy in that it provides jobs in many large and small 
establishments. Meanwhile, the FIRE sector has a sizeable portion of its jobs in large 
firms. 
 

Jacksonville MSA Top Employers 2011 

Employer    Sector   Employees   

Military Government 37,910 

Duval County Public Schools   Government 14,480 

City of Jacksonville   Municipal Government 8,820 

Baptist Health   Services 6,087 

Bank of America Merrill Lynch FIRE 6,400 

Blue Cross & Blue Shield of Florida FIRE 5,656 

Citi FIRE 5,593 

Mayo Clinic Services 4,940 

United Parcel Service TCU  4,400   

Clay County School Board Government 4,361 

St. Vincent's Medical Center Services 4,122 

U.S. Postal Service Government 4,046 

Shands Jacksonville Medical Center Services 3,928 
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St. Johns County School District Government 3,628 

Chase Mortgage FIRE 3,209 

Wachovia, a Wells Fargo Company FIRE 2,800 

Jacksonville Sheriff's Office Government 2,759 

CSX TCU 2,592 

Winn-Dixie Stores Distribution & Logistics 2,500 

Vistakon Services 2,000 

*2011 data - Jacksonville Regional Chamber of Commerce 
  

III.B.1.9 . Opportunities and Challenges in the Labor Market Sector 

 
The total civilian labor force in Workforce Region 08 for June 2011 was 728,793, of 
which 653,249 were employed and 75,544 were unemployed. The unemployment rate 
was 10.4 percent.  The average weekly wage for Workforce Region 08 in 4th Quarter 
2010 was $882. This would be equivalent to $22.05 per hour or $45,864 per year, 
assuming a 40-hour week worked the year around.  
 
The total number of employees located in Workforce Region 08 in 4th Quarter 2010 
was 721,398. The largest major industry sector was Retail Trade (44 & 45) (with 13 
percent of the employment), followed by Health Care and Social Assistance (with 13 
percent), and Accommodation and Food Services (with 10 percent). 
 
The largest major occupational group was Office and Administrative Support 
Occupations (with 20 percent of the estimated employment), followed by Sales and 
Related Occupations (with 12 percent), and Food Preparation and Serving Related 
Occupations (with 8 percent).  
 
The figures below are 4th quarter 2010 period.  
 

Area Average Weekly Wage 

WorkSource $882 

Florida  $871 

United States  $737  

Source:  AWI LMI/FRED &  BLS New Release 08/2011 

 
The labor market sectors and the changes they have experienced over recent years 
also present the First Coast with many unique opportunit ies and challenges. 
Opportunities in the labor market sectors are:  
 

¶ The Region is comparatively strong in FIRE and TCU with both location quotients 

at about 1.5. Additionally, these two business sectors offer higher wages than 

many of the other sectors.  
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¶ Although the Service sector has lower paying jobs than most of the other 

business sectors and this sectors share of employment is increasing in the 

Region, the average wage of Service sector jobs is lower in the Region than it is 

in the State ($25,366 versus $27,476 ). 

¶ In 2011, Government, Wholesale Trade, TCU, and Manufacturing had positive 

earnings to employment ratio. These sectors contribute a larger percentage 

share of earnings to the economy than their employment share.  

 
Challenges in the Regionôs labor market sectors include: 
 
¶ Except for Service, employment has declined in all sectors since 2007. 

¶ Average wages in all business sectors, except for Government and Heath Care 

and Social Assistance, have fallen below National Averages.  There is a disparity 

of $6,682.  The gap is narrowing however, it is important to note that when last 

reported in 2009 the difference was $11,684.      

¶ Self-employed individuals in the Region earn less than those in the State 

($15,946 versus $18,183) and considerably less than those in the nation 

($27,898) although the gap has been reduced by $1000 since the last time we 

surveyed in 2009. 

III.C.   Skills Demanded by First Coast Business 

CONCLUSIONS  

 
Each indicator we have previously discussed provides valuable insight into the people 
and businesses that reside, work and operate in the Region.  The population of the 
Region is changing in many ways. It is becoming more ethnically and racially diverse. 
Although some people do retire in the Region, the population is still relatively young 
and will provide additional workers for the future labor force. In 2009, 87.5% of the 
population (25 years and older) had graduated from high school. Dropout rates have 
generally declined in recent years across the First Coast Region and we expect 
educational attainment levels to rise in the future. However, education will be key to 
the success of the Regionôs labor force as knowledge and information become 
increasingly valuable in the marketplace.  While the regionôs high school completion 
rate is above the State and national averages, its educational attainment rate for 
Bachelors, Graduate or Professional  degrees is now below the State and national 
averages (24.8% versus 25.2% and 27%, respectively).  This puts our region at a 
serious disadvantage as we consider our growth sectors of FIRE and Warehousing and 
Transportation.   
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Clearly, there are many positive developments occurring throughout the First Coast 
Region, but there are also numerous challenges that must be addressed. Due to the 
current economic downturn the number of businesses in our Region has dropped by 
about 13,000 establishments. In 2005 we reported that Average Annual Wages on the 
First Coast equaled or in some cases exceeded national averages. Today this is no 
longer true and we have fallen back in earnings equity.  Locally jobs have declined in 
every sector with the exception of service.  The major question employers are asking 
now is not, ñdo people have skills?ò it is, ñdo people have the skills I need to recover 
and grow my business?ò The business sectors growing in the Region demand skills that 
emphasize knowledge, information technology and customer service. If the Regionôs 
labor force is to be truly successful and if the labor market is to function efficiently, we 
must address the changes transpiring in the economy. Through educational programs 
that prepare individuals for this changing economy, we can help bridge the current 
disparity between the skills workers possess and the skills businesses seek.  
WorkSource relies heavily on the Regional Targeted Occupational List to ensure the 
training dollars are invested in growing high skill/high wage skill attainment.  However, 
looking forward we anticipate that the results of the sub -cluster study conducted 
through the Florida 8 Partnership will be of immense value in defining the skills needed 
in the future to propel our local labor market into global competition.  
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The study will provide an evaluation of all prospective target cluster sub -clusters. It will 
begin with the development  of a master list of prospects, including current target 
industries plus sub-clusters and niche sectors that offer emerging opportunities.  Once 
the final targets, sectors and niche segments are defined we will work with our partners 
to create the skills t raining necessary to equip the workforce.  
 
 
As described in the following sections, WorkSource is strategically targeting the 
resources to equip our workforce with the services and skills that the emerging labor 
market is demanding.  This important work c annot be performed alone, but requires 
the concerted efforts of multiple organizations that serve numerous interests.  
WorkSource has carefully built these relationships over many years.  The result has 
been the rapid implementation of a comprehensive approach provided by a strong 
working partnership to benefit Floridaôs First Coast Community. 
 
III.D. Targeted Occupations  

 
The Workforce Estimating Conference (WEC) is authorized under §445.011 of the 
Florida Statutes. The conference meets semiannually to establish a Statewide 
Occupational Demand List and provides recommendations to Workforce Florida, Inc., 
for establishing Regional Targeted Occupations Lists. Upon receipt of the Preliminary 
Targeted Occupations List from Workforce Florida, WorkSource reviews the projections 
for additions or deletions based on local labor market conditions.  Should any additions 
or deletions be identified we provide documentary data to substantiate the request.  
The resulting Regional Targeted Occupational List issued by Workforce Florida is the 
basis on which training scholarships are provided to WorkSource customers as 
explained in our Occupation Skills Training Policy: 
 
APPLICATION 
 
All First Coast Workforce Development/WorkSource (WORKSOURCE) Employees 
& Training Providers 
 
PURPOSE 
 
To establish a corporate policy for creating and updating the: 

1. Regional Targeted Occupations List; 
2. Skills Up-Grade Training System; 
3. Delivery of Individual Training Scholarship Accounts (ISA); 
4. Delivery of Short-term Pre-vocational Training Programs. 
5. Occupational Skills Training Provider Selection. 
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SECTION #1 ï REGIONAL TARGETED OCCUPATIONS LIST  
 
OBJECTIVE 
 
WorkSource is committed to increasing income levels and creating employment 
opportunities for WorkSource Career System customers in Region 8.  Annually a 
Regional Targeted Occupations List (RTOL) will be established and utilized as the 
mechanism for prescribing employment training programs and employment 
opportunities in Region 8.   
 
POLICY 
 
It will be the policy of WorkSource to compile a Regional Targeted Occupations List 
with occupations designated for the list being the emphasis for training programs 
funded by WorkSource. The list will contain occupations designated by local labor 
market information, the state of Florida Occupational Forecasting Committee, and the 
state Workforce Investment Board as having the potential for high entry wages or 
projected growth in Region 8. 
 
The RTOL will be broken into two (2) separate categories based on average hourly 
wage earnings upon entering employment.  The breakdown is designated as follows: 
 

1. Occupations designated with an entry wage of $10.56 a mean wage of $13.00 
per hour. 

2. High Skill/High Wages.  Occupations designated with an entry wage of $13.00 
and a mean wage of $20.38 per hour.  

 
WorkSource will annually review and update the RTOL and the average hourly 
earnings categories under the guidance and recommendations of the Board. 
 
 
SECTION #2 ï SKILLS UP-GRADE TRAINING SYSTEM 
 
OBJECTIVE 
 
The Skills Up-Grade Training System has been designed to provide new and 
existing businesses a means of offsetting the cost of employee skills upgrade 
training.  Through this customer driven program WorkSource works with 
business to provide training to existing employees.  WorkSource will make every 
effort to first place a job seeker in gainful employment. WorkSource has adopted 
Skills Up-Grade Training as the preferred method of occupational skills 
instruction.  Data has consistently shown that this strategy has provided the 
greatest return on investment in terms of cost effectiveness and wage growth. As 
a post placement strategy WorkSource will provide Skills Up-Grade Training to 
employed workers. 
 
POLICY 
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To the maximum extent possible WorkSource will provide occupational skills training 
through the Skills Up-Grade Training system.  WorkSource will award Skills Up-Grade 
Training contracts based on the following: 
 

a. The training occupation has been identified on the RTOL; 
b. The applying company will provide no less than 50% of the training costs; 
c. Have been in operation in Florida for at least one year prior to application date; 
d. Have at least one full-time employee; 
e. Demonstrate financial viability; 
f. Be current on all state tax obligations. 

 
Funding priority will be given to: 
 

a. First time employer with 50 employees or less. 
b. Businesses in qualified targeted industries as determined by Regional Economic 

Development. 
c. Business located in rural or enterprise zones. 
d. The training will result in wage growth for employees completing training. 
e. Commitment to allow WorkSource career system to provide job candidates to fill 

any vacancies realized through the advancement of those trained and not filled 
internally. 
 

Funding Level Tiers: 
 
Tier one - application meets three or more factors ï eligible to receive annual 
aggregate award up to $40,000. 
Tier Two ï meets two or less factors ï eligible to receive annual aggregate  award 
up to $20.000 

 
Reimbursable Training Expenses will be limited to: 
 

a. Instructorsô/trainersô salaries 
b. Tuition 
c. Curriculum development 
d. Textbooks/manuals 
e. Materials/supplies 

 
SECTION #3 - INDIVIDUAL SCHOLARSHIP ACCOUNT (ISA) SYSTEM 
 
OBJECTIVE 
 
WorkSource has developed its Individual Scholarship Account (ISA) system to 
encourage and promote high wages.  The RTOL will serve as the catalyst for 
establishing approved occupational training programs in Region 8. As such, 
WorkSource has established a philosophy of emphasizing High Skill/High Wage 
as the primary benchmark to establish a fair market value for investment in 
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training programs and incentive performance payments to training providers. 
Further, it is the intent of the WorkSource to increase the offerings available to 
WorkSource customers to maximize customer choice. 
 
POLICY 
 
When appropriate it will be the policy of WorkSource to deliver vocational skills training 
to adults, regardless of funding source, through an Individual Scholarship Account (ISA) 
process.  All customers must show evidence of pursing training funds from all sources 
for which they may qualify.  Should the customer qualify for funding from multi-program 
sources, priority of use will be: 
 

a. Pell Grants and other scholarships such as Montgomery GI Bill (See Pell Grant 
Policy 2000 - #7); 

b. WorkSource partner funding; 
c. TANF funds; 
d. Dislocated Worker funds; 
e. Adult Worker funds. 

 
ISAôs are the mechanism under the federal Workforce Investment Act (WIA) and the 
Florida Workforce Innovation Act for providing eligible customers with a scholarship 
account to access training programs through approved training providers in a demand 
occupation.  ISAs will not be revised to include new training beyond the course of study 
approved in the original application process.  Should a customer desire additional 
training they may re-apply for a new scholarship.  Prior to consideration for a new 
scholarship, the customer must complete a waiting period of not less than one year that 
is comprised of unsubsidized gainful employment that was directly related to the first 
occupational skills training funded through the ISA system.  
 
To be eligible for an ISA, an individual customer must at a minimum: 
 

a. Be unable to find suitable employment with existing skills and/or academic 
credentials as evidenced through unsuccessful placement while actively 
participating in both core and intensive services offered through the WorkSource 
Career Service system.  Suitable employment is defined as an occupation which 
pays at least $25 per hour for Adults and 80% layoff wage replacement for 
Dislocated Workers.  Not be eligible to receive other training assistance (i.e. Pell 
grant, scholarships) or, if received, the additional funding is not sufficient to cover 
training costs; 

b. Through assessment be determined to be appropriate for and able to complete 
the chosen employment training program; 

c. Select a training program that is linked to a demand RTOL occupation in the 
local area and make a commitment to seek employment in the field once trained; 
and 

d. Select a training provider from the WorkSource approved list; 
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e. Give evidence that they have the financial resources to cover all other living 
expenses and complete the training period without support from WorkSource; 
and, 

f. Receive a favorable recommendation from the WorkSource Career Center 
Scholarship Committee. 

 
Once awarded the customer may access his/her ISA account for a period identified in 
the scholarship award.  This period will be limited to no more than 24 months and is 
contingent upon funding availability and satisfactory progress.  Satisfactory progress is 
defined as the completion of all authorized course work and maintaining of a 3.0 or 
better GPA on a 4.0 scale.  The customer must carry a full-time student schedule as is 
defined by the educational/training institution as is appropriate for the training course of 
instruction.  Any deviation from a full time schedule of training will require prior approval 
of the WorkSource Vice President or designee.   Extensions to the 24-month cap also 
require well-documented justification and the prior approval of the WORKSOURCE 
Vice President or designee. 
 
Priority for ISAs will be given to vocational and technical programs lasting not more 
than 12 consecutive calendar months. Two-year and four-year degree programs not on 
the RTOL will be considered on a case-by-case basis consistent with local labor market 
demands, and will necessitate a bona fide offer of employment that includes the starting 
salary and employer tax ID number.  Four-year degree programs will only be 
considered if a customer has sufficient academic credit to complete the degree in 30 
credit hours or less.  In no instance will WorkSource fund more than two years of a 
customerôs post-secondary education.  Exceptions to these limitations require well-
documented justification and the prior approval of the WorkSource President or 
designee. 
 
All ISAs will be categorized using a fair market value based on potential earnings upon 
entering employment. Training programs with the potential of higher earnings will have 
a larger amount of allowable investment than those earning less. The thresholds for 
allowable investment will be limited in two ways: 

a. The most cost effective price for the chosen occupational training available 
through the WorkSource approved training vendor list.  Effectiveness of cost will 
be based on tuition, books, and other required incidental costs.  If applicable, the 
length of time for which support services and travel costs are required will also 
be calculated as part of the total cost; and,   

b. Potential earnings as articulated in the following two tiers: 
 

1. Tier 1 will be for occupations earning at least $10.56 per hour starting hourly 
wage and a mean wage of $13.00 per hour. The maximum investment 
amount for these occupational training programs is the actual cost of tuition, 
books and training fees up to $6,000.  

2. Tier 2 will be for occupations earning at least $13.00 per hour starting hourly 
wage (High Skill/High Wage) and a mean wage of $20.38 per hour. The 
maximum investment amount for these occupational training programs is the 
actual costs of tuition, books and training fees up to $7,000.  
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Exceptions to these thresholds must be approved in advance by WorkSource.  
Supportive services are defined in FCWD Policy 2009-01. The customer may wish to 
choose a vendor whose costs exceed the value of the ISA.  In those cases the 
customer must prove that they have adequate financial resources to fund the difference 
in cost.  WorkSource will only reimburse the training vendor when they have provided 
sufficient proof, in the form of written notification from the training vendor, that the 
customer has paid the differing costs. 

 
SECTION #4 ï SHORT-TERM PRE-VOCATIONAL TRAINING 
 
OBJECTIVE 
 
To allow for an alternative list of training program offerings for programs that do 
not meet the State mandated minimum wage threshold or demand threshold to 
appear on the Occupational Demand List or the provider is determined not to 
meet ISA requirements. 
 
POLICY 
 
Short-term pre-vocational training programs will be categorized as programs that do not 
meet the State mandated minimum wage threshold or demand threshold to appear on 
the Occupational Demand List or the provider is determined not to meet ISA 
requirements.  All additions to the Short-term Pre-vocational Training List will be at the 
discretion of WorkSource.  Short-term pre-vocational training programs will be procured 
as needed and these programs will not be eligible for an incentive bonus.   
 
Short-term pre-vocational training programs will be based on customer need.  Pre-
vocational training programs for the purpose of this policy are defined as training 
needed by customers in preparations to begin a specific vocational training.  Customers 
will be limited to a course of training that totals no more than 30 contact hours.  The 
maximum investment amount for short-term pre-vocational training is the actual cost of 
tuition, books and training fees up to $1500. 
 
Customers bear the responsibility of researching and documenting short-term pre-
vocational training providers and programs.  Documentation of the validity and 
performance of the provider will be required.  This may include proof of accreditation, 
information from the companies that have hired provider graduates, and information 
from individuals who have graduated from the providerôs facility/institution.  The 
customer in consultation with a career counselor, and with subsequent approval by the 
Center Director, will choose training providers based on price, availability and 
convenience of classes and location. 
 
 

SECTION #5 ï OCCUPATIONAL SKILLS TRAINING PROVIDER SELECTION 
 
OBJECTIVE 
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WorkSource is committed to open and competitive procurement of services to 
the fullest extent possible in providing workforce development in Region 8.  
Through requests for qualifications, proposals and bids, providers within and 
outside the community have the opportunity to compete to meet the needs of 
WorkSource customers.  Decisions on procurement are guided by our 
commitment to provide quality services and maintain high levels of customer 
choice and satisfaction.  WorkSource recognizes that customer needs and goals 
may from time to time necessitate an alternative method of selection. 
 
POLICY 
 
All occupational skills training providers will be procured through a competitive 
procurement process in order to qualify for vouchers under the ISA system or to be 
considered as a Short-term Pre-vocational Training provider.  At a minimum, 
WorkSource will use the following considerations in developing a prospective vendor 
list for the purpose of determining an eligible occupational skills training provider: 

 
a. Effectiveness of the training provider in delivering comparable or related training 

based on demonstrated performance, in terms of the likelihood of meeting 
performance goals, cost, quality of training, and service to targeted customers. 
 

b. Willingness of the training provider to enter into agreements, establish linkages 
with other appropriate human service agencies, and provide discounted tuition or 
offer scholarships as evidenced by such activities as the on-site availability of no 
cost mentoring, tutoring services and placement services, cooperation with 
WorkSource staff to access the institutionôs own grants-in-aid offerings, waiving 
of costs associated with selected fees, and similar supports.   

c. Willingness of training provider to make arrangements with WorkSource or its 
designee on the utilization of other training assistance (i.e., Pell Grants, 
scholarships, etc.) and reimburse WorkSource the amount equal to the 
assistance used for tuition, books, fees, supplies and training material when 
subsequent awards are used for those purposes. 

d. Availability of occupational skills training programs that provide a level of skills 
sufficient to meet the demands of the local labor market. 

e. Assurance that funding an occupational skills training program will not duplicate 
facilities or services available in the area.  Exception will be made where it is 
demonstrated that alternative services or facilities would be more effective or 
more likely to achieve performance goals. 
 

For a training institution to qualify as an ISA provider, it must be an institution of higher 
education as defined in Section 1201(a) of the Higher Education Act of 1965 (20 USC 
1141(a)) or a proprietary institution of higher education as defined at Section 481(b) of 
such Act (20 USC 1088(b)), or an organization eligible to provide educational services 
and licensed by the State Board of Non-Public Career Education as authorized in 
sections 246.201-246.31, Florida Statutes.  Additionally, the training institution must 
comply with all ISA requirements contained in the Florida Workforce Innovation Act and 
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subsequent state policy.  All other training institutions will be considered short-term pre-
vocational training providers. 
 
Occupational skills training providers may submit an application for review at any time 
during the year.  Additionally, WorkSource will annually call for eligible training 
providers to submit training programs for consideration.  All occupational skills training 
provider agreements are executed through June 30 each year.  
 
All applications received from vendors who meet the qualifications outlined in the 
application will be selected for placement on the ISA training providers vendor list. 
 
A site visit may be conducted for those training providers to determine the adequacy of 
equipment and facility, level of staff knowledge, and ability to provide the training as 
described in the application.   
 
Should WorkSource find the need to contract for occupational skills training, open and 
fair procurement will be conducted to identify those deemed to be the most 
advantageous.  Agreements may be negotiated and renewed annually, at the discretion 
of WorkSource.  These agreements will not obligate the WorkSource or its contractors 
to make referrals, as customers will make training selections from performance based 
consumer reports.  Referrals will only be made when it is in the best interest of the 
customer and WorkSource. 
 
Occupational skills training providers who have an executed training agent agreement 
currently on file are required to annually submit a request for continuation that includes 
updated tuition and training costs, performance information, and proof of FETPIP 
reporting requirements.  The deadline for submitting these documents to WorkSource 
will be in correlation with the annual agreement execution.   
 
The procurement process will be completed when all agreements have been negotiated 
and executed, or when offers to negotiate have been withdrawn by WorkSource.  
WorkSource will monitor each training provider in accordance with the agreement.   

 

CANCELLATION OF INDIVIDUAL TRAINING AGREEMENTS 
 
This statement of policy and some or all categories under it may be cancelled or 
changed, in whole or in part, by WorkSource at any time and without notice, effective 
immediately or at such time as WorkSource may determine.  Exceptions may be made 
to this policy by WorkSource when doing so is in the best interest of WORKSOURCE or 
its customers.  No contractor or service provider of WorkSource is authorized to offer 
assistance different from or in addition to the assistance described in this statement of 
policy, except as such authority may be expressly granted in this statement of policy. 
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Local System Infrastructure 
 
 
IV.A. 
 
Current Board Membership ï Please see Attachment 1. 
Fiscal Agent Design/Administrative Entity/One-Stop Operator-Please see Attachment 2. 
 
IV.B. Competitiveness Process for Awards to Service Providers 
 
FCWD will utilize the Grievance Policies as detailed in Section V of the First Coast 
Workforce Incorporated Administrative Plan for all procurement protest procedures. 
 
IV.B.1. Records Management 
 
Records will be maintained for a three year period after the end of the resulting 
contracting period to trace each service provider procurement process.  These records 
shall include documentation to explain the rationale for the method of procurement, 
contractor selection or rejection, cost/price analysis, and the basis for the contract price. 
 
Rationale for Procurement Method.  For competitive procurement, the Request for 
Proposal, which describes the procurement process, will be kept on file for each 
procurement.  Rationale for all non-competitive procurement will be documented 
according to applicable regulations. 
 
Contractor Rejection or Selection.  The evaluation criteria will be kept on file for each 
procurement, including the individual evaluation forms completed for each proposal 
submitted.  Also kept on file will be copies of any correspondence sent to service 
providers regarding the procurement. 
 
Basis for Contract Price.  The service provider proposal, cost price analysis and 
contract will serve as the basis for documentation of the contract price.  Any 
miscellaneous correspondence regarding proposed costs will also be maintained in the 
appropriate file. 
 
IV.B.2. Contract Signature Authority 
 
The President, his designee or the Executive Board Chair of the FCWD are the only 
official individuals authorized to sign and execute contractual agreements and 
modifications.  The President is also authorized to terminate any contractual 
agreement. 
 
IV.B.3. Code of Conduct /Standard of Conduct/Conflict of Interest ï 
Award/administration of contracts 
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FCWD adheres to the standard of conduct/conflict of interest governing the 
performance of employees, officers and contractors engaged in the award and 
administration of contract as prescribed by the Florida Commission on Ethics, Guide to 
the Sunshine Amendment and Code of Ethics for Public Officers. 
 
No staff, regular or temporary, or authorized agent, FCWD board member or officer 
shall bid to provide service, participate in or cast a vote in the selection of or in the 
award of a contract if a conflict of interest, real or apparent, is involved.  Such a conflict 
would arise when the individual (employee, agent, FCWD member or officer), or any 
member of the individualôs immediate family, the individualôs partner, or an organization 
which employs or is about to employ any of the above, has a financial or other interest 
in the firm or organization selected for award.   
 
No employee or authorized agent, FCWD member or officer shall solicit or accept 
gratuities, favors or anything of monetary value from contractors, potential contractors 
or parties to any sub-agreement. 
 
Control for conflict of interest is exercised through the FCWDôs procurement process.  
Proposals are evaluated by a team of staff using a point system based on evaluation 
criteria published in each Request for Proposals or sealed bids, with recommendations 
submitted to the Executive Board or full Board of Directors.  The FCWD Executive 
board makes final funding decisions. 
 
FCWD fully adheres to Workforce Florida Inc. Contracting Policy, effective August 18, 
2011, and all applicable state and federal laws and regulations regarding contracts 
between FCWD and FCWD Board members.      
 
IV.B.4. Purchase Thresholds 
 
The following monetary thresholds have been established by FCWD for procurement of 
goods and services:  (1) purchase price up to $10,000: no quotations are required; 
Purchase Orders are not required for purchases of single unit less than $2,500.  FCWD 
may generate purchase order for items of single unit less than $2,500 as a means of 
monitoring outstanding obligations. (2) Purchase price between $10,000 and $50,000: 
three telephone quotations are required; (3) purchase price between $50,000 and 
$100,000: three written quotations are required; and (4) purchase price over $100,000: 
advertisement for competitive request for proposals or sealed bids are required.  
 
IV.B.5. Method of Procurement 
 
To the extent practicable, service providers for Region 8 will be selected competitively 
in accordance with the standards established in Federal Circulars governing the 
financial operation of FCWD.  Non-competitive, or sole source procurement shall be 
minimized, but may be authorized if justified. 
 
Upon receipt of proposals by the published deadline, FCWD staff will review, rate and 
prepare summary recommendations for the FCWD Executive Board for funding levels 
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in excess of $500,000.  Exceptions to this threshold will be made when there is a 
potential for conflict of interest as outlined in the Workforce Florida Inc. Contracting 
Policy, effective August 18, 2011, and all applicable state and federal laws and 
regulations regarding contracts between FCWD and FCWD Board members.  All 
contracts as specified in this guidance will be taken before the board as stated.    
 
Contracts for all programs will be either cost reimbursement/performance expected or 
fixed unit price, with documentation required for each.  Profit may be built in, at a rate of 
no greater than 10% of the whole, for private-for-profit service providers.  Contracts can 
be renewed on a year-to-year basis, up to the period identified in the original 
procurement.  Renewal will be based on a review of the effectiveness of services 
delivered and continued cost being within the original price analysis.   
 
Where possible, FCWD will utilize federal, state and local government approved 
contracts and SNAPS agreements for the purchase of equipment, goods and services. 
 
The following contractual services and commodities are not subject to the competitive 
sealed bid requirements of this section:  

a. Artistic services.  
b. Academic program reviews.  
c. Lectures by individuals.  
d. Professional services to include Legal services, including attorney, paralegal, 

expert witness, appraisal, or mediator services, monitoring, evaluative and 
consulting.  

e. Health services involving examination, diagnosis, treatment, prevention, medical 
consultation, or administration.  

f. Services provided to persons with mental or physical disabilities by not-for-profit 
corporations which have obtained exemptions under the provisions of  s. 
501(c)(3) of the United States Internal Revenue Code or when such services are 
governed by the provisions of Office of Management and Budget Circular A-122. 
However, in acquiring such services, the agency shall consider the ability of the 
contractor, past performance, willingness to meet time requirements, and price.  

g. Medicaid services delivered to an eligible Medicaid recipient by a health care 
provider who has not previously applied for and received a Medicaid provider 
number from the Agency for Health Care Administration. However, this exception 
shall be valid for a period not to exceed 90 days after the date of delivery to the 
Medicaid recipient and shall not be renewed by the agency.  

h. Family placement services.  
i. Prevention services related to mental health, including drug abuse prevention 

programs, child abuse prevention programs, and shelters for runaways, operated 
by not-for-profit corporations. However, in acquiring such services, the agency 
shall consider the ability of the contractor, past performance, willingness to meet 
time requirements, and price.  

j. Training and education services provided to injured employees pursuant to 
Florida s. 440.49(1).  

k. Services or commodities provided by governmental agencies. 
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l. Continuing education events or programs that are offered to the general public 
and for which fees have been collected that pay all expenses associated with the 
event or program are exempt from competitive sealed bidding.  

m. If less than two responsive bids or proposals for commodity or contractual 
services purchases are received, FCWD may negotiate on the best terms and 
conditions. FCWD shall document the reasons that such action is in its best 
interest in lieu of re-soliciting competitive sealed bids or proposals. 

 
IV.B.6. Selection of Service Providers 
 
FCWD will take necessary affirmative steps to assure that minority firms, womenôs 
business enterprises and labor surplus area firms are used when possible; including 
dividing total requirements of the procurement action, when economically feasible, into 
smaller tasks or quantities to permit maximum participation and establishing delivery 
schedules, where the requirements permit, which encourage participation by small and 
minority business and womenôs business enterprises. 
 
The primary consideration in the selection of service providers shall be the 
effectiveness of the agency or organization in delivering comparable or related services 
based on demonstrated performance, in terms of the likelihood of meeting performance 
goals, cost, quality of training, and characteristics of customers.  
 
Consideration shall be given to proposals submitted by public educational agencies and 
community based and minority organizations; however, this consideration shall in no 
way prevent the FCWD from choosing alternative organizations to provide services. 
 
Requirements and other factors used in the proposal evaluation process for submitting 
a bid will be outlined in each Request for Proposal or sealed bid.  Factors used in the 
proposal evaluation process will include, but not be limited to: 
 

a. Demonstrated ability, including consideration as to whether the organization has 
adequate financial resources or the ability to obtain them. 

b. A satisfactory record of integrity, business ethics and fiscal accountability. 
c. Necessary organizational experience, accounting and operational controls. 
d. Programmatic design. 
e. Reasonableness of cost. 

 
Ability to Perform.  A determination will be made by staff and the Board of whether a 
potential service provider has the means and resources to operate the proposed 
program.  
 
Record of Past Performance.  Requests for Proposals include a questionnaire, which 
must be included with each proposal, on the agency background and administrative 
ability.  In the evaluation of proposals, points are awarded based on previous 
experience and success in operating the same or similar employment and training 
activities. 
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Technical and Financial Resources.  The FCWD staff will analyze service provider 
technical and financial resources.  A copy of the proposer's most recent audit is 
required for those proposing organizations that have not contracted with the FCWD or 
demonstrated satisfactory performance within the past two years.  
 
Controls for Avoiding Duplication of Services. FCWD reviews all proposals in order to 
reduce duplication of facilities or services available in the area.  
 
IV.B.7. Reasonableness of Cost 
 
In Region 8, the reasonableness of cost for goods and services is determined by 
different criteria such as: 
 

a. Comparison of competitive price quotations. 
b. Comparison of prior quotations and contracts with current quotations for the 

same or similar training. 
c. Analysis of services or products offered. 
d. Comparison of prices on published price lists with published market prices of 

commodities, together with discount schedules. 
e. Comparison of proposed prices with independent estimates of cost developed 

within Region 8 (cost price analysis). 
 

As part of the proposal review, FCWD staff will evaluate the reasonableness of 
cost/price for the program.  This analysis is done using a cost and price analysis 
worksheet that analyzes each cost based on units, amounts, rates, or other.  Items 
impacting program cost may include such factors as complexity of the service to be 
performed, the risk borne by the service provider, the target population to be served 
and length of training.  
 
A cost or price analysis will be performed with every service provider procurement 
action, to include modifications, as described above. 
 
IV.B.8. Procurement Files 
 
All documentation detailing the historical process of a specific procurement action will 
be maintained in a procurement file and maintained for a minimum of three years after 
the end of the contract. 
 
A procurement file for Request for Proposals (RFP) and Request for Quotes (RFQ & 
sealed bids) will be maintained in the fiscal office. 
 
IV.B.9. Protest Procedures 
 
See the Administrative Plan, Section V, Grievance Procedures. 
 
 
IV.B.10. Contract Management 
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A FCWD staff member is assigned as the contract manager to each executed contract.  
The contract manager will provide ongoing oversight, technical assistance and quality 
assurance.  Each contractual agreement requires the contractor to submit monthly 
contract customer reports and monthly requests for payment.  The contract manager 
will review and monitor the contract performance in accordance with the contractual 
agreement and identify corrective measures to be taken, if required. 
 
Monthly Request for Payment. Each contractor is required to provide all supporting 
documentation necessary to justify payment for services rendered.  Additionally, the 
contractor is required to maintain all supporting documentation on file for easy access 
by the contract manager, monitor or other authorized parties.  Each contract will specify 
a date, i.e. by the 10th working day, which the monthly invoice will be due to FCWD.  
Failure to meet this deadline without FCWD approval may cause a loss of 
reimbursement. 
  
IV.B.11. Contract Files 
 
A permanent contract file will be maintained for each contract and will contain 
documentation of all actions relating to the administration of the contract.  Contract files 
will be maintained for a minimum of seven years. Each contract file will contain, at a 
minimum, the following documentation: 
 
Original signed and executed copy of the contractual agreement, to include statement 
of work and all attachments. 
 
Original signed and executed copy of all approved contract modifications, if applicable. 
 
IV.B.12. Contract close-out Report 
 
Each contractual agreement requires providers to submit to FCWD a contract closeout 
report and program income report within forty-five days of contract termination. The 
closeout report will summarize all contract expenditures during the contract, as well as 
provide an inventory of all property purchased under the contract which is valued at 
$5,000.00 or more.  The contract manager will review the report before final payment is 
issued to contractor. 
 
Please see Attachment 8. for the full Local Administrative Plan. 
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V. Overview of the WorkSource Career System 
 
V.A.1. Career System Distinctions  
 
WorkSource was formed in 1996 through a consolidation of the Northeast Florida and 
Jacksonville Private Industry Councils (PICs). WorkSource administers and monitors 
training and service contracts with a variety of publicly -funded and private 
organizations. Its most visible components are the service providers which interact with 
the public: WorkSource Career Services provides direct service to job seekers and 
program clients, and is located in 8 ñOne Stopò sites 
and 21 satellite sites, and 134 access points throughout the  
region.  The WorkSource Career Center System is  
led by a Consortium of 7 career service partners.   
As fully described in Attachment 3.B., of this  
document, the partnership provides dynamic 
leadership to WorkSource and is a  
representative partnership of both business  
and public service agencies.   
 
WorkSource Business Services interacts with 
the business community, and operates a 
regional job bank and service center in 
downtown Jacksonville, as well as stationing 
business marketing representatives in each of 
the Career Service sites. 
 
First Coast Workforce Development (FCWD) operates 
almost as a ñparent companyò might in the business 
world.  Its name may not be recognized by its customers,  
since they deal daily with one of the service providers at 
a WorkSource site, and the WorkSource name has more name-brand recognition. 
FCWDôs challenge is to promote its work in the business and economic development 
community. Many of the projects and services funded and administered by FCWD are 
comprised of partnerships among public agencies and other companies, each of which 
has a unique identity.  A truly effective career service system must go beyond the 
simple co-location of programs, personnel, resources and agencies.   
 
The WorkSource system offers customer service by providing step-by-step employment 
and re-employment plans.  For many customers this may simply mean access to job 
listings, while others may require skill and aptitude evaluation, job search assistance, 



 64 

Income Growth Strategy

JobJob

AdvancementAdvancement

Registration,Registration,

Assessment,Assessment,

Career PathCareer Path

ImmediateImmediate

PlacementPlacement
SkillsSkills

UpgradeUpgrade

adult education, job trainin g, postsecondary education or registered apprenticeship. 
Some may require temporary financial assistance, needs based payments or supportive 
services.   
 
V.A.2. Pooled Resources 
 
The challenge of operating the WorkSource System is in the management of a wide 
variety of resources with purpose of crafting a product which integrates the full array of 
employment and training services available here on the First Coast. The success of the 
system has been evident in the full integration of a wide -variety of programs, such as, 
Job Corps, Migrant Seasonal Farm Workers (MSFW), Workforce Investment Act (WIA), 
Trade Adjustment Act (TAA), Welfare Transition (WT/TANF) and Food Stamps 
Employment and Training (FSET).  The strategy is designed to blend separate 
programs and funding streams, providing single points of access to workforce services 
for both employers and job seekers. Our locally developed memorandum of 
understanding (MOU) is the keystone of service integration in this environment. 
Agreements have been developed with all required partners as well as additional 
volunteer partners.  
 
As seen in our review of the local economic and labor market conditions, Northeast 
Florida was particularly hard hit during the current recession.  Customers qualifying for 
the wide range of funded targeted services are able to access employment and training 
activities through WorkSource centers and access points located throughout Region 8.  
Core services are provided to all citizens of the region by pooling resources from the 
Workforce Investment Act, Trade Adjustment Act, Wagner -Peyser, and other funding 
streams.  Intensive and training services are provided to those citizens meeting the 
criteria for such services. 
 
INNOVATIVE STRATEGIES FOR 
JOB SEEKERS: 
 
Many of the Job Seekers we serve, 
particularly those who qualify for 
MSFW, TAA, TANF, FSET, veterans 
and Wagner-Peyser services, do 
not have the skills needed to reach 
economic self-sufficiency, nor do 
they have the financial resources 
that would allow then to attend 
training on a ful l time basis.  Our 
proven solution is a dynamic 
approach we call the Income 
Growth Strategy . This tactic 
involves the design of a planned 
sequence of service interventions, 
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which simultaneously target both the needs of the job seeker in the larger context of 
serving our business customer.  The model embraces incremental income and skill 
growth achieved through labor market advancement over identification of a ñjob goalò 
for the employment -seeking customer.  Understanding natural career paths that exist 
within our local labor market targets the solicitation of job vacancies.  Staffs are no 
longer assigned to specific tasks but rather are integrated into team -based approaches 
that remove barriers to partnership activities.   
 
The goal of a system using the income growth approach relates to planned increases in 
income and skills over time. This is in contrast to the goal of a program that is only 
concerned with placing the job seeker into employment.  When workers learn on the 
job there are no additional support ive service costs as the training takes place during 
normal work hours.  
 
MOBILE ACCESS POINTS ï DELIVERING SERVICE AT THE POINT OF NEED:  
 
WorkSource has developed 
and deployed a service 
delivery system that utilizes 5 
mobile access point teams to 
take our assistance to the 
point of need.  Each group, 
comprised of a team leader 
and three Career Associates, is 
supported by a scheduler and 
numerous employment 
workshop trainers.  Each of 
the 5 vehicles are outfitted 
with 25 wireless-enabled 
laptops, marketing displays 
and other materials that support staff as they regularly visit our community partner 
facilities throughout the region.  Providing the same labor exchange services that a job 
seeking customer can receive in our Career Centers, the system is both cost effective 
and flexible.  We can offer assistance in 5 different places for up to 25 customers, or 
combine our teams to provide services for up to 125 customers at the same time.  To 
date, ACCESS Points has provided services to 34,677 customers in 2478 locations. Our 
newest addition is a mobile team that targets services to our veteran community.  
 
TICKET TO WORK - TARGETED SERVICES FOR CHALLENGED JOB SEEKERS: 
 
WorkSource is an Employment Network provider under the Ticket to Work  program; 
in fact we are one of the few workforce boards across the nation that offers this service 
to the challenged job seeking community.  The Ticket to Work program provides Social 
Security beneficiaries ñreal choice in obtaining the services and technology that they 
need to find, enter, and maintain employmentò by expanding the universe of service 
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providers.  Many people receiving disability benefits from Social Security want to work, 
and are able to work, however they may face a number of significant barriers that 
prevent them from reaching their goals.  Under the Ticket to Work program, the Social 
Security Administration issues a ticket to Social Security Disability Insurance (SSDI) or 
Supplemental Security Income (SSI) recipients. As a voluntary program, each person 
who receives a Ticket to Work has the option of using his or her ticket to obtain 
services from a provider known as an employment network (EN). ENs provide, without 
charge, employment services, vocational rehabilitation services, and other support 
services to assist in obtaining self -supporting employment. 
 
EMPLOYED WORKER TRAINING ï THE JUST-IN -TIME SKILLS UP -GRADE 
TRAINING SYSTEM:  
 

 
 

 
The Skills Up -Grade Training System  has been designed to provide new and 
existing businesses a means of offsetting the cost of employee skills upgrade training.  
Through this customer driven program WorkSource partners with business to provide 
training to existing employees.  As part of the Income Growth Strategy we make every 
effort to first place a job s eeker in gainful employment. WorkSource adopted Skills Up-
Grade Training as the preferred method of occupational skills instruction.  Data has 
consistently shown that this strategy has provided the greatest return on investment in 
terms of cost effectiveness and wage growth. As a post placement strategy 
WorkSource provides Skills Up-Grade Training to employed workers. 
 
INNOVATIVE STATEGIES FOR OUR BUSINESS CUSTOMERS:  
 
WorkSource has realized that to effectively serve the 40,000+ businesses on Floridaôs 
First Coast we must target services to the expectations of the business community.  To 
facilitate this change we have segmented our services to business in a 3 tiered offering.  
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The following is a list of the services and products related to each of the busine ss 
customer levels: 
 

1. Premier Accounts 
 2. Key Accounts 
 3. Business Accounts 
 
This system allows WorkSource to prioritize business services, which are often delivered 
with limited resources.  The points system ensures that small businesses that may offer 
great employment potential get the same premier service as larger companies.  The 
system is also closely tied to the economic development goals and targeted industries 
of the area, strengthening partnerships and enhancing the regional growth efforts.  
 
THE BUSINESS RELATIONSHIP DELIVERY SYSTEM  
 
What does it mean that 
ñBusiness is our 
customer?ò  It means we 
are a demand driven 
workforce system; we 
work on behalf of 
business, which creates 
jobs.  Workforce 
development is a vital 
component of economic 
development.  Business 
cannot grow, or even 
survive, without workers, 
which are its lifeblood.  
 
Our jobseekers are the 
product we deliver.  Itôs our job to understand the market, and know what business 
needs - what the demand is.  Itôs also our job to know our inventory, make sure it has 
received the proper preparation (which in our case, may be training or employability 
skills) and that we help connect the business community with our workers in the most 
efficient and user-friendly way possible. 
 
The Relationshi p Management Plan is a consolidated marketing, relationship 
management, and business service plan. The plans for each center are rolled up into a 
comprehensive regional plan that allows centers and regional staff to coordinate their 
efforts and share good ideas. As part of this concept, each WorkSource employee has a 
vital part to play in the delivery of services to our business customer.  As the chart on 
the previous page displays, each member of the WorkSource family understands where 
they fit into the se rvice scheme, and how their work impacts other WorkSource 
employees, and ultimately our business customers. 
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The adoption of this strategy has resulted in the effective coordination of our service 
efforts.  Just as the chart visually demonstrates, no team stands alone, but each group 
overlaps and shares team members.  This means that the teams communicate about 
supply and demand, both formally and informally. It means not duplicating our efforts 
or communication with the customer.  It also means making sure  we donôt give 
conflicting messages, verbally or in our written communication. It means carefully 
reviewing marketing materials, both inside and outside the center for consistent 
messaging and graphics. It means that we plan our marketing efforts strategic ally and 
share the plans and information we gather.   
 
INNOVATIVE STATEGIES FOR OUR VIRTUAL CUSTOMERS:  
 
Over 2 years ago WorkSource conducted an internal study of its customer base.  What 
we were surprised to learn was that a growing number of customers wa nted to use 
web based services.  In fact, 56% of the respondents told us that they would prefer to 
exclusively use on-line services, if they were available.  Further, when we looked at the 
demographics makeup of these customers we found that they were new to our system 
with better educational and work experience backgrounds. 
 
With this imperative in mind we have totally revamped our website so that it provides a 
packaged service offering specific to the needs and status of our job seeking and 
business customers.  Many of our services have been brought online, creating a virtual 
career center thereby enhancing the values of the website.  This new platform allows 
users to create their own personalized program for success.   
 
V.A.3. Operating the WorkSource Career Center System  
 
In compliance with Section 121 (A) (ii) of the Workforce Investment Act, W orkSource 
has selected seven (7) WorkSource partners to provide one-stop operator services.  
The WORKSOURCE CAREER SERVICES ADVISORY COUNCIL consists of  Cornerstone ï 
(the regional economic development partnership), the Department of Children and 
Families, Experience Works, the First Coast Manufactures Association, the Florida 
Staffing Association, Inc. ï Jacksonville Chapter; Lutheran Social Services, Inc. and 
Small Business Development Center.  In seeking to be proactive in the implementation 
of an integrated one-stop system, the Memorandum of Understanding between 
WorkSource and the consortium is compatible with both the letter and spirit of the 
Workforce Investment Act of 1998.   
 
V.A.4. Integration ï Please see response to V.A.2. 
 
V.B. MAINTENANCE OF ELIGIBLE PROVIDER LIST 
 
V.B.1. Process for Maintaining/Updating the Eligible Training Provider List 
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WorkSource maintains an open and on-going application process for training vendors 
who wish to apply to become a Regional Eligible Training Provider.  The application is 
primarily used to screen training vendor applicants who wish to provide services under 
the Workforce Investment Act, but also may be used to screen trainer eligibility for 
other funding sources.  The application is available through our website or we will mail 
a copy to the applicant upon request.  Upon receipt the application is review in 
compliance with our Occupational Skills Training Policy, (see Section III.D. Targeted 
Occupations), and if it meets the qualifications defined on the document the applicant 
is included on the Training Vendors list.  The Eligible Training Provider list is posted and 
updated as needed on our website: www.WorkSourcefl.com and internally for all staff 
on the intranet portal.  
 

 
First Coast Workforce Development, Inc. 

 

TRAINING PROVIDER AGREEMENT 
 
 
 
 

Name of Provider:     
 
  
Street Address:                      
 
 
City, State, Zip Code:    
 
 
Contact Person:           
 
 
Email:    
 

 
Phone Number:   
 

 
This agreement is entered into between the regional workforce development boardôs 
administrative entity, First Coast Workforce Development, Inc., hereinafter referred to 
as ñFCWDò; and the Training Provider indicated above, hereinafter referred to as 
ñProviderò.  
 
Pursuant to the 1998 Workforce Investment Act (WIA), section 134(d)(4)(D): Title I adult 
and dislocated worker training services must be acquired through the use of  Individual 
Training Accounts, hereinafter referred to as ñIndividual Scholarship Accountsò (ISA). 
ISAôs can be used to access training only from eligible training Providers whoôs 

http://www.worksourcefl.com/
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programs have been placed on the ñState Listò of Eligible Training Providers and 
approved training programs. Each Nonpublic Training Provider placed on the ñState 
Listò must be licensed by either the State Board of Independent Colleges and 
Universities or the State Board of Nonpublic Career Education; and, participate in the 
Florida Education and Training Placement Information Program (FETPIP).  
 
In response to requirements cited above, FCWD and the Provider establishes this 
agreement of functional interface in regard to Referrals/Enrollment, ISA Administration, 
Licensure, and FETPIP Participation as highlighted below. 
 
Provider must be eligible to participate in Federal Financial Aid including PELL 
coverage.  Any training course of study offered must be eligible for PELL grant funds.  
Exceptions will only be made for courses of study that lead to in-demand jobs that are 
included on the Regional Targeted Occupation List and are not eligible for PELL grant 
funding due to class length.  
 
I. REFERRALS / ENROLLMENT  
 

A. FCWD AGREES to: 

 

1. Refer, via the One-Stop manager, WIA program Title I adult and dislocated 

worker participants, for training in targeted occupation list courses and/or 

programs offered in the Providerôs program catalog that is or was active on the 

participants initial enrollment date. 

Pursuant to the provisions of WIA, section 134(d)(4)(D), each participant must 
select an eligible Provider of his/her desired training. Therefore, each Provider 
must recognize that FCWD will not establish nor offer any assurance of a 
specific number of referrals.   

 
2. Ensure that a One-Stop case-manager contact is maintained for each WIA 

program participant referred. 

 
 

B.  PROVIDER AGREES to: 
 

1.  Enroll referred WIA program participants according to its standard enrollment 

policy; and ensure that no remuneration is utilized to attract students.  

 

2. Ensure that WIA participants are enrolled and trained only in approved targeted 

occupation courses and/or program and are limited to the high demand 

occupations list contained in the Regional Targeted Occupations List (RTOL). 
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3. Ensure courses are accredited and are State or nationally recognized so that 

students who graduate and pass certification exams will be eligible for 

employment.  Provider agrees to immediately inform FCWD of changes in its 

accreditation status regarding licensure instructional subject areas, certification, 

accreditation, and certificate or degree requirements.   

 

4. Ensure appropriate internship/externship sites are viable and available for 

student use as required by the training program.  At no time shall Provider place 

responsibility on the student to find their own intern/externship training sites.  

 

5. Provide the One-Stop Case Manager timely end of term and/or program 

completion reports on WIA participantôs performance (Attendance, Grades, etc.). 

 
6. Maintain WIA participantôs enrollment and performance records for a period of 

five years from student graduation or termination from program. 

 

7. Allow authorized FCWD, state or federal staff to monitor classes in which 

participants are enrolled, to interview Provider staff, to view facilities and have 

access to all records pertaining to payments on behalf of participants covered 

under this agreement, consistent with federal and state requirements concerning 

the privacy of student records. 

 

8. Assist participants through their Financial Aid Office, to determine their eligibility 

for PELL grants, scholarships, and other grants of aid.  Provider will provide 

FCWD staff with the amount of the participantsô PELL grant award, or a copy of 

the Student Aid Report or other documentation evidencing that the student has 

been awarded or denied a PELL or other financial aid.  Further, Provider agrees 

to document and provide to FCWD the manner in which the PELL grant or other 

financial aid will be disbursed within thirty (30) days of receipt of the Provider of 

notification of the award. 

 

9. Utilize monies received from PELL grants, scholarships, and other grants of aid 

first to pay for the participants, tuition, books and fees.  Further, the Provider 

agrees that at no time will they apply dollars received from FCWD to the tuition 

and fee costs if the combination of payments (PELL grants, scholarships, other 

grants of aid and FCWD funds) will be in excess of the publicly advertised 

catalogue costs or those submitted as part of this application process.  FCWD 

monies in excess of the publicly advertised costs or those submitted as part of 

this application process will be returned to FCWD within ten (10) days of receipt.      



 72 

 

10. Allow referred participants to retain PELL grants, scholarships, and other grants 

of aid (as allowable by federal, state or grant providing agency or entity) to pay 

for supportive services if they have received a hardship exemption from FCWD.  

FCWD will notify Provider of the hardship exemption status so funds can be 

disbursed to the participant.  Provider will bill FCWD for the agreed upon training 

cost. 

 

11. Notify FCWD if its student Federal loan default rate falls below the threshold, 

which governs PELL eligibility as appropriate. 

II. INDIVIDUAL SCHOLARSHIP ACCOUNT (ISA) ADMINISTRATION 
 

 
A. FCWD AGREES to: 

 
1. Have each participant; referred for enrollment, to present the Provider an FCWD 

officially stamped Letter of Authorization attesting to the availability of ISA funds 

to cover specific program costs listed thereon. 

 
2. Ensure an assessment and coordination of alternate funding sources prior to 

referral. 
 
3. Pay for (as specified in the Letter of Authorization) tuition, fees, books, and 

supply costs identified in the Providerôs program catalog.  A Provider Cost 

Comparison will be performed to determine the lowest cost for the occupational 

training.  This lowest cost is what will be allocated for the studentôs training cost 

up to the maximum ISA funding limits as allowed by FCWD training policy. 

 
4. In the event the customer has already begun training when approved by FCWD, 

training cost must be prorated to reflect the remaining cost ï not the total 

program cost.  This amount will be displayed on the Letter of Authorization 

providing the calculations which determined the cost FCWD will pay for the 

training.   

 
5. Submit payment for Providerôs service invoices within thirty (30) days after 

receipt. 
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6. Maintain in the participantôs record, an Authorization for Release form signed by 

the participant allowing the Provider to share requested student records with 

FCWD. 

  
B. PROVIDER AGREES to: 

 
1. Accept FCWDôs officially stamped Letter of Authorization, as proof of available 

ISA funding.  Pursuant to the provisions of WIA, section 134(d)(4)(D), FCWD will 

not reimburse any Provider for any training provided prior to or after the time 

periods established by FCWDôs officially stamped Letter of Authorization.  

 
2. In the event the customer has already begun training when approved by FCWD, 

the training cost must be prorated to reflect the remaining cost ï not the total 

program cost.  The attached form must be completed showing the cost 

breakdown on the prorated monthly amount and be submitted to the One Stop 

case management staff for processing.   

 
3. Review all free financial aid available with the customer, however, not encourage 

them to apply for any unnecessary aid and/or loans which will in the end result in 

outstanding debt.    

 

4. Jointly define and develop the invoicing process and required support 

documentation (ie: proof of ï Referral, Time & Attendance, Grades, Progress, 

etc.) with FCWDôs Director of Program Services; and, submit invoices 

accordingly. 

 
5. Inform the FCWD Program Manager within five (5) days if a participant drops out 

of training, and process any refund due of unused funds to FCWD within 45 days 

of notice. 

 

6. Ensure that a minimum of seventy percent (70%) of the students enrolled by 

FCWD are placed in training related employment.  Additionally, at the beginning 

of the next renewal period, statistics on the previous yearôs enrollments and 

placements must be provided as part of the renewal process.    

 
7. File course completion and placement information annually with FETPIP, Office 

of the State of Florida, and with FCWD for supported participants.   
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III. LICENSURE / FETPIP PARTICIPATION 
 
 

A. FCWD AGREES to: 

 
1. Provide, upon the Providerôs request, technical assistance in regard to the 

acquiring of Licensure and/or FETPIP Registration.  

 
Please contact Diane Nichols @ 904-798-0060 ext 2013, or training@worksourcefl.com   
  

 
 

B. PROVIDER (Non-Public Only) AGREES to: 

 
1. Pursuant to FS 246.215, a Provider must maintain a current license issued by 

the State of Florida, Commission for Independent Education. 

 
2. Pursuant to WIA 122(d)(1)(A)(I): participate in FETPIP performance information 

data gathering and reporting activities, in order to remain on the State List and 
obtain a subsequent eligibility status next year. 

 
IV.  GENERAL CONSIDERATIONS 
 
A. FCWD and PROVIDER Mutually AGREE to: 

 
1. Ensure compliance with all Anti-Discrimination, Equal Opportunity, and 

Disabilities Laws and Regulations as pertain to service delivery and 

administrative activities during the execution of this agreement. 

 
2. Provide a fifteen (15) day written notice of any change in organizational policy or 

statutorily mandated modifications to this agreement.     

 
3. The parties acknowledge that many student educational records are protected 

by the Family Educational Rights and Privacy Act (ñFERPAò) and Section 

1002.22, Florida Statutes, and that student permission must be obtained before 

releasing specific student data to anyone other than Provider.  Provider agrees 

to provide guidance to FCWD with respect to complying with FERPA. 

 

mailto:training@worksourcefl.com
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FCWD and Public training institutions the following is applicable: 
 
 
4. Either party may terminate this Agreement upon thirty (30) days prior written 

notice to the other party or such shorter period as may be mutually agreed to by 

FCWD and Provider.  Provider will be entitled to receive payments in accordance 

with the conditions set herein for the semester or term in which the participants 

are enrolled through the date of termination.  However FCWD shall not be liable 

for any expenses incurred by the Provider after the effective date of termination 

of the Agreement or any Amendment here to. 

 
5. The Parties hereby agree and understand that all payments are contingent upon 

the availability of federal funds and the continued authorization for program 

activities under the Workforce Investment Act and/ or Welfare Transitions 

Program as applicable based upon the program under which the participant has 

been enrolled.  FCWD may immediately terminate this Agreement if for any 

reason funding is not received.  This agreement shall remain in effect until either 

partner wishes to terminate.  Notice of termination must be received in writing at 

least 30 days prior to the effective date. 

 

6. FCWD may terminate this agreement at any time that it is determined: 

 

a. Provider has failed to provide the course of study as agreed to in this 

document; or, 

b. Provider has failed to comply with Workforce Investment Act or Welfare 

Transition Program requirements affecting PELL or other grants in aid; or, 

c. Provider has failed to take corrective action after being requested to do so in 

writing by FCWD; or, 

d. Course content has resulted in less than seventy percent (70%) of the 

graduating program participants funded by FCWD are not placed into training 

related jobs within six (6) months of graduation and retained in study related 

employment for a minimum of six (6) months. 

 
7. All amendments to this agreement shall be mutually agreed upon by all 

signatories and shall be made in writing.  
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8. All notices required to be given by FCWD under this Agreement shall be 

sufficient when faxed, hand delivered, emailed or mailed to Provider. 

 
B. Indemnification 
 

1. If the Provider is a private not for profit or a private for profit (commercial) entity 

the following indemnification shall apply to this agreement:  Provider agrees to 

be liable for, defend and indemnify FCWD and all of FCWDôs officers, agents, or 

employees against all claims, losses, suits, judgments, or damages, including 

the cost of administrative proceedings, court costs and attorney's fees, arising 

out of any acts, actions, negligence or omissions by the Provider, and its agents, 

subcontractors, or employees, during the performance of this agreement.  Where 

the Provider and FCWD commit joint negligent acts or omissions, the Provider 

shall not be liable for nor have the obligation to defend FCWD with respect to 

that part of the joint negligent act or omission committed by FCWD.  In no event 

shall the Provider be liable for or have any obligation to defend FCWD against 

such claims, suits, judgments, or damages, including costs and attorney's fees, 

arising out of the sole negligent or intentional acts or omissions of FCWD. 

 
2. If the Provider is a state agency or subdivision, as defined in section 768.28, 

Florida Statutes the following indemnification shall apply to this agreement:  Any 

Provider who is a state agency or subdivision agrees to be fully responsible for 

its negligent acts or omissions or tortuous acts that result in claims or suits 

against FCWD, and agrees to be liable for any damages proximately caused by 

said acts or omissions.  In the event that FCWD suffers a loss or damages as a 

result of the Providerôs breach of this agreement, or the Provider's negligence in 

discharging its duties under this agreement for which there is no adequate legal 

remedy available to FCWD, or there are insufficient funds from which the 

Provider can fully compensate FCWD, the Provider agrees to make a good faith 

effort to seek an appropriation from the legislature sufficient to fully reimburse 

FCWD for its' loss resulting from such negligence or, breach of agreement.  

Nothing herein is intended to serve as a waiver of sovereign immunity by any 

Provider to which sovereign immunity applies.  Nothing herein shall be construed 

as consent by a state agency or subdivision of the State of Florida to be sued by 

third parties in any matter arising out of any contract. 

 
3. The Providerôs inability to evaluate liability or its evaluation of liability shall not 

excuse the Providerôs duty to defend and indemnify within seven (7) calendar 

days after such notice by FCWD is given by certified mail.  Only adjudication or 

judgment after the highest appeal is exhausted specifically finding the Provider 
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not liable shall excuse the performance of this provision.  FCWDôs failure to 

notify the Provider of a claim shall not release the Provider of the above duty to 

defend. 

 
4. The Provider agrees that it is independent of FCWD and is not an agent or 

employee. 

 
C. FCWD and Public Training Institutions only:   
 

1.  The parties acknowledge and agree that Provider is a political subdivision of the 
State of Florida.  As such Providerôs performance under this agreement and any 
amendments hereto or attachments herewith, shall at all times be subject to any 
and all Florida laws, Florida regulations and District Board of Trustees Rules 
which are applicable to the Collegeôs operations., commitments and/or activities 
in furtherance of any terms specified herein. 

 
 
THIS AGREEMENT contains all terms and conditions herein agreed upon by the 
parties, for the program year commencing July 1, or the date of the last signature, 
whichever is later.  Renewals will be sent to Providers each May for review and for 
renewal approval.  
 
 With each annual renewal, Provider shall attach an updated copy of the school catalog.  
In the absence of a catalog, a detailed summary sheet for each training program will be 
required showing the program of study, class tuition costs, book fees, etc. for every 
approved program endorsed by FCWD.  Additionally, data showing the previous yearôs 
enrollments and placements must be provided as part of the renewal period.   
 
V.B.1.a. Procurement of Skills Training Providers 

 
All occupational skills training providers will be procured through a competitive 
procurement and negotiation process in order to qualify for vouchers under the 
Individual Training Account (ITA) system or to be considered as a Short-term Pre-
vocational Training provider.  At a minimum, WorkSource will use the following 
considerations in developing a prospective vendor list for the purpose of determining an 
eligible occupational skills training provider: 
 

a. Effectiveness of the training provider in delivering comparable or rel ated training 
based on demonstrated performance, in terms of the likelihood of meeting 
performance goals, cost, quality of training and service to targeted customers.  

 
b. Willingness of the training provider to enter into agreements, establish linkages 

with other appropriate human service agencies, and provide discounted tuition 
or offer scholarships as evidenced by such activities as the on-site availability of 
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no cost mentoring, tutoring services and placement services, cooperation with 
WorkSource staff to access the institutionôs own grants-in-aid offerings, waiving 
of costs associated with selected fees and similar supports.   

 
c. Willingness of training provider to make arrangements with WorkSource or its 

designee on the utilization of other training assistan ce (i.e., Pell Grants, 
scholarships, etc.) and reimburse WorkSource the amount equal to the 
assistance used for tuition, books, fees, supplies and training material when 
subsequent awards are used for those purposes. 

 
d. Availability of occupational skills training programs that provide a level of skills 

sufficient to meet the demands of the local labor market.  
 
e. Assurance that funding an occupational skills training program will not duplicate 

facilities or services available in the area.  Exception will be made where it is 
demonstrated that alternative services or facilities would be more effective or 
more likely to achieve performance goals. 

 
f. For a training institution to qualify as an ITA provider, it must be an institution of 

higher education as defined in Section 1201(a) of the Higher Education Act of 
1965 (20 USC 1141(a)) or a proprietary institution of higher education as 
defined at Section 481(b) of such Act (20 USC 1088(b)), or an organization 
eligible to provide educational services and licensed by the State Board of Non-
Public Career Education as authorized in sections 246.201-246.31, Florida 
Statutes.  Additionally, the training institution must comply with all I TA 
requirements contained in the Florida Workforce Innovation Act and subsequent 
state policy.  All other training institutions will be considered short -term pre-
vocational training providers. 

 
Occupational skills training providers may submit an application for review at any time 
during the year.  Additionally, WorkSource will annually call for  eligible training 
providers to submit training programs for consideration.  All occupational skills training 
provider agreements are executed through June 30 each year.  
 
A site visit may be conducted for those training providers with the highest ratings to 
determine the adequacy of equipment and facility, level of staff knowledge, and ability 
to provide the training as described in the application.  Those training providers 
deemed to be the most advantageous to WorkSource will be selected for negotiation of 
a training agreement.  Agreements may be negotiated and renewed annually, at the 
discretion of WorkSource.  These agreements will not obligate WorkSource or its 
contractors to make referrals, as customers will make training selections from 
performance based consumer reports.  Referrals will only be made when it is in the 
best interest of the customer and WorkSource. 
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Occupational skills training providers who have an executed training agent agreement 
currently on file are required to annually submit a re quest for continuation that includes 
updated tuition and training costs, performance information, and proof of FETPIP 
reporting requirements.  The deadline for submitting these documents to WorkSource 
will be in correlation with the annual agreement execut ion.   
 
The procurement process will be completed when all agreements have been negotiated 
and executed, or when offers to negotiate have been withdrawn by WorkSource.  
WorkSource will monitor each training provider in accordance with the agreement.  
 
All WorkSource contracts with service providers are performance based.  If the provider 
does not meet the benchmarks set forth in the contract, their compensation is reduced 
accordingly.  WorkSource demands specific performance levels and thus sets high 
benchmarks.   Contracts are re-bid through the RFP process or are renegotiated with 
existing providers if performance is satisfactory and extensions are compatible with 
procurement regulations, up to a maximum of two bi -annual contracts, an aggregate of 
four years.   Performance benchmarks can be adjusted annually as appropriate. 
 

¶ WorkSource realizes that it is important for the one-stop operator to have an 
active role in identifying and establishing meaningful performance standards. In 
conjunction with the WorkSource Advisory Council, WorkSource has developed 
and implemented a process of customer satisfaction surveys to measure 
customer satisfaction at all levels. 
 

V.C. Certification Process for One-Stop Partners 
 
V.C.1. Education and Training of Staff 
 
Each year WorkSource offers a comprehensive package of training opportunities for all 
staff working throughout  the career center system.  Based on an in-depth analysis of 
staff training needs, t he annual plan is developed under the guidance of WorkSourceôs 
Training Coordinator, and includes a wide variety of courses designed to further the 
professional growth of our workforce development associates.   
 
Florida Workforce Professional Tier 1 Certification 
 
All existing WorkSource front line staff has been certified as a Workforce Professional, 
Tier 1.   At a minimum this training includes: 

 
¶ Customer service training 

¶ Communication skills training  

¶ Basic computer software skills (e.g. Word, Excel) training. 

¶ Specific programmatic training 

¶ Attainment of Florida Workforce Professional Tier 1 Certification (Dynamic Works 
Institute; http://www.dynamicinstitute.com/) 

http://www.dynamicinstitute.com/
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New staff must attain this certification within 6 months of their hire date.  For this 
purpose, front line staff is defined as any individual who works primarily with customers, 
either job seeking customers or business customers. 
 
Attainment of the Tier 1 certification does not require completion of individual course 
work nor taking and passing each module tests.  Courses may be taken offline in a 
manner determined by FCWD.  However, in order to successfully complete the Tier 1 
certification, the comprehensive certification examination must be completed online 
through Dynamic Works Institute, except where extenuating circumstances do not allow 
the individual to take the course online.  In that instance, arrangements will be made 
directly with Dynamic Works for other testing options. 
 
Newly hired staff that have already been certified through the National Association of 
Workforce Development Professional (NAWDP), and issued a Certified Workforce 
Development Professional credential must also complete the three Dynamic Works Tier 
1 Florida specific units. These units are; 1) History and Structure of the Workforce 
Development System, 2) In-depth Look at the Workforce Investment Act, and 3) In-
depth Look at the Florida Workforce Innovation Act of 2000. Staff must complete these 
units within six months of their hire date. 
 
15-hour Continuing Education Credits 
 
Subsequent to the attainment of the initial certification, staff must complete in the 
second and subsequent years, 15-hours of continuing education credits per year in 
order to remain certified.  Courses considered for continuing educational credit are fairly 
broad and include but are not limited to, Dynamic Works online courses, the annual 
Workforce Summit, similar workforce related conferences, workshops and training 
sessions offered by workforce organizations such as training provided by AWI.   
 
The objectives of the continuing education requirement are to: 
 

¶ obtain information on current trends; 

¶ acquire knowledge in specific content areas; 

¶ master new skills and techniques; 

¶ expand and upgrade current knowledge and skills; 

¶ develop critical inquiry skills;  

¶ address identified staff deficiencies; and to, 

¶ achieve more balanced professional judgment. 
 
Determining Acceptable Continuing Education 
 

¶ New staff who complete their Tier 1 Certification have a one year period after the 
completion date to accumulate their additional credits.  

¶ All of the 15 clock hours should relate to workforce development services.  
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Continuing Education Focus Areas for the Workforce Professional Tier I Certification 
or a job related software training, a program specific training or an economic 
development symposium. 
 

¶ Only educational portions of a meeting can be counted toward the 15 hours. 

¶ Business meetings, exhibits, registration, greetings or welcomes, breaks and 
meals are not considered appropriate continuing education activities. 

¶ College classes taken for academic credit or on an audit basis are also 
acceptable. 

 
Method to Determine a Credit Hour 
 

One clock hour of training equals one clock hour of continuing education. Sources for 
Continuing Education Credit Activities that can be accepted for continuing education 
credit include the educational portions of association meetings, relevant workshops, 
institutes, conferences, seminars and other noncredit sessions that fall within the 
Continuing Education Focus Areas. 

 
The following are potential sources for continuing education credit: 
 

¶ Employer provided (Local Board/One-Stop provider) staff development/in-service 
training 

¶ AWI training programs 

¶ Research and training center programs 

¶ Private sector training programs 

¶ Programs sponsored by professional organizations 

¶ Conferences and workshops 

¶ College and university courses 

¶ Correspondence courses 

¶ Workforce Summit 

¶ Dynamic Works courses 
 
 
Documentation 
 

The following kinds of documentation are acceptable as proof that staff has completed 
training or education: 

 

¶ Copies of certificates of attendance/completion for activities/events.  
Documentation submitted will be retained in a file. These certificates must list the 
activity/event name and date(s), the number of clock hours awarded, the 
sponsoring agency, and it must show staffôs name as a customer. A letter or 
other form of written verification from the training provider will also be 
acceptable, provided it gives the above information. 

¶ Academic transcripts, grade reports or letters from instructors to indicate 
successful completion of the course in question. Again, the documentation must 
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include the name of the customer, the course name and dates, and the name of 
the school offering the course.  

¶ Documentation for training that was conducted by AWI (Web based or in-person) 
will be obtained by sending a request to AWI Communication. A certification of 
completion will be issued to the trainee. The request will include the name of the 
trainer, the location of the training, and the date(s) of training. 

¶ Other activities may be documented on a form that contains the relevant 
information. 

 
Continuing Education Focus Areas 
 

Workforce Development competency areas may include, but are not limited to: 
 

¶ History and Structure of the Workforce Development System 

¶ Career Development Process 

¶ Labor Market Information (LMI) 

¶ Diversity 

¶ Customer Service 

¶ Program Management 

¶ Communication 

¶ Technology 

¶ Collaboration and Problem Solving 

¶ Business and Employer Knowledge 

¶ Interpersonal Relations 

¶ Software Training (job related) 

¶ Program Specific Training (Wagner Peyser, Welfare Transition, Food Stamp 
Employment and Training, WIA) 

¶ Economic Development 

 
V.C.2. Assessment of Strengths and Opportunities of Service Providers 
 
WorkSource is committed to open and competitive procurement of services to the 
fullest extent possible in providing workforce development in Region 8.  Through 
requests for quotes, proposals and bids, providers within and outside the community 
have the opportunity to compete to meet the needs of WorkSource customers.  
Decisions on procurement are guided by our commitment to provi de quality services 
and maintain high levels of customer choice and satisfaction.   
 
V.C.3. Performance Incentives to Service Providers 
 
WIA of 1998 envisions a high performance workforce investment system in this 
country, a system that is customer driven,  results-oriented, flexible, and continuously 
improving.  The Workforce Investment Act of 1998 sections 116(c)(1), 128(a), 
133(a)(1), and 134(a)(B)(iii) specifies ñThe State may award regional incentive grants 
to the designated regions that meet or exceed the regional performance measuresò. 
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The W-P performance measures are authorized in the W-P Act Section 3(a), 29 U.S.C. 
49b(a) and Section 3(c)(2), 29 U.S.C. 49b(c), Section 7(b), 29 U.S.C. 49f(b), Section 
10(c), 29 U.S.C. 49I(c), Section 13(a), 29 U.S.C. 49l(a), and Section 15(e)(2(I), 29 
U.S.C. 49l-2(e).  The system will use the performance measures for setting expected 
levels of performance and allow variations between States. 

 

Florida Statute 445.004(11) authorizes Workforce Florida Inc. "As part of the  chartering 
process éestablish incentives for effective coordination of federal and state 
programs...ò  WorkSource may share incentive funding earned through the state 
performance incentive system with partner employees whose work reflects the awarded 
funding.   

 
V.C.4. Bonuses to Customers  
 
Due to funding limitations, bonuses are not offered at this time.  
 
V.C.5. Please see Section III.D. SECTION #3 - INDIVIDUAL SCHOLARSHIP ACCOUNT 
(ISA) SYSTEM for a discussion of Use of ITA and the policy that governs our award. 
 
V.D. Memoranda of Understanding Process 
 
V.D.1.2.3. MOU list, Mandatory Partners, Optional Partners 
 
A truly effective career service system must go beyond the simple co-location of 
programs, personnel, resources and agencies.  The funding streams and services must 
be as integrated as possible, providing seamless delivery that makes the separate 
agencies and programs invisible to customers. 
 
The memorandum of understanding (MOU) is the keystone of service integration in this 
environment. Agreements have been developed with all required partners as well as 
additional volunteer partners. Agreements will be modified as needed to improve the 
integration of services.  (Please see Section IX. of this plan for a list of partnering 
organizations along with a sample MOU).  Partners who operate within our Career 
Centers share expenses in accordance with our cost allocation plan approved by the 
Agency for Workforce Innovations. (Please see Attachment G. of this plan for a copy of 
the approved Cost Allocation Plan).  
 
V.E.3. Faith and Community Based Partners 
 
A dynamic method by which we serve the universe of job seekers is through active 
partnerships with Faith and Community Based Organizations.  Through this proactive 
collaboration, WorkSource has been able to effect changes in the delivery of education 
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and transportation services in Region 8.  Further, the involvement of Faith Based 
Organizations with WorkSource has given us credibility with their constituents we may 
not otherwise enjoy.  Staff visits church es and community centers to offer assessment, 
employability skills training and job placement services on site.  As a result of these 
partnerships we have delivered much needed services to those who may otherwise go 
un-served.  As an example we would like to highlight several of our partnerships:  
 
Operation New Hope  (ONH) is a not-for-profit Community Development Corporation 
that works to revitalize and sustain economically and ethnically diverse communities in 
and around Jacksonvilleôs urban core; they do this by rebuilding communitiesô one 
house and one life at a time.  A dynamic service ONH offers is Ready4Work.  The 
program targets ex-offenders and assists their re-entry through workforce development 
services. Through its grantee Public Private Venture and national partners, Ready4Work 
mobilizes local coalitions to work together for sustainable ex-offender re-entry, and to 
improve outcomes for ex-offenders and the communities in which they live.  
 
ONH is committed to developing strategic partnerships in businesses, faith-based and 
community nonprofits, and criminal justice agencies that will lead the way in 
successfully reintegrating ex-offenders. Identifying ex -prisoners who are prepared to do 
their part is critical to the re -entry process. Partnerships with corrections, parole and  
probation officials are indispensable since these criminal justice professionals are able 
to assess the capabilities, commitment and attitudes that are essential to success.  

FreshMinistries  is an interfaith -based nonprofit organization working to create 
positive change in society.  Their staff comes from all walks of life and represents 
numerous faiths, but all share the common drive and desire to create an environment 
in which all people have access to the educational tools, community support and 
opportunities needed to live healthy, productive lives.  Being self-sufficient is a highly 
valued concept in modern society, yet great disparity in education, housing, resources 
and family support persist. FreshMinistries works to change that disparity with every 
initiative they create and implement: the core -city business incubator brings positive 
minority role models and access to jobs into our inner -city neighborhoods, the IDA 
matched savings program allows low income working parents to set a good example for 
their children as they practice disciplined savings toward a goal while our housing 
initiative provides safe, affordable homes for core-city families. The Jacksonville 
Hospitality Institute offers free adult job skills training fo r employment in the growing 
hospitality industry to unemployed and underemployed individuals seeking to improve 
their lives. 

Jacksonville Area Legal Aid Corporation  specializes in providing legal assistance to 
low-income persons.  Our partnership with them consists of referring Welfare Transition 
customers to receive legal assistance in the SSI/SSDI application process.  Jacksonville 
Area Legal Aid has also provided a weekly workshops in our centers to address legal 
questions through a question and answer session once a week for our customers.   
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Jacksonville Urban League  the nation's oldest and largest community -based 
movement devoted to empowering African-Americans and others to enter the economic 
and social mainstream. Their  strategy is empowering all people in attaining economic 
self-sufficiency through job training, good jobs, home ownership. entrepreneurship and 
wealth accumulation. In addition to, working to build healthy and safe communities and 
to eliminate health disparities through prevention, heal thy eating, fitness, and access to 
affordable healthcare. 

Goodwill of Northeast Florida  and The Goodwill of North Florida Job 
Junctions  have become a valuable community service. These walk-in Career Centers 
provide a positive and supportive environment; wh ere anyone looking for work may 
access resources and learn skills to conduct an independent job search at no charge.  

The Jacksonville Public Library  is a large library system, consisting of a 300,000 sq. 
ft. Main Library and twenty regional, community and  neighborhood branch libraries. 
They also serve the needs of the community with Talking Books Library for Disabled 
Customers and an active adult literacy program. The system directly serves residents 
and employees of Duval County both within the Jacksonville city limits and the Beaches 
and Baldwin communities. Residents of neighboring Baker, Clay, Nassau and St. Johns 
Counties are also able to partake of the services provided by JPL.  

WorkSource is proud to be a founding partner of the RealSense Prosperity 
Campaign . Started over six years ago, and led by United Way of Northeast Florida, it 
targets revenue maximization in Region 8.  The project aims to bring federal dollars 
back into the community in the form of Earned Income Tax Credit to those who have 
earned it but not claimed it (as much as $10 million in Jacksonville alone); financial 
stabilization for people of lower -to-modest income through education and income 
leveraging; and, provide opportunities to build long -term assets.  It has brought over 
$19 million dollars back to the community since its inception.  

The Early Learning Coalition of Clay, Nassau, Baker and Bradford Counties  
serves as a resource for families and early childhood educators. Providing enriching 
early learning opportunities for children ageôs birth to five ensures that children will 
begin school ready to learn.  

Episcopal Children Services  provides better beginnings for children who might 
otherwise miss the opportunity for early childhood development, school readiness, and 
future life s uccess. As such, our services focus on the fundamental elements of lifelong 
learning: curiosity, initiative, reasoning, and problem solving.  

Division of Vocational Rehabilitation  is a Federal-state program that works with 
people who have physical or mental disabilities to prepare for, gain or retain 
employment. VR is committed to helping people with disabilities find meaningful 
careers.  
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We also work closely with the Florida Department of Veterans Affairs Veterans 
Advocacy .  The Departments Claims Service Office in the VA Regional Office, St. 
Petersburg, maintains a qualified staff of Veterans Claims Examiners provides 
employment and training programs that our customers utilize.  
 
V.F. Selection of the One-Stop Operator 
 
In compliance with Section 121 (A) (i i) of the Workforce Investment Act, 
WORKSOURCE has selected seven (7) WorkSource partners to provide one-stop 
operator services.  The WORKSOURCE CAREER SERVICES ADVISORY COUNCIL consists 
of  Cornerstone ï (the regional economic development partnership), th e Department of 
Children and Families, Experience Works, the First Coast Manufacturerôs Association, 
the Florida Staffing Association, Inc. ï Jacksonville Chapter; Lutheran Social Services, 
Inc. and Small Business Development Center.  In seeking to be proactive in the 
implementation of an integrated one -stop system, the Memorandum of Understanding 
between WorkSource and the consortium is compatible with both the letter and spirit of 
the Workforce Investment Act of 1998. (Please see Attachment B3 for a copy of the 
Memorandum of Understanding)  
 
V.G. Mandatory One-Stop Partners Employment and Training Activities and Services 
Including Description of Faith-Based and Community Initiatives. 
 
V.G.1. Wagner-Peyser 
 
V.G.1.a. Services for Wagner-Peyser Customers 
 
Customers qualifying for funded targeted services are able to access employment and 
training activities through WorkSource centers located throughout Region 8.  Access to 
core services will be provided to all citizens of the region.  Intensive and training 
services will be provided to those citizens meeting the criteria for such services as 
determined by FCWD. Examples include: 
 
CORE SERVICES: Career Centers will provide universal core services to employers 
and Job Seeker at no charge.  
  
For Job Seekers:  
 
Reception/registration/collection  of basic information in a customer centered manner.  
WorkSource will be able to effectively serve the range of diverse cultures and 
languages represented by the Northeast Florida job seeker population. 
 
Provision of information such as: 

¶ what is expected of them by the employer  
¶ up-to-date job listings 
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¶ consumer reports type information about available education and training 
programs and resources  

¶ local labor market information 
¶ procedures for registering for unemployment insuran ce 
¶ conducting a self-directed job search 
¶ resource library of pamphlets, brochures, etc. 

¶ Opportunity for job seekers to list their resumes or skill  qualifications in the 
statewide electronic "Professional Placement Network", or its equivalent. 

¶ Referral of job seekers to education, training or other work related services, and 
job ready customers to potential employment opportunities.  

¶ Counseling 

¶ Testing 
¶ Occupational Information 
¶ Job referral to employers   

 
The above services are best provided on a self-service or one-to-one basis. WorkSource 
may also offer job seekers group orientations and informational sessions as part of its 
core service package.  Some examples of potential group services for job seekers 
include: 

 
¶ eligibility determination  

¶ outreach and intake 
¶ orientation to WorkSource and its services 
¶ initial assessment 
¶ job search and placement assistance 
¶ career options 

¶ employment statistics 
¶ performance and cost information on training providers  
¶ information on local area results on WIA performance measures 
¶ information on supportive services 
¶ information on filing UI claims  

¶ assistance in establishing eligibility for Welfare to Work and financial aid 
¶ follow-up services for 12 months after placement 
¶ overview sessions on career transition, career development and coping with 

sudden unemployment 

¶ sessions on motivation, interviewing, job readiness and job retention skills  
¶ basic skills testing and occupational aptitude testing 
¶ resume development 
¶ guidance to WorkSource self directed services ï Please see V.G.1.g. 

 
WorkSource will provide job seekers with detailed information about the 

quality, costs and success rates of the various services offered by the 
workforce development providers on our approved training provider 
list.  Job seekers will choose among service providers armed with 
Consumer Reports-type information.  



 88 

 
For Employers:  
 
Please see Business Accounts below 
 
 
For Job Seekers:  
 
The Income Growth Strategy involves designing a planned sequence of service 
interventions, which simultaneously target both the needs of the job seeker in the 
larger context of serving our business customer.  The model embraces incremental 
income goals achieved through labor market advancement over identification of a ñjob 
goalò for the employment-seeking customer.  Understanding natural career paths that 
exist within our local labor market target s the solicitation of job vacancies.  Staffs are 
no longer assigned to specific tasks but rather are integrated into team -based 
approaches that remove barriers to partnership activities.   
 

Customer

Registered &

Assessed

Career Path

Formulated

Rapid Work

Attachment

Employee Assistance

Program offered as

service to hiring

Business

Skills up-grade training

provided to Customer in

context of job,

Job Advancement/ or

rapid re-employment

services

Employee Assistance

Program offered as

service to hiring

Business

Skills up-grade training
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Job Advancement/ or

rapid re-employment

services

Employee Assistance

Program offered as

service to hiring

Business

Skills up-grade training

provided to Customer in

context of job,

Job Advancement/ or

rapid re-employment

services

Termination based on attainment

of Living Wage

Income

Growth

Strategy

 
 
Job seekers are not necessarily terminated from career development services at job 
placement. Successes are measured by the on-going skill development and wage 
growth of the job seeker.  Building blocks of this strategy are:  

 
¶ Assessment of the jobseekers knowledge, skills and attitudes (KSA) utilizing 

Career Scope, TABE, WorkKeys, WIN and/or OAYSIS, Skills Check 

¶ Rapid Work Attachment based on quantified job requirements and jobseeker 
KSA 
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¶ Contextual Skills Development 
¶ Career Pathing based on local labor market conditions 
¶ Wage Progression 

¶ Just-in-time service interventions 
¶ Work with Working Individuals  
¶ Solve problems within context. 
 

The goal of a system using the income growth approach relates to planned increases in 
income over time. This is in contrast to the goal of  a program that is only concerned 
with placing the job seeker into employment. Some examples to clarify the differences 
are: 
 
¶ Traditionally, staff work is completed when the job seeker gets a job ð they say 

good luck, congratulate themselves for reaching their outcomes, and move on. 
Under the Income Growth Strategy - Getting a job is just the beginning. It 
triggers a series of services, e.g., career choices, career search, educational 
enhancement designed to help the job seeker keep the job and advance in t he 
job market . 
 

¶ Traditionally, the goal was to meet immediate satisfaction (the ñWantsò): desire 
for economic independence, money. With the Income Growth Strategy, the goal 
is to achieve immediate satisfaction, work - the continued acquisition of 
necessary skills (the ñNeedsò) to keep the job and move up the ladder 
(education, learning other jobs within the company, etc. or survive job loss and 
re-employment). 
 

¶ Traditionally, contact with the employer ends at placement or soon thereafter, 
until the next tim e. Under the Income Growth Strategy, a business services 
strategy represents activities as value-added products for the employer, e.g., a 
comprehensive set of business services packaged as an ñemployee assistance 
programò focusing on retention and advancement; the establishment of 
WorkSource brokered or delivered services to grow new employee skills; 
consultation on salary increases to meet current labor market trends; and/or 
developing long-term training plans for the new worker that shows career 
growth opportunities with that specific employer, or within the industry.  

  
For Business:  
 
Foundational to the Income Growth Strategy are services to employers.  WorkSource 
has realized that to effectively serve the 23,000+ businesses on Floridaôs First Coast we 
must target services to the expectations of the business community.  To facil itate this 
change we have segmented our services to business in a 3 tiered offering.  The 
following is a list of the services and products related to each of the business customer 
levels: 
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  1. Premier Accounts 
  2. Key Accounts 
  3. Business Accounts 
 
Premier Accounts  
 
Definition 

 
Å Are on the Board, or 
¶ Score 12 or more points on the sorting criteria list . 

¶ Some are currently customers, some are acquisition businesses.   
¶ Some are ñgrowthò opportunities (goals could be using more services, listing 

more occupations/higher wage jobs, listing more frequently), some are 
ñmaintenanceò accounts (steady, max usage, goal is not to lose them as a 
customer). 

 
Sample Services 
 

¶ Individually assigned ñpremier account managerò ï which is the Business 
Consultant ï for all contact unless otherwise agreed to, and other staff available 
as needed. (Features one-on-one service delivery with group services and self 
service available.) 

¶ Listing, matching and/or  screening at customerôs request per job order. 

¶ Less than 48-hour response/contact for all calls from customer.  
¶ Customized training preference for skill and career advancement, with 

curriculum development provided.   

¶ Turnover study/strategy . 
¶ Priority for employed worker services:  skill gap assessments, training plan 

development, internal career path planning, etc.  

¶ Work keys services, with standardized job descriptions which help ensure higher 
quality referrals. 

¶ Recruitment testing. 
¶ Company-specific recruitment, including advertising. 
¶ On-site retention services, if requested. 
¶ On-site basic skills training if requested. 
¶ Primary business sites for incorporation into skill supply chains. 

¶ Advancement and replacement services, customized. 
¶ Regular invites to employer workshops.  (Group services.) 
¶ Customized labor market information. 
¶ Dedicated, featured promotion of jobs on web site(s) . 
¶ Signage in centers featuring ñask me about good jobs at these great 

companiesé(fill in list) . 
¶ Monthly Business newsletter with tips and info. 
¶ Grooming for position on WIB. 
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All premier level accounts are managed by Business Consultants, and may involve the 
center staff ñaccount managersò in the following way:  the relationship with the 
customer is managed by the Business Consultant; with service delivery optionally 
provided by agreement between the Business Consultant and the Center 
Directors/Account Managers.  For example, the hiring activity of a top level account 
may run through the Centerôs ñexecutive accountò process, but the Business Consultant 
may want to make the follow -up contact.   

 
Key Accounts  
 
Definition 
 
¶ Meet 8 -11 score based on sorting criteria. 

¶ May be small business in terms of number of employees, or hiring volume, but in 
ñgood potential for growthò industry as identified by the Cornerstone list. 

¶ Feature high volume hiring in entry level occupations and are therefore feeder 
supply chains. 

 
Sample Services 
 

¶ Listing and/or matching, as requested by job order.  (Not necessarily offered for 
minimum wage listings.)  

¶ Account manager, organized by industry and/or occupation.  (Features group 
services with some one-on-one, and access to self-service.) 

¶ Five days (or less) follow-up reported to customer on recruitment activity for 
each job order. 

¶ Industry consortia customized train ing.   
¶ Career path identification service to use as initial recruitment tool. (I.e., 

McDonalds to the bank tellersé).  
¶ Industry -specific job fairs or in-office recruitment done in conjunction with 

businesses. 

¶ 36-hour response time to any call/contact.  
¶ Industry specific generic job descriptions to use for high quality matching.  

¶ Regular invites to employer workshops.  (Group services)  Topics include staying 
legal during hiring, how to describe work to hire the best, how to hire and retain 
non-traditional wor kers (the new/emerging workforce); creating a new employee 
orientation, best practices/ for retaining workers, using multiple recruitment 
strategies; a ñhow-toò on conducting ñturnover studiesò, etc. 

¶ Industry -wide work keys application (delivered to indust ry consortia). 
¶ Quarterly Business newsletter with tips and info.  

 
All key accounts are managed by Centers, current accounts assigned to ñAccount 
Managersò.  New key accounts targeted are acquired by the Business Consultants.  In 
other words, the Business Consultants bring in the targeted new business; and the 
Center makes sure not to lose any customers. 
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Business Accounts  
 
Definition 
 
Any businesses who do not meet the above criteria, or new customers before they are 
identified as candidates for upgrades to intermediate or top level accounts.  
 
Services 

 

¶ Listings ï positioned as eClassified services, with on-line access to ñgenericò job 
descriptions, business customer name stays attached to published listing for job-
seeker self-referral. 

¶ Follow-up for ñrenewalò of eClassified at 30-day intervals (or time period related 
to the calculation of monthly performance measurements) . 

¶ Features self service, with some limited staff time.  
¶ Semi-annual newsletter to industry targets just to keep WorkSource name in 

mind. 

¶ On line access to schedule of employer workshops, monthly newsletter, job fair 
announcements. 

¶ Potential source as fit into a skill supply link.  
 
All basic level accounts are managed by the business service call center, since the 
service level is basically a listing service. 
 
 
TRAINING SERVICES  for Career Center Customers :  Training services will be 
limited to customers who meet the criteria as set forth by the Board of Directors of 
FCWD Eligible individuals may therefore include persons who are economically 
disadvantaged, disabled, public assistance recipients, dislocated workers and persons 
with basic skill deficiencies.  All persons receiving training assistance will have 
exhausted all other methods of funding (i.e. Pell Grants) prior to the expenditure of 
WIA dollars. 
 
Training services for job seekers may include: 
 
¶ occupational skills training 
¶ on-the-job training  

¶ skills upgrading 
¶ entrepreneurial training 
¶ job readiness training 
¶ adult education and literacy activities 
¶ customized training  

 
V.G.1.b. Referral Procedures for Job Customers 
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WorkSource Center Directors will make every reasonable effort to be aware of labor 
disputes in establishments within their area of responsibility, and keep staff, other 
Center Directors and the Operations Leadership (who will notify AWI) informed 
regarding labor disputes involving lockouts or strikes. 
 
When a job order is received from an employer involved in a labor dispute involving a 
work stoppage, WorkSource Center Directors will: 
 

1. Verify the existence of the labor dispute & determine its significance to 
each vacancy in the job order; and, 

2. Notify all potentially affected staff concerning the labor dispute. 
 
No job referral will be made which will aid directly or indirectly in the filling of a job 
opening which is vacant because the former occupant is on strike, or is being locked 
out due to a labor dispute or the filling of which is an issue in a labor dispute involving a 
work stoppage. 
  
WorkSource Center Directors will ensure that written notification is provided to all job 
seekers referred to jobs not at issue in the labor dispute if the employing unit is involved 
in a labor dispute. 
 
WorkSource Center Directors will direct staff to resume full referral services when it has 
been verified by the employer and the workersô representative, that the labor dispute 
has been terminated. 

 
V.G.1.c. Job Seeking Customer Referral Procedure  
 
WorkSource will make every effort to ensure that no fee is charged to the jobseeker 
when accepting a job order from a private placement agency.   
 
All job seekers will be advised when a job referral is to a temporary agency and that 
there is no fee.  All job description for these types of job order will  begin with the 
phrase:  ñPOSITION OFFERED BY NO FEE AGENCY.ò 
 
V.G.1.d.  Advertising Hard-to-Fill Job Openings 
 
Authority to advertise hard -to-fill job openings which pay over $50,000 per year can be 
granted by AWI.  All requests will originate from the Center Director to the Business 
Services Director.  The Business Services Director will notify the Oper ations Leadership 
and forward the request, if recommending approval, to the AWI Wagner -Peyser 
Program Manager. 
 
V.G.1.e. Placement Services to Youth in the Summer 
 
Business Involvement  
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WorkSource youth services department partners, with local chambers, business and 
other not for profit agencies to create youth internship  opportunities with the hope of 
leading to job placements.   Youth Services creates county focused databases of 
business contacts and youth positions for Region 8 Summer Program.  The department 
provides prescreen qualified youth customers, onsite training for youth customers and 
placement follow up services to businesses.  Business contacts will also be included in 
placement of grant funded youth positions and non -paid internship.   
 
Outrea ch/Recruitment  
 
Also, the Youth Services team provides outreach to the school board superintendent, 
director of technical preparation, local officials and other key partners to explain 
services and plan to support their mission for the upcoming school year.   This outreach 
(serving on projects and speaking engagements) will be used to increase the strength 
of partnership within the community.  
 
Youth Services will become the liaison for employers, schools and local 
boards/committees to provide services at our one stop centers that will include one 
stop tours and employability skills workshop, which will provide work place readiness 
training, job coaching, internship opportunities, job placement and other related 
services.    The strategy is to encourage youth to come into the One Stop and set-up 
an appointment with the youth advisors or a youth services member.   Youth services 
will educate the schools leadership on industry trends by serving on leadership teams 
as advisors to career academies and other high school leadership committees.   
 
One Stop and Youth Services Team  
 
Youth Advisors receive customers as they come into the center.  The youth advisor has 
the student complete an application, and fax a copy over to the youth services team. 
While the customer is at the center, the youth advisor refers customers to jobs and 
youth programs/internships in the system provided by the Business Services team.  
Youth Services provides monthly One Stop training to customers.  Once the customer is 
trained; a member enter s information into a database to help place students into 
summer jobs.  Youth Services set-up an interview process to help screen students in 
the center or other locations before placing them into paid and non paid positions.   
Youth Services verifies the placement with the company and follows up with onsite 
services as needed, such as workshops and job coaching. 
 

V.G.1.f. Unemployment Customers ï Reemployment Services 
 
Those job seekers who are claimants, self-identified or have been identified by AWI, will 
be scheduled by a WorkSource Center to receive specific Priority Reemployment 
Planning Services (PREP). 
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Priority Reemployment Planning 
 
Each week, Employ Florida Marketplace (EFM) schedules claimants to PREP events 
for the following two weeks.  This normally occurs on Monday evenings.  EFM 
automatically creates a PREP notification letter which must be printed and mailed no 
later than Friday of the scheduling week. If the claimant does not appear for their 
appointment, the burden is on the claimant to contact the WorkSource Center to reset 
their appointment within seven calendar days.  No shows not reset are reported as ñno 
showò in the event roster in EFM, preferably the next day but no more than 10 days 
after the missed event with the reason (if known). PREP claimants not able to reset 
their appointment within 7 days of the initial event date, should still be seen at the next 
available PREP class.  After attending, the ñno showò is changed to ñattended,ò the 101 
and 102 services which were automatically resulted as ñnot completedò are changed to 
ñsuccessful completion,ò the date of attendance entered, and staff must ensure the 
entering Center is correctly identified. If the notice is returned as undeliverable, every 
effort is made to determine if the claimant has a new address.  If a new address is 
obtained, the notice is re-mailed and the claimant is reset for the following week.  If a 
new address cannot be obtained, the burden is on the claimant to contact the UC 
Orlando call center. During the PREP class letters and surveys are collected.  
Claimants may be exempted for the following reasons:   
  

(1) those claimants with a definite return to work date within 6 weeks (8 weeks 
after the claim was filed) with a specific employer,  

 (2) those attending approved training (WIA), and  
 (3) those who attended similar services documented within the last 12 months.   
 
EFM automatically exempts most who meet the following conditions: 
 
1. Record attendance and after class enter ñattendedò in the EFM roster. 
2. Explain the program of re-employment services (the same information as a 

Center Orientation). 
3. Complete an initial assessment of all claimants and schedule other services as 

appropriate.  Other services that claimants may be referred to include Job 
Search Workshop, Resume assistance, Labor Market Research, etc. 

4. EFM will automatically schedule the Orientation (101) and the Initial Assessment 
(102) services and if the claimant is reported as ñattendedò in EFM within seven 
days of the event, these services will automatically be ñsuccessfully completed.ò 

5. Enter in EFM manually any additional services provided and make an entry in 
the Case Note of each claimant describing the Initial Assessment in detail, 
unique to the claimant and a description of any other service provided.   

 
PREP on-line:  Notification letters mailed out by staff to PREP claimants have directions 
to follow for the PREP class on-line.  The claimant emails staff and is sent the hyper-
link to the on-line class.  The claimant is required to provide their name, email address, 
zip code, date, and the last 4 digits of their social security number which will be used for 
data collection purposes.  Upon completion of the Orientation and assessment 
questionnaire, the claimant is identified by staff who enter service code 098 ï Online 
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Orientation, Self Assisted and mark the claimant in the PREP event as ñattendedò which 
automatically complete services 101 and 102 in EFM.  For Core Services to employers 
please refer to Business Accounts below.   
 
During each weekend, UC populates EFM with the size of the PREP pool for each 
Center for the week (Tuesday ï Monday) two weeks in the future.  On Monday evening, 
EFM populates each REA event for the week two weeks in the future. Beginning on 
Tuesday and completed by Thursday every week, all letters are printed and mailed to 
REA claimants for their REA appointments two weeks in the future.  When an REA 
claimant comes in for their appointment, staff update the claimantôs EFM record ï 
address, education, work history, etc. and provide the following services: 
 

¶ 101 ï Orientation 

¶ 102 ï Initial Assessment 

¶ 106 ï Internet Job Search Support/Training 

¶ 107 ï Labor Market Information 

¶ 205 ï Employability Development Plan (EDP) 

¶ Provide additional services as appropriate to the individual claimant. 
 
The EDP is created collaboratively with the claimant, signed and dated, and a copy 
provided.   
 
Walk-ins and call-ins: 
 
1. WorkSource staff make every effort to provide appropriate job seeker services to 

any job seeker. 
2. If someone requests the REA services, staff make every effort to provide them in 

a timely manner.   
 
This includes those who missed an REA appointment or rescheduled REA appointment 
for any reason regardless of a ñgood causeò determination.    

 
V.G.1.g. Results Obtained From the Initial Skills Review 
 
WorkSource is carefully monitoring the results of the initial skills review provided as 
part of the UC application process.  As a new assessment instrument, the results must 
be evaluated with the greatest of scrutiny.  Once we have validated the score trends 
within our customer community we plan to utilize the individual resulting scores along 
other assessments and the participants work history  to guide the customer within the 
framework of career development services shown in the graphic below.  This 
framework provides structure for taking an individual from self -assessment to career 
success with tools and resources that provide opportunities for self-directed study and 
activities, group interaction in workshops and classes, and a framework and tools for 
one-on-one meetings. 
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Tools and Resources 
 
Each step will have three kinds of tools to offer jobseekers:  
 

Å Self-directed activities and directions to resources that can help 
Å Classes, workshops, webinars or videos for group activities on key topics 
Å One on One coaching meetings, calls, or video conferences 
 

In addition, we will develop the following tools to facilitate the process:  
 

Å A self survey to determine where the jobseeker i s in the career 
development process and what he needs the most help doing 

Å A guide to the Career Development steps for the jobseeker to report 
progress, check off steps and record results of assessments, etc. 

Å A version of an Individual Development Plan that allows staff and 
jobseekers to create goals and record progress on them 

Å A referral  and scheduling system that allows staff to make referrals to 
services, workshops and meetings and allows jobseekers to schedule 
themselves for appointments 
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Å Repurposed survey questions that help the jobseeker and staff member 
understand how to structure one on one appointments, what to work on, 
and allows the jobseeker to attach resumes and other documents 

Å New outlines and PPT presentations for workshops on key issues in the 
job search 

Å Guidelines for one on one meetings with staff members, including 
agendas, tools for the meetings, and assignments for self-directed 
activities before and after the meetings  

 
V.G.1.h. Unemployment Insurance Work Test 
 
The ñunemployment insurance work testò is failure to participate in reemployment 
services (PREP or (Reemployment Assistance (REA)), or refusal to accept a job referral 
or job offer for a job the claimant is qualified for and pays within 85% of the claimantôs 
former wage. 
 
WorkSource staff who administer PREP and/or REA will provide feedback to UC for 
PREP and REA no shows.  Those UC customers who refuse a job referral or offer to a 
job they are qualified for and pays within 85% of their former wage will be reported to 
UC via:  http://intra.awi.state.fl.us/onestop/RemServ.asp .  UC claimants who choose to 
report in person as an alternative to fulfilling the minimum 5 work searches will receive, 
in addition to t he services described in Section V.G.1., staff will ensure: 
 
1. Are they aware of all of the resources available? 

 
a. www.employflorida.com  (Click on the Learning Center on left menu 

for helpful instructions)  
b. The daily ñhot jobsò list sent to those who request it on 

www.worksourcefl.com  
c. Employment Workshops are held throughout our region, such as the 

Perfect Job Seminar every Thursday at the Southpoint WorkSource  
d. Resource Room equipment in all Center/MAP locations in the region 
e. Veteran Services or Military Family Employment staff 

 
2. Is their job search method effective?  

 
a. Are they too narrow in their job search thinking? Are they only 

searching key words like Accountant or do they also search for 
alternate words (accounts payable, accounts receivable, accounting, 
bookkeeper, bookkeeping, etc.)? 

b. Do they search for positions with the same job title in different 
industries? For instance, an Administrative Assistant in the banking 
industry will usually be qualified for an Admin Assistant in 
Manufacturing or in Human Services. 

http://intra.awi.state.fl.us/onestop/RemServ.asp
http://www.employflorida.com/
http://www.worksourcefl.com/
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c. Do the skills and experience from previous work history translate into 
qualifications for a different position in another field? Tellers have all 
the necessary skills and experience to work in several customer 
service-related or cashiering positions. 

 
3. Are they using the tools they have available to the fullest extent?  

a. Do they maintain current and complete contact information in 
www.employflorida.com? 

b. Did they complete the background wizard on www.employflorida.com, 
so they can be properly matched with jobs they will be qualified for 
and interested in? 

c. Did they post their resume in www.employflorida.com, so employers 
can locate them and contact them for interviews or inquiries?  Do they 
have multiple resumes in EFM? 

d. Did they set up the virtual recruiter, so www.employflorida.com will 
notify them when positions meeting their criteria are posted?  

e. Did they post and regularly update (to keep it fresh and close to the 
top of the list) their resume in other job search sites that allow them 
to post resumes for employers? 

 
V.G.1.i. Counseling Services for Wagner Peyser Customers 
 
Individual Counseling  - This is a private, one-on-one session to assist the job seeker 
gain a better understanding of self and the work world.  This leads to the Job seeker 
realistically deciding to choose, change, or adapt to a vocation.  This service requires 
the development of a written plan which includes the vocational challenge and means 
to overcome the challenge. The documentation may be in hard copy format 
(Counseling Record Card) or recorded electronically on the case notes screen.  The 
Counseling Record Card must be retained at the Center for one year after the current 
program year and where itôs stored must be in the case notes.  The card is available on 
line at:  http://www.floridajobs.org/pdg/ guidancepapers/Counseling.pdf 
 
Group Counseling  ï A group session with One-Stop staff and job seekers to facilitate 
discussions.  Topics may include difficulty obtaining or keeping a job due to work 
related attitudes, behaviors, or habits; choice, change, or adaptation.  The 
documentation may be in hard copy format (Counseling Record Card) or recorded 
electronically on the case notes screen for each attendee.  The Counseling Record Card 
must be retained at the Center for one year after the current program year and where 
itôs stored must be in the case notes.  The Counseling Record Card is available on line 
at:  

http://www.floridajobs.org/pdg/guidancepape rs/Counseling.pdf     
 

Additional information and background concerning counseling may be found at:  
www.floridajobs.org/pdg/guidancepapers/016%20counseling%20services.rtf      

 

http://www.employflorida.com/
http://www.employflorida.com/
http://www.employflorida.com/
http://www.employflorida.com/
http://www.floridajobs.org/pdg/guidancepapers/Counseling.pdfz
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V.G.1.j. Screening Process for Referrals on Suppressed Job Orders 
 
When an employer or staff enters a job order in E mploy Florida Marketplace (EFM), 
they may choose to ñsuppressò the contact information by selecting Option 2 in the 
ñJob Order Information to be displayed on lineò field.  In these instances, EFM is 
programmed to direct the job seeker to contact the local Career Service Center for 
referral.  WorkSource staff never make a referral for any job opening unless the job 
seeker is qualified (as best as can be determined) and has requested the referral.  This 
procedure is the same for all non-suppressed job orders as well as suppressed job 
orders.   
 
Job Seeking Customer Referral Procedure:  In some instances, employers request that 
a job be suppressed (i.e., that one -stop staff filter applicants for a specific job order). 
To accomplish this goal, employers can suppress their contact information and prevent 
job seekers from directly applying for the posted job. Instead, the individual job seeker 
can request via EFM that a staff person contact them. Staff members search for 
candidates who have indicated that they want to be referred to one of the suppressed 
jobs. Staff sees the pending referral requests, select the job referral they wish to make, 
and enter the referral .  Before forwarding the referral to the employer, staff ensures 
the job seeker meets the minimum requirements for the position with regard to 
education, experience, or other criteria specifically requested by the employer.       
 
V.G.1.k. Conducting Job Fairs and Recruiting Agreements 
 
One of the services that we extend to our employer customers is the ability to recruit 
for potential job seekers within the Career Centers.  A recruiting agreement is written 
to detail the specifics of the plan and outlines our responsibilities for the event.  Each 
recruiting agreement is different, based on the needs of our customer and the 
availability of staff and technological resources.   
 
Many months ago, it became clear to us that in order to better meet our employer 
customer's changing needs, we also needed to change the way we served these 
employers.  As a response, we eliminated the job fairs being held in our career centers 
and began to host a regional Virtual Job Fair quarterly.  The Virtual Job Fair is an easy-
to-use, week-long event where local businesses showcase employment opportunities - 
from entry level to management. Equally convenient, our job seeker customers can 
search for their next job from the privacy and convenience of their own computer, 24 
hours a day.  Our Virtual Job Fairs serve approximately 3200 job seekers and 100 
employers per event.        
 
V.G.2. Veterans Programs 
 
V.G.2.a. Services for Veteran Customers 
 



 101 

WorkSource Veteransô Staff are assigned duties as mandated in Title 38, Ch. 41, 
DVOP/LVER Grant and current federal/state guidance.  All Veteran Staff and Veteran 
Specialists are assigned office space where new veteran clients are interviewed, 
evaluated and registered. Veteransô Specialists assist in the intake processes of veteran 
clients in the resource room. 
 
Veterans and covered spouses are personally screened by the Front Line staff to 
ascertain veteran status.  If veteran status is determined, each veteran , or covered 
spouse is asked if they would like to speak one-on-one to the LVER/DVOPs, especially if 
it is an initial visit.  Each is screened to determine if core or intensive services are 
required and directed to the appropriate staff member or Vet Staff.  Each intake form is 
given to the LVER/DVOPs for follow-up contact.  Each incoming phone call for services 
is also screened for veteran or covered spouse status and forwarded to the Veteran 
Staff.  100% Veterans Preference priority is observed when providing referrals to jobs.  
Veterans Priority of Service is administered to special disabled veterans, disabled 
veterans, recently separated veterans, eligible Chapter 35 veterans and all other 
veterans/covered spouses.  In addition, all internal job openings for WorkSource are 
screened for eligible veterans in EFM, who are contacted and given instructions on how 
to apply for the positions, prior to exter nal announcement of the opening. 
 
V.G.2.b. Veteran Outreach and Organizational Visits 
 
Region 8 has a multifaceted approach when conducting outreach to our Military 
Veteran community.  First is our newest effort, the Veter ans Mobile Access Program 
(VMAP).  This innovative program consists of 1 full time Local Veteran Employment 
Representative and 2 full time Disabled Veterans Outreach Program Specialist. Roles 
and Responsibilities for each position are in accordance with Veterans Program Letter 
07-05, available on line at:  
http://www.dol.gov/vets/VPLS/VPLs/VPL_07-05-Updated.pdf. The VMAP van is a self-
sufficient mobile one stop that is used to provide priority of service to veterans who are 
not able to commute to a career center for services.  The VMAP is able to focus on 
larger groups of Veterans and provide them with access to wireless computers.   
 
Services that are provided: 
 
Å Request for form DD214 from the national archives. 
Å Request disability rating.  
Å Request Vocational Rehabilitation assistance. 
Å Register for employment services. 
Å Search state and Federal job sites. 
Å Research VA benefits. 

 
In addition to the outreach conducted by VMAP, our LVERôs conduct at least 1 
organizational visit a week and DVOPôs conduct at least 2 outreach visits a week.  We 
have: 

http://www.dol.gov/vets/VPLS/VPLs/VPL_07-05-Updated.pdf
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Å 2 permanently out stationed DVOPôs at our 2 Naval Military Installations 
Å We provide 4 Transition Assistance Programs (TAP) a month 
Å 2 outreach DVOPôs provide services at the City of Jacksonville Homeless 

Veterans Program 
Å 1 DVOP conducts our incarcerated Veterans Program monthly   
Å DVOP staff is out stationed with our V.A. Vocation Rehabilitation Program. 

 
Outreach is also conducted at 2 of our Regions Universities to assist Veterans returning 
to school.  Several of our Vet staff are local member of American Legions, VFW and 
Military Veterans associations.   
 
V.G.2.c. Disabled Veteran Outreach 
 
Veteransô Staff are assigned duties as mandated in Title 38, Ch. 41, DVOP/LVER Grant 
and current Veteran Program Letters (VPL). All Veteran Staff and Veteran Specialists 
are assigned office space where new veteran clients are interviewed, evaluated and 
registered. Veteransô Specialists assist in the intake processes of veteran clients in the 
resource room. The veteransô staff does not provide employment services to non-
eligible clients.   
 
V.G.2.d. Technical Assistance for Veteran Staff 
 
We recommend quarterly training sessions be held within each region.   Bi-Annual 
training should be held at  state level to discuss the constant changing of Veterans 
programs. LVERôs and DVOPôs should attend National Veterans Training Institute within 
6 months of employment.  We encourage Case Management and Promoting 
Partnership courses be provided within 12 mo nths.  WorkSource has been a leader in 
the use social media and e-mail  to contact our Veteran population  and let them know  
of job fairs, hot jobs and Veterans programs.  
 
V.G.3. Migrant and Seasonal Farm Workers (MSFW) 
 
WorkSource has not been designated a significant MSFW region.   
 
V.G.4. Rapid Response 
 
V.G.4.a. Rapid Response Activities 
 
WorkSource will respond to all dislocation events through the utilization of the following 
expeditious response procedures/activities. 
  
Rapid Response 
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Rapid Response functions were transferred from the State Reemployment & 
Emergency Coordination Team (REACT) to the Regional Workforce Boards effective 
July 1, 2004. The rapid response process for Region 8 is as follows: 
 

1. Arranging on-site employer/employee visits and information sessions. 
Once WARN notice is received or upon learning of a potential 
layoff/closure, the rapid response coordinator contacts the employer to 
arrange an on-site visit to assess the situation and to plan with the 
employer the provision of services to the workers.  

 
2.  Developing rapid response visit reports. 

Rapid response coordinator will prepare detailed report of employer visit 
to include: 
a. employer name, address, contact information  
b. layoff schedule  
c. date WARN was received 
d. number of affected workers  
e. whether a Trade Act Petition is being filed  
f. dates for worker informational sessions  
g. identification of RWB (regions) that serves the workers  
h. the name of any labor union representing the affected workers  
i. name & contact information of partners participating in the on-site visit 
j. Reports are sent to State REACT office, WorkSource management 

and career center staff, business services & Chamber of Commerce 
contact representative.  
 

3.   Administering employee surveys.    
 Surveys are normally completed at employee rapid response meetings. 
 
4.    Developing rapid response plans.  

Rapid response plans are developed with the employer, appropriate one-
stop career center, and if needed, community agencies. 

 
5. Coordinating the reemployment services with One-Stop Career Centers. 

Whenever possible, a representative from the WorkSource Career Center 
closest to the affected company will participate in the employee rapid 
response sessions to describe the available resources and services, and to 
invite workers to visit the centers. One-Stop Center staff often assist business 
services consultant in planning job fairs for affected workers. Worker surveys 
are made available to One-Stop Centers 

 
6. Reporting the employment situation of State workers. 

A list of state dislocated workers is e-mailed to the regional rapid response 
coordinator for initial contact to determine services needed and assist with 
job search. Weekly follow up calls are made to workers and the results are 
forwarded to the State REACT office. 
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7. Rapid Response-related measures and goals.   
WorkSource attempts to respond to all dislocation events affecting 10 or 
more workers. Contact with employer is made once WARN is received or 
information is known of layoff/closure. Rapid response reports are prepared 
and distributed within seven working days of employer visit. Goals are to 
facilitate reemployment of affected workers and reduce time on 
unemployment compensation. 

 
8. Rapid response dislocated worker unit staffing. 

Region 8 has one regional rapid response coordinator. 
 
9. Public awareness.  

Rapid response services are promoted through information on WorkSource 
website & brochures, WorkSource rapid response coordinator, business 
consultants and local chambers of commerce. 

 
V.G.4.b.TAA Information 
 
Contact is made with employer immediately once Trade Adjustment Assistance (TAA) 
has been approved and a meeting on-site is held to inform employer of TAA program 
services and components.  TAA meetings are then scheduled with affected workers to 
inform them of TAA program and to assess needs through worker surveys. Plans and 
services are implemented based upon survey results. One Stop center closest to 
employer participates in informational meeting with workers. Coordination is made with 
State Unemployment Compensation to coordinate layoff dates and the distribution of 
Trade Reduction Act (TRA) information. Funding is reviewed to determine if additional 
resources are needed.     

  

V.G.5. Trade Adjustment Act 
 
V.G.5.a. State Merit Staff 
 
TAA Program services are provided by employees state merit staff through the Agency 
for Workforce Innovations.  WorkSource ensures that merit employees are the only 
staff who provides services under the Trade Adjustment Assistance (TAA) Program by 
establishing two full-time State career service positions.  These positions are 
responsible for providing and monitoring services to all clients who are eligible for the 
Trade Adjustment Assistance (TAA) program in Region 8.    As State Career Service 
positions, both positions have state approved position descriptions with TAA specific 
duties outlined.  These position descriptions were used for the advertisement and 
selection of the current incumbents (state employees).  These Trade Adjustment 
Assistance specific State Career Service positions were advertised on People First.  After 
the advertisement closed, applications were reviewed based on a pre-determined 
selection criteria followed by a formal panel interview and final selection.   As part of 
their TAA specific duties, the incumbents in these positions are required to travel to  any 
office in the six county area of WorkSource to provide TAA services.    
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V.G.5.b. Timely Response to Trade-Affected Dislocations 
 
When a notice of an impending trade affected dislocation is received in the region, the 
Rapid Response Coordinator will make an initial employer contact.  At the initial 
meeting with the employer, rapid response services are explained and offered for all 
affected workers.  If the Rapid Response Coordinator determines the employer qualifies 
for Trade, t he coordinator will provide technical assistance in the filing of a petition and 
make the company aware of the wide array of services available to their workers that 
they would otherwise not be eligible for.   If the company is approved, the Rapid 
Response and TAA Coordinators will jointly assist the employer in scheduling TAA 
informational sessions as stated in V.G.4.b.    
 
V.G.5.c. Timely Service to Trade-Affected Workers 
 
As articulated in Section V.G.4.b., contact is made with employer immediately once 
Trade Adjustment Assistance (TAA) has been approved and a meeting on-site is held to 
inform employer of TAA program services and components.  TAA meetings are then 
scheduled with affected workers to inform them of TAA program and to assess needs 
through worker surveys. Plans and services are implemented based upon survey 
results. One Stop center closest to employer participates in informational meeting with 
workers. Coordination is made with State Unemployment Compensation to coordinate 
layoff dates and the distribution of Trade Reduction Act (TRA) information. Funding is 
reviewed to determine if additional resources are needed.     
 
Employment and training activities available to individuals qualified under the TAA 
Program deemed appropriate through a one on one assessment session with a TAA 
Case Manager are: 
 
¶ Employment and Case Management Services  

¶ Reemployment Services 
¶ Job Search Allowances 
¶ Relocation Allowances 
¶ Training- Occupational Skills Training, Remedial or Prerequisite, Customized and 

Registered Apprenticeship (under 2009 amendments).  TAA provides funding for 
tuition, books, uniforms, equipment, supplies, licensing and credentialing fees.  

¶ Transportation will be authorized when the worker travels 50 miles one way 
from place of residence to training  facility.  Subsistence can be authorized if the 
participant is required to reside remotely.  

¶ Income Support ï Trade Readjustment Allowances (TRA) 

¶ Waivers from Training 
¶ Alternative Trade Adjustment Assistance for older workers (ATAA) (Petitions filed 

prior to May 18, 2009) 

¶ Reemployment Trade Adjustment Assistance (RTAA) (Petitions filed on or after 
May 18, 2009) 
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¶ Health Coverage Tax Credits (HCTC) 
 

Through this meeting, customers are informed of available benefits, rights and 
obligations for the trade certif ied workers and provided an opportunity to apply for 
services.  All TAA eligible workers applying for TAA services are required to have a 
completed TAA application establishing program eligibility. Eligibility, services and 
outcomes will be tracked and reported in Employ Florida Marketplace.       
 
V.G.5.d. Coordination with the Special Payment Unit 
 
TAA merit staff coordinate TAA entitlements with the Agency for Workforce Innovation 
Special Payment Unit.  TAA staff ensures all required eligibility; training documents and 
TRA certifications are received by the TRA Special Payment Unit and posted in the 
Unemployment Compensation system.   All eligible workers receive 
employment/reemployments services by either the TAA Case Manager or referral to the 
local One Stop Center staff.  Case Management Services will only be provided for TAA 
participants with approved petitions in the 70,000 -79,999 series.  First priority to 
receive TAA funding will be given to the participants who qualify both as trade affected 
workers and dislocated workers.   All remaining TAA funds will be expended on services 
for trade affected workers that are not dislocated workers.  
 
V.G.5.e. Partner Program funds for TAA workers 
 
TAA funding allocations will be expended to fund training services for all TAA eligible 
participants.  If TAA funding is limited or no funds are available, the participant will be 
determined eligible, processed and funded by the WIA Program as a Dislocated Worker.  
Participants will be provided core, intensive and training services by the One Stop 
Center WIA Workforce Services Representatives.     
 
V.G.5.f. Services stipulated at Section 236 
 
TAA Case Managers work very closely with the Director of Program Services and the 
WIA Quality Assurance Program Manager to review all training documents thereby 
ensuring all programmatic requirements are met in accordance with the Trade Act and 
related federal policies and procedures.     
        
 
V.G.6. Job Corps 
 
V.G.6  
 
 Job Corps 
 
Youth Services will re-establish a relationship by working directly with a Job Corp 
recruiter/representative.  In the past, information/referrals regarding Job  Corp were 
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given during interactive workshops presented in the schools. Youth visiting the One 
Stop center will be given an informational packet w hich will include information about 
Job Corpôs program and contact information. 
 
Referral sources such as the local school system and community-based or faith-based 
organizations will be contacted and communicated; WorkSource Business and Youth 
Services coordinate contacts in the school system and other organizations with the 
Admissions Counselors and will develop a plan of action in regard to how contacts will 
be made, who is responsible for making the contacts and how frequent contacts are 
made.   
 
V.G.7. Youth Programs 
 
V.G.7.a. Strategic Goals for Youth 
  
WorkSource adopted an integrated workforce service delivery system prior to  the 
passage and implementation of the Workforce Investment Act in 1997 .  Building 
partnerships to increase capacity is central to the role of Work Source.   We actively 
seek opportunities to partner with Education, Juvenile Justice, Children and Families, 
Elder Affairs, Veterans Affairs, the community college and state university system as 
well as other national, state and local initiatives such as the U.S. Department of Labor, 
U.S. Chamber of Commerce, Workforce Florida, Inc., Enterprise Florida, Inc., Volunteer 
Florida and the Governorôs Drug Council.  In addition , we closely work with all local 
school districts and Community and Faith Based Organizations.  Historically, we have 
sought to encourage innovation, expand services and leverage resources using our 
local WIA Youth and TANF funds to provide pioneering youth providers opportunities to 
explore, study and implement ground breaking effective strategies designed to meet 
the needs of the very hardest to serve population .  
 
Through the assistance of local educational partners, employers, community and faith 
based organizations, and contractual agreements for services, WorkSource will develop 
and strengthen relationships with the aforementioned to enhance employment and 
academic opportunities for youth. WorkSourceôs Youth Council will be a major 
component in aligning these relationships and encouraging the direction of the str ategic 
goals. WorkSource intends to provide a forum for youth and its partners through 
webinars, special trainings sessions, symposiums, social media and other methods of 
communication.                      
 
V.G.7.b. Targeting Most in Need Youth 
 
WorkSource has actively partnered with Workforce Florida to advance the goals of the 
New Youth Vision  through cross agency coordination, both at a state and local level .  
Workforce Florida has held a number of óStrengthening Youth Partnershipsô meetings, 
of which WorkSource has been an active member. The results show progress that has 
been achieved at the state level, and substantive collaboration and coordination has 
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taken place at the local level, proving that  it is not the absence of collaboration that 
propels this initiative, but the desire to institutionalize planning, resource sharing, and 
coordination.  WorkSource will remain an advocate, actively supporting sustained 
progress between partners aimed at reducing redundancy in programs and services.  
From experience, we know this will result in filling the gaps of needed services, 
identifying and promoting the  removal of federal and state barriers that prohibit 
providing the best possible mix of services, and most importantly, increase efficiency 
and effectiveness.   
 
This dynamic partnership strategy has already offered a means to cross train staff and 
develop strategies for improving services to youth in foster care, youthful offenders, 
homeless youth, and migrant and seasonal farm worker youth.  Work Source plans to 
host a series of meetings to disseminate the challenges and opportunities of the New 
Youth Vision  to our active partners and other agencies serving youth on Floridaôs First 
Coast.  Agency partners are helping to plan the meeting s and will be able to i ssue 
invitations for their local associates to participate in the meeting s. 
 
WorkSource continues its efforts in focusing on youth who have aged out -of-foster-
care, offenders, out-of-school youth, those who are disabled, and others with barriers 
and backgrounds that limit their opportunities for success. With dedicated direct staff 
assistance and contracted services, this population receives services and support as 
early as possible to eliminate the effects of these concerns.                             
 
V.G.7.c.i. Local Definition for Youth Requiring Assistance 
 
The local definition for those youth requiring additional assistance to complete an 
educational program or to secure and hold employment will be defined as those most at 
risk youth as defined in the New Youth Vision adopted by the Florida Strengthening 
Youth Partnerships.  This may include, but is not limited to youth who are not basic 
skills deficient but need additional study to pass testing to graduate from school.  Also, 
it includes at-risk youth (due to dysfunctional families or broken homes, working poor, 
attending failing schools, reside within an empowerment or enterprise zone, has 
received a social service within the last 6 months, or does not have general public 
transportation available in their residing county.       
 

V.G.7.c.ii. Local Definition for Additional Barriers to Employment 
 
The local definition for locally identified ñadditionalò barriers to employment for youth 
served under the ñfive percent windowò is a youth who requires additi onal assistance as 
provided by WIA Youth programs to complete an educational program or to secure and 
hold employment.   
This may include, but is not limited to youth who are not basic skills deficient but need 
additional study to pass testing to graduate from school.  Also, it includes at-risk youth 
(due to dysfunctional families or broken homes, working poor, attending failing schools, 
reside within an empowerment or enterprise zone, has received a social service within 
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the last 6 months, or does not have  general public transportation available in their 
residing county.       
 
V.G.8. Welfare Transition Program ï Temporary Assistance to Needy Families 
 
V.G.8.a. Applicant Services 
 
V.G.8.a.1. Work Registration 
 
WorkSource utilizes an online work registration process for WT/TANF customers. The 
online process can be accessed from any computer with high speed internet capability.  
When applying for TANF, customers are provided with brief instructions and a link to 
the work registration site by DCF. Applicants who do not have access to a computer 
with high speed internet or need assistance in completing the work registration process 
are provided with phone numbers and instruction on how to get assistance with the 
process.   When accessing the work registration page, customers are provided detailed 
instructions that guide them through a WTP orientation PowerPoint, registration 
instructions for the Employ Florida Marketplace (EFM) and an assessment to identify 
needs and barriers.  WT/TANF program opportunities and obligations; grievance 
processes; and anti-discrimination laws are included in the orientation.  Customers are 
encouraged to begin their job search at the time of work registration in EFM.  
Customers with limited abilities are identified during the assessment process.  Links to 
the Opportunities & Obligations as well as diversion information are provided in the 
orientation PowerPoint. The Applicant Processing Unit verifies and enters applicant 
information in the OSST system.    
 
V.G.8.a.2. Up-Front Diversion  
 
Up-Front Diversion information and the 1st page of the Up -Front Diversion screening 
form are included on the online work registration site.  Customers who are interested in 
and believe they qualify for an up -front diversion are instructed to complete th e 
screening form and contact the Applicant Processing Unit for an additional review.  All 
TANF applicants are first provided job search/job readiness services and if warranted, 
services such as car repairs, housing assistance and others that will address emergency 
needs that would allow them to obtain employment are addressed.  Use of TANF 
formula funds for Upfront Diversion is limited to TCA applicants who are attached to the 
workforce and are likely to lose their job due to lack of transportation, housing , or 
childcare and a onetime payment is expected to eliminate the barrier and maintain 
employment.  DCF TANF funds are requested to pay for all costs associated with 
services provided, except in emergency situations.   
 
V.G.8.a.3. Promising Practices for WT Work Registration 
 
WorkSource now uses an online work registration process that allows customers to 
complete the entire process without visiting a career center.  Instructions guide 
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applicants through a combination of PowerPoint presentations, links, forms and 
assessment documents needed to address work registration requirements.  A link to 
the 1st page of the Up-Front Diversion screening tool and processing instructions are 
included in the online site.   
 
V.G.8.b. Mandatory Services  
 
V.G.8.b.1. Informing Mandatory Customers of their Rights 
 
Upon approval for TANF and referral to the Welfare Transition Program, customers are 
scheduled for a call-in appointment with a Customer Support Representative (CSR).  
During the appointment, the CSR and customer review all information provided during 
the work registration process.  The information provided combined with the EMF data 
and all available assessment information is used to begin helping the customer with 
their Individual Responsibility Plan.  All service needs are identified and addressed 
during the call and referrals are provided orally and via email at that time.  Services 
may include referrals for domestic violence, mental health and/or substance abuse 
counseling as well as support services, i.e. child care, transportation assistance or other 
work related services.  Information listed above is forwarded to the customer via email 
and the customer is scheduled to attend a workshop in one of our Career Centers to 
review information and sign required documents .  A debit card is issued to the 
customer during their first visit to the Career Center or Access Point and funds are 
added for needed support services when identified and approved.  Customers 
requesting to be excused from or reschedule an activity must have a valid reason for 
the change.  The reasons for an excused absence or rescheduled appointment include 
childcare issues, medical incapacity, domestic violence, temporarily caring for a 
disabled family member, family emergency, natural disaster, transport ation problems, 
court appearance or circumstances beyond their control.  Documentation may not be 
required after a diligent review by staff and/or supervisor if it is a first request; 
subsequent requests require documentation except in rare circumstances after 
supervisory review.  All failures except those listed previously require documentation if 
the failure has already occurred.  
 
V.G.8.b.2. Informing Mandatory Customers of their Responsibilities 
 
Items listed in the above section are all addressed during the work registration process 
and during the initial call -in appointment with the customer.  Customers are also 
provided with this information and program requirements in a follow -up email and 
during their first scheduled visit to one of the WorkSource C areer Centers.  The 
Individual Responsibility Plan developed with the customer also addresses activity 
requirements and how and when to submit participation information.  
 
V.G.8.b.3. Participation 
 
V.G.8.b.3.a. Unsubsidized Employment 
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Employment where there is an employer requires a copy of a paycheck, pay stub or an 
employer signed statement with the earnings and the number of hours worked during 
the pay period.  In all cases the number of hours worked must be available, if a 
paycheck or pay stub does not include the number of hours worked the rate of pay 
must be used to calculate the hours worked during the pay period.  Employer 
timesheets will be acceptable documentation of hours worked.  Hours of participation 
will be recorded based on the actual hours worked during the pay period.  All paid 
holiday, vacation and sick leave will be included as hours of participation.  Use the 
hours documented on the paycheck or timesheet accepted as documentation of work 
hours. 
 
Self-employment is one type of Unsubsidized Employment and the documentation 
needed includes both the amount earned and the expenses incurred to conduct the 
business.  Documents required for earnings are checks, copies of payments (earnings) 
received or a copy of the customerôs records kept for federal income tax purposes.  
Incurred expenses may be documented with itemized receipts for business related 
purchases or the customerôs records used for federal income tax purposes.   Hours of 
participation for Self-employment will be determined by subtract ing the bi -weekly 
expenses from the bi-weekly earnings and dividing the adjusted income by the Federal 
or Florida Minimum Wage, whichever is higher.  Hours will not be projected for Self -
employment.   
 
 
Projecting hours worked in an unsubsidized job will be allowed if a Florida closure alert 
has been received through the Florida and OSST interface.  The only acceptable 
exception to the closure alert is a review of the Florida System case record showing the 
TCA has been closed due to employment (the interface may not have produced a 
closure). 
 
V.G.8.b.3.b. Subsidized Employment 
 
Subsidized Employment customers will be supervised by the employer or their 
designee.  Subsidized Employment contracts for Work Supplementation, Incentive 
Payments, and Supported Work include daily supervision of the customer requirements.  
Daily supervision must include a daily timesheet with hours worked and must be 
approved by the onsite supervisor.  Timesheets or pay stubs with hours worked will be 
required bi-weekly, at a minimum,  for documentation of participation.   
 
In all cases of Subsidized Employment, the person responsible for supervising the 
customer will be identified to the RWB staff responsible for documenting hours of 
participation.  This allows for close monitoring of the success of the customer and the 
opportunity for intervention if indicated.  Bi -weekly contact with the supervisor at the 
work site will enhance the probability of a positive outcome of the experience.  Contact 
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with the supervisor may be via telephone, e-mail or on site visit.   On -site visits must 
be approved by the center director or their designee.  
 
V.G.8.b.3.c. Job Search and Job Readiness 
 
Customers who job search on-site at the employerôs place of business must log the 
date and time of arrival at t he first employer site each day, with whom they speak, if 
an application was completed and/or an interview conducted.  The time the last visit 
ended each day must be documented, not the time arrived home.  Breaks from job 
search activities for personal appointments, i.e. doctorôs appointments are not counted 
as participation in a job search activity.  Job search that commences from the career 
center must include the time of departure and return.  The name of the employer, the 
address, telephone number and the person who will verify their visit must be included 
on the job search log.  Daily visit to a career center or an access point is highly 
recommended for additional job leads. Daily contact with center staff is an important 
part of our customerôs success in finding self -sufficient employment and may be via 
telephone calls to designated staff and/or use of EMF job search activities. 
Customers completing job readiness activities and job searches in the center sign a log 
upon entry in each workshop they atten d.  If the customer leaves the center earlier 
than scheduled, they must sign out, staff notes the time of exit and reviews the log 
after the session.  Customers are provided the opportunity to conduct job search using 
resource room computers.  A log is kept by staff who closely monitor the time of each 
customer in the room.  Staff in the center work one -on-one with customers to assist 
them in their job search activity .  They also provide job development for individuals 
who have difficulty finding a ppropriate job openings. 
 
V.G.8.b.3.d. Community Service 
 
WorkSource has a Community Services Program Coordinator who develops agreements 
with non-profits agencies and organizations throughout the region.  In the process of 
developing an agreement, the coordinator verifies their not -for-profit status by 
requesting their Tax Exempt number.  Those sites that do not have a Tax Exempt 
status could be considered as a Work Experience site, but WorkSource is very selective 
with that activity and how it is used.   
 
The Community Services Program Coordinator works on developing worksite 
agreements with each provider.  If potential community services sites are identified by 
others in the organization that information is provided to the coordinator who contacts 
the site directly. The agreement includes basic information on the responsibilities of 
both WorkSource and the organization including: training, supervision and time and 
attendance requirements.  Additionally a job description is developed for each type of 
position available at each site.  The job description has specific information including: 
site addresses, supervisors names, type of work to be performed, job titles for each 
opening, number of positions available, hours of operation, job details and special 
requirements needed such as a background check. 
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Customers are referred to community services by their case managers. Upon placing a 
customer at a site a referral form is emailed to the provider and a copy given to the 
customer.  Specific instructions are provided on the referral form that includes: start 
date, schedule, hours allowed, provider contact information, customer information, and 
any special instructions.  
WorkSource uses an online time and attendance program to track and monitor the 
progress of customers while in community service.  Each site is entered in the program 
and supervisors are given access to the customer records in that data base assigned to 
their site.  Supervisors update attendance weekly and submit it electronically to 
WorkSource.  Sites are reminded if they fail to submit timesheets weekly.  Customers 
do not have access to the timesheet program nor do they update their own time and 
attendance.  
The site agreement address the assignment of community services workers to replace 
displaced workers and that it is not allowed.  
 
V.G.8.b.3.e. Job Skills Training 
 
Timesheets will be completed daily and if this activity includes more than one training 
instructor timesheets will be completed for each.  The supervisor/instructor will verify 
participation by signing and dating timesheets.  Timesheets will be returned to 
WorkSource no less than monthly. Unsupervised study hours are allowed if the 
educational provider provides a syllabus for each course or a statement on school 
letterhead stating the u nsupervised study hours required for the course.   
WorkSource staff will update each JPR week in OSST based on actual written verified 
documentation.  Staff will contact the training staff monthly to further verify customer 
participation.  The monthly cont act will allow staff to update any training staff changes 
which impact documentation verification.  
 
V.G.8.b.3.f. Education Directly Related to Employment 
 
Supervision will be certified by the instructor, on -line distance learning system or other 
authorized staff for each day the individual attends the training or related activity and 
earns participation hours.  Unsupervised study hours are allowed if the educational 
provider provides a syllabus for each course or a statement on school letterhead stating 
the unsupervised study hours required for the course.   
 
Staff will contact the training staff monthly to further verify customer participation.  The 
monthly contact will allow staff to update any training staff changes which impact 
documentation verification. 
 
V.G.8.b.3.g. General Equivalency Diploma (GED) 
 
Customers attending a secondary school or studying for a GED will have daily 
supervision by the teaching staff at the school location.  Contact by WorkSource staff 
will be at a minimum of monthly and may b e via telephone calls or onsite visits.  
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Unsupervised study hours are allowed if the educational provider provides a syllabus for 
each course or a statement on school letterhead stating the unsupervised study hours 
required for the course.  
A weekly timesheet/classroom attendance record for each customer will be completed, 
signed and dated.  The timesheet/classroom attendance record will be returned to staff 
no less frequently than monthly.  
 
Progress will be determined by student grades and/or instructor ve rbal or written report 
of progress at nine week intervals. 
 
V.G.8.b.3.h. Providing Child Care 
 
WorkSource does not utilize this activity for participation.  
 
V.G.8.b.4. Work Activity Engagement 
 
All WTP staff are provided periodic training on the assignment of activity hours for each 
activity.  The training includes the 40 hour a week limitation; how to calculate and 
assign CSP and WE hours each month; the Work Verification Plan (WVP) definition of 
each activity and how it needs to be used; and the need for daily supervision.  The se 
are also addressed in WorkSourceôs WTP LOP.  Both OSST and locally generated 
reports are used to monitor the assignment of activities, CSP / WE calculations, Job 
Search/Job Readiness weeks used and Excused and Holiday hours credited. 
 
Periodic QA audits are also conducted to insure that activities are assigned properly and 
corrections are made when identified.   
 
V.G.8.b.5. Documentation of Work Participation 
 
WorkSource now uses an online time and attendance program for CSP and WE that 
assures hours are captured correctly.  Time and attendance forms for other activities 
are submitted directly to case managers and hours are verified before JPRs are 
updated. QA audits are conducted to review JPR hours that are entered in the OSST 
system. 
 
V.G.8.b.6. Documentation of Hours of Unpaid Work Activities 
 
Timesheet requirements are addressed in the steps during the development and 
updating of the IRP.  Customers are notified if timesheet are not turned in as required.  
When timesheets are not turned in timely, customers receive a phone and email 
notification. Pre-penalty and sanction actions will also take place if needed. The current 
process for providing support services is being changed to a debit card program.  
Customers have been informed that support services could be impacted or delayed if 
timesheets are not submitted timely.   
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V.G.8.b.7. Accurate Job Participation Rate (JPR) Data 
 
All new staff members receive 4 days of training that address documentation 
requirements for all activities.  Staff are prov ided a training manual that includes the 
Work Verification Plan information as well as local and AWI PowerPointôs that address 
these requirements. Periodic QA audits are conducted to insure processes are followed 
correctly. 
 
V.G.8.b.8. Mandated Safeguards for Recording Hours of Participation 
 
All new staff members receive 4 days of training that address documentation 
requirements for all activities.  Staff is provided a training manual that includes the 
Work Verification Plan information as well as local and AWI PowerPointôs that address 
these requirements. Periodic QA audits are conducted to insure processes are followed 
correctly. 
 
V.G.8.b.9. Deferrals 
 
During the initial assessment process, call-in meeting with the customer, or any time 
while communicating with the customer it is discovered that the customer is in need of 
a deferral, the staff w ill take actions to determine if accommodation can be made that 
will allow the customer to continue to participate in work activities.  Needs and barriers 
will be addressed before any actions are taken. If domestic violence is indicated by the 
customer, referrals to local domestic violence organizations will be made. 
If it appears that the only recourse is to process a deferral, the customers will be 
required to provide documentation supporting the reason for a deferral.  Customers will 
be given adequate time to provide needed information.  Once proper documentation is 
provided, it is reviewed with the customer to determine actions to be taken and 
deferral codes to be used. 
 
The case manager will create an IRP with the customer that addresses specific things 
that need to be done while in a deferred status including follow -up appointments, 
treatment programs, referrals to other agencies and programs such as Vocational 
Rehabilitation, SSI/SSDI application information and referrals, and literacy programs 
available near them.  Customers who indicate they have transportation issues will be 
given several options to improve their transportation needs such as a relocation or 
developing work activity options near them.  Deferred customers will be scheduled for 
follow-up appointments at least monthly.  
    
A deferral checklist is used by staff when processing a customer for a deferral. 
 
V.G.8.c. Other 
 
V.G.8.c.1. Relocation Payment ï Maximum Allowable Amounts 
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Local Operation Procedures allow for relocations to be approved as follow:  $1000 and 
below by Center Directors; Between $1000 and $2000 approval must come from the 
Operation VP and all amounts above $2000 must be approved by the CEO.  Domestic 
Violence relocations are processed expeditiously. 
 
V.G.8.c.2. Ensuring Confidentiality of Program Participants 
 
Customers with sensitive issues are provided a confidential setting to address them.  
Information that is confidential in nature including medical documents, counseling and 
domestic violence is kept under lock & key in a separate fi le.  Staff has also been 
directed to not include specific information on any of these in the OSST case notes. The 
WT program at WorkSource will be utilizing a call center and career center appointment 
structure starting in September 2011.  Additionally, the WT program will als o be 
adopting a document management program for maintaining customer files and records; 
security is built into the document management to secure confidential records . 
 
V.G.8.c.3. Participant Notifications 
 
In addition to receiving information about sup port services, counseling and domestic 
Violence during the work registration process, these are all addressed again during the 
initial call-in appointment with the customer as part of the assessment review and 
development of the IRP.  Additionally, when th e customer visits a center to sign 
required documents, information on these and other services are addressed.  Each 
Center also has Domestic Violence information and contact numbers posted; these 
contacts are the designated domestic violence providers within the geographic area. 
 
Staff members also have access to resource guides that lists local programs and 
agencies that can provide assistance to them. 
 
V.G.8.c.4. Fair Hearing Preparation and Attendance Process 
 
WorkSource attempts to resolve all issues or disputes prior to going to hearing, but in 
those cases in which we cannot come to resolution, the customer is reminded again of 
the right to a fair hearing and is provided with information on how to request one.  All 
fair hearings are now conducted via telephone with representatives from DCF, 
WorkSource and the customer.  DCF notifies everyone in advance of the hearing and 
requires that we provide supporting documentation to both them and the customer 
several days prior to the hearing.  On the day of t he hearing each side presents its case 
and documents are reviewed.  At the least, a WorkSource Team Leader and the staff 
member managing the case attend the hearing.  Each case is different, but 
documentation provided prior to a meeting usually includes: c ase notes, timesheets, 
pre-penalty and sanction notices, IRP information and referral forms.  
 
V.G.8.c.5. TANF Locally Developed Special Projects 
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WorkSource has no locally developed projects. 
 
V.G.8.c.6. Individual Development Account (IDA) 
 
WorkSource has no IDA program. 
 
V.G.9. FOOD STAMP EMPLOYMENT AND TRAINING PROGRAM 
 
V.G.9.a.1. Program Operation ï Local Staffing Model 
 
Region 8ôs Food Stamp Employment and Training (FSET) Program is designed to 
provide volunteer participants with the opportunities and resources to obtain quality 
employment and to become self-sufficient.  This is accomplished by offering a variety 
of activities and services through Career Service Centers and partner agencies that are 
designed to improve a FSET customerôs employability. 
 
FSET program activities in Region 8 are managed and accomplished through Career 
Service Centers.  These centers serve program volunteers in the region to the extent 
possible with limited funding. Region 8 administers the FSET program and provides 
FSET services in Baker, Clay, Duval, Nassau, Putnam and St. Johns counties.   
 
Local Staffing ï Region 8 has taken a unique approach in developing a staffing model 
for its FSET program.  Over sixty-five percent of the FSET customers in Region 8 live in 
Duval County.  In order to best serve those recipients, Region 8 created a unit 
specifically to serve FSET customers in Duval County and has developed specialized job 
descriptions and responsibilities for staff within the center.  Below is a brief description 
of each:  

 
a. Special Projects Team Director ï Oversees all operations of the Duval County 

FSET unit.  The Special Projects Unit Director also oversees the operations of 
other specialized units within the center. 

b. FSET Program Manager ï The FSET Program Manager is responsible for all day-
to-day operations of the Duval County FSET unit, and training staff serving FSET 
customers in our outlying counties. 

c. FSET Workforce Services Representative (WSR)   (4)  Their duties and 
responsibilities are as follows: 
 

1. Two (2) Front Line WSRôs meet and greet all customers that enter the 
Special Projects Unit.  They are also responsible for determining the 
reason for a customerôs visit and providing assistance and service to 
them.  The WSR reviews cases in the OSST system to determine the 
customerôs current status and actions required.  The Front Line WSRôs 
also answer incoming phone calls; process faxes and operate other office 
equipment, as needed. 
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2. One (1) Employment Specialist WSR assists FSET customers with their 
job search needs.  Ensures they are registered in Employ Florida 
Marketplace (EFM), helps to review resumes and offers one on one job 
search assistance. 
3. One (1) Computer Lab WSR monitors our 10 computer lab assisting 
with EFM Registration and job searching as needed. 

  
In addition to staff assigned to the Duval County FSET team, there are also 
WorkSource Career Consultants assigned to serving FSET customers in the rural 
counties of Region 8.  Because of the size of the Career Centers and volume of FSET 
customers served, these Career Consultants perform multiple functions in serving FSET 
customers including, but not limited to:  
 

¶ Conducting Orientations and Assessments; 
¶ Scheduling and monitoring progress in work assignments; 

¶ Processing Food Stamp Reimbursement (FSR) requests; 
¶ Maintaining and updating both hard and computer (OSST) case files for each  
 FSET customer; and 

¶ Insuring that ñjob readyò customers are work registered in the Employ Florida 
Marketplace (EFM). 

 
Career Consultants in outlying counties also work closely with other center staff and 
partner agencies in providing FSET customers with support services and employment 
assistance.   
 
V.G.9.a.2.  Procedures for Contacting Participants 
 
Because Florida is operating a volunteer-based E&T program for food stamp recipients, 
there will not be any ABAWDs in the State of Florida.  This means that food stamp 
recipients who would otherwise meet ABAWD requirements will not be subject to time 
limits.  
 
Food stamp recipients engaged in the Temporary Assistance for Needy Families (TANF) 
work program or the Welfare Transition (WT) program will not be able to participate in 
the FSET program.  The FSET program will be volunteer-based.  Because the 
population receiving food stamps is so large, the workforce system partners have 
identified a subset of that population that will be mailed an ñOutreach Letterò by the 
AWI.   
 

i. Food stamp recipients, age 16-39, who are coded as work registrants or 
Unemployment Compensation recipients will have a case built in the 
One-Stop Service Tracking (OSST) system.  The case will be created 
when the data is received from the Florida On-line Recipient Integrated 
Data Access (FLORIDA) system through a nightly interface with 
workforceôs data entry system, the OSST system.  Work registrants are 
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food stamp recipients ages 16 through 59 who do not meet one of the 
following conditions:  

 
1. A person who is 16 through 18 who is in school or enrolled in an 

employment and training program, on at least a half -time basis; 
2. A person who does not meet work registrant  requirements based 

on education exclusions; 
3. A person determined by DCF to be physically or mentally unfit for 

employment; 
4. A participant in the WT program;  
5. A parent or other household member responsible for the care of 

a dependent child under six; 
6. A food assistance recipient caring for a disabled individual; 
7. A person who reports that he or she is involved in a substance 

abuse/mental health treatment program on a regular basis that 
interferes with employment opportunities.  This does not include 
individuals who participate in Alcoholics Anonymous (AA) or 
Narcotics Anonymous (NA); 

8. An individual who is working 30 hours a week or more; or  
9. An individual who is earning the equivalent of working 30 hours a 

week or more based on minimum wage provisions. 
 

ii.Food stamp recipients who are receiving Unemployment Compensation 
are not coded as ñwork registrants.ò  Typically, food stamp recipients 
who are receiving Unemployment Compensation would not be referred 
to the workforce system via the FLORIDA to OSST interface because 
they are not ñwork registrants.ò  Because Florida qualified for a waiver 
under a DOL Trigger Notice, we decided to provide services to food 
stamp recipients who are receiving Unemployment Compensation last 
fiscal year. Since Florida continues to qualify for a waiver under a DOL 
Trigger notice, we will continue to serve Unemployment Compensation 
recipients under our voluntary E&T program. 

 
The DCF identifies recipients with certain benefits categories with a specific code.  This 
code will be received during the FLORIDA to OSST interface so that workforce can offer 
intensive services, including re-employment services. 
 
WorkSource utilizes the AWI automated system that sends out letters to potential FSET 
volunteer customers.  The letters are mailed one work day after  the overnight interface 
between DCF and OSST.  The system is automated to open a case file in OSST and 
creates all the required documentation. 
 
V.G.9.a.3. Procedure for Participant Notification of their Rights and Opportunities 
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Notification of the partic ipants Rights and Opportunities takes place during orientation.   
Orientation is a required activity for new or reopened referrals if the participant has not 
attended Orientation within the last 12 months.  Orientation is required if there have 
been significant program changes since the participant last attended, regardless of the 
time frame.  Assessment is required prior to placement into a component.  Orientation 
and assessment are not stand-alone components; however, they are qualifying 
activities and are considered part of the component to which the participant is initially 
assigned.  
 
Volunteers may participate in Orientation in one of three ways as follows:  
 

¶ The volunteer may attend a live orientation session to learn about what the 
workforce system and the SNAP E&T program  have to offer;  

¶ The volunteer may log onto the OSST system to attend an on-line orientation to 
learn about what the workforce system and the SNAP E&T program have to 
offer; or,  

¶ The volunteer may attend an on -line orientation session, as well as receive 
assistance with the on-line process at designated service centers and community 
partners.  

 
V.G.9.b.  Program Activities and Components 
 
V.G.9.b.1.i. Local Approach  
 
Customers are invited to take the Orientation and Assessment when they receive their 
letter generated by AWIôs automated system.  This is performed as described at 
V.G.9.a.3.    Assessments are also conducted following Orientation.  The AWI-FSET 
0011 Assessment form is used to determine the participantôs job readiness and to 
develop a sequence of activities that the customer will be assigned to.  Customers are 
also required to complete an ñAuthorization for Release of Informationò form, which 
allows FSET staff to access documents that may be needed to serve them.  When the 
customer comes to our office, they complete a sign in sheet explaining why there are in 
the office.  We use the sign in sheet to track the customerôs activities to ensure the 
appropriate services are documented in EFM. 
 
In addition to the initial assessm ent that is conducted after an FSET customer 
completes orientation, subsequent assessments are performed before moving from one 
activity to another.  Staff document scheduled and completed orientations and 
assessments in the OSST system on the ñSkill Developmentò page.  Case notes are also 
generated indicating that the orientation or assessment has taken place.     
 
V.G.9.b.1.ii. Integrated Services 
 
In addition to the services provided by staff, FSET customers are provided with the 
same opportunities and services that other customers in the region are provided as 
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long as they meet eligibility requirements.  Assisting customers to obtain quality 
employment is the first goal of the FSET Program and many services are focused on 
doing this. 
 
FSET customers who appear to meet eligibility requirements for education and training 
funded through programs such as WIA or TAA are referred to regional representatives 
in these programs.  Customers who do not meet eligibility requirements are provided 
with information on h ow to request financial aid through local schools.   
 
Many FSET customers in Region 8 have criminal records.  The FSET program in this 
region works closely with these individuals in assisting them to obtain employment.  
The region has developed a list of potential employers who are willing to hire ex -
offenders and refers customers to these employers.  The FSET program also provides 
information on the Federal Bonding Program and assists customers in obtaining 
bonding.  The FSET program in Duval County also refers customer to ñOperation New 
Hopeò, an organization that assists ex-offenders with job training and job placement 
assistance through the Ready4Work program. 
 
Region 8 realizes that many FSET customers have barriers to employment that cannot 
be addressed by center staff.  If it is determined during the assessment process that 
customers need additional assistance in addressing barriers they are referred to partner 
programs.  
  
Region 8 has a ñDisability Navigatorò who works closely with customers with various 
disabilities to assist them in obtaining employment, applying for SSDI, or getting 
medical assistance or re-training.     
 
V.G.9.b.2. Job Search and Job Search Training Component 
 
Job Search 
 
Participants go and look for work each month by applying fo r jobs.  This includes: 
 

a. Completing applications;  
b.  Submitting resumes; 
c. Meeting with job developers for referrals to employers;  
d.  Contacting employers about job opportunities;  
e. Attending interviews;  
f.  Going to job fairs; and;  
g.  Other activities directly related t o securing employment, such as searching 

for jobs using the internet.   
 

Job searches may be conducted independently or in a group setting.  Job searches will 
be recorded on a job search report form or in the EFM system.  The data from the EFM 
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system may be used to verify the number of job search contacts that were made or the 
time spent in job search activities for the time period in question.  
 
According to 7 CFR 273.7, 
  
The State agency should not establish a continuous, year-round job search 
requirement. If a reasonable period of job search does not result in employment, 
placing the individual in a training or education component to improve job skills will 
likely be more productive. 
 
To meet this requirement, job search as an activity will not be a ñyear roundò activity in 
Region 8.   
 

¶ The job search activity will be limit ed to 180 days in any 365 day period of 
participation; 

¶ Upon reaching the 180 day limitation in any 365 day period the participant 
will be reassigned to another allowable activity;  

¶ Reassignment will be based on objective assessment.   
 
The job search activities in the career centers or satellite offices are an integrated part 
of the workforce system. There are many tools available to individuals who are looking 
for work, even if they cannot  go to an office.  In Region 8, employers are able to post 
jobs on EFM.  Employers can also look for job seekers with skills that fit the job profile.  
Employers can review resumes posted in the EFM system.   
 
Job seekers can look for jobs on any computer with Internet access using EFM. Job 
seekers needing access to a computer can go to the career centers, as well as 
community partners to conduct their job search activity.  At the career centers, staff 
members are available to offer personal assistance. Job seekers can: 
 

¶ Look for jobs;  
¶ Apply for jobs;  
¶ Develop a resume; 
¶ Update a resume; and 
¶ Post a resume in the EFM system.   

 
Job seekers can look up information about the labor market in EFM. This information 
includes emerging job occupations, high demand jobs, the type of education and skills 
required for specific occupations, etc. Job seekers also have the ability to begin the 
career planning process using tools in the EFM system.  
 
WorkSource staff work with employers to ensure job information is posted in EF M 
timely. We also help organize job fairs so that job seekers can directly interface with 
employers. Staff at the career centers engages job seekers, including food stamp 
recipients directly by:  
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¶ Finding jobs that are closely aligned with participants ski lls and goals;  
¶ Developing resumes; 
¶ Applying for work; and  
¶ Referring participants to employers so they can apply for an interview for 

jobs. 
 
 
Those individuals assigned to the job search activity will be asked to participate in at 
least 10 hours each month.  Hours will be recorded on a time sheet, job search report 
form or electronically (which can be verified by staff). All participation hours will be 
captured in OSST on the Job Participation Rate (JPR) screen. 
One job search record will be calculated to equal one hour of participation unless the 
individual lives in a rural area.  Individuals who live in rural areas will receive two hours 
of participation for one job search record. Hours of participation will be entered on the 
JPR screen by staff.  
 
If an i ndividual can participate in some part of the 10 hours but is limited due to 
transportation (the SNAP E&T participant can only receive up to $20 during the month), 
the participant will be considered to have met the level of effort.  For example, the 
individual spends the entire $20 applying for work on -site with employers or attending 
activities (job fairs, interviews, etc.) and proof of both engagement and transportation 
expenses are secured, the participant may be considered ñparticipating.ò  Other 
limitations may include medical issues, limited childcare, etc. Through case notes, 
program staff will document limitations that led to reduced hours of participation.  
 
Job Search Training  
 
According to 273.7(e)(1)(ii), the job search training program has to pr ovide meaningful 
assistance to the job seeker, helping improve his or her ability to get a job or 
employability.  Job search training activities are conducted locally based on availability 
of resources and designed to meet the needs of both employers and job seekers.  Job 
search training may include (but not be limited to) workshops, sessions or job clubs 
that address: 
 

¶ Employability skills; 
¶ Life skills (Research shows that basic communication and issues with 

managing barriers to employment are major issues that prevent individuals 
from getting and keeping jobs.)  

¶ Interpersonal skills; 

¶ Time management; 
¶ Decision making skills; 
¶ Basic job seeking skills (e.g., how to complete a paper application, how to 

complete an Internet -based application, how to approach managers, how to 
fax a resume, etc.);  
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¶ Job retention skills; 
¶ Interviewing skills;  
¶ Resume development; 

¶ Appropriate dress; 
¶ Career assessments; and 
¶ Career planning. 

 
Participants will be assigned to this activity based upon objective assessment.  They 
may be given a set schedule to participate in job club activities; this could include a 
schedule of workshops that meet these definitions, a schedule of classes that meet 
these definitions or information about on -line classes or computer-based sessions that 
meet these definitions.  Participants may be engaged directly by staff in activities that 
meet these definitions.  Participants may attend classes associated with employability 
that are available through community partners, at educational institutions, etc.  
Participants may also develop and update resumes using the EFM system.  Participants 
will be expected to participate in activities for at least 10 hours a month.  
Documentation in the form of a timesheet or job search report form will be acceptable.  
Hours of participation may also be secured from an electronic system, such as the EFM 
system.  Hours of participation may be secured from a provider electronically, such as 
by email from a designated party as well.  
 
If an individual can participate in some part of the 10 hours but is limited due to 
transportation (the SNAP E&T participant can only receive up to $20 during the month), 
the participant can be considered to have met the level of effort.  For example, if the 
individual spends the entire $20 attending wor kshops, classes, etc. and proof of both 
engagement and transportation expenses are secured, the participant may be 
considered ñparticipating.ò  Other limitations may include medical issues, limited 
childcare, etc.  
 
V.G.9.b.3. Work Experience Component 
 
Assignment to Work Experience activities is based on the individual needs of the FSET 
customer as determined through periodic assessments.  Work Experience assignments 
are aimed at providing participants with skills that will allow them to obtain and keep 
meaningful employment.  Determination of assignment to a work experience activity is 
made in collaboration with the FSET customer and the provider.  
 
Region 8 has developed an extensive list of Work Experience providers in which FSET 
customers may be referred to obtain employment skills and meet program 
requirements.  This list is provided on the regions ñPortalò website. Prior to adding a 
provider to the list a Worksite Agreement and Job Description are developed in 
cooperation with the provider.  This agree ment identifies the number of positions 
available and details the job requirements and how individuals will be supervised and 
trained while assigned to a position.  The regionsô FSET Program Manager maintains a 
master list of all worksite agreements.  
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When we need to develop additional Work Experience sites, we begin the process with 
making phone calls to determine if the site will meet our customersô needs as well as 
the needs of the Worksite.  If we are both in agreement that the experience will be 
mutually beneficial, an appointment is arranged to tour the site, explain their role in the 
process, as well as get the necessary worksite agreements signed. 
 
The participant is assessed to find a worksite associated with the individualôs 
employability level, skills and goals.  
 

¶ Work experience may be used in a progressive manner.   
¶ The individual may first be connected with an employer to build employability 

skills prior to being placed with an employer directly related to their job 
goals.   

¶ Once the individual has demonstrated that the basic employability skills are 
met, the participant may be placed with an employer directly related to 
his/her career goals.  

 
A worksite agreement and job description is secured between the worksite and 
WorkSource prior to the participantsô engagement to ensure the employer understands 
the basic requirements associated with the program and engagement.  As part of the 
assignment process the participant is asked to complete no more than a certain 
number of hours each month based on his or her ability to participate and the benefit 
calculation.  We collect hours of participation each month and enters the information in 
the data entry system.  
 
 
V.G.9.b.3.a. Allowable Hours 
 
Program participants who are receiving food stamps are connected with an employer to 
build employability skills or job related skills through actual work experience or training 
at a worksite.  The goal is to help the participant move into employment.  
  

a) Participants are engaged in a Work Experience component based on their benefit 
calculation.  An individual cannot be mandated to do more hours at a worksite 
during the month than their food stamp benefits for the month of participation 
divided by the higher of the Federal/State minimum wage divided by the number 
of individuals in the food stamp assistance group.  

b) Participants complete their assigned hours or complete hours based on their 
ability to participate. The program will encourage participants to complete all of 
their hours; however, the staff will work with part icipants based on their ability 
to participate.  An individual may complete less than the calculation for several 
reasons: 

 
¶ The participant has limited transportation funds;  
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¶ The participant has a health limitation;  
¶ The participant has a hidden disability;  
¶ The participant is complying with a treatment program;  

¶ The participant is engaged in multiple activities; or  
¶ Any other good cause reason that limits program participation.  

 
Program participants who cannot complete their hours of participation because of a  
limitation may still receive a transportation reimbursement if they provide 
documentation to support their hours of participation and documentation to support the 
cost associated with going to and from the activity.  
 
V.G.9.b.3.b. Work Hours Verification 
 
Prior to assigning customers to a Work Experience activity, we contact the provider and 
inform them of the assignment and give specific details on the individual being 
referred.  Customers are given Work Experience Time Sheets and instructed about 
when they must be returned.  Time sheets are to be completed by the providers Site 
Supervisor.  The FSET Career Consultants and the Site Supervisor maintain open 
communication to determine the progress of the individual and to address any issues 
that may develop.  Below is a list of the Work Experience components used in region 8. 

 
a. Work Experience (518) ï Work Experience is a work component in which 

participants perform work in a public service capacity to enhance their 
employability skills.   

 
When we receive a completed timesheet for the month, we contact the Work 
Experience site to verify the submitted hours.  We then make the appropriate entries 
documenting those hours in OSST and make the necessary case notes.  The required 
number of hours is documented in OSST.  When reviewing the timesheets, we ensure 
the customer did not exceed those hours.  If they do, we advise the customer that this 
is not allowed and let them know that in future months they need only participate the 
amount of hours required by the FSET Program.  
 
V.G.9.b.4.  Self-Initiated Work Experience 
 
WorkSource does not utilize the Self-Initiated Work Experience Component.  Rather we 
use the Work Experience component to ensure the employer understands the basic 
requirements associated with the program, and their r esponsibilities.  This approach 
guarantees that we have a worksite agreement and job description secured between 
the worksite and WorkSource prior to the participantsô engagement. 
 
V.G.9.b.4.a. Verifying Participant Engagement 
 
N/A ï Please see response to V.G.9.b.4.   
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V.G.9.c.4.b. Verifying Hours of Participation 
 
N/A ï Please see response to V.G.9.b.4. 
 
V.G.9.b.5. Vocational Training and Education 
 
Assignment of training activities is determined based on periodic assessments of the 
customer.  The primary focus is on assisting the individual in obtaining employment as 
quickly as possible.  Vocational training is training that improves the employability of 
participants by providing training in a skill or trade.  Vocational training allows the 
participant to  move directly into employment.  Vocational training is offered in the 
community through community partners or partner agencies, as well as by training 
providers.  Training providers are approved by the WorkSource and/or WFI and posted 
on an Eligible Training Provider List (ETPL).  
 
In Florida, secondary and post-secondary education programs are not automatically 
covered with State or federal funds.  One-hundred percent SNAP funds may be used: 
 

¶ To cover the costs of vocational training;  
¶ To develop a program component; and 
¶ To pay for costs associated with vocational training through an educational 

provider on the ETPL. 
 
Federal funds are spent with the understanding that one -hundred percent E&T funds 
cannot take the place of nonfederal funds for existing educ ational services.  
 
Federal financial participation for operating vocational training components may be 
authorized for costs that exceed the normal costs of services provided to persons not 
participating in E&T programs.  One-hundred percent funds will be expended only if the 
following conditions are met:  
 

¶ Federal funds are not used to supplant other funding sources. 
¶ If the individual is attending vocational training through a provider on the 

ETPL, the individual has attempted to secure federal financial aid (not 
including loans), such as the Pell Grant, and funds are either not available or 
the individual was not eligible for the funds.  

¶ The costs are associated with the SNAP E&T program engagement. 
¶ The payment is made directly to the provider and not as a r eimbursement to 

the program participant.  
 

If WorkSource pays a vendor directly for vocational training, books, uniforms, or other 
required elements using one-hundred percent funds, the program file will document the 
following:  
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¶ The items required as a part of the training program or by the training 
provider for all students in the course or program;  

¶ The payment was not made as a reimbursement for a cost already covered 
by the program participant; and  

¶ The payment was made directly to the training related ve ndor for the product 
required by the training program.  

 
The law expressly states that one-hundred percent funds may be used to develop a 
component if SNAP funds are not provided as reimbursements for costs already paid by 
the program participant or supplan t federal funds.   
 
Florida is operating a volunteer program.  Program participants may be  enrolled in a 
vocational training program and then enroll in the SNAP E&T program.  Individuals may 
initiate enrollment in vocational or educational programs.   
 

1. Participants who self-enroll in a vocational training program prior to enrollment 
in the SNAP E&T program will be able to participate in the program, but costs 
associated with the vocational activity (such as tuition, books, uniforms, tools, 
etc.) cannot be covered using E&T funds.  If these individuals want to continue 
in the vocational training program after enrolling in the SNAP E&T program, staff 
will verify their enrollment status with the training institution and then enter the 
appropriate activity code in the OSST system.  Upon verification the participant 
will be provided a time sheet to be returned on a monthly basis. Upon receipt of 
the timesheet, hours are documented in the JPRôs, a case note is made and FSR 
requested.  After these actions have been performed and staff continue to 
document that they are enrolled in the training program, reimbursements 
associated with transportation to encourage continual participation in the activity 
may be covered with 50/50 funds.  

 
2. Other program participants may enroll as a volunteer in the SNAP E&T program 

and then be enrolled in a vocational training program via the workforce system 
or through self -enrollment.  

 
To be considered ñparticipating,ò the individual must participate in vocational training 
activities on an average of eight hours a week (32 hours a month).  Hours will be 
documented by: 
 

¶ a timesheet signed by the class instructor;  

¶ a timesheet signed by a Teacherôs Assistant (TA);  
¶ a timesheet signed by a lab instructor;  
¶ a timesheet signed by a lab assistant; 
¶ a timesheet signed by a clinical supervisor; 
¶ a designated party at the school submitting hours on behalf of the institution;  

¶ a progress report from the instructor;  
¶ a progress report from the TA;  
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¶ a progress report from a designated party on behalf of the institution;  
¶ a document verifying hours of participation from an on -line or Internet based 

institution;  

¶ a progress report from an on -line or Internet -based institution; or,  
¶ other documentation signed (including electronically signed) by a designated 

party as outlined in the RWBôs local operating procedures. 
 
If an individual can participate for less than 32 hours during the month because of a 
transportation issue (the SNAP E&T participant can only receive up to $20 during the 
month), the participant can be considered to have met the level of effort.  For example, 
the individual spends the entire $20 going to classes (labs, tutoring sessions, etc.) and 
proof of both engagement and transportation expenses are secured, the participant 
may be considered ñparticipating.ò  Other limitations may include medical issues, 
limited childcare, etc. 
 
V.G.9.b.5.a. Education 
 
Assignment of education activities is determined based on periodic assessments of the 
customer.  The primary focus is on assisting the individual in ob taining employment as 
quickly as possible.  Education provides SNAP E&T participants with the opportunity to 
improve: 
  

¶ basic skills through Adult Basic Education (ABE); 

¶ basic skills through General Equivalency Diploma (GED) activities; 
¶ basic literacy; 
¶ the ability to speak and read English via English for Speakers of Other 

Languages (ESOL) programs; 

¶ the ability to speak other languages that are required for employment;  
¶ the ability to use computers;  
¶ skills required by employers; 
¶ skills required by an occupation; and 

¶ skills required by an industry. 
 

In Florida, secondary and post-secondary education programs are not automatically 
covered with State or federal funds.  One-hundred percent SNAP funds may be used: 
 

¶ To cover the costs of education;  
¶ To develop a program component; and,  
¶ To pay for costs associated with an education program through a provider on 

the ETPL. 
 
Federal funds are spent with the understanding that one -hundred percent E&T funds 
cannot take the place of nonfederal funds for existing educationa l services.  
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Federal financial participation for operating educational components may be authorized 
for costs that exceed the normal costs of services provided to persons not participating 
in E&T programs.  One-hundred percent funds will be expended only if the following 
conditions are met:  
 

¶ Federal funds are not used to supplant other funding.  
¶ If the individual is attending an educational program through a provider on 

the ETPL, the individual has attempted to secure federal assistance (not 
including loans), such as the Pell Grant, and the funds are either not 
available or the individual was not eligible for the funds.  

¶ The costs are associated with the SNAP E&T program engagement. 
¶ The payment is made directly to the provider and not as a reimbursement to 

the program participant.  
 

If WorkSource pays a vendor directly for enrollment in the education class/program, 
books, uniforms, or other required elements using one -hundred percent funds, the 
program file must document the following:  

 

¶ The item was required as a part of the educational program or by the 
training provider for all students in the course/program;  

¶ The payment was not made as a reimbursement for a cost already covered 
by the program participant; and  

¶ The payment was made directly to the related vend or for the product 
required by the program.  

 
The law expressly states that one-hundred percent funds may be used to develop a 
component if SNAP funds are not provided as reimbursements for costs already paid by 
the program participant or supplant federal f unds.   
 
Florida is operating a volunteer program.  Program participants may be enrolled in an 
educational class/program and then enroll in the SNAP E&T program.  Individuals may 
initiate enrollment in vocational or educational programs.   
 

1. Participants who self-enroll in an educational class/program prior to enrollment 
in the SNAP E&T program will be able to participate in the program, but costs 
associated with the activity (such as tuition, books, uniforms, tools, etc.) cannot 
be covered using E&T funds.  If these individuals want to continue in the 
educational class/program after enrolling in the SNAP E&T program, staff will 
verify their enrollment status with the training institution and then enter the 
appropriate activity code in the OSST system.  Upon verification the participant 
will be provided a time sheet to be returned on a monthly basis. Upon receipt of 
the timesheet, hours are documented in the JPRôs, a case note is made and FSR 
requested.  After these actions have been performed and staff contin ue to 
document that they are enrolled in the educational class/program, 



 131 

reimbursements associated with transportation to encourage continual 
participation in the activity may be covered with 50/50 funds.  

2. Other program participants may enroll as a volunteer  in the SNAP E&T program 
and then be enrolled in an educational class/program through the workforce 
system or through self-enrollment.  

 
To be considered ñparticipating,ò the individual must participate in educational activities 
an average of eight hours a week (32 hours a month).  Hours will be documented by:  
 

¶ a timesheet signed by the class instructor;  

¶ a timesheet signed by a Teacherôs Assistant (TA); 
¶ a timesheet signed by a lab instructor;  
¶ a timesheet signed by a lab assistant; 
¶ a timesheet signed by a clinical supervisor; 
¶ a designated party at the school submitting hours on behalf of the institution;  
¶ a progress report from the instructor;  

¶ a progress report from the TA;  
¶ a progress report from a designated party on behalf of the institution;  
¶ a document verifying hours of participation from an on -line or Internet based 

institution;  

¶ a progress report from an on -line or Internet -based institution; or  
¶ Other documentation signed (including electronically signed) by a designated 
party as outlined in the RWBôs local operating procedures. 

 
If an individual cannot participate at least 32 hours due to a limitation, such as 
transportation (the SNAP E&T participant can only receive up to $20 during the month), 
the participant can be considered to have met the level of ef fort.  For example, the 
individual spends the entire $20 going to classes, labs, tutoring sessions, etc. and proof 
of both engagement and transportation expenses are secured, the participant may be 
considered ñparticipating.ò  Other limitations may include medical issues, limited 
childcare, etc.  
 
V.G.9.b.6. Workforce Investment and Trade Adjustment Act Components 
 
When appropriate, referral to WIA or TAA programs is offered to customers who 
appear to be eligible for services.  Individuals are engaged in th e programs according 
to our local operating procedures, and/or as mandated by federal and state guidance or 
regulation. Program staff associated with workforce monitors engagement and enters 
participation in the workforce data entry systems. To decrease th e data entry and 
paper-work burden, staff may enter data associated with program engagement for an 
E&T volunteer who is also enrolled in the WIA and/or TAA program in the EFM system 
and/or independent TAA system.  The SNAP participant will still be determined eligible 
and enrolled as a volunteer in the E&T program.  Data associated with the E&T 
population will be compiled and compared against the EFM system for engagement by 
WIA/TAA during the report quarter.  
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V.G.9.b.7. Serving Employed Participants 
 
If a  customer becomes employed but is still receiving Food Stamps, the customer may 
continue to participate in the FSET Program as long as they continue to provide their 
required monthly hours.  We advise the customers of this when we are notified that 
they have secured employment. 
 
An E&T program participant who may be engaged in retention services is an active 
participant in the E&T program, has secured employment, has provided documentation, 
and may or may not be eligible to continue to receive food stamps.  The participant 
also must have participated in program activities other than Orientation and 
Assessment before getting the job. 
 
Effective October 1, 2011, Floridaôs SNAP E&T will provide ERS on a pilot basis in one of 
its 24 workforce regions (RWB 4).  I t will provide the ERS listed below.  If this pilot is 
successful and if there is funding, ERS will be provided by WorkSource effective 
October                                                                                                                                                                                                                                  
1, 2012. 
 

¶ Clothing required for a job;  
¶ Equipment required for a job;  
¶ Tools required for a job;  

¶ Test fees for work;  
¶ Relocation expenses; 
¶ Licensing fees for a job;  
¶ Bonding*;  
¶ Transportation; and,  

¶ Childcare.  
 
* NOTE: Although bonding will be provided as an ERS, there will be no reimbursements 
for it through this program.  It will be funded through the Federal Bonding Program 
(FBP) because through the FBP, coverage is for a 6-month period with no deductible 
amount (employer gets 100% insurance coverage).  The bond insurance issued ranges 
from $5,000 to $25,000 (depending on extenuating circumstances).  When this bond 
coverage expires, continued bond coverage can be purchased from TRAVELERS by the 
employer if the worker demonstrated job honesty under coverage provided by the FBP.  
 
Upon implementation WorkSource will be given an allocation specifically to use for ERS.  
We will maintain copies of receipts and checks or vouchers used to reimburse the 
participants.  The current OSST system, with minor modifications, will be used to track 
the ERS provided to the participants.  System-generated case notes will be available.  
Staff will also include other pertinent notes related to any of the above reimbursements 
in the case notes in the OSST system.  The One-Stop Management Information System 
(OSMIS) will be used to track disbursement of funds t o the pilot RWB. 

http://www.floridajobs.org/workforce/bonding.html
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Participants who are eligible may receive retention services for up to 90 days of the job 
tracking start date.  This is not ñemploymentò as an activity; although, the employment 
will be entered on the system and tracked for data purposes.  
 
V.G.9.c. Program Outreach 
 
All customers who are receiving Food Stamps are welcome to volunteer for the FSET 
Program.  When the automated process sends letters out inviting referred customers to 
our program, it also makes an activity in the skills develo pment page (593) which are 
the customers who were not referred.  Each day we copy that list and make phone calls 
advising them of our program and invite them to participate. In addition, FSET services 
are explained in our Career Center Orientation, advertised through the WorkSource 
Facebook page, and included in email informational broadcast to our customers.  
 
V.G.9.d. Program Monitoring 
 
The FSET Program is monitored by both AWI and the FSET Program Manager.  A 
monthly FSET report is sent by the FSET Program Manager to the District Director and 
Executive Vice President showing the current state of the FSET Program.  The AWI 
monitoring tools are used to monitor the Region 8 FSET Program and AWI does an in-
depth audit once per year.   In addition, Region 8 has also contracted Taylor, Lombardi, 
Hall and Wydra to conduct periodic program and case review for the FSET program. 
   
V.G.9.e.1. Participant Reimbursement 
 
Individuals who are enrolled and participate in E&T allowable program activities will be 
eligible to receive the FSR based on a demonstrated need for the reimbursement up to 
the State maximum. The activities are described as components throughout Section 
V.G.9.  Participants may also receive a FSR for attending or traveling to complete an 
orientation and assessment.  
 

¶ If the individual is enrolled in the SNAP E&T program and travels to complete 
only orientation and/or the initial assessment process, she or he may be 
reimbursed up to $10.  The individual may be reimbursed up to the amount 
she or he spends to participate or the State maximum.  

¶ When a participant travels to attend and successfully completes orientation 
and/or in -depth assessment in the same month and provides documentation 
for the amount spent on travel in the month requested, up to $10 may b e 
requested for each activity if the Orientation and Assessment occur on 
different days.  

¶ If the individual is enrolled in the SNAP E&T program and participates in a 
component during the month, she or he may receive up to $20.   
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¶ If participant travels to at tend orientation and assessment and also 
participates in a program component during the same month, she or he is 
eligible to receive up to $20 for the month.  

 
Reimbursements should not exceed $20 in one ñearnedò month.  The earned month is 
the calendar month in which the activity hours completed were documented.  
 
Participants must provide: 
 
a. Documentation demonstrating participation in activities, which indicates a possible 

need for transportation assistance unless verification of participation is secured 
from another data entry system.  

b. Documentation showing the amount they spent to participate in the activity or a 
self-attestation because official documentation is not available.   

 
NOTE: Prior to being placed in a component, participants receive written not ification of 
the opportunity to claim actual expenses up to the maximum levels for each component 
with documentation proving the expense occurred.  
 
NOTE: In some cases, WorkSource may provide reimbursement for transportation at a 
cost less than what it costs the state agency.  In those cases, the state will provide  
WorkSource with a portion of the 50/50 funds budgeted for transportation 
reimbursement to pay for the reduced cost of that reimbursement.  
 
Procedure for Reimbursement  
 
Reimbursements will be authorized by WorkSource and may include transportation or 
other costs such as, but not limited to, automobile gas, taxi, tools, clothing and resume 
writing or printing.  Usually, reimbursements are made specifically for transportation. 
The use of FSR for costs other than transportation is based on funding availability.  
 
The reimbursement requests are entered directly into the OSST system by way of the 
FSR Requests Screen.  Usually, participants receive the Food Stamp Reimbursements 
on their EBT card. 
 
V.G.9.e.2. Reimbursement for Program Volunteers 
 
Please see response to V.G.9.e.1. 
 
V.G.9.f.1. Referring Participants to other Services and Funding Streams 
 
The FSET Office maintains a comprehensive list of Support Services that are available 
in the area.  This includes where to go for assistance with Rent and Utility payments as 
well as food banks, medical/dental care, etc.  In addition to the services provided by 
staff, FSET customers are provided with the same opportunities and services that other 
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customers in the region are provided as long as they meet eligibility requirements.  
Assisting customers to obtain quality employment is the first goal of the FSET Program 
and many services are focused on doing this. 
 
FSET customers who appear to meet eligibility requirements for education and training 
funded through programs such as WIA or TAA are referred to regional representatives 
in these programs.  Customers who do not meet eligibility requirements are provided 
with information on how to request financial aid thr ough local schools.   
 
Many FSET customers in Region 8 have criminal records.  The FSET program in this 
region works closely with these individuals in assisting them to obtain employment.  
The region has developed a list of potential employers who are will ing to hire ex -
offenders and refers customers to these employers.  The FSET program also provides 
information on the Federal Bonding Program and assists customers in obtaining 
bonding.  The FSET program in Duval County also refers customer to ñOperation New 
Hopeò, an organization that assists ex-offenders with job training and job placement 
assistance through the Ready4Work program. 
 
Region 8 realizes that many FSET customers have barriers to employment that cannot 
be addressed by center staff.  If it is de termined during the assessment process that 
customers needs additional assistance in addressing barriers they are referred to 
partner programs.  
  
Region 8 has a ñDisability Navigatorò who works closely with customers with various 
disabilities to assist them in obtaining employment, applying for SSDI, or getting 
medical assistance or re-training.      
 
V.G.9.f.2. Attending Fair Hearings 
 
Since becoming a strictly volunteer program over 2 years ago there have been no 
hearings requested.  However, all FSET customers are provided information on the 
procedures for requesting a fair hearing or filing a grievance during the FSET 
orientation.  Every effort is made to resolve issues before they escalate to a grievance 
or hearing, but if they do, immediate action is taken to review or resolve the issues.  If 
a grievance is filed Center Directors, Supervisors and Program staff are involved in 
determining if proper actions were taken and what type of corrective actions are 
needed.  If a fair hearing is requested, case r ecords are reviewed to determine if 
proper actions were taken. 
 
Notification of a fair hearing request that was filed as a result of an action taken by one 
of the FSET units is sent to the FSET Program Manager.  The FSET Program Manager 
reviews the actions taken with the Centerôs FSET Team Leader to determine if 
appropriate actions were taken or to determine if corrective actions can be taken to 
avoid the fair hearing process.  If it is determined that appropriate actions were taken 
the Center Team Leader and Career Consultant prepare for the hearing by insuring 
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supporting documentation such as appointment letters, conciliation and sanction 
notices, case notes and other pertinent information is ready for presentation at the 
hearing.  The Program Manager insures that all appropriate policy or procedures 
information to support the actions taken is also available for the hearing.  
 
The FSET Program Manager and either a Center Team Leader or Career Consultant 
attends all FSET fair hearings.  Testimony as to the actions taken, and all pertinent 
supporting documentation is provided at the hearing.  
 
V.G.9.f.3.  Job Development for FSET Participants 
 
The FSET Program in Region 8 uses all the resources available to it to assist customers 
in obtaining employment and becoming self-sufficient.  FSET customers have access to 
the same job information and links as all other customers that are served in the region.  
As noted above, Region 8 has compiled a list of employers who are willing to hire ex-
offenders and personal contacts are made with them in an attempt to refer FSET 
customers.  Operation New Hope is used as a resource in serving FSET customers.  In 
Duval County the FSET unit has developed an extensive Job Search Training program 
designed to address those areas necessary to conduct a quality job search.  All centers 
in Region 8 have Work Readiness Instructors and Job Placement Specialists available to 
assist customers in their job search efforts and resource rooms with the tools needed 
to assist customers in conducting a quality job search are located in each center and 
manned by qualified resource representatives.       
 
V.G.10. WorkSource does not administer Senior Community Service Employment 
funding. 
 
V.G.11. Workforce Activities and Services 
 
V.G.11.a. Process for Providing Core and Intensive Services 
 
Please see Section V.G.1.-1.a. Mandatory One-Stop Partners Employment and Training 
Activities and Services and V.G.1.g. Results Obtained From the Initial Skills Review. 
 
V.G.11.a.1.a. Testing and Assessment Processes 
 
Please see Section V.G.1.-1.a. Mandatory One-Stop Partners Employment and Training 
Activities and Services and V.G.1.g. Results Obtained From the Initial Skills Review. 
 
V.G.11.a.1.b. Tools Used to Assess Youth 
 
WorkSource mandates all contractors utilize TABE for pre and post testing for literacy 
and gains measurement with the exception of those students who have been 
documented to be mentally challenged.  In those cases, WorkSource allows the 
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contractor to provide an appropriate assessment instrument for review, and if 
approved, allows for its use in measuring this targeted population.  
 
V.G.11.a.1.c. Welfare/TANF Assessment 
 

V.G.11.a.1.c.i. Welfare/TANF Assessment Tool 
 
WorkSource uses a combination of information to conduct the initial assessment which 
includes: EFM for current and prior work history and skill sets; an assessment form to 
determine needs and barriers; and a combination of EFM information, the assessment 
form and interview information to determine employability. If the need for addition al 
information is determined during the initial assessment, other information such as 
medical documentation is requested or referrals are made to organizations such as 
Vocational Rehabilitation or a domestic violence shelter to provide additional guidance.      
 
V.G.11.a.1.c.ii. Timing of the Initial Assessment 
 
Information needed to conduct the initial assessment is collected during the work 
registration process and during the call-in initial assessment appointment.  The actual 
initial assessment is conducted during the first call -in appointment with the customers 
after a new/reopen To Do (alert) is received, usually within three to five days after 
receiving the referral.  
 
V.G.11.a.1.c.iii. Other Assessments 
 
Additional assessments are conducted during each follow-up call-in appointment by 
reviewing the Individual Responsibility Plan, needs and barrier, and activities and 
services being provided.  Assessments such as WIN/WorkKeys, background checks or 
those addressing minimum requirements for entry into trai ning programs are conducted 
as needed.   
 
V.G.11.a.1.c.iv. When Are Other Assessments Mandated 
 
Assessments for work experience are conducted prior to placing a customer in this 
activity if required by the provider; Assessments for vocational training are conducted 
when required for placement in training when WorkSource funds are being used for the 
training.   
 
Placing a customer in a work experience site requires a more intense assessment and 
evaluation of work readiness.  A lack of preparation for or expe rience in the workforce 
or sufficient private sector employment is not available are reasons to assign a work 
experience site. 
 
V.G.11.a.2. IRPs/EDPs/ISSs PROCESS 
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The IRP for a WTP customer is developed during their first call-in appointment with a 
caseworker.  Information provided by the customer during work registration, including 
work history and skills from EFM, as well as the assessment form indicating needs, 
barriers and interests the customer has, are reviewed prior to the call and potential 
activities, services and other area that need to be addressed are identified. 
The scripting for the initial calls focuses on capturing the information needed to develop 
the IRP.  An IRP worksheet is also used to capture the information agreed upon so the 
official IRP can be created.  Goals, Objectives, Activities, Services, and steps are all 
addressed during the appointment. 
Once the customer and caseworker agree to the contents on the IRP, the OSST IRP is 
developed and the customer is emailed a copy of the IRP for their review.  If 
modifications need to be made, the customer can let the case manager know. The 
customer is then scheduled for a meeting in one of our Career Centers or Access Points 
to review and sign the IRP.        

 

 
V.G.11.a.2.b. WT/TANF PROGRAM 
 

The IRP is initiated during the customer initial call -in appointment after being approved 
for TANF and referred as a mandatory customer. (Usually within 5 to 7 days) The 
scripting for the initial call focuses on capturing the information needed to develop th e 
IRP.  An IRP worksheet is also used to capture the information agreed upon so the 
official IRP can be created.  Goals, Objectives, Activities, Services, and steps are all 
addressed during the appointment. 
Once the customer and case manager agree to the contents on the IRP, the OSST IRP 
is developed and the customer is emailed a copy of the IRP for their review.  If 
modifications need to be made, the customer can let the caseworker know. The 
customer is then scheduled for a meeting in one of our Career Centers or Access Points 
to review and sign the IRP.      
Follow-up call-in appointments with the customer are structured in the same manner as 
the initial call which allows/requires the caseworker to review the current IRP and make 
updates as necessary.  The same process is in place for review and signing by the 
customer.     
 
V.G.11.b.1. ï V.G.11.b.3. Occupational Skills Training  
 
INDIVIDUAL SCHOLARSHIP ACCOUNT (ISA) SYSTEM 

 

OBJECTIVE 

 

WORKSOURCE has developed its Individual Scholarship Account (ISA) system to 
encourage and promote high wages.  The RTOL will serve as the catalyst for 
establishing approved occupational training programs in Region 8. As such, 
WORKSOURCE has established a philosophy of emphasizing High Skill/High Wage as 
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the primary benchmark to establish a fair market value for investment in training 
programs and incentive performance payments to training providers. Further, it is the 
intent of the WORKSOURCE to increase the offerings available to WorkSource 
customers to maximize customer choice. 

 

POLICY 

 

When appropriate it will be the policy of WORKSOURCE to deliver vocational skills 
training to adults, regardless of funding source, through an Individual Scholarship 
Account (ISA) process.  All customers must show evidence of pursing training funds 
from all sources for which they may qualify.  Should the customer qualify for funding 
from multi-program sources, priority of use will be: 

 

a. Pell Grants and other scholarships such as Montgomery GI Bill (See Pell Grant 
Policy 2000 - #7); 

b. WorkSource partner funding; 

c. TANF funds; 

d. Dislocated Worker funds; 

e. Adult Worker funds. 

 

ISAôs are the mechanism under the federal Workforce Investment Act (WIA) and the 
Florida Workforce Innovation Act for providing eligible customers with a scholarship 
account to access training programs through approved training providers in a demand 
occupation.  ISAs will not be revised to include new training beyond the course of study 
approved in the original application process.  Should a customer desire additional 
training they may re-apply for a new scholarship.  Prior to consideration for a new 
scholarship, the customer must complete a waiting period of not less than one year that 
is comprised of unsubsidized gainful employment that was directly related to the first 
occupational skills training funded through the ISA system.  

 

To be eligible for an ISA, an individual customer must at a minimum: 

 

a. Be unable to find suitable employment with existing skills and/or academic 
credentials as evidenced through unsuccessful placement while actively 
participating in both core and intensive services offered through the WorkSource 
Career Service system.  Suitable employment is defined as an occupation which 
pays at least $25 per hour for Adults and 80% layoff wage replacement for 
Dislocated Workers.  Not be eligible to receive other training assistance (i.e. Pell 
grant, scholarships) or, if received, the additional funding is not sufficient to cover 
training costs; 
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b. Through assessment be determined to be appropriate for and able to complete 
the chosen employment training program; 

c. Select a training program that is linked to a demand RTOL occupation in the 
local area and make a commitment to seek employment in the field once trained; 
and 

d. Select a training provider from the WORKSOURCE approved list; 

e. Give evidence that they have the financial resources to cover all other living 
expenses and complete the training period without support from WorkSource; 
and, 

f. Receive a favorable recommendation from the WorkSource Career Center 
Scholarship Committee. 

 

Once awarded the customer may access his/her ISA account for a period identified in 
the scholarship award.  This period will be limited to no more than 24 months and is 
contingent upon funding availability and satisfactory progress.  Satisfactory progress is 
defined as the completion of all authorized course work and maintaining of a 3.0 or 
better GPA on a 4.0 scale.  The customer must carry a full-time student schedule as is 
defined by the educational/training institution as is appropriate for the training course of 
instruction.  Any deviation from a full time schedule of training will require prior approval 
of the WORKSOURCE Vice President or designee.   Extensions to the 24-month cap 
also require well-documented justification and the prior approval of the WORKSOURCE 
Vice President or designee. 

 

Priority for ISAs will be given to vocational and technical programs lasting not more 
than 12 consecutive calendar months. Two-year and four-year degree programs not on 
the RTOL will be considered on a case-by-case basis consistent with local labor market 
demands, and will necessitate a bona fide offer of employment that includes the starting 
salary and employer tax ID number.  Four-year degree programs will only be 
considered if a customer has sufficient academic credit to complete the degree in 30 
credit hours or less.  In no instance will WORKSOURCE fund more than two years of a 
customerôs post-secondary education.  Exceptions to these limitations require well-
documented justification and the prior approval of the WORKSOURCE President or 
designee. 

 

All ISAs will be categorized using a fair market value based on potential earnings upon 
entering employment. Training programs with the potential of higher earnings will have 
a larger amount of allowable investment than those earning less. The thresholds for 
allowable investment will be limited in two ways: 

a. The most cost effective price for the chosen occupational training available 
through the WorkSource approved training vendor list.  Effectiveness of cost will 
be based on tuition, books, and other required incidental costs.  If applicable, the 
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length of time for which support services and travel costs are required will also 
be calculated as part of the total cost; and,   

b. Potential earnings as articulated in the following two tiers: 

 

1. Tier 1 will be for occupations earning at least $10.56 per hour starting hourly 
wage and a mean wage of $13.00 per hour. The maximum investment 
amount for these occupational training programs is the actual cost of tuition, 
books and training fees up to $6,000.  

2. Tier 2 will be for occupations earning at least $13.00 per hour starting hourly 
wage (High Skill/High Wage) and a mean wage of $20.38 per hour. The 
maximum investment amount for these occupational training programs is the 
actual costs of tuition, books and training fees up to $7,000.  

 

Exceptions to these thresholds must be approved in advance by WORKSOURCE.  
Supportive services are defined in FCWD Policy 2009-01. The customer may wish to 
choose a vendor whose costs exceed the value of the ISA.  In those cases the 
customer must prove that they have adequate financial resources to fund the difference 
in cost.  WorkSource will only reimburse the training vendor when they have provided 
sufficient proof, in the form of written notification from the training vendor, that the 
customer has paid the differing costs. 

 

V.G.12. Process for the Development of Community Work Experience Sites V.F.12.a. 
Work Experience 

Business Services will maintain a list of Private Sector Employers who are willing to 
accept and/or hire TANF recipients who successfully complete the employerôs new 
employee Orientation and Training.  A Business Consultant will review all resumes for 
required skill set and prior work history and conduct a mock interview prior to providing 
resume to employer. 

Employers will review the resumes and schedule interview appointments with referred 
customers, and select successful customers for the position. 

Also see V.G.8.b.3. Community Service Work Experience 
 
V.F.12.a. Work Experience 
 
Customers placed in a work experience site requires an intense assessment and 
evaluation of work readiness.  The customer is provided an opportunity to gain basic 
employability skills to obtain and retain employment in a job for a self-sufficient wage.  
Florida Ready-To-Work, Career Scope, TABE, WIN and/or WorkKeys are be used to 
determine a good placement for each customer.  A customer may state a strong 
interest in working for a specific employer due to the employer or type work, combined 
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with assessment may be used to make the work experience placement.  Work 
Experience positions allow for the employer to conduct a complete interview process to 
determine suitability for the position.  The expectation is the customer will have a good 
chance at gaining a job with the employer.  In order for the Work Experience to be 
complete, the work site employer supervisor will complete an evaluation of the 
customers work performance, assessment of the skills learned, work readiness for the 
position and a written recommendation, if not hired by the employer. 
 
Work Experience will be closely tracked and customers will be expected to complete 
work site orientation and assignment timely.  Immediate intervention will be provided if 
the customer encounters obstacles during the assignment.   
Timesheets will be completed by the customer and signed by the work site supervisor. 
 
The agreement further delineates the customer cannot replace a paid employee, 
cannot participate if a work stoppage has occurred or a hiring freeze is reason for 
vacancy. 
 
V.G.13. On-The-Job Training 

WorkSource does not offer on-the-job-training.   

V.E.13.a. On-The-Job Training WT/TANF 

WorkSource does not offer on-the-job-training.   

V.G.14. CUSTOMIZED TRAINING 

SKILLS UP-GRADE TRAINING SYSTEM 
 
OBJECTIVE 
 
The Skills Up-Grade Training System has been designed to provide new and existing 
businesses a means of offsetting the cost of employee skills upgrade training.  Through 
this customer driven program WORKSOURCE works with business to provide training 
to existing employees.  WORKSOURCE will make every effort to first place a job 
seeker in gainful employment. WORKSOURCE has adopted Skills Up-Grade Training 
as the preferred method of occupational skills instruction.  Data has consistently shown 
that this strategy has provided the greatest return on investment in terms of cost 
effectiveness and wage growth. As a post placement strategy WorkSource will provide 
Skills Up-Grade Training to employed workers. 
 
POLICY 
 
To the maximum extent possible WORKSOURCE will provide occupational skills 
training through the Skills Up-Grade Training system.  WORKSOURCE will award Skills 
Up-Grade Training contracts based on the following: 
 

a. The training occupation has been identified on the RTOL; 
b. The applying company will provide no less than 50% of the training costs; 
c. Have been in operation in Florida for at least one year prior to application date; 
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d. Have at least one full-time employee; 
e. Demonstrate financial viability; 
f. Be current on all state tax obligations. 

 
Funding priority will be given to: 
 

a. Business located in a distressed rural area, urban inner-city area or enterprise 
zone; 

b. Businesses in qualified targeted industries; 
c. Businesses whose training request represents a significant layoff avoidance 

strategy; 
d. Businesses whose training request represents a significant upgrade in employee 

skills; 
e. Businesses who provide evidence of wage growth for employees completing 

training; 
f. Businesses who will allow the WorkSource Career system to provide job 

candidates to fill any vacancies realized through the advancement of those 
trained and not filled internally. 

g. Businesses with 25 or fewer employees 
 
 
Reimbursable Training Expenses will be limited to: 
 

a. Instructorsô/trainersô salaries 
b. Tuition 
c. Curriculum development 
d. Textbooks/manuals 
e. Materials/supplies  

 
V.G.15.A Employed Worker Training Program 

 

V.G.15.A.1. Provision to Workers 

 

WorkSource has been operating the Employed Worker Training Program (EWT) since 
1999.  Performance data has consistently shown that this strategy has provided the 
greatest return on investment in terms of cost effectiveness and wage growth. Our 
experience has shown that employers contribute on an average 65% of the training 
costs.  Support Service costs are greatly reduced as training takes place for the most 
part during normal working hours, thereby reducing the need for additional child care 
and transportation funds.   

 
Providing EWT within the context of the workers job has greatly increase skill 
competency attainment.  Many low skill workers have had poor experiences with formal 
education.  Taking the learning out of the class room and into the workplace has 
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reinforced the relevancy of education allowing workers to see the direct application of 
obtained skills. 
 
Providing EWT ensures training funds are invested in occupational skill obtainment that 
is in the most demand within our local labor market.  We are ensured that the trainee 
will be gainfully employed at the end of instruction and the employer has agreed to 
wage increases based on skill attainment.   
 
WorkSource backfills entry level candidates into the resulting vacancies as trained 
workers move up the career ladder.  This strategy has provided many job seekers with 
opportunities they would have not otherwise had.  Through establishing a relationship 
with the business we open the door for job seekers using the WorkSource Career 
Center system. 
 
Funding to support the EWT program is derived from WIA ï Adult and Dislocated 
programs, and TANF funding.  Please refer to Section V.G.14. for the policy governing 
this offering. 
 
V.G.15.A.2. Local Definition of Self-Sufficiency 
 

1. Self-sufficiency for a customer applying for services through Adult Services 
will be defined as: 

 

¶ Has an hourly income of $25.00 or more, for the one-month period 
immediately prior to application for training services which, is more than 
250% of the Lower Living Income Standard Level (LLSIL). 

 
2. Self-sufficiency for a customer being served through Dislocated Worker Services 

will be defined as: 
 

¶ A worker who has been given notice of lay-off or is laid-off and at time of 
eligibility determination has income of no more than 80% of the job of 
dislocation. 

 
3. An incumbent worker who is identified by an employer to be in need of skills 

upgrade training to retain employment, and will receive an income of no less 
than 100% of the current wage upon successful completion. 

 
Should it be determined that training funds are limited, FCWD will prioritize training 
services to customers who are receiving public assistance and other low-income 
individuals who are unable to obtain other funding to cover the costs. 
 
V.G.15.A.3. Layoff-Aversion Incumbent Worker Training 
 
WorkSource does not operate a LAIWT Program 
 
V.G.16.Business Services 
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What does it mean that ñBusiness is our customer?ò   It means we are a demand driven 
workforce system; we work on behalf of business, which creates jobs.  Workforce 
development is a vital component of economic development.  Business cannot grow, or 
even survive, without workers, which are its life blood. 
 
Our jobseekers are the product we 
deliver.  Itôs our job to understand the 
market, and know what business 
needs - what the demand is.  Itôs also 
our job to know our inventory, make 
sure it has received the proper 
preparation (which in our case, may be 
training or employability skills) and that 
we help connect the business 
community with our workers in the 
most efficient and user friendly way 
possible. 
 
This section outlines how staff 
members relate to each other and 
coordinate efforts to market and 
maintain relationships with our 
business customers.  As you may quickly note from the graphic above, teams have 
shared players, and ultimately shared goals.  Following is an in-depth description of 
various teams, individual members, their roles and responsibilities.  More often than 
not, you will find that staffs play an important role on more than one team.  
 
 
Components of the Business Relationship 
 
Marketing consists of presenting our message to the business customer.  Key 
components of marketing include advertising, public relations, and direct contact with 
business customers.  Marketing means understanding your customerôs needs, then 
working together as partners to solve problems and create value.   
 
Relationship Management is the ongoing process of communication with the 
customer.  Itôs fulfilling the customerôs needs, communicating and following up, and 
fixing problems as they arise.  Itôs also asking periodically how weôre doing, and what 
we could do better.  Itôs also being proactive ï learning to think like your customer and 
anticipate needs before they arise.  
 
Service Delivery is actually giving the customer what he needs ï shipping the product, 
or in our case, filling the job order, providing customized training or all the other 
services our business community requires.  All the relationship management in the 
world wonôt do any good if our customers arenôt getting what they came to us for ï 
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qualified employees.  We have to deliver value in our customerôs eye ï that means 
filling jobs quickly and with applicants that meet the employerôs qualifications. 
 
Effective Coordination of Efforts means that the team communicates about supply 
and demand, both formally and informally. It means not duplicating our efforts or 
communication with the customer.  It also means making sure we donôt give conflicting 
messages, verbally or in our written communication. It means carefully reviewing 
marketing materials, both inside and outside the center for consistent messaging and 
graphics. It means that we plan our marketing efforts strategically and share the plans 
and information we gather. 
 
 WorkSource Business Services Teams and Goals 
 
The Marketing Team - What are the Marketing Teamôs Goals and 
Responsibilities? 
 
The Marketing Teamôs performance is measured by the Wagner-Peyser Employer 
Involvement Rate on the Balanced Report Card. The Marketing Team also influences 
the Customer Satisfaction rate for Employers. 
 
The Marketing Team influences the Employer Involvement rate through: 

¶ Making presentations to business and community groups 

¶ Developing new business relationships in accordance with a marketing plan 

¶ Working with economic development projects in partnership with Cornerstone 
and the regional chambers of commerce 

¶ Meeting with companies who request information about WorkSource services 
and business incentives 

¶ Serving as the primary resource for information, company hiring needs and 
trends in the labor market for members of the center business services team 

¶ Serving as a regional team to respond to special events and other business 
related needs in the community 

¶ Providing information about the Employ Florida Marketplace tool 
 
Who are the team members? 
 
The V.P. Marketing has the responsibility of crafting the message for the community. 
The V.P. creates the marketing policy, and has final editorial control over marketing 
pieces that the organization uses, both internally and externally.  The V.P. serves as a 
training resource for all Business Services team members, and helps craft the 
marketing and business relationship plans for the region. 
 
Business Consultants are the outside sales force of the organization.  They are 
trained to develop new business relationships and evaluate business needs.  Their role 
is to present the WorkSource message in the community and bring back information on 
demand in the market. Theyôre expected to develop expertise on targeted industries 
and continue their training on business trends.  They also answer business inquiries on 
a variety of issues ranging from tax incentives to fair labor practices, and refer 
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businesses to other community resources. Business Consultants are responsible for 
providing and maintaining current inventory of WorkSource marketing materials, and for 
creating internal materials such as flyers and customer notifications or resources. 
 
Veteran Reps are the team members that work with both businesses and jobseekers.  
This is a unique position that presents the WorkSource message to the community and 
manages an inventory of qualified workers. The Veteran Reps have responsibilities to 
targeted customers such as federal contractors, federal agencies that employ veterans, 
and community associations.  Many businesses specifically seek out veterans as 
employees, so the inventory of workers that the vets manage is a key to success in 
business services. The veterans contribute to the regional marketing plan and 
coordinate their outside marketing efforts with the Business Consultants. 
 
 
The Business Services Team 
 
What are the Business Teams Goals and Responsibilities? 
 
The Business Services Team is a regional team of staff providing support to 
businesses throughout the six county area. 
 
What are the Business Services Teamôs Goals and Responsibilities? 
 
The Business Services Teamôs performance is measured by the WIA Employed Worker 
Outcome, the WIA Youth Positive Outcome rate. 
 
The Business Services Team influences its performance measures through: 

¶ Developing new business training relationships in accordance with a marketing 
plan. 

¶ Meeting with companies who request information about WorkSource services 
and training incentives including, but not limited to, Incumbent Worker Training, 
Quick Response Training and Employed Worker Training. 

¶ Referring leads for other WorkSource services to the Marketing Team. 

¶ Enrolling training participants and coordinating the delivery of training services to 
business. 

¶ Reporting results of training completion and wage gains for trainees. 

¶ Partnering with local chambers of commerce and Cornerstone, our local 
economic development unit, to work with targeted business consortiums. 

¶ Attend regional and statewide business forums. 
 
Who are the Team Members? 
 
Youth Services Business Consultants work in the school systems in each county to 
educate students on what the business community requires.  They call on business to 
develop entry level opportunities for summer employment for youth.  They pass on 
inquiries for service and other needs they may uncover (not related to youth 
employment) to Business Consultants. 
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Senior VP for Economic Development assists with the development of a plan for 
strategic outreach to the business community.  The Sr. V.P. directs efforts of the 
Training Consultants, and encourages them to coordinate their efforts with the other 
Marketing Team members. 
 
Training Consultants market and coordinate delivery of training services to 
businesses throughout the region.  They work in all six counties, following up on leads 
from associations and developing new customers for training services.  Their efforts are 
communicated frequently to the business services team, and they pass on leads for 
recruiting and other services to Business Consultants. 
 
The Call Center staff answer inquiries from the public and take in and service job 
orders from business level employer customers.  They provide feedback from 
employers about quality of service and capture data about hires.  They also pass on 
requests for information and services to Business Consultants for follow up.  They help 
influence jobseeker and employer Customer Satisfaction rates. 
 
Other Members Previously Described: 
 
VP Marketing 
Business Consultants 
 
The Relationship Management Team 
 
What are the Relationship Management Teamôs Goals and Responsibilities? 
 
The Relationship Management Team has primary responsibility for many of the critical 
performance measures for the region. Among them: 

¶ TANF, WIA Adult, WIA Dislocated workers, and Wagner-Peyser Entered 
Employment Rate 

¶ Percentage of job openings filled 

¶ Customer Satisfaction ï Employers 

¶ The Relationship Management Team influences its performance measures 
through: 

¶ Tracking new job orders as they come into the system and encouraging the 
Service Delivery Team to make appropriate referrals to the jobs and publicize 
the jobs in the centers 

¶ Following up on job orders to keep the database of openings current and 
working with employers to obtain results 

¶ Responding to employer needs such as recruiting events, assessments, and 
other activities taking place inside the centers 

¶ Providing updated trend information to the Business Services Team,  the 
Marketing Team, outside partners such as Banner Centers, education partners 
and training partners derived from trainees and job seekers 

 
Who are the Team Members? 
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Center Directors are an important component of the team.  They support and convene 
the teamôs efforts. They play a strategic role in determining what business services are 
offered in the centers.  Center directors provide input on how and when services such 
as recruitments, job fairs, and business visits and tours are incorporated into the 
centerôs marketing plan.  They make sure that the team has the time and resources 
they need to meet and communicate and support business needs. 
 
Business Services Coordinators are the in house relationship management team 
member specialist.  They provide ongoing service to and communication with key 
accounts in the centers.  They also provide support for premier accounts in the centers, 
performing tasks such as resume screening, setting up recruitments, assessments and 
other services in coordination with Business Consultants.  In outlying counties they may 
make or direct staff to make follow-up contact with business level service accounts.  A 
critical component of this position is the daily review and communication of new 
business needs and job postings to the center, telling the Service Delivery team whatôs 
hot in the job market.  This position helps direct the efforts of the career services staff 
making referrals and filling job orders. 
 
Other Members Previously Described: 
 
Business Consultants 
Vet Reps 
 
The Service Delivery Team 
 
The Service Delivery Team includes the Business Services Coordinator, career 
consultants, resource room coordinators and other partners in the centers.  They are 
the team that works to fill business needs, having first-hand access to our inventory of 
workers.   Their job is to communicate to the relationship management team whoôs hot 
ï workers who are just completing training and ready for jobs.  The resource room 
coordinators spot workers who have skills and experience that the business community 
needs.  When jobseekers need some extra help before theyôre ready for work, this team 
refers them to services, workshops, or training. 
 
What are the Service Delivery Teamôs Goals and Responsibilities? 
 
The Service Delivery Team has primary responsibility for many of the critical 
performance measures for the region. Among them: 
 

¶ Welfare, WIA, and Wagner-Peyser entered employment rates; 

¶ Welfare return rate; 

¶ Customer Satisfaction ï WIA and Wagner-Peyser Individuals; and 

¶ Wagner-Peyser new hire involvement rate. 
 

The Service Delivery Team influences its performance measures through: 
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¶ Meeting daily to discuss who is ready to go to work and what skills they have to 
offer business and to track new job orders as they come into the system and 
make qualified referrals. 

¶ Managing the WIA and TANF caseloads effectively, recording services to 
individuals in an accurate and timely manner. 

¶ Helping defer TANF cases where appropriate and using resources to help former 
TANF recipients gain self sufficiency. 

¶ Tracking services to universal customers in an accurate and timely manner and 
helping them gain access to job leads for which theyôre qualified. 

¶ Providing information to job seekers about entrepreneurial training opportunities 
provided through the small business center and the University of North Florida. 

 
 
The Relationship Management Plan is a consolidated marketing, relationship 
management, and business service plan. The plans for each center are rolled up into a 
comprehensive regional plan that allows centers and regional staff to coordinate their 
efforts and share good ideas. 
 
Components of the Relationship Management Plan 
 
Executive summary & Outside Marketing Plan: The Business Consultants, under the 
guidance of the Marketing V.P., create the plan for outside sales.  They summarize the 
existing environment and how challenges may be met. They also decide on a marketing 
mix to reach the local community. 
 
Relationship Management  Plan:  The Center Directors and Business Services 
Coordinator in the centers craft a plan for serving business in the centers.  Planning for 
job fairs and recruitments, offering fee-based assessment or other services, and plans 
for managing key accounts are all elements of this plan. 
 
Veteran Marketing Plan: The Veteran Reps provide a plan for outreach to federal 
contractors, federal agencies and community organizations. 
 
Jobseeker Marketing Plan: The Service Delivery Team will create a plan for outreach 
to jobseekers, which may include recruiting events, workshops, flyers and other 
materials to attract jobseekers for the high priority job listings. 
 
Business services plan ï The youth team and employer training team will create 
plans for their services to businesses.  The plans will include an overview of the 
strategy for the upcoming year (such as targeting certain industries or small business) 
and identifying current relationships and projects that may be ongoing. 
 
V.G.16.a Marketing and Communications 
 
Our ability to serve our employer customer is directly impacted by the quality and 
quantity of job seekers registered and looking for work in our system.   We engage 
these job seeker customers in a number of ways to ensure we have a qualified 
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database of applicants.   Part of this initiative is to make job seekers aware of our 
services and ensure they are engaged in Employ Florida Marketplace.  At the same 
time, marketing to new employers and keeping existing employers engaged is equally 
important.  The relationship we maintain with our economic development partners 
throughout the region assist us with this endeavor.  Through this partnership, we 
become an integral part in filling these customers' hiring and training needs at a time 
when they need it most.  The JAX USA Partnership has increased our outreach to 
businesses that we might not be able to reach otherwise.   As a result, after years of 
marketing, we have we have been able to engage hard to reach employers in Employ 
Florida Marketplace for the first time.    Another partnerships which has stimulated 
workforce system usage is JaxPort, who supports 65,000 jobs across the region.   This 
is another instance of us being able to capture jobs for EFM that we would not have 
otherwise have known about.   
 
WorkSource also actively reaches out to our job seeking and business customers 
through Facebook, Twitter and a daily email to over 25,000 followers. 
 
V.G.16.b. Service Delivered to our Business Customers 
 
The strategies clearly articulated in Section V.G.16. have been tremendously 
successful. Last calendar year, we documented almost 10,000 contacts with 
employers.  These contact game about through both proactive and reactive marketing 
efforts.  Each employer who calls our offices for information or serves themselves 
through Employ Florida Marketplace, is contacted by one of our Business Consultants 
or Business Relations Consultants.  Follow-up contact is made once an assessment of 
needs has been determined.  One of our most common and basic level of services is 
job postings.  This service is extended to all business customers we come in contact 
with.  Last year, we processed over 5300 job orders and made over 305,000 referrals.      
 
V.G.16.c.Identification and Evaluation of Effective Business Service Teams 
 
The Business Services team members throughout the region are monitored on a 
regular basis.  Performance is documented in monthly reports submitted to the Director 
of Business Services.  These reports track the number of contacts to employers as well 
as the efforts spent marketing services to targeted groups, such as Ready to Work and 
the Virtual Job Fair.  Fulfillment of these monthly requirements factors into our ability to 
evaluate our local Business Services Team.  
 
V.G.16.d. Replicating Success 
 
Proven outreach tactics and core processes are documented in individual service 
delivery plans for our customers as agreements with our employers are reached.  
Cumulative marketing plans are written on an annual basis, partly based on past 
performance.  These Marketing Plans look at our employer's current needs as well as 
project what the need will be for the coming year.  Based on targeted industries as well 
as new and existing services available, we create a plan and performance matrix for the 
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coming year.  At this time, we review performance and service delivery outcomes from 
the previous year and set goals for the year to come based on our successes. 
 
V.G.16.e. Expanding Outreach for Business Focused Training 
 
Outreach designed to expand business focused training programs is conducted by our 
Business Services Team.  They: 

¶ Develop new business training relationships in accordance with a marketing 
plan. 

¶ Meet with companies who request information about WorkSource services 
and training incentives including, but not limited to, Incumbent Worker 
Training, Quick Response Training and Employed Worker Training. 

¶ Refer leads for other WorkSource services to the Marketing Team. 

¶ Enroll training participants and coordinate the delivery of training services to 
business. 

¶ Report results of training completion and wage gains for trainees. 

¶ Partner with local chambers of commerce and JAXUSA, our local economic 
development unit, to work with targeted business consortiums. 

¶ Attend regional and statewide business forums. 
 
V.G.16.f. Partnerships with Economic Development Organizations 
 
WorkSource has had a long-standing and productive partnership with several key 
industry consortiums, including First Coast Manufacturers Association, SHRM, and the 
Florida Staffing Association.  We also work closely with JAXPORT in helping post and 
promote jobs in the logistics and maritime industries.  WorkSource staff members are 
invited as speakers to events for these organizations. 
 
The JAXPORT Jobs site is powered by the Employ Florida Marketplace, and a 
business services staffer from WorkSource manages employers and postings for the 
site (www.jaxport.com).)  WorkSource also partners with the regional economic 
development partnership JAX USA to obtain access to second stage businesses.  The 
GROW JAX initiative hosts a series of CEO forums for these growing businesses, and 
WorkSource staff members are regular speakers at the events. JAX USA staff refer 
businesses with hiring or training needs to WorkSource. 
 
V.G.16.g. Prioritization of Industry Clusters 
 
In the past WorkSource attempted to provide 
services to our identified Targeted Industry cluster 
by Career Service Center.  We quickly discovered 
that this approach did not make sense for our 
local labor market.  As discussed in Section III., 
Region 8 is truly an integrated cohesive labor 
market area.  Over 50% of the outlying working 
population commutes to Duval County, 
Jacksonville, each day to work.   

 
FIRST COAST TARGETED INDUSTRIES 

Advanced Manufacturing 

Aviation & Aerospace 

Finance & Insurance Services 

Headquarters 

Information Technology 

Life Sciences 

Logistics and Distribution 
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Another approach, which we found to be more successful, was to align ourselves with 
the targeted industries identified by JAXUSA, our local economic development partner, 
and provide targeted services to our customers based on the identified industries, and 
available at any WorkSource Career Center or Access Point.  This shift led to a better 
informed and equipped staff and higher customer satisfaction.  Our customers 
especially appreciated the fact that no matter where they were in our large region, they 
could obtain the same quality service and information about our targeted industries.   
 
V.G.16.h. Technical Input of Industry Specific Training Program 
 
The workforce development pipeline begins in our K-12 educational system.  In addition 
to intervening with the most at-risk youth, career services must be provided to all young 
people.  We believe that if we are truly in the workforce development business that it is 
imperative to work in partnership with our educational systems to create workforce 
learning environments, i.e. Career Academies, that reflect the skills needed in the local 
labor market, and provide real credentials for High School graduates.  We are proud to 
say that our efforts have led to a regional approach that incorporates our 6 school 
systems, 3 state colleges, state technical college and universities.  This effort has 
provided career academies in every school district that are aligned with our targeted 
industries.  Further, these career academies offers graduated the highest credential in 
field that they can earn within the High School setting, but advance placement at our 
institutions that is guaranteed through strong articulation agreements.   

 

Our business community has been strong advocates and partners in this initiative, 
providing hundreds of thousands of dollars in support through personnel that teach 
students and donation of supplies, equipment, internships and jobs.  Further, they sit on 
our regional career advisory councils that provide real time evaluation of curriculum and 
guidance for program planning.  These advisory councils span the K-12 through 
graduate system.  

V.G.16.i. Voice of the Customer Business Forums 

Through partners, WorkSource is frequently engaged with the business community and 
targeted regional industries.  The University of North Florida (UNF) Division of 
Continuing Education was awarded two $500,000 contracts by Workforce Florida Inc. to 
launch two Employ Florida Banner Centers in 2011. UNF will run the Employ Florida 
Banner Center for Creative Industries and the Employ Florida Banner Center for 
Financial and Professional Services. WorkSource staff members sit on the advisory 
boards for each.  Staff has also been active in the Banner Center for Global Logistics 
since its inception in 2007.   
 
WorkSource staff also participates in forums delivered by regional universities and 
colleges on careers in targeted industries.  These forums include business partners 
who discuss hiring needs and industry trends. 

WorkSource also convenes its own business advisory council every other quarter 
during the program year.  This group, comprised of representatives from targeted and 




