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INTRODUCTION

A CALL TO ACTION: The great recession of 2008 was a watershed year for most Americans, forcing
everyone to re-assess what they do and how they do it. The workforce system is no exception. The
recession magnified existing problems and created entirely new challenges for the workforce system.
High unemployment, unprecedented loss of jobs that will likely never be replaced, long-term job
displacement, stagnating incomes, fragmented programs and services, growing skill gaps, diminishing
resources and increasing poverty are the new realities facing the workforce system.
In response, Governor Kitzhaber delivered a powerful charge to State and Local Workforce Boards: Build
a sustainable, systemic approach to workforce development that produces a highly-skilled workforce,
advances more people into family wage jobs, and helps our businesses and workers succeed in a
fundamentally transformed economy. The Governor challenged us to coordinate the development of a
system that will result in:





Greater benefit for businesses and job seekers by eliminating programmatic silos and promoting
greater coordination, transparency and accountability.
Increased opportunities for all Oregonians, including veterans, people of color and those with
disabilities.
Increased decision making about how to use public resources to solve problems at the level
closest to Oregon’s people—the local level—to the greatest extent possible.
Expanded public/private partnerships to assure the relevance and long-term sustainability of
workforce programs.

OUR RESPONSE: To achieve the Governor’s vision, and support a thriving economy, our region needs
competitive companies, productive people and innovative ideas. We must build on past successes and
continue to evolve the regional workforce development system to help businesses grow and workers
succeed. This requires a shared vision, strategic coordination, smart investments and hard decisions.
THE 2013-2015 REGIONAL PLAN: The Governor and the State Workforce Board have laid out the initial
strategies to be undertaken at the local level to move towards the achievement of the Governor’s
goals. This Plan adopts the Governor’s vision, goals and strategies and provides the framework to
develop the specifics of “how” the strategies will be carried out in our region. This Plan begins the
translation of the Governor’s vision into coordinated state and local action and supports the continued
development of a workforce system that adds maximum value to our region’s economy.
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STRATEGIC PLAN OUTCOME AND GOALS
The outcome of the 2013-2015 Strategic Plan is a workforce system that serves business by developing
qualified employees and giving current and future workers the skills and support they need to
successfully engage, advance, and succeed in the labor market.
GOAL I: The regional workforce system is aligned, provides integrated services, and makes efficient
use of resources to achieve better outcomes for businesses and job seekers.
Primary Strategy: Maximize engagement of partners and programs in the regional WorkSource system.
Areas of Focus:
 Develop and execute regional performance compacts.
 Certify the quality and effectiveness of all regional WorkSource centers.
 Collect, analyze and publish system outcome data.
GOAL II: Regional workers have the skills they need to fill current and emerging, high-wage, highdemand jobs.
Primary Strategy: Establish the region as “work ready.”
Areas of Focus:
 Identify regional/sub-regional work-ready communities.
 Convene local partners to implement work-ready strategies and achieve certification.
 Collect, analyze and publish outcome data related to work ready status.
GOAL III: Ensure that youth and the emergent workforce have the academic and core competencies
required by employers.
Primary Strategy: Enhance work-based learning opportunities and post-secondary transitions and
success for disconnected youth.
Areas of Focus:
 Centralize and expand work-based activities.
 Develop a systemic approach to support post-secondary persistence and completion.
GOAL IV: Employers have the skilled workers they need to remain competitive and contribute to
local prosperity.
Primary Strategy: Align regional workforce efforts in support of the following industry sectors: Advanced
Manufacturing, IT/Software, and Health Care.
Areas of Focus:
 Establish the Columbia-Willamette Workforce Collaborative as a coordinator of regional
sector initiatives.
 Convene sectors to understand industry needs and priorities.
 Coordinate local partners to implement solutions.
 Create feedback mechanism to inform service delivery and monitor progress.
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IMPLEMENTATION PLAN
The Local Workforce Investment Board for the City of Portland, Multnomah and Washington Counties
has been charged by the Governor with developing and implementing a local workforce plan to achieve
the Governor’s workforce goals. Following are detailed strategies that will be undertaken locally over
the next two years to move our region towards the attainment of these goals.
SECTOR STRATEGIES
For many years, Worksystems has used an industry sector approach to serve regional industry and
support regional workers. Worksystems engages with key sectors to understand labor market trends,
identify current and emergent workforce needs, engage partners, and to access grants, tax credits, and
subsidies to craft comprehensive workforce solutions developed and driven by industry. Our role in
promoting and pursuing sector strategies is to build the regional partnerships, coordinate the dialogue,
develop the actions, secure and invest the resources and evaluate the outcomes. Over the years, we
have evolved our approach to align with our workforce and economic development partners across the
broader Portland – Vancouver Metropolitan Area to assure that our efforts support the needs of
workers and employers regardless of jurisdictional boundaries. With an area more than 6,600 square
miles, a population over 2.2 million, a workforce of nearly 1.7 million, more than 70,000 businesses, 2
states, 7 counties, 24 cities, 27 colleges and universities, 28 business chambers, 41 school districts, and
61 economic development organizations the Portland – Vancouver Metropolitan Area is a vibrant,
diverse and complex region.
In full appreciation of the unique local jurisdictions that comprise the region, we believe there are
significant advantages to building a regional approach to workforce development and talent
management. The quality of the region’s workforce is a primary driver of economic development and
the region’s overall economic health. We know that regions who most effectively manage their talent
are likely to be more competitive and will attract the quality of jobs people need to support themselves
and their families. We understand that people are willing to travel throughout the region for the best
opportunities and that businesses need the most qualified workers regardless of where they live. We
know we need 21st century solutions to solve 21st century problems.
To this end, the Workforce Investment Boards representing the Portland – Vancouver Metropolitan Area
have developed a unified approach to serve industry, support economic development and guide public
workforce investments. Our partnership, the Columbia-Willamette Workforce Collaborative (the
Collaborative), aligns our capabilities and resources to improve the region’s ability to leverage and layer
funding streams, to coordinate ideas and strategies, to pursue resources and fill gaps, to link workforce
supply and industry demand, and enable life-long learning and advancement. We are committed to
assuring alignment, coordination and accountability in our efforts and prioritizing a collective response
when it is in the best interest of the workers and businesses of the region.
Through the Columbia-Willamette Workforce Collaborative, Worksystems will support 3 targeted
sectors during this Plan period: Health Care, Advanced Manufacturing and IT/Software. Over the life of
the Plan, the Collaborative will implement targeted sector strategies with regional partnerships of
employers, educators, workforce developers and other stakeholders that address the skills needs of
these critical regional industries.
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1. The Sectors: Describe each sector including the geographic distribution of employers in the sector,
whether the sector is growing, shrinking or stable and why you selected it.
HEALTH CARE
Health care was chosen because it has the strongest employment growth of any industry in the Portland
Metro Area and because it offers many pathways to living wage jobs for lower skilled job seekers. In
June, 2012, the Collaborative released a Regional Health Care Workforce Report detailing job
opportunities, growth, and training needs in the region utilizing a variety of data sources and input from
local Health Care employers. An analysis of the data indicates that the Health Care sector will continue
to thrive and grow in the Portland-Vancouver metro area over the next five years. While many
comparable metro areas across the country face urgent shortages in core occupations like Registered
Nurses and Medical Laboratory Technicians, the Portland-Vancouver area has been safeguarded from
such shortages by a responsive system of post-secondary institutions that have adapted and expanded
training programs to keep up with anticipated demand and from the significant number of individuals
who chose to enter the Health Care profession.

The health care sector includes hospitals, offices of physicians and other health care providers, and
nursing and residential care facilities. The sector’s median hourly wage is $20.38 compared to $17.78
for all occupations in the Tri-County area (private sector) and half of the 20 largest occupations pay
more than the median wage. The 20 largest occupations employ 46,500 people, which represents 60%
of the total employment in the sector. The single largest occupation is Registered Nurse.

20 Largest Occupations in the Health Care Sector
Tri-County Region (Clackamas, Multnomah, Washington Counties)

Occupation
Registered Nurses
Nursing Aides, Orderlies, and Attendants
Physicians and Surgeons
Home Health Aides
Medical Secretaries
Medical Assistants
Receptionists and Information Clerks
Personal and Home Care Aides
Dental Assistants
Maids and Housekeeping Cleaners
Food Servers, Nonrestaurant
Medical and Health Services Managers
Dental Hygienists
Healthcare Support Workers, All Other
Medical and Clinical Laboratory Technologists
Office Clerks, General
Licensed Practical and Licensed Vocational Nurses
Emergency Medical Technicians and Paramedics
Supervisors & Mgrs. of Office & Admin. Support Workers
Medical Records and Health Information Technicians
1

% of Sector
2010 Jobs Employment
11,400
15%
4,626
6%
3,477
5%
3,234
4%
3,992
5%
3,280
4%
1,438
2%
2,288
3%
1,980
3%
1,320
2%
822
1%
969
1%
1,459
2%
1,083
1%
917
1%
1,024
1%
888
1%
673
1%
740
847

1%
1%

Greater Portland Metro Area (7-county), 2011

Source: Oregon Employment Department, Bureau of Labor Statistics
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Location
Quotient 1
0.89
0.64

Median
Wage 1
$
38.64
12.78

0.46
2.08
1.07
0.76
1.09
1.39
0.75
0.99
0.86
1.40
1.33
0.88
0.76
0.28
0.71

10.14
16.89
16.28
12.92
10.51
18.79
10.14
10.07
46.56
39.64
16.91
31.91
14.49
23.37
19.68

% of Median Wage
(all occupations)1
213%
71%
n/a
56%
93%
90%
71%
58%
104%
56%
56%
257%
219%
93%
176%
80%
129%
109%

0.80
1.03

24.28
18.53

134%
102%

Minimum Education
Associate
Short term on-the-job training
1st Professional
Short term on-the-job training
Moderate term on-the-job training
Moderate term on-the-job training
Short term on-the-job training
Short term on-the-job training
Moderate term on-the-job training
Short term on-the-job training
Short term on-the-job training
Bachelor's
Associate
Short term on-the-job training
Postsecondary training
Short term on-the-job training
Postsecondary training
Postsecondary training
Related work experience
Postsecondary training

ADVANCED MANUFACTURING
Some sub-sectors of advanced manufacturing are growing, and some are shrinking. For example,
semiconductor manufacturers are projected to add over 841 jobs in the region over the next five years,
while plastics product manufacturing is projected to decrease by 400 jobs. Overall, the industry has
many entry-level employment opportunities for low to middle skilled workers and even for sub-sectors
that show minimal to no growth, there are still significant employment opportunities due to the large
concentrations of jobs in the region. The region’s manufacturing workforce is also an aging workforce
so there will be ample employment opportunities due to expected retirements. Overall, employment in
manufacturing is projected to be stable in our region for the next five years. Several local training
programs are available that provide credentials or preparation for entry into each career pathway.
The advanced manufacturing sector includes metals, machinery, transportation equipment, and green
manufacturing. The sector’s median hourly wage is $21.30 compared to $17.78 for all occupations in
the Tri-County area (private sector) and half of the 20 largest occupations pay near or more than the
median wage. The 20 largest occupations employ 13,200 people, which represents over half of the total
employment in the sector.
20 Largest Occupations in the Industrial Manufacturing Sector
Tri-County Region (Clackamas, Multnomah, Washington Counties)

Occupation
Welders, Cutters, Solderers, and Brazers
Machinists
Supervisors & Managers of Production & Operating Workers
Assemblers, Multi-task or Team
Computer-Controlled Machine Tool Operators, Metal & Plastic
Production Worker's Helpers
Structural Metal Fabricators and Fitters
Cutting, Punching, and Press Machine Setters, Operators, and Tenders,
Metal and Plastic
Inspectors, Testers, Sorters, Samplers, and Weighers
Assemblers and Fabricators, All Other

2010
Jobs

% of Sector Location
Employment Quotient 1

Median
Wage 1

% of Median Wage
(all occupations)1

Minimum Education

1,724
1,179
954
899
763
700
689

7%
5%
4%
3%
3%
3%
3%

0.94
0.83
0.95
0.50
2.00
0.64
1.63

$ 17.83
20.77
26.24
14.55
16.55
12.52
20.33

98%
115%
145%
80%
91%
69%
112%

Long term on-the-job training
Long term on-the-job training
Related work experience
Moderate term on-the-job training
Long term on-the-job training
Short term on-the-job training
Long term on-the-job training

682
666
592

3%
3%
2%

1.04
1.04
1.65

15.01
17.03
16.38

83%
94%
90%

Moderate term on-the-job training
Moderate term on-the-job training
Moderate term on-the-job training

Grinding, Lapping, Polishing, & Buffing Machine Tool Setters,
Operators, & Tenders, Metal & Plastic
Shipping, Receiving, and Traffic Clerks
General and Operations Managers
Mechanical Engineers

587
560
478
470

2%
2%
2%
2%

1.56
1.10
0.94
1.28

16.06
14.24
44.85
38.80

89%
79%
248%
214%

Moderate term on-the-job training
Short term on-the-job training
Bachelor's
Bachelor's

Molding, Coremaking, and Casting Machine Setters, Operators, and
Tenders, Metal and Plastic
Wholesale & Manufacturing Sales Reps, exc. Tech. & Scientific Prod.
Laborers and Freight, Stock, and Material Movers, Hand
Industrial Machinery Mechanics
Bookkeeping, Accounting, and Auditing Clerks
Milling & Planing Machine Setters, & Operators, Metal & Plastic

467
416
368
349
346
325

2%
2%
1%
1%
1%
1%

0.73
1.11
1.13
1.10
1.16
2.31

14.81
27.73
12.20
24.92
17.72
28.12

82%
153%
67%
138%
98%
155%

Moderate term on-the-job training
Related work experience
Short term on-the-job training
Long term on-the-job training
Postsecondary training
Moderate term on-the-job training

1

Greater Portland Metro Area (7-county), 2011

Source: Oregon Employment Department, Bureau of Labor Statistics

IT/SOFTWARE
The local technology industry, as defined by the sub-industries Computer Systems Design, Software
Publishers, and Data Processing/Hosting, is projected to grow by 14%+ over the next five years, and is
expected to add nearly 5,000 new jobs. Each of the occupations mentioned below will have at least 50
annual openings per year, and there are local training programs at the community college and university
level that lead to relevant credentials in each job category.
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Largely, opportunities for those new to the field require a post-secondary certification at a minimum,
likely an Associate’s degree. If not pursuing a Bachelor’s degree from the outset, most new IT/Software
industry workers will start in a technical support capacity, often not within the defined cluster. But
further credentialing can lead to movement into and within the cluster. There are various short-term
trainings that can help people learn new platforms or programming languages to maintain skill
relevance in a quickly changing field.
The IT/software sector includes computer and electrical equipment manufacturing, software publishers,
data processing services, and computer systems design. The sector’s median hourly wage is $33.33
compared to $17.78 for all occupations in the Tri-County area (private sector) and 16 of the 20 largest
occupations pay more than the median wage. The 20 largest occupations employ 29,100 people, which
represents 60% of the total employment in the sector. The single largest occupation is Computer
Software Engineer.
20 Largest Occupations in the High Tech Sector
Tri-County Region (Clackamas, Multnomah, Washington Counties)

Occupation
Computer Software Engineers, Applications
Electrical and Electronic Equipment Assemblers
Computer Hardware Engineers
Electronics Engineers, Except Computer
Electrical and Electronic Engineering Technicians
Semiconductor Processors
Computer Support Specialists
Engineering Managers
Business Operations Specialists, All Other
Industrial Engineers
Computer and Information Systems Managers
Computer Software Engineers, Systems Software
Computer Programmers
Engineers, All Other
Computer Systems
Analysts Sales Representatives,
Wholesale
and Manufacturing
Technical and Scientific Products
Computer Specialists, All Other
Inspectors, Testers, Sorters, Samplers, and Weighers
Executive Secretaries and Administrative Assistants
Network Systems and Data Communications Analysts
1

Location
Quotient 1
1.55
2.89
n/a
2.47
2.26
19.01
1.18
1.73
1.38
1.19
1.24
0.68
0.91
1.50
0.80
1.60
1.18
1.04
0.63
1.23

% of Sector
2010 Jobs Employment
4,721
10%
4,342
9%
2,182
5%
2,038
4%
1,602
3%
1,449
3%
1,260
3%
1,234
3%
1,216
3%
1,120
2%
1,007
2%
926
2%
821
2%
805
2%
787
2%
780
2%
716
1%
704
1%
698
1%
671
1%

Greater Portland Metro Area (7-county), 2011

Source: Oregon Employment Department, Bureau of Labor Statistics
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Median
Wage 1
$ 43.84
$15.68
n/a
$44.98
$25.51
$16.22
$23.35
$61.52
$28.92
$41.64
$53.24
$45.26
$34.77
$44.61
$39.52
$42.97
$23.35
$17.03
$22.67
$31.53

% of Median Wage
(all occupations)1
242%
87%
n/a
248%
141%
90%
129%
340%
160%
230%
294%
250%
192%
246%
218%
237%
129%
94%
125%
174%

Minimum Education
Bachelor's
Short term on-the-job training
Bachelor's
Bachelor's
Associate
Related work experience
Postsecondary training
Bachelor's
Bachelor's
Bachelor's
Bachelor's
Bachelor's
Bachelor's
Bachelor's
Bachelor's
Related work experience
Postsecondary training
Moderate term on-the-job training
Moderate term on-the-job training
Bachelor's

2. Sectors’ Economic Size and Scope: Number of firms and jobs in the sector, types of firms (small,
medium large?) percent of total employment, their primary suppliers of labor (WorkSource, temp
agencies, community colleges, apprenticeship programs, etc.), sales revenue where appropriate,
economic development plans for this sector.
|-------------------------- Number of Firms by Size Class (1Q 2011, private sector) ---------------------------|
Firm Count
(1Q, 2011)
Health Care
Industrial Manufacturing
High Tech
All Industries, private sector

Employment

Avg. Annual
Pay/Job

Payroll

Avg. Firm
Size*

0
1-4
5-9
10-19
20-49
50-99
100-249
250-500
500 +
Employees Employees Employees Employees Employees Employees Employees Employees Employees

3,612

78,517 $ 4,111,917,553 $

52,370

22.7

193

1,895

767

345

202

108

74

13

15

727

27,640 $ 1,700,463,076 $

61,522

38.3

22

245

133

118

117

43

31

8

10

1,821

50,527 $ 5,338,912,604 $

105,665

31.0

227

1,024

202

136

109

46

50

13

14

48,676

701,809 $ 35,005,840,512 $

49,879

18.7

8,346

23,275

7,251

4,601

3,027

1,069

718

221

168

|-------- As a Share of Region Total (private sector) --------|
Firm Count
Avg. Annual
(1Q2011)
Employment
Payroll
Pay/Job
Health Care

7.4%

11.2%

11.7%

105%

Industrial Manufacturing

1.5%

3.9%

4.9%

123%

High Tech

3.7%

7.2%

15.3%

212%

*Of firms with employment >0
Source: Oregon Employment Department Quarterly Census of Employment and Wages

3. Job Demand for the Sectors: Short- and mid-term growth projections based on both new and
replacement jobs, demographics of the existing workforce in these companies (age, gender, race,
native-language, etc.), reported skill shortages.
HEALTH CARE
The health care workforce is overwhelmingly female with women making up three-quarters of total
employment. Nearly one-quarter of health care workers are nearing retirement age. The sector has
a turnover rate of 6.2%, which is lower than the overall turnover rate of 8.5% for all industries.
Nursing and residential care facilities have the highest turnover rate (10.7%) and hospitals have the
lowest (3.2%).
The health care sector is expected to add 25,000 new jobs between 2010 and 2020 (a 33% growth)
and an additional 16,900 jobs will become open due to replacement needs. Many of the jobs will
require an associate degree or higher as either a minimum educational requirement or to be
considered competitive.
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Employment
SOC Code

Title

2010

2020

Change

Percent
Growth

Due to
Growth

2010-2020 Openings
Due to
Replacement
Total

Health Care
00-0000
29-1111
31-1012
29-1060
31-1011
43-6013
31-9092
43-4171
39-9021
31-9091
37-2012
35-3041
11-9111
29-2021
31-9099
29-2011
43-9061
29-2061
29-2041
43-1011
29-2071

Total, All Occupations in Sector
Registered Nurses
Nursing Aides, Orderlies, and Attendants
Physicians and Surgeons
Home Health Aides
Medical Secretaries
Medical Assistants
Receptionists and Information Clerks
Personal and Home Care Aides
Dental Assistants
Maids and Housekeeping Cleaners
Food Servers, Nonrestaurant
Medical and Health Services Managers
Dental Hygienists
Healthcare Support Workers, All Other
Medical and Clinical Laboratory Technologists
Office Clerks, General
Licensed Practical and Licensed Vocational Nurses
Emergency Medical Technicians and Paramedics
Supervisors and Managers of Office and Administrative
Support Workers
Medical Records and Health Information Technicians

76,844
11,400
4,626
3,477
3,234
3,992
3,280
1,438
2,288
1,980
1,320
822
969
1,459
1,083
917
1,024
888
673

101,886
14,584
6,094
4,724
4,714
5,255
4,504
1,959
2,960
2,345
1,801
1,246
1,292
1,728
1,463
1,273
1,378
1,175
999

25,042
3,184
1,468
1,247
1,480
1,263
1,224
521
672
365
481
424
323
269
380
356
354
287
326

32.6%
27.9%
31.7%
35.9%
45.8%
31.6%
37.3%
36.2%
29.4%
18.4%
36.4%
51.6%
33.3%
18.4%
35.1%
38.8%
34.6%
32.3%
48.4%

25,042
3,184
1,468
1,247
1,480
1,263
1,224
521
672
365
481
424
323
269
380
356
354
287
326

16,885
2,352
691
812
513
620
597
514
208
454
263
292
276
319
195
213
212
275
168

41,927
5,536
2,159
2,059
1,993
1,883
1,821
1,035
880
819
744
716
599
588
575
569
566
562
494

740
847

995
1,121

255
274

34.5%
32.4%

255
274

232
197

487
471

ADVANCED MANUFACTURING
The advanced manufacturing workforce is overwhelmingly male with men accounting for 80% of all
workers. Half of the workforce is 45 years or older and nearly one-quarter are approaching
retirement age. Only 24% of the workforce is under the age of 35 compared to 37% for all
industries. The sector has a turnover rate of 5.4%, which is lower than the overall turnover rate of
8.5% for all industries.
The advanced manufacturing sector is expected to add 5,400 new jobs between 2010 and 2020 (a
21% growth) and an additional 5,900 jobs will become open due to replacement needs. Most of the
jobs will require an associate degree or less as a minimum educational requirement.
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Employment
SOC Code

Title

2010

2020

Change

Percent
Growth

Due to
Growth

2010-2020 Openings
Due to
Replacement
Total

Industrial Manufacturing
00-0000
51-4121
51-4041
51-2092
51-1011

Total, All Occupations in Sector
Welders, Cutters, Solderers, and Brazers
Machinists
Assemblers, Multi-task or Team
Supervisors and Managers of Production and
Operating Workers

51-4011

Computer-Controlled Machine Tool Operators, Metal
and Plastic
Inspectors, Testers, Sorters, Samplers, and Weighers

51-9061
51-2041
43-5071
17-2141
51-9198
51-2099
51-4033

Structural Metal Fabricators and Fitters
Shipping, Receiving, and Traffic Clerks
Mechanical Engineers
Production Worker's Helpers
Assemblers and Fabricators, All Other
Grinding, Lapping, Polishing, and Buffing Machine Tool
Setters, Operators, and Tenders, Metal and Plastic

51-4072

Molding, Coremaking, and Casting Machine Setters,
Operators, and Tenders, Metal and Plastic
Wholesale and Manufacturing Sales Representatives,
General and Operations Managers
Laborers and Freight, Stock, and Material Movers,
Hand

41-4012
11-1021
53-7062
51-4031
51-4191
49-9041
43-5061

Cutting, Punching, and Press Machine Setters,
Operators, and Tenders, Metal and Plastic
Heat Treating Equipment Setters, Operators, and
Tenders, Metal and Plastic
Industrial Machinery Mechanics
Production, Planning, and Expediting Clerks

25,740
1,724
1,179
899

31,168
2,088
1,440
1,097

5,428
364
261
198

21.1%
21.1%
22.1%
22.0%

5,428
364
261
198

5,943
509
240
198

11,371
873
501
396

954

1,167

213

22.3%

213

139

352

763

926

163

21.4%

163

161

324

666
689
560
470
700
592

811
833
679
573
831
694

145
144
119
103
131
102

21.8%
20.9%
21.3%
21.9%
18.7%
17.2%

145
144
119
103
131
102

161
146
158
168
127
127

306
290
277
271
258
229

587

714

127

21.6%

127

102

229

467
416
478

582
509
576

115
93
98

24.6%
22.4%
20.5%

115
93
98

88
109
98

203
202
196

368

427

59

16.0%

59

127

186

682

810

128

18.8%

128

55

183

167
349
300

198
432
360

31
83
60

18.6%
23.8%
20.0%

31
83
60

143
75
86

174
158
146

IT/SOFTWARE
The IT/software workforce is predominantly male with men accounting for nearly three-quarters of
all workers. The sector employs relatively more people between the ages of 35 and 54 as compared
to all industries in the region with only one-in-seven workers aged 55 or older. The sector has a
turnover rate of 5.5%, which is lower than the overall turnover rate of 8.5% for all industries.
The IT/software sector is expected to add 10,200 new jobs between 2010 and 2020 (a 21% growth)
and an additional 10,500 jobs will become open due to replacement needs. The vast majority of the
jobs will require an associate degree or higher as a minimum educational requirement with many
requiring a bachelor degree.
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Employment
SOC Code

Title

2010

2020

Change

Percent
Growth

Due to
Growth

2010-2020 Openings
Due to
Replacement
Total

High Tech
00-0000
15-1031
51-2022
17-2061
17-2072
15-1041
51-9141
17-3023
11-3021
13-1199
15-1021
41-4011
11-9041
43-4051
17-2112
15-1051
11-2021
15-1099
15-1032
17-2199

Total, All Occupations in Sector
Computer Software Engineers, Applications
Electrical and Electronic Equipment Assemblers
Computer Hardware Engineers
Electronics Engineers, Except Computer
Computer Support Specialists
Semiconductor Processors
Electrical and Electronic Engineering Technicians
Computer and Information Systems Managers
Business Operations Specialists, All Other
Computer Programmers
Wholesale and Manufacturing Sales Representatives,
Technical and Scientific Products
Engineering Managers
Customer Service Representatives
Industrial Engineers
Computer Systems Analysts
Marketing Managers
Computer Specialists, All Other
Computer Software Engineers, Systems Software
Engineers, All Other

48,183
4,721
4,342
2,182
2,038
1,260
1,449
1,602
1,007
1,216
821

58,340
6,020
4,946
2,480
2,347
1,705
1,637
1,826
1,316
1,442
1,067

10,157
1,299
604
298
309
445
188
224
309
226
246

21.1%
27.5%
13.9%
13.7%
15.2%
35.3%
13.0%
14.0%
30.7%
18.6%
30.0%

10,157
1,299
604
298
309
445
188
224
309
226
246

10,493
558
671
551
529
389
365
328
177
255
219

20,650
1,857
1,275
849
838
834
553
552
486
481
465

780
1,234
642
1,120
787
620
716
926
805

1,016
1,414
849
1,276
1,008
777
913
1,166
923

236
180
207
156
221
157
197
240
118

30.3%
14.6%
32.2%
13.9%
28.1%
25.3%
27.5%
25.9%
14.7%

236
180
207
156
221
157
197
240
118

211
258
212
261
168
203
153
109
190

447
438
419
417
389
360
350
349
308

Employment by Age and Gender in Targeted Sectors

Age Group
14-99
14-18
19-21
22-24
25-34
35-44
45-54
55-64
65-99

Males
19,121
222
559
886
4,230
4,613
4,113
3,588
908

Health Care
Females
62,015
400
1,573
3,196
15,319
13,798
14,010
11,699
2,020

Total
81,137
626
2,133
4,082
19,550
18,412
18,124
15,285
2,925

Industrial Manufacturing
Males
Females
Total
21,986
5,185
27,170
73
15
95
432
92
525
809
156
965
4,026
884
4,908
5,345
1,248
6,594
6,415
1,542
7,958
4,245
1,024
5,269
636
214
851

Males
35,082
44
240
679
7,643
11,821
9,444
4,683
518

High Tech
Females
14,625
24
109
313
3,094
4,355
4,065
2,367
287

Total
49,707
76
351
995
10,736
16,173
13,510
7,048
806

Source: Oregon Employment Department and U.S. Census Bureau, Local Employment Dynamics

4. Supply and Demand Alignment for the Sectors: Match between demand and the regional
inventory of job seekers, as well as the availability of career paths which lead to self-sufficiency
wages. What opportunities exist in your target industry sector for low-income workers and
disadvantaged job seekers?

HEALTH CARE
The list of entry-level occupations is broad and accessible to people entering health careers for the first
time. These occupations have median wages between $14.08 and $23.34/hr. Nursing Aides,
Phlebotomists, and EMTs are stepping stone occupations into the health care sector for lower-skilled
workers with little or no postsecondary experience. Credentials are stackable as well: CNAs can lead to
LPNs, which can in some cases articulate into nursing programs; dental assistant degrees can lead
toward hygienist degrees; EMT certifications can count toward AAS Paramedic programs.
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The middle-level occupations generally require Associate’s degrees and offer significant wage increases,
with median wages between $17.54 and $38.40/hr. Technician/Technologist credentials are in
particularly high demand, and can be a skill upgrade option for those with experience in entry-level
occupations.

UI Claimants 1

SOC Code Title

2009-2010
Training Completers

Jobseekers 2

Health Care
29-1111
31-1012
43-6013
29-1060
31-9092
31-1011
39-9021
31-9091
29-2021
43-4171

Registered Nurses
Nursing Aides, Orderlies, and Attendants
Medical Secretaries
Physicians and Surgeons
Medical Assistants
Home Health Aides
Personal and Home Care Aides
Dental Assistants
Dental Hygienists
Receptionists and Information Clerks

276
612
1,007
35
650
1,003
1,053
236
50
3,566

449
1,726
1,414
428
1,038
1,678
1,798
571
154
5,396

1474
47
139
123
1921
44
605
170
151

UI Claimants: Oregonians filing for Unemployment Insurance benefits (active status, August 2012)
Jobseekers who are registered with The Oregon Employment Department (active status, August 2012)
Jobseekers can register for more than one occupation
Source: Oregon Employment Department

ADVANCED MANUFACTURING
Advanced Manufacturing also offers a wide range of entry-level occupations for people entering careers
in this sector. These occupations have median wages between $13.35 and $17.68/hr. Production,
machine operation and assembly occupations are entry points into the manufacturing sector for lowerskilled workers with little or no post-secondary experience. These occupations rarely require more than
on-the-job training; however, candidates with foundational manufacturing skill sets such as shop math,
blueprint reading, OSHA and use of precision measuring devices will be better positioned for success
and promotion to middle skilled occupations.

While many companies promote and train from within, middle-level occupations generally require
formal technical training leading to certification and Associate’s degrees. These occupations offer
significant wage increases, with median wages between $17.85 and $26.61/hr. Machining skills and
credentials are in particularly high demand, and can be a skill upgrade option for those with experience
in entry-level occupations.
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UI Claimants 1

SOC Code Title

2009-2010
Training Completers

Jobseekers 2

Industrial Manufacturing
51-4121
51-4041
51-1011
51-2092
51-4011
51-9198
51-2041
51-4031
51-9061
51-2099

Welders, Cutters, Solderers, and Brazers
Machinists
Supervisors and Managers of Production and Operating
Workers
Assemblers, Multi-task or Team
Computer-Controlled Machine Tool Operators, Metal and
Plastic
Production Worker's Helpers
Structural Metal Fabricators and Fitters
Cutting, Punching, and Press Machine Setters, Operators,
and Tenders, Metal and Plastic
Inspectors, Testers, Sorters, Samplers, and Weighers
Assemblers and Fabricators, All Other

534
334

1,043
727

238
56

927
1,467

1,348
2,748

60

311
1,521
313

653
2,987
606

29

310
635
1,450

644
1,447
2,809

77

29

UI Claimants: Oregonians filing for Unemployment Insurance benefits (active status, August 2012)
Jobseekers who are registered with The Oregon Employment Department (active status, August 2012)
Jobseekers can register for more than one occupation
Source: Oregon Employment Department

IT/SOFTWARE
The list of entry-level occupations is narrow, but accessible: there are numerous local programs that
train entry-level technical support workers. Computer Support Specialists earn a median wage of $21.33
and can earn a credential within a year. Specialist positions are stepping stones into all other IT
occupations.
The middle-level occupations generally require Bachelor’s degrees and offer significant wage increases,
with median wages between $26.43 to $52.49/hr.

UI Claimants 1

SOC Code Title

2009-2010
Training Completers

Jobseekers 2

High Tech
15-1031
51-2022
17-2061
17-2072
17-3023
51-9141
15-1041
11-9041
13-1199
17-2112

Computer Software Engineers, Applications
Electrical and Electronic Equipment Assemblers
Computer Hardware Engineers
Electronics Engineers, Except Computer
Electrical and Electronic Engineering Technicians
Semiconductor Processors
Computer Support Specialists
Engineering Managers
Business Operations Specialists, All Other
Industrial Engineers

616
742
141
115
291
293
1,345
205
826
130

UI Claimants: Oregonians filing for Unemployment Insurance benefits (active status, August 2012)
Jobseekers who are registered with The Oregon Employment Department (active status, August 2012)
Jobseekers can register for more than one occupation
Source: Oregon Employment Department
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1,079
1,474
366
232
512
680
2,300
366
1,255
267

201
2
16
224
179
2
56
1104
24
49

5. Population to be served: Describe those you intend to serve with your sector strategy (i.e.
unemployed workers in a particular industry, youth, current workers, the disadvantaged) and the
barriers that have prevented this population from advancing into better jobs in the industry.
WorkSource Portland Metro customers who are interested in and qualified to enter sector training will
be given the opportunity to participate. Connecting customers to sector training will depend on their
current level of skills and rigorous preparatory programs and leveraged case management support will
be provided for the more barriered customers.
The WorkSource population is characterized by high basic skills needs—more than 60 percent have low
reading and/or math skills. About half of WorkSource customers have educational attainment levels
(High School only or below) that are inadequate for advancement in career pathways. The most
barriered individuals within WorkSource, including public housing residents and other recipients of
public assistance, typically lack the skills, education, credentials and/or opportunities to successfully
compete for living wage jobs in the current economy. 27 percent are food stamp recipients and 57
percent receive unemployment benefits. A robust menu of programs and services are available at
WSPM Centers to assist job seekers with acquiring the skills they need to be successful.
Although WorkSource serves a high volume of job seekers with some degree of skill deficiency,
customers also include those who have some post-secondary training. These higher skill job seekers will
also be able to take advantage of training opportunities as appropriate.

6. Potential for impact of working with these sectors: Commitment level of employers and labor
(where applicable) to address workforce issues and contribute resources; the WIB's and WIB’s
partners’ connections and leverage points within the sector; presence of an active industry
intermediary (the WIB, industry association, or other); related workforce development efforts
underway; list of career pathways available and availability of (or plans for) sector-based
curriculum through local training providers.
Worksystems and its partners have developed strong relationships with regional Health Care, Advanced
Manufacturing and IT/Software companies and industry stakeholders. We believe that through targeted
efforts led by regional employers we can identify and address many of the barriers companies face when
recruiting from the local talent pool. By working with industry employer partners, area education and
training providers, economic development agencies, industry associations and labor organizations, the
Collaborative will work to align resources and make data driven decisions in order to address training
and recruitment gaps and more readily connect the region’s WorkSource customer base to existing
employment and training opportunities that are right for them.
Below are current industry stakeholders that Worksystems and its Collaborative partners will work with
to grow the talent pipeline, align curriculum, and increase training opportunities.
Health Care
Employers

Organization
Cascadia Behavioral Healthcare, Inc., Cherry Blossom Cottage, Clackamas
County Health Dept., Forest Grove Rehabilitation & Care Center, Health
Share of Oregon (CCO), Kaiser Permanente, Marquis Care, Mary's Woods
at Marylhurst, Multnomah County Health Department, OHSU, PeaceHealth
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Industry Associations

Training Partners
Economic Development

Advanced Manufacturing
Employers

Industry Associations
Training Partners
Economic Development

IT/Software
Employers
Industry Associations
Training Partners

Economic Development

Southwest Medical Center, Prestige Care, Inc., Providence ElderPlace, Sinai
Family Home Services, Terwilliger Plaza, The Portland Clinic, Tuality
Healthcare, Washington County, Women's Healthcare Associates
Leading Age Oregon (formerly OASHS), Oregon Association of Hospitals
and Health Systems, Oregon Health Care Association, Oregon Healthcare
Workforce Institute, Oregon Primary Care Association
PCC, MHCC, Clark CC, Clackamas CC, Lower Columbia CC, OIT, PSU, OSU,
UO, WSU Vancouver, other four year institutions, OMEP
Business Oregon, Greater Portland, Portland Development Commission,
Gresham, Hillsboro, Beaverton, Tualatin, CREDC, Westside Economic
Alliance
Organization
Marks Metal, Karcher North America, Thompson Metal Fab, Kinetic Climax,
Inc., Lineas Technology, Vigor Industrial, PCC Structurals, Leupold &
Stevens, Integrated Metal Components, HW Metals Inc., Transco Ind, Toyo
Tanso, Boeing, Sam Medical Products, Imperial Mfg, RapidMade, American
Precision Ind, Madden Industrial Craftsmen, Impact NW, Blount, Inc.,
Benchmade, Daimler Trucks NA
Manufacturing 21, PNDC, NWHPEC
PCC, MHCC, Clark CC, Clackamas CC, Lower Columbia CC, OIT, PSU, OSU,
UO, WSU Vancouver, other four year institutions, OMEP
Business Oregon, Greater Portland, Portland Development Commission,
Gresham, Hillsboro, Beaverton, Tualatin, CREDC, Westside Economic
Alliance
Organization
Viasystems, IBM, Vanguard EMS, Oracle, Intel, AIS, Catalyst
TAO
Learning for Leverage, PCC, MHCC, Clark CC, Clackamas CC, Lower
Columbia CC, OIT, PSU, OSU, UO, WSU Vancouver, other four year
institutions, OMEP
Business Oregon, Greater Portland, Portland Development Commission,
Gresham, Hillsboro, Beaverton, Tualatin, CREDC, Westside Economic
Alliance

7. Implementation Plan: Describe what you will do to support this sector and assure it has the skilled
workforce in needs. Please include the partners who will be participating in the strategy and their
roles and commitments. Please describe how you will work with education and economic
development partners in your strategy as well as the required workforce system partners
described in the strategic plan. Describe how your strategy will align with/inform/leverage
WorkSource Oregon.
Worksystems, through the Collaborative, will use a five-phase approach to industry engagement for
each targeted sector. In this approach, LWIB staff gathers local industry intelligence and key data,
convene business partners to analyze industry-identified workforce needs and opportunities, engage
industry representatives, and convene other partners to develop comprehensive strategies to address
those needs. After strategies have been developed, industry panels continue in an advisory role as plans
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are enacted. Outcomes are monitored and evaluated throughout the process. The following details
highlight each phase of the approach.
PHASE I: INVESTIGATE
During Phase I, the Collaborative investigates potential target industries. A Phase I investigation may be
prompted by a variety of factors, including industry/employer encouragement, routine workforce data
analysis that identifies promising trends, or support of economic development efforts to grow a
particular industry. Based on the answers to key criteria and considerations (below), WIB staff may
recommend to the Collaborative that an industry be pursued using the five-phase framework. Approval
by the Collaborative will set Phase II in motion.
Required Criteria:
 The industry is located in and/or has significant economic relevance to two or more WIB regions
within the geographic boundary of the Collaborative.
Considerations:
1. Is the industry projected to grow or decline over the next decade? What is the total regional
employment?
2. What is the local average wage, and are there positions in the industry all along the skill
continuum?
3. Are there local training programs that train new or advancing workers for occupations in this
industry?
4. Does the industry align with current and/or future funding priorities & grants?
5. What is the industry’s economic and labor multiplier?
6. Are there initial relationships with industry to build off of?
7. Do key local economic development agencies work with the industry?
8. Does the industry have an active local association or consortium?
9. Do some of the major employers in the industry have headquarters in the Metro Area?
10. Are there political considerations that should be taken into account?
PHASE II: INVENTORY & ANALYZE
During Phase II, WIB staff conduct a comprehensive three-step review of workforce data, trends, and
industry needs to pinpoint potential high-impact opportunities for WIB engagement in the target
industry and to prioritize training resources. Data and intelligence are analyzed in consultation with
industry to identify priority areas for action.
Step One: Baseline Review
 Demand-Side Data Review: Collect data on growth trends, UI claimants, and vacancies by
occupation.
 Supply-Side Data Review: Inventory WorkSource customers with industry-related skills, and
conduct a regional training program review, including the number of credential completions at
each training institution.
 WIB Industry Investment Review: Inventory WIB investments in the industry, including the
number of WorkSource-funded credential completions and on-the-job trainings.
Step Two: Trend Analysis and Employer Survey
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Initial Trend Analysis: Conduct a review of existing industry workforce reports and literature;
interview associations and industry groups.
 Employer Survey: Obtain primary data about local employers’ workforce issues.
Step Three: Analysis
 Report: Develop a regional workforce report highlighting trends and key issues for the metro
area.
PHASE III: CONVENE
Step One: Industry Workforce Forum
Armed with updated workforce intelligence products, the Collaborative holds regional targeted industry
forums to kick off the formal employer engagement process. These meetings take a variety of forms –
from webinars to large in-person gatherings. All forums must be relevant, with a clear agenda and
tangible solutions offered for the business representatives in attendance. Forum outcomes include
verification of key workforce issues and identification of industry champions for strategy development.
Step Two: Industry Panel Convening and Plan Build-Out
Industry-driven and chaired by employers, an industry panel brings together local leaders in business,
labor, education, workforce development, and economic development. Initially, industry panels are
tasked with informing the build-out of the initiative action plan. Panel members will advise and approve
strategies, outcome goals, and time horizons for all considered initiatives.
PHASE IV: ACT
In Phase IV, plans developed by employer-led panels in Phase III are put into effect. WIB staff provides
Collaborative leadership and industry panel members with project updates on a regular basis during
implementation, while continuing to work with industry to follow trends.
PHASE V: EVALUATE
Step One: Evaluate
Prior to beginning a summative evaluation, the initiatives generated by the industry panels should be
complete and relevant quantitative and qualitative data must be available. Included in the evaluation:





Success of industry-defined initiatives, based on defined goals
Effectiveness of WIB project management process and staff
Depth/impact of involvement by industry panel members
Placement/advancement of workers in the industry

Potential methodologies:





Convening industry panel, WIB staff and initiative stakeholders
Quantitative data gathering
Media coverage/testimonial analysis
Third-party evaluation

Step Two: Report Out
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After data has been analyzed, internal and external reports are generated. These reports include key
findings, recommendations, and next steps. Reports are released to industry, media,
policymakers/delegation, and other stakeholders.
CERTIFIED WORK READY COMMUNITY (CWRC) STRATEGIES
A Certified Work Ready Community (CWRC) is a county or regional partnership of counties certified as
having a skilled and talented workforce. Community certification will be based on objective criteria
including the portion of the population earning a National Career Readiness Certification (NCRC), a soft
skills assessment, and increasing business engagement. CWRC are created by local partnerships that
may include Local Workforce Investment Boards (LWIBs), employers, public workforce agencies, nonprofit organizations, chambers of commerce, labor, economic development, secondary education,
community colleges, universities, community organizations, elected officials and others.
1. Counties to become CWRC
Multnomah and Washington Counties
2. Work Ready Community Lead
a. Name: Patrick Gihring
b. Organization: Worksystems, Inc.
c. Title: Director of Adult Workforce Services
d. Address: 1618 SW First Avenue, Suite 450, Portland, OR 97201
e. Office Phone: (503) 478-7320
f. Email: pgihring@worksystems.org
3. If you began planning/working on implementing work ready community(ies) prior to July 1, 2012,
please describe your activities
During Program Year 2011, Region 2 incorporated the National Career Readiness Certificate (NCRC) into
an integrated process for developing and certifying a “Job Ready” pool of WorkSource customers. The
NCRC is one in a set of criteria used to identify job ready customers. This pool received priority for onthe-job training and other placement opportunities through WorkSource. Employers benefit from the
identification of candidates vetted by WorkSource against established job readiness criteria and
verification of their basic skills.
4. Please use the table below to describe the team that will work together to implement the strategy
to become a work ready community and the roles and responsibilities of each team member: see
below
5. (This is a duplicate of Question #4)
Team Member
Patrick Gihring
Kurt Shovlin
John Gardner

Organization
WSI
WSI
WSI

Role
CWRC Lead
NCRC lead
Targeted Industry Sector
Engagement Lead
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deDrae Cotrell
Heather Ficht

OED
WSI

Employer Engagement Support
Youth Engagement Lead

These individuals will coordinate the delivery of services through a network of partners including WSPM,
training providers, community based organizations, employer associations, and others to achieve work
ready community status.
6. How will you achieve the criteria for NCRC attainment by category as indicated in the table below.
Describe the delivery system for NCRC attainment in the county(ies) that will become certified,
how far you are from your goal, and your plan to ramp up to meet the criteria. Please describe
how you will leverage the foundation of WorkSource Oregon to implement your CWRC.

The NCRC and soft skills assessment (NCRC Plus) will be made available to individuals in all three of the
targeted workforce segments (current, transitional and emerging) through the five (5) WorkSource
Portland Metro (WSPM) Centers in Multnomah and Washington Counties. Region 2 will also explore
creating an alternative testing site to ensure convenient access for current workers and the emerging
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workforce. The staff and infrastructure to implement the NCRC portion of the CWRC are in place—a
team of 10 trained proctors has been administering assessments to WorkSource customers for over a
year. We currently offer NCRC orientation and proctored assessments once a week at each Center. We
envision integrating the soft skills assessment into our current NCRC delivery process.
The NCRC is promoted to WorkSource customers during the Welcome process. WorkSource staff use
the results of the WIN assessment completed during Welcome as a tool for guiding customers directly to
the NCRC or to skill remediation opportunities at WorkSource. Customers interested in preparing for
the NCRC can access computer-based learning resources, tutorials and staff assistance in Open Skills
Labs at all WSPM Centers. WorkSource Portland Metro also offers a weekly workshop that focuses on
preparing for the Locating Information portion of the NCRC.
We leverage WorkSource Oregon as a foundation for implementing the CWRC through integrated
business service processes and skill development opportunities for jobseekers. The NCRC is an anchor
element of our process for identifying job ready candidates and connecting them to employers.
Jobseekers who achieve “Job Ready” designation through WorkSource receive priority for on-the-job
training and other placement opportunities. The criteria for job ready designation includes an NCRC, an
error-free and targeted resume, interview skills certified by WorkSource staff, and an effective
iMatchSkills profile. A Job Readiness Certificate Course targeted to individuals with limited work history
is available at every Center. This course combines soft skills instruction and provision of the NCRC. It
provides one avenue for implementing the soft skill assessment portion of the CWRC.
Multnomah County’s 2-Year Goal for NCRC is 2,523. As of September 30, 2012, customers in the County
had earned 424 certificates—17% of goal. In the same period, Washington County produced 253 of
1,747 certificates—15% of goal. Region 2 customers earned 3,407 NCRC certificates during Program
Year 2011, exceeding our yearly goal of 2,500 by 136%.

7. How will you leverage assessment and remediation/training opportunities in your community?
Worksystems is pursuing co-investment and stronger connections with publicly-funded One-Stop
partners to leverage skills assessment, remediation and training opportunities for WorkSource
customers. As part of planning for greater integration of the TANF/JOBS program, Multnomah County is
exploring the option of co-investing in WorkSource and providing a NCRC for all TANF/JOBS participants.
Worksystems is also building stronger connections with Title II-funded ABE and ESL programs and the
One-Stop system. At WorkSource Portland Metro East, we are piloting delivery of the Oregon Pathways
for Adult Basic Skills (OPABS) for WorkSource customers who are basic skills deficient. This offering is
resourced through a one-to-one co-investment by Worksystems and Mt. Hood Community College. The
OPABS pilot may be expanded to include Portland Community College and be made available at the
other four WorkSource Centers.
8. How will you engage businesses to achieve your business engagement goals?
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Worksystems assumes the responsibility for coordinating a wide array of employer engagement
activities. The WorkSource Employment Team promotes the NCRC as part of its portfolio of services
available to local employers. This integrated team is comprised primarily of Oregon Business Service
representatives an also includes the Regional Placement Services staff, funded by Worksystems.
Opportunities for promoting NCRC occur during all interactions with employers including business
participation on an industry skills panel through the Collaborative, working with an employer to list a job
in iMatchSkills or providing hiring assistance through WorkSource. During Program Year 2011, Region 2
met its goal of 185 Letters of Commitment from employers. One of our Centers has been approached
by an employer to proctor NCRC for its incumbent workforce on a fee-for-service basis. Worksystems
will explore opportunities for expansion of this relationship.
9. How will you meet the criteria below for implementing a soft skills assessment? (Note: the state
will identify a soft skills assessment and provide training and assessment costs)
 25% of the Emerging workforce target number will receive a soft skills assessment
 25% of the Transitional workforce target number will receive a soft skills assessment
 25% of the Letters of Commitment (LOC) are from businesses who prefer NCRC holders
receive a soft skills assessment
The soft skills assessment will be marketed to employers in Region 2 as part of the WorkSource portfolio
of Business and Employer Services. Among the first employers we will approach are the 185 that signed
Letters of Commitment during Program Year 2011. We believe that the addition of a soft skills
assessment will be perceived by most employers as an enhancement of the current NCRC offering and
will be embraced by those employers seeking verification of basic skills levels and/or basic workplace
behaviors and attitudes. At the WorkSource level, we will integrate the soft skills assessment into our
process for identifying a “Job-Ready” pool of WorkSource customers that we consider for priority access
to on-the-job training and other placement opportunities. We are confident that the current
WorkSource NCRC implementation structure will allow us to effectively deliver the soft skills assessment
to jobseekers in the emerging and transitional workforce segments targeted for the Certified Work
Ready Community.
10. Please identify how the implementation of a CWRC in your local area will support or integrate
with the Sector and System Innovation strategies in this plan.
Region 2’s Certified Work Ready Community will work as the preferred supply and First Source for job
seeker referrals made by the Employment Team to the Region’s partnering employers. As WSPM Center
customers are identified as Certified Work Ready (CWR) they will be organized by interest and aptitude
towards their targeted career and employment goal and be connected as appropriate with employment
and training pathways available in Advanced Manufacturing, Health Care, or IT/Software. In addition to
its targeted sectors, Region 2 will continue to support occupations in demand and work to steer
designated CWR customers towards those opportunities available across the region.
Through Region 2’s employer engagement model and in partnership with the Collaborative, Region 2
will investigate, analyze, and convene targeted employers to create and implement sector action plans,
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and evaluate the effectiveness of sector engagement strategies for connecting Region 2’s CWRC to
training that leads to employment.
Regions 2 will use the opportunity provided by the CWRC as a way to increase the recruitment support it
provides to its sector employer partners by connecting employers with a qualified workforce that can
help reduce recruitment times, lower recruitment cost, and lead to increased retention rates across
various employment levels. Connecting partnering sector employers with region 2’s CWRC will also
strengthen local relationships with business and lead to greater communication and partnerships that
will better inform Region 2’s workforce system as to where training gaps persists, where employment
opportunities exist, and which workforce development strategies are working most effectively across
the region’s targeted sectors.
Under the Innovation portion of this plan, Career/Work Readiness and Preparation is one of the three
program areas on the “menu of options” that partners will work on collectively to increase alignment of
local workforce services. The implementation of a common work readiness certification can facilitate
the connection between common intake, skill development, and placement services across multiple
partners. For instance, our TANF/JOBS partner in Multnomah County has expressed interest in using
NCRC as a more effective and methodical assessment to designate participants as TANF service levels 1,
2 or 3. Doing so would facilitate the connection of TANF/JOBS participants to the appropriate skill
development services provided by the Skills Team, which also uses NCRC to understand the strengths
and needs of job seekers. The Employment Team in turn applies a priority for those job seekers who
have demonstrated readiness for a given position, referring NCRC certified candidates to employers who
have indicated an NCRC preference. In this way, the CWRC will support the Innovation and Sector
portions of this plan.
SYSTEM INNOVATION STRATEGIES
While each of the strategies above requires system innovation, this strategy focuses on specific
processes and services that Local Areas can identify to increase coordination and alignment. System
innovation is defined as continuous improvement to increase alignment, integration, and effectiveness
without significant additional resources.
1. Greater Program Alignment and Integration
a. Please select one to three system elements from the “menu of options” below that the partners
in your region will work on collectively to increase alignment and integration in order to meet
your outcome targets and support your targeted sectors and work ready community strategies.
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Worksystems will work collectively with partners on the following three local options:
1. Career/Work Readiness and Preparation
2. Skill Development
3. Job Placement
Partners and resources will be determined after our 2013 procurement.
b. System Inventory and Opportunities for Increased Co-location
Please review and confirm the list of WorkSource Centers and program delivery sites.
Centers
WSPM East
WSPM Southeast
WSPM Central
WSPM Beaverton-Hillsboro
WSPM Tualatin
Auxiliary Site
WorkSource Express

Title 1-B Provider/Contractor
Mt. Hood Community College
SE Works
Portland Community College
Portland Community College
Portland Community College
Portland Community College

All WSPM Centers are integrated. The Oregon Employment Department (OED) and Title 1B-funded
staffs are co-located at the Centers and provide all components of the fully integrated WorkSource flow
including Welcome, Skills and Employment Services, and Business and Employer Services. Staffs from
both partners are managed at the Center level by a joint management team and deliver services through
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cross-staffed functional teams. At the Regional level, a joint Regional Leadership Team provides
oversight of the WorkSource system.
Please identify your criteria for approving auxiliary sites.
Worksystems approves one auxiliary site, WorkSource Express, which is managed out of the WorkSource
Central office. This site is supported with co-investment from Home Forward, Multnomah County’s
housing authority, and allows WorkSource to reach a high-need community that is geographically
isolated from the workforce delivery system. This site is staffed by Title 1-B and OED staff according to
the integrated model and provides Welcome, 1:1 services, and a limited number of workshops. Criteria
used in pursuing opportunities for auxiliary sites are co-investment from a partner agency, geographic
reach, and increased access for targeted populations.
Please identify any opportunities in your community for potentially increasing co-location.
Worksystems is pursuing opportunities for increased co-location, integration, and alignment with key
partners including Department of Human Services and CCWD’s WIA Title II programs. As we develop
compacts and implement the plan, we will give priority consideration for co-location opportunities to
those partners who adopt alignment strategies that provide staff co-location to maximize service
delivery. Three of five WSPM Centers are located in OED-leased facilities and any co-location of new
partners at those sites would likely require the relocation of other non-workforce related State agency
staffs currently housed there.
Please identify your region’s recommendations for integrating additional partners into the WorkSource
customer flow.
During the 2 year plan implementation period, we have identified 2 partner programs to focus on
initially.
We believe that systemic engagement of the TANF/JOBS program is a logical next step in Oregon’s effort
to align workforce partners and programs.
Worksystems is also interested in pursuing the provision of a “GED Plus” offering through WorkSource in
partnership with the Title II funded programs. GED Plus would allow adult WorkSource customers who
need a secondary credential to earn their GED – widely regarded as insufficient evidence of basic skills
sufficiency – and enhance their marketability to employers by earning an NCRC certificate at the same
time.
Preliminary conversations to discuss both of these opportunities have taken place and we are
committed to continuing the discussions and exploring options together.
Other partner programs may be identified at a later date and we will also continue to look for ways to
improve the programs and services delivered through WSPM to improve outcomes for all job seekers
needing assistance including those with multiple barriers to employment.
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Please identify your timeline for center certification based on the OWIB policy during the lifetime of this
plan.
Worksystems uses its Center Review and Certification process to assure quality, standardized service
delivery and continuous improvement of the local integrated system that includes Wagner-Peyser, WIA
Title I-B Adult and Dislocated Workers, and State SEDAF. The certification process is guided by the
Regional One-Stop Committee of the Local Workforce Investment Board. Worksystems conducts a
process for certifying WorkSource Oregon Centers on an annual basis. We undertake a multi-pronged
review that incorporates the following approaches identified in the OWIB WorkSource Oregon
Definitions and Center Certification Policy No. 11-01:






Review tool checklists based on federal requirements, customer flows, product minimums,
and integrated service design
Customer satisfaction surveys of WSO Center customers
On-site certification visits
Center performance data
Secret shopper (a new element to be implemented as part of the PY12 Center Review
process)

Worksystems conducts its annual Center Review over a one-month period and presents the findings and
recommendations to the Local Workforce Investment Board. Certification is established through Board
approval. All five Centers were last certified by the Local Board on April 13, 2012.
Please describe how WorkSource centers and other program sites will support sector strategies and
work ready communities.
See answer to Question #10 under CWRC.
2. Governance: Compacts. Once your local plan is approved, a compact will be formed that will
identify all of the parties engaged in the delivery of your plan, their roles, responsibilities and
outcome targets. The purpose of the compact is to achieve greater alignment of resources and
activities within the service delivery system toward the Governor’s vision. Your approved
implementation plan will be the work plan for the delivery of the compact. All compact partners
will be asked to sign the agreement.

Please describe how partners were engaged in the development of this plan. How you will monitor the
implementation of your plan? Who will participate and how?
Worksystems has adopted and will pursue the Governor’s plan for alignment. Partner engagement in
the development of this plan was solicited and incorporated as follows:



The State framework was presented to the Region 2 Workforce Investment Board on 4/13/12.
On 4/13/12 – 4/20/12 a Board Planning Committee was formed and our web site updated to
include a dedicated planning section which provides access and information to all available
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documents, correspondence and associated materials
(http://www.worksystems.org/SystemBuilding/STATEPLAN/tabid/318/Default.aspx).
On 4/24/12, a survey was sent to 180 organizations representing a broad cross section of
community-based, education, private sector, labor, and government stakeholders. The purpose
of the survey was to solicit regional feedback on the State Vision, Strategic Framework and
regional process.
Survey responses and comments were received from 51 organizations and incorporated into our
formal feedback to the State.
An initial draft plan was developed and approved by the Board Planning Committee at meetings
on 8/20/12 and 9/17/12 and it was emailed to committee members on 9/18/12.
The final draft plan was posted on the Worksystems website and shared with community
stakeholders for public comment on 9/28/12.
Comments were received by 2 organizations. All comments were reviewed and, as appropriate,
incorporated into the final Plan document.

Once the plan is approved, we will engage CCWD (WIA Title IB, WIA Title II, Youth Conservation Corps,
and Post-Secondary Career Technical Education), Oregon Employment Department (Wagner-Peyser,
National Programs, TAA, TRA and SEDAF), Department of Human Services (WIA Title IV, WIA Title V,
TANF JOBS, Food Stamp Employment Program), Department of Education (Secondary Career Technical
Education) and other partners in the implementation of this plan and the Local Workforce Investment
Board will monitor the process.
Please describe the specific barriers and challenges that get in the way of implementation of your plan.
One of the primary challenges to the alignment of additional partners identified in the State Plan is that
changes cannot be developed and implemented at the local level without agreement between State
agencies with direction provided to local programs. Different performance measures, program eligibility
requirements and information management systems that do not talk to each other complicate
integration efforts. For example, the WIA 1-B legal to work requirement poses a challenge to greater
integration with Title II funded programs where this requirement is not imposed. Budget shortfalls and
changes in federal policy around TANF, for example, can also present barriers.
Please provide a logic model for your plan that shows all of the inputs and outcomes that will lead to
your outcomes and goals.
Specific strategies, resources, activities, and outcomes will be identified and agreed upon by partners
engaged in the Local Plan implementation.
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A. TRANSPARENCY
1. Please include documentation that opportunity for public comment on, and input into the
development of the local workforce investment plan, was provided prior to its submission to
the state.
Response:
 The State framework was presented to the Region 2 Workforce Investment on 4/13/12.


On 4/13/12 – 4/20/12 a Board Planning Committee was formed and our web site updated to
include a dedicated planning section which provides access and information to all available
documents, correspondence and associated materials
(http://www.worksystems.org/SystemBuilding/STATEPLAN/tabid/318/Default.aspx).



On 4/24/12, a survey was sent to 180 organizations representing a broad cross section of
community-based, education, private sector, labor, and government stakeholders. The
purpose of the survey was to solicit regional feedback on the State Vision, Strategic Framework
and regional process.



Survey responses and comments were received from 51 organizations and incorporated into
our formal feedback to the State.



An initial draft plan was developed and approved by the Board Planning Committee at
meetings on 8/20/12 and 9/17/12 and it was emailed to committee members on 9/18/12.



The final draft plan was posted on the Worksystems website and shared with community
stakeholders for public comment on 9/28/12.



Comments were received by 2 organizations. All comments were reviewed and, as
appropriate, incorporated into the final Plan document.

Documents:
 Supporting emails
 Board Planning Committee email
 Local Planning Process Responses

2. Please include documentation that copies of the proposed local plan were made available to
the public (through such means as public hearings and local new media).
Documents:
 WIB Planning Committee Agenda
 Local Planning Process
 WSI Q4 PY11 Performance Report
 Local Planning Web Announcement
 Strategic Plan 2012-2015

3. Please provide documentation that the LWIB provided at least a 30-day period for comment by
the local board and members of the public, including representatives of business and labor
organizations, prior to its submission to the Governor.
Documents:
 Public Meeting Agendas
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4. Please show that information about the plan was made available to the public on a regular
basis through open meetings.
Documents:
 WIB Planning Committee Agenda
 Public Meeting Agendas
 Local Planning Process

5. If applicable, please submit any comments received that express disagreement with the plan to
the Governor along with the plan.
Documents:
 Any comments received will be submitted with the final plan. As of September 28 when the plan
was put out for public comment, no comments had been received.

B. GOVERNANCE (20 CFR 661.350)
1. Local Board Description
a) Describe your local Workforce Investment Board: composition; membership and
organizations they represent; structure, including any sub-committees; legal status; how
staffed; etc. Who are the Chief Local Elected Officials and how do they interact with
governance of the Board?
Response:
The Workforce Investment Board (WIB) is a unique public/private partnership representing the City of
Portland, Multnomah and Washington counties. With staff support from Worksystems, Inc., the WIB
brings together local elected officials, private sector leaders, public agencies, education, labor, and
community-based organizations to focus on regional workforce development and related community
issues. The WIB’s mission is to coordinate the development of a workforce system that supports
individual prosperity and business competitiveness.
In pursuit of its mission, the WIB:
 Invests in education, community-based and industry partners to improve the quality of the
region’s workforce.
 Builds linkages between regional governments, business, labor, education and other leaders to
enhance regional workforce, education and related policies, programs and services.
 Facilitates ways to rapidly identify critical workforce issues and implement innovative solutions.
 Coordinates industry feedback and input.
 Pursues resources to support, expand and enable best practices.
 Aligns workforce development activities with regional business, economic development and
education strategies.
 Advocates in support of policies, programs and investments to improve the quality of regional
workers, industries and jobs.
 Evaluates program quality and outcomes.
Documents:
 Governing Board Organization Chart
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b) Describe the relationship and the functional separation between the board/board staff and
service delivery providers. Please include any organization charts if available.
Response:
WSI procures for service delivery providers based on the funding and program design requirements.
The relationship is defined through a contractual agreement that is reviewed and updated at least
annually during the program period or procurement cycle.
Documents:
 WSI Organization Chart 2012-07-01

c) If your board was certified by the governor as an alternative entity, describe how
mandated partners who are not members will access the board.
Documents:
 WIB Roster
 Consortium Agreement
 Roles and Responsibilities

d) Describe your youth council, its membership, and how it will carry out its responsibilities
for the coordination of local youth services and programs.
Response:
The Youth Council’s goal is to ensure that youth and the emergent workforce have the academic and
core competencies required by employers. Their primary strategy is to enhance work-based learning
opportunities and post-secondary transitions and success for disconnected youth. Areas of focus
include 1) centralization and expansion of work-based activities, and 2) development of a systemic
approach to support post-secondary persistence and completion.
In April 2012 members of the Youth Council, who did not have a conflict of interest, served as the
evaluation committee for the procurement of Worksystems’ Youth Workforce Development System
Investments.
Documents:
 Youth Council Roster

e) Describe the process your L/RWIB utilizes to assure that the one stop system meets the
intent, rules, regulations and requirements of the WIA Title IB program. (e.g. monthly
performance, fiscal reports to board, etc.).
Response:
The WIB takes a comprehensive approach to ensuring the effectiveness and accountability of the
regional workforce development system and resources.
At the direction of the WIB’s WorkSource subcommittee, Worksystems conducts a process for
certifying WorkSource Portland Metro Centers on an annual basis. Staff undertakes a multi-pronged
review that incorporates the following approaches identified in the OWIB WorkSource Oregon
Definitions and Center Certification Policy No. 11-01:


Review tool checklists based on federal requirements, customer flows, product minimums, and
integrated service design
4






Customer satisfaction surveys of WSO Center customers
On-site certification visits
Center performance data
Secret shopper (a new element to be implemented as part of the PY12 Center Review process)

Worksystems conducts the annual Center Review over a one-month period and presents the findings
and recommendations to a regular meeting of the WIB. Certification is established through Board
approval.
Worksystems uses its Center Review and Certification process to assure quality service delivery and
continuous improvement of the local integrated system that includes WagnerPeyser, WIA Title IB Adult and Dislocated Workers, and State SEDAF. The certification process is guided
by the Regional One-Stop Committee of the WIB. All five Centers were last certified by the Local Board
on 4/13/12.
In addition, the Board receives quarterly expenditure, performance and demographic reports for all
programs. These reports are used to discuss area of concern, highlight promising practices and, as
needed, modify program design and resource deployment. A comprehensive annual report is also
produced that summarizes all program activity and expenditure information over the course of the
year.
Staff also conducts ongoing fiscal, program and performance monitoring to ensure compliance with
applicable rules and regulations and achievement of program and performance objectives.
The WIB procures for an annual independent A-133 audit which provides a comprehensive analysis of
fiscal and program practices and compliance. The review is overseen by the Finance Committee of the
Board and is presented to the Executive Committee and the full Board for final approval.
Documents:
 WSI Q4 PY11 Performance Report

f)

Discuss how the local board will be educated on their role, engaging all the local partners,
and providing guidance to the local workforce system.

Response:
All new Board members receive a comprehensive orientation that includes an overview of Board
member roles and responsibilities, local, state and federal partners and related programs, an overview
of the regional workforce development system and an introduction to applicable laws and regulations.
In addition, quarterly Board meetings are dedicated to providing continuing insight and education
about the regional system, national, state and local workforce issues and best practices. Our three
standing Board Committees – WorkSource, Youth and Regional Workforce Collaborative – provide
more detailed exposure to issues impacting the one-stop system, job seekers, youth and targeted
industry sectors. Board members are also encouraged to attend the National Association of Workforce
Boards annual conference to broaden their view of workforce issues and better understand how their
local efforts fit into the national workforce agenda. A copy of the Board Orientation Manual is available
upon request.
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2. Partnerships
a) Describe any special characteristics of the partnerships (e.g. consortia).
Response:
Not Applicable

b) Please describe and attach any board issued policies, memoranda, or directives that
require and support integration of workforce services (both strategic and service delivery
oriented).
Response:
Locally, a committee of the Workforce Investment Board – which includes representation from OED,
Community Colleges, business, labor, housing and disability – conducts coordination, evaluation and
oversight of the system including an annual one-stop certification process.
Additionally, a Regional Leadership Team with representation from OED and WSI provides direction
and operational guidance for the WorkSource Portland Metro system. All WorkSource Center managers
from OED and WIA meet every other month to share emergent issues, coordinate activities, and
disseminate training and operational guidance.
At the Center level, Center Management Teams comprised of OED and WIA management and OED
leads are convened regularly by WSI staff (weekly at most locations) to coordinate the integration of
services provided by OED, WIA and other one-stop partners.

c) Describe how all the local partners were engaged in the development of this plan. include:
i. Business;
ii. Labor;
iii. Education;
iv. Community and Economic Development; and
v. Local Tribal Nations.
Response:
 The Governor’s draft goals, vision and strategies were shared with the Workforce Investment
Board on 4/13/12.
 A Board subcommittee was immediately formed consisting of representatives from the private
sector, organized labor, Mt. Hood and Portland community colleges, Oregon Employment
Department, Oregon Human Services Department, Home Forward, the Washington County
Housing Department, Job Corp and the Portland Development Commission. The goal of the
Committee was to produce the Plan as well as serve as a conduit for information/input for their
various constituencies.
 The Worksystems website www.worksystems.org was modified to include a section devoted to
sharing plan information, collecting public input and sharing plan progress.
 A survey was sent to 180 community stakeholders seeking input on the vision, goals, strategies
and process. Responses were summarized and shared via the website, directly with the Oregon
Workforce Investment Board and the Governor’s Workforce Policy Cabinet.
 Draft Plan documents were developed and shared on multiple occasions with the Board
Planning Committee, including a comprehensive review of all Plan components on 9/17/12.
 The Draft Plan was reviewed by the WIB Executive Committee which includes local elected
officials from the City of Portland, Washington and Multnomah counties, private sector and
labor representatives on 9/19/12.
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The Draft Plan was posted on the website on 9/28/12 and notice subsequently emailed to a
broad group of stakeholders, contractors, partners and organizations and individuals who
expressed interest in the work of the agency for review and input.
The Draft Plan will be reviewed and provisionally approved by the Workforce Investment Board
at its annual meeting on 10/12/12.
There are no Tribal Nations in Region 2. However, outreach during plan development included
local community-based organizations that have as their focus service to the region’s Native
American populations.

C. DESCRIPTION OF ONE-STOP DELIVERY SYSTEM (20 CFR 661.350 – 661.355,
20 CFR 662)
1. Describe your local area delivery of core, intensive and training services. Please provide
documentation of your system showing all service delivery sites and how core, intensive and
training services are delivered at each site and by workforce partners (See Attachments A
through D).
Response:
Region 2 WorkSource Portland Metro includes five WorkSource Centers and one Express Center (see
Attachment #1). All WSPM Centers are integrated. Oregon Employment Department (OED) and Title
1B-funded staff is co-located at the Centers and provide all components of the fully integrated WSO
flow (see Attachment #3), including Welcome, Skills and Employment Services, and Business and
Employer Services. Staffs from both partners are managed at the Center level by a joint management
team and deliver services through cross-staffed functional teams. At the Regional level, a joint Regional
Leadership Team provides oversight of the WorkSource system.
Procedures and materials are available to all WSPM Center staff through training and a shared regional
Google Docs site. The standardization of products through regional procedures (Attachment #7), and a
materials inventory process allows for consistency of product implementation across the region (see
Occupational Skills Training Process and Procedures as an example: Attachment #6). In addition to
www.worksourceportlandmetro.org, WSPM Center Calendars provides information regarding the suite
of products available through WSPM (Attachment #8).
Documents:
 Attachment A - Services
 Attachment 1: WSPM Menu of Services
 Attachment 2: WSPM Service Definitions
 Attachment 3: WSPM Customer Flow Chart
 Attachment 4: WSPM Product Line Policy
 Attachment 5: WSPM Product List
 Attachment 6: Occupational Skills Training Decision Procedures
 Attachment 7: WSPM Scholarship Application Workshop
 Attachment 8: Center Calendars

2. Describe the process for selection and designation of the one stop operator.
Response:
WSI is the One Stop Operator for Region 2. The designation is being re-signed by the current
Board/local elected officials. State approval is sought and considered granted through the acceptance
of each LUP.
7

Documents: -- These supporting documents will be submitted following our 11/7/12 Board meeting
 Region 2 One Stop Operator Designation Policy
 Board Motion/Chief LEO Concurrence
 WSI Executive Board Minutes, 11/7/12

3. Describe how the local board will ensure the continuous improvement of eligible providers of
services through the system.
Documents:
 PY11 Center Review Board Presentation
 WSI Q4 PY11 Performance Report

4. Describe how the local board will ensure that such providers meet the employment needs of
local employers and participants.
Documents:
 PY11 Center Review Board Presentation
 WSI Q4 PY11 Performance Report

5. Describe and provide an assessment of the type and availability of adult and dislocated worker
employment and training activities in the local area, including a description of the local ITA
system and the procedures for ensuring that exceptions to the use of ITAs if any are justified.
Response:
Customers are assessed for need and suitability as a part of the overall regional standard for
Occupational Skills Training. This requires completion of at least one WorkSource Advising session and
submitting a completed Occupational Skills Training Application to be considered for training approval.
Training programs from the State ETPL that focuses on Region 2’s target industries as established by
the LWIB are approved for the Region 2 ETPL. This list is a subset of the State Eligible Training Provider
List and includes those training programs that support the Region 2 Target Industries. Customers are
directed to the approved list to find training programs. The training program for which funding is being
requested must be on the Region 2 ETPL.
Customers are required to report their eligibility to receive financial aid or scholarship grants including
the Pell Grant on their Occupational Skills Training Application. The Occupational Skill Training
Application must be documented by staff and submitted to a Region 2 Center Training Review team.
Customers are required to document an informational interview from at least one potential employer
that indicates that the training being requested is required for the target occupation. Additionally,
customers are required to attach OLMIS data regarding the project growth of the targeted occupation.
Customers are required to complete a FAFSA application to support their training costs, or attest that
their program is not eligible for financial aid or that they will not qualify for financial aid. This
application must be documented by staff and is included on the Occupational Skills Training
Application. Customers eligible for financial aid are require to submit a copy of their and attest to the
status of their application. Staff also assists customers by providing resource information applicable to
their program of study and to their individual eligibility status for additional financial aid.
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Documents:
 Informational Interview Worksheet
 Occupational Skills Training Application
 Training Review Form
 Training – Occupational Skills Policy

6. Describe how customers access core, intensive and training services in your local one-stop
system, including non- and limited-English speakers, people with disabilities, TANF clients and
others with barriers to employment, by site.
Response:
Please see Customer Flow document which shows the regional implementation of core, intensive, and
training services in our local one stop system.
Region 2 develops a holistic, collaborative, and seamless stream of quality products offered to all
customers of WorkSource Portland Metro and known by all WorkSource staff. The robust product line,
which encourages life-long learning, is universally accessible and includes services for customers of all
skill, educational and employment levels. Reasonable accommodations are provided to those who
request additional support in accessing our products and services.
WSI will be coordinating system wide professional development trainings to increase staff knowledge
and cultural competency. Professional development trainings will include focus topics such as
improving services to job seekers with criminal histories, job seekers experiencing disabilities, job
seekers who are English language learners, and addressing the social/emotional effects of job loss
associated with the long term unemployed. In connection with these professional development
opportunities, WSI is investing in products that support these targeted demographics.
Documents:
 WSPM Customer Flow

a) Describe the criteria used for determining whether Title I funds are limited for adult
employment and training activities, and the process by which any priority will be applied by
the One-Stop Operator.
Documents:
 Region 2 LWIB Policy: Priority of Service

b) Describe any populations prioritized for services, other than those required for Title I, and
the process used to determine the need/ eligibility for prioritization.
Documents:
 Region 2 LWIB Policy: Priority of Service

7. Describe your local system’s integrated service strategies to meet the needs of specific
population groups or customers. These can be populations targeted through your local
strategic planning process, local priority customers, or any specific populations receiving an
integrated set of services. Populations to be included are:
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Response:
WSI is pursuing co-investment and stronger connections with publicly-funded One-Stop partners to
leverage assessment, remediation, training, and placement opportunities for WorkSource customers.
All WSPM customers have access to the full suite of WSPM products and services.

a) Non English and Limited-English speakers
Response:
WSI is investing in products and services that support English Language Learners. Some examples of
services available to individuals with limited and no English include computer literacy courses in native
languages, job search, and job club in native languages (Russian, Spanish, & ELL) and a significant
investment in Workplace English Workshops (see WSPM product list). Title ll ELL courses are also
available in the evenings at WSPM East.
WSPM supports training opportunities such as short term vocational training (credentials such as
Forklift Certificates and OSHA 10 Certificates) and Vocational ESL Pathways (VESL) that assist ELL
customers in gaining skills necessary to attain living wage jobs.
Documents:
 WSPM Product List

b) People with disabilities
Response:
All WSPM customers have access to the full suite of WSPM products and services. WSI, through
resource development efforts, is seeking potential opportunities to fund services targeted to the needs
of individuals with disabilities. WSI is building stronger connections with Vocational Rehabilitation, as
well as with agencies such as Goodwill Industries, and the One-Stop system. WorkSource sites have
onsite VR and Goodwill staff that collaborate with WSPM regarding training and placement of WSPM
customers with disabilities.

c) People with low basic skills
Response:
WSI is building stronger connections with Title II-funded ABE and ESL programs and the One-Stop
system. At WorkSource Portland Metro East, we are piloting delivery of the Oregon Pathways for Adult
Basic Skills (OPABS) for WorkSource customers who are basic skills deficient. This offering is resourced
through a one-to-one co-investment by WSI and Mount Hood Community College. The OPABS pilot
may be expanded to include Portland Community College, and be made available at the other four
WorkSource Centers.
Additionally, the WSPM Centers provide workshops and assessment of basic skills, needed in the
workplace, through implementation of the NCRC and future implementation of the NCRC plus. The
importance of the NCRC is integrated throughout all services implemented at WSPM Centers.

d) Migrant and seasonal farm workers
Response:
All WSPM customers have access to the full suite of WSPM products and services. Some examples of
services available to migrant and seasonal farm workers include computer literacy courses, job search,
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and job club in native languages (Russian, Spanish, & ELL) and a significant investment in Workplace
English Workshops (see WSPM Product List). Title ll ELL courses are also available in the evenings at
WSPM East. WSPM supports training opportunities such as short term vocational training (credentials
such as Forklift Certificates and OSHA 10 Certificates) and Vocational ESL Pathways (VESL) that assist
customers in gaining skills necessary to attain living wage jobs.
Documents:
 WSPM Product List

e) TANF clients
Response:
WorkSource sites have onsite TANF Staff providing TANF orientations through WorkSource Portland
Metro at least weekly for TANF Level 1 customers. Multnomah County TANF staff went through an
extensive WSPM Introduction to our WorkSource Centers by participating in the Welcome process as
well as attending some of the services and workshops offered by WorkSource Portland Metro. The
introduction was provided to give TANF staff a better understanding of WSPM processes and services.
Additionally, as part of planning for greater integration of TANF/JOBS, Multnomah County is exploring
the option of co-investing in WorkSource provision of NCRC for all TANF/JOBS participants.

f) Other Populations targeted by the LWIB
Response:
Individuals with Criminal Backgrounds: WSI will continue to invest in targeted services such as the
Discover Your Road to Success, Resume’s for Job Seekers with a Criminal History workshops, and the
Individualized Job Placement Orientation (see WSPM Product List) to better prepare job seekers with
criminal backgrounds for employment. WSI, through a co-investment model with Washington County
Drug Court, invests in Individualized Job Placement Services for customers with a Criminal History.
Long Term Unemployed: WSI, in collaboration with our OED and 1-B partners, is developing integrated
and systematic programs to place the long-term unemployed in our region. Strategies to better serve
LTEU customers include, connecting the dots between transferable skills & OJT opportunities, bringing
focus on the LTUE to our current WSPM products, developing “Tool Kits” based on customer profiles,
developing programs to involve job seekers in relevant resume enhancing activities, and broadcasting
new WSPM products to marginally engaged customers.
Mature Workers: WSI, through resource development efforts and system partnership co-investments,
is seeking potential opportunities to fund services targeted to the needs of mature workers in WSPM
Centers. WSI, in partnership with Easter Seals, is improving the connection between Title V
programming and WSPM service delivery through implementation of the Aligned Partner Program and
supported by a WorkSource Liaison. Additionally, WSPM sites host internship opportunities for Title V
program participants and WSPM mature worker workshops offer targeted assistance to the
demographic.
Documents:
 WSPM Product List
 Placing the Long-Term Unemployed Plan
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8. Describe the tactics and methods adopted by the LWIB to assure that the service delivery
system meets the needs of businesses, jobseekers, and workers in the local area.
a) Describe how job seekers and job seeker service providers are:
i.

Engaged and continually re-engaged with services, and connected to the labor
exchange system; and,

Response:
Through continuous improvement activities and customer satisfaction, WSI is committed to developing
high quality products and services that meet the needs of our diverse job seekers. All WSPM products
emphasize referral to next steps and additional 1 on 1 service planning is available to customers who
need assistance with identifying next steps through WSPM (see WSPM Service Definitions). In addition
to investment in products and services, WSI manages regional engagement of job seekers through
Center Contracts. See WSPM Performance Measures.
Documents:
 WSPM Service Definitions
 WSPM Performance Measures

ii.
Made aware of specific employer needs, requirements and opportunities.
Response:
Over the next few years WSI, working in partnership with the WIBs of Clackamas County and Southwest
Washington, will implement targeted sector strategies with regional partnerships of employers,
educators, workforce developers and other stakeholders that address the skills needs of critical
industries in the region. Using information informed by the collaboration, job seeker information and
materials will be developed and shared with WSPM customers so that they understand the pathways
and credentials needed by industries in the region.
WSI, through information provided through the Regional ETPL will better prepare WSPM customers for
selected occupations based on labor market information and employer feedback regarding high
demand and hardest to fill positions. WSI will target skills development activities & training that meets
criteria of our Regional ETPL process. The Regional ETPL supports high growth occupations that our
region and collaborative for which we currently are not training.
WSPM employer recruitments and targeted industry job fairs are advertised to WSPM job seekers and
WSPM customers completing training and seeking employment. Additionally, WSI holds two industry
symposiums each program year.

b) Describe how employers are:
i.
Engaged and continually re-engaged with services, and connected to the WSO system;
and,
Response:
Worksystems, in partnership with the Columbia-Willamette Workforce Collaborative, will use a fivephase approach to industry engagement. In this approach, WIB staff will gather local industry
intelligence and key data, convene business partners to analyze identified industry workforce needs,
and engage industry representatives in strategy development to address those needs. After strategies
have been developed, industry panels continue in an advisory role as plans are enacted. Outcomes are
evaluated at the end of the cycle. The following details highlight each phase of the approach.
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Phase I: Investigate
During Phase I, the Collaborative investigates potential target industries. A Phase I investigation may be
prompted by a variety of factors, including industry/employer encouragement, routine workforce data
analysis that unearths promising trends, or recognition that economic development entities are
coalescing around a common target industry. Based on the answers to key criteria and considerations
(below), WIB staff may recommend to the Regional Competitiveness Committee (RCC) that an industry
be pursued using the five-phase framework. Approval by the RCC will set Phase II in motion.
Required Criteria:
 The industry is located in and/or has significant economic relevance to two or more WIB
regions
Considerations
1. Is the industry projected to grow or decline over the next decade? What is the total regional
employment?
2. What is the local average wage, and are there positions in the industry all along the skill
continuum?
3. Are there local training programs that train new or advancing workers for occupations in this
industry?
4. Does the industry align with current and/or future funding priorities & grants?
5. What is the industry’s economic and labor multiplier?
6. Are there initial relationships with industry to build off of?
7. Do key local economic development agencies work with the industry?
8. Does the industry have an active local association or consortium?
9. Do some of the major employers in the industry have headquarters in the Metro Area?
10. Are there political considerations that should be taken into account?
Phase II: Inventory & Analyze
During Phase II, WIB staff conduct a comprehensive three-step review of workforce data, trends, and
industry needs to pinpoint potential high-impact opportunities for WIB engagement in the target
industry and to prioritize training resources. Data and intelligence are analyzed in consultation with
industry to identify priority areas for action.
Step One: Baseline Review
 Demand-Side Data Review: Collect data on growth trends, UI claimants, and vacancies by
occupation.
 Supply-Side Data Review: Inventory WorkSource customers with industry-related skills, and
conduct a regional training program review, including the # of credential completions at each
training institution.
 WIB Industry Investment Review: Inventory WIB investments in the industry, including the # of
WorkSource-funded credential completions and OJTs.
Step Two: Trend Analysis and Employer Survey
 Initial Trend Analysis: Conduct a review of existing industry workforce reports and literature;
interview associations and industry groups.
 Employer Survey: Obtain primary data about local employers’ workforce issues.
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Step Three: Analysis
 Report: Develop a regional workforce report highlighting trends and key issues for the metro
area.
Phase III: Convene
Step One: Industry Workforce Forum
Armed with updated workforce intelligence products, the Collaborative holds regional targeted
industry forums to kick off the formal employer engagement process. These meetings take a variety of
forms – from webinars to large in-person gatherings. All forums must be relevant, with a clear agenda
and tangible solutions offered for the business representatives in attendance. Forum outcomes include
verification of key workforce issues and identification of industry champions for strategy development.
Step Two: Industry Panel Convening and Plan Build-Out
Industry-driven and chaired by employers, an industry panel brings together local leaders in business,
labor, education, workforce development, and economic development. Initially, Industry Panels are
tasked with informing the build-out of the initiative action plan. Panel members will advise and
approve strategies, outcome goals, and time horizons for all considered initiatives.
Phase IV: Act
In Phase IV, plans developed by employer-led panels in Phase III are put into effect. WIB staff provides
WIB leadership and Panel members with project updates on a regular basis during implementation,
while continuing to work with industry to follow trends.
Phase V: Evaluate
Step One: Evaluate
Prior to beginning a summative evaluation, the initiatives generated by the Industry Panels should be
complete and relevant quantitative and qualitative data must be available. Included in the evaluation:
 Success of industry-defined initiatives, based on defined goals
 Effectiveness of WIB project management process and staff
 Depth/impact of involvement by Industry Panel members
Potential methodologies:
 Group convening (Industry Panel, WIB staff, initiative stakeholders)
 Quantitative data gathering
 Media coverage/testimonial analysis
 Third-party evaluation
Step Two: Report Out
After data has been analyzed, internal and external reports are generated. These reports include key
findings, recommendations, and next steps. Reports are released to industry, media,
policymakers/delegation, and other stakeholders.

ii.

Made aware of specific employer services, resources and workforce development
opportunities.

Response:
WSI and its partners have developed strong relationships with regional companies and industry
stakeholders. Working with its partners, WSI has developed a robust community of stakeholders that it
continually works to inform and update on the specific resources and opportunities available through
WorkSource and WSI’s discretionary grants and initiatives. In addition to the list below WSI has over
900 stakeholders it continues to engage through its organization List serve, tweets, and website
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updates. WSI and its partners in the regional collaborative also continue to engage and increase
employer and industry stakeholder awareness in available employer resources, services and workforce
development opportunities through the use of industry skill panels.
Current Industry Partners and Stakeholders in WSI’s Targeted Sectors
Industry –Advance
Organization
Manufacturing
Employers
Marks Metal, Karcher North America, Thompson Metal Fab, Kinetic Climax,
Inc., Lineas Technology, Vigor Industrial, PCC Structurals, Leupold & Stevens,
Integrated Metal Components, HW Metals Inc., Transco Ind, Toyo Tanso,
Boeing, Sam Medical Products, Imperial Mfg, RapidMade, American Precision
Ind, Madden Industrial Craftsmen, Impact NW, Blount, Inc., Benchmade,
Daimler Trucks NA
Industry Associations Manufacturing 21, OMEP, PNDC
Training Partners
PCC, MHCC, OIT, Oregon University System
Economic
Business Oregon, Greater Portland, PDC, Gresham, Hillsboro, Beaverton,
Development
Tualatin
Industry –
Organization
IT/Software
Employers
Viasystems IBM, Vanguard EMS, Oracle, Intel, AIS, Catalyst
Industry Associations SAO
Training Partners
Learning for Leverage, PCC, MHCC, OIT, Oregon University System
Economic
Business Oregon, Greater Portland, PDC, Gresham, Hillsboro, Beaverton,
Development
Tualatin
Industry –Healthcare Organization
Employers
Cascadia Behavioral Healthcare, Inc., Cherry Blossom Cottage, Clackamas
County Health Dept., Forest Grove Rehabilitation & Care Center, Health Share
of Oregon (CCO), Kaiser Permanente, Marquis Care, Mary's Woods at
Marylhurst, Multnomah County Health Department, OHSU, PeaceHealth
Southwest Medical Center, Prestige Care, Inc., Providence ElderPlace, Sinai
Family Home Services, Terwilliger Plaza, The Portland Clinic, Tuality Healthcare,
Washington County, Women's Healthcare Associates
Industry Associations Leading Age Oregon (formerly OASHS), Oregon Association of Hospitals and
Health Systems, Oregon Health Care Association, Oregon Healthcare
Workforce Institute, Oregon Primary Care Association
Training Partners
PCC, MHCC, OIT, Oregon University System, Clark, Clackamas CC, Lower
Columbia CC,
Economic
Business Oregon, Greater Portland, PDC, Gresham, Hillsboro, Beaverton,
Development
Tualatin

c) Describe any barriers to service delivery for job seekers and businesses.
Response:
The largest barrier to service delivery for Job seekers and regional businesses is alignment between the
WSI Board’s vision for Employment & Business Services and regional Business and Employment Services
provided by the Oregon Employment Department. Our BTW Oregon OJT effort and recent Interstate
Job Fair give the Board improved confidence that the delivery of job seeker employment services
available through the regions WorkSource system may be improved, and greater focus will be placed
on connecting the regions employers to the regions available unemployed talent pool. The current
system is a reactive system that is not time sensitive to the need of regional employers or jobseekers,
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but through greater alignment, improved communication, and shared goals WSI believes those barriers
can be replaced with new solutions for the regions businesses and job seekers.

d) Describe how the local board will focus on building and sustaining relationships with
businesses.
Response:
WSI and its partners have developed strong relationships with regional companies and industry
stakeholders. Working with its partners, WSI believes that through targeted efforts led by regional
employers it can identify and opportunities for partnership and develop solutions for employers, and
the success of those efforts will lead to sustainable relationships. WSI will work to align resources and
make data driven decisions in order to address training and recruitment gaps that exist across the
industry and more readily connect the regions WorkSource customer base to the existing and
developed employment and training opportunities that are right for them and are “in demand” by the
regions employers. WSI and its collaborative partners will work to grow the talent pipeline, align
curriculums to reduce skills gaps, and increase training opportunities based on its sector employer
partners recruitment needs.

e) Describe how the local board will engage the business community in the design and
improvement of business services.
Response:
Worksystems, in partnership with the Columbia-Willamette Workforce Collaborative, will use a fivephase approach to industry engagement, and continually improve services to business. In this
approach, WIB staff gathers local industry intelligence and key data, convene business partners to
analyze identified industry workforce needs, and engage industry representatives in strategy
development to address those needs. After strategies have been developed, industry panels continue
in an advisory role as plans are enacted. Outcomes are evaluated at the end of the cycle.

f) Describe how the local board will enhance services to job seekers.
Response:
WSI and the Region 2 LWIB are committed to the continuous improvement of the WSPM system. The
Center Review Process, Partnerships, and customer satisfaction through surveys and secret shopper
activities provides the Region 2 board with ample data and feedback regarding what is working well
and system gaps. Information gathered allows WSI to target resources on solutions that meet the
needs of our job seekers. (See Question C.F.1 for more Center Review information.)
In addition, see answers to Question C.7 for more detail on services for targeted demographics.

g) How does your workforce system ensure that all job seekers connect with the labor
exchange system?
Response:
WSI and WSPM sites ensure that all job seekers connect with the labor exchange system through
access to:


Targeted training and placement opportunities for job seekers such as Grant funded projects,
Internships, WSPM Temp to Hire, On-the-Job Training, and Individualized Job Placement
opportunities.
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Workshops including the Job Readiness Course, Interview and Resume Workshops, Career
Exploration Workshops, Job Clubs, Social Networking Workshops,
worksourceportlandmetro.org and utilization of the Menu of Resources and Services (MRS)
with access to OLMIS, CIS, and additional labor exchange information.



Local employer recruitments held at WSPM Centers



Regional and cross-regional Job Fairs and Symposiums



Local WorkSource has an information sharing agreement with Vancouver WorkSource that
makes it easier for employer’s to list in both labor exchange systems and therefore expands
opportunities for job seekers and the matching function. Regional businesses are better served
and job seekers have better options.

h) Discuss how the apprenticeship community will be engaged, and the plans to bring
apprenticeship opportunities to job seekers.
Response:
Worksystems has strong relationships with the region’s Joint Apprenticeship Training Committee’s.
WSI currently supports the non-profit Construction Apprenticeship and Workforce Solutions CAWS,
which was formed by Construction Industry stakeholders to increase pathways for the regions
workforce (especially those historically underrepresented, like women and minorities) to enter
Registered Apprenticeship. Worksystems is also currently developing a regional matrix for the entry
requirements and pre-requisites to enter registered apprenticeship in support of the Edith Green
Wendell Wyatt 130 million dollars federally funded retrofit project. This project is allowing WSI to
interview the majority of the regions Apprenticeship Coordinators on barriers and opportunities that
exist through Registered Apprenticeship. Soon WorkSource Portland Metro will be offering Trades
Awareness and Orientations to the regions Registered Apprenticeship programs as ongoing workshops
available through WorkSource.

9. Discuss how the Board anticipates further coordination of services and elimination of
duplication in service delivery to maximize resources available to support training and other
business services.
Response:
Our WIB is very supportive of systems alignment and has adopted the Governor’s plan for workforce
development. We anticipate further coordination and elimination of redundancy through continued
alignment with state programs such as Adult Basic Education and the TANF employment program as
well as local partners such as housing and community-based organizations. WSI staff will work locally
with partner programs within the governor’s workforce policy cabinet to implement the plan at a local
level.

10. All labor exchange services to be delivered as part of the One Stop delivery system via One Stop
Centers or affiliate sites are required by the Workforce Investment Act 20 CFR 652.202. If
Wagner-Peyser services are currently delivered outside either of these means in the LWIA, the
Board must identify strategies which will bring the LWIA into compliance with the regulations.
a) Describe the local board plan for co-locating partners within the One Stop Centers.
Response:
Region 2 is co-located in all WorkSource sites.
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D. INTEGRATION (Compass Policy/WSO Joint Policy)
1. Please provide narrative that describes the methods and processes used to ensure all
customers are registered using a common intake and a standard welcome process.
Documents:
 WSPM Welcome Procedures

2. Please describe how the design of the customer intake process and integrated customer flow
will promote continual re-engagement of returning participants, and the capture of services
and results leading to positive outcomes and performance.
Response:
WorkSource Portland Metro has an array of job getting products that support customers in obtaining
and retaining employment. There are both regional products, available in every Center, as well as
supplemental products that are customized to the unique characteristics of the community a Center
serves.
Multiple delivery strategies are used to implement job getting products. These include online job
getting tools accessed through www.worksourceportlandmetro.org and the Menu of Resources and
Services (MRS), On the Job Training, internships, job getting workshops, and one-on-one services.
www.worksourceportlandmetro.org also posts WSPM Recruitment and Hiring Events on the News &
Events Page. Some examples include The Manufacturing Career Summit, The Engineering Symposium,
and SoloPower Hiring event.
All products provided in Region 2 WorkSource Portland Metro Centers are identified in the WSPM
Product Catalogue. The following is a list of the job getting products available in our region:
Regional Products
 Job Search Workshop
 Resume Workshop
 Interview Workshop
 Job Club
 Job Readiness Certification Course
 1:1 Resume Assistance
 1:1 Interview Coaching
 1:1 Job Search Assistance
 1:1 iMatchSkills Assistance
 www.worksourceportlandmetro.org : job getting resources & News and Events
 On the Job Training Orientation/OJT
 Internship/Internship Orientations
Supplemental Products
 Social networking workshops (includes High Tech Networking)
 Resume review Workshops
 Advanced resume & advanced resume review workshops
 Know your market
 Job clubs, Job search, Interview workshops for ELL, Russian, and Spanish speaking customers
 Job search for mature workers
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Maximize your online job search workshop
Resume’s for job Seekers with a Criminal background
Job search essentials
Surviving job loss
Discover your road to success
Employer connections
Interview practice & presentation/Video interviewing workshops
Internet job Search/E-learning
US hiring process

E. SERVICE GAPS
1. Identify workforce needs for the area; then describe whether or not the present workforce
system is meeting those needs. If not, indicate the extent of the gap in services needed but not
provided. Such gaps may include, but are not limited to: specific skills needed by employers,
language issues, ESL services, drug & alcohol treatment, support services, services to the
disabled, education/training needs not provided locally, service to remote areas, space for
providing services, etc.
Response:
In PY12, WSI will invest significantly in staff development related to multiple populations noted below
to ensure that all WorkSource staff has the tools to work with target populations.
Workforce Need/Service Gap
Employers need middle-skill
workers, but unemployed
middle-skill workers don’t see
WorkSource as a solution or
conduit toward employment.

Ex-offenders face significant
obstacles to reengaging in the
workforce.

Workforce Strategy
 WSI, in collaboration with our partner Metro-Area WIBs, have
acquired over $10M in training resources to serve hundreds of
middle- to high-skilled workers in manufacturing and IT, two
targeted sectors, over the next 4 years.
 WSI will hold a fall symposium for unemployed High Tech
workers, focused on attaching to skill-building opportunities,
using social networking platforms for job search, and hearing
first-hand advice from hiring managers.
 In Fall 2012, WorkSource Portland Metro will pilot a series of
workshops and integrated strategies aimed at helping all job
seekers use social networking tools in their job search.
 Region 2 has selected high-growth, middle-skill occupations for
inclusion on the R2 ETPL, to ensure that ITA dollars go directly to
the needs of employers.
 WSI has leveraged in federal RExO grant services through a
partner organization, SE Works, to serve co-enrolled ex-offenders
in Washington County.
 WSI has also contracted with SE Works to provide job clubs and
resume workshops for people with criminal histories, in addition
to providing individualized job placement services for greater
than 100 local job seekers with backgrounds.
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Workforce Need/Service Gap
The long-term unemployed face
social/emotional barriers to reemployment, presenting a gap
in mental health referral
services/partnerships.
Older workers face a technical
skills gap and new modes for
job search/attachment.







English language learners face
difficulty entering the
workforce.




People with multiple barriers to
employment need coaching &
case management to succeed in
job search.




Employers need workers with
basic skills in reading and math.



Workforce Strategy
WSI will invest WIB staff time during PY12 to build community
partnerships aimed at developing a comprehensive approach
toward identification/referral/coaching services for LTUE
experiencing mental health difficulties, including drug and
alcohol dependence.
WSI offers basic computer training for all WSPM customers, but
many mature workers need more support than can be provided
in existing structures. WSI has a goal of pursuing resources to
meet this gap and provide introductory computer skills training
aimed at this population.
WSI’s social networking strategy (discussed above) will provide
key training for older workers on how to look for jobs in today’s
workforce.
WSI has procured and contracted with a service provider to
assess the needs of ELL customers in WSPM and design
supplementary services that meet the greatest needs.
WSI contracts with a local service provider on an ongoing basis to
deliver vocational ESL workshops at WSPM centers.
Through WSI’s aligned partner program, case management is
provided by local partner agencies and is leveraged into our
system through MOUs that dedicate workforce training
resources to our common customers.
WSI recently received a $5.5M grant to provide robust services to
local housing authority residents.
WSI will seek out resources in PY12 to bolster existing
Foundation Skill courses through WSPM. Currently there are no
math offerings.

F. STRENGTHS AND IMPROVEMENT OPPORTUNITIES
1. Describe how the local board will ensure the continuous improvement of services through the
system and ensure that providers meet the employment needs of local employers and job
seekers/participants.
Response:
The role of the Board is to oversee the success of the local integrated system, establish standards for
the area’s workforce system, review against these standards, and certify WorkSource Centers. The
Board charges a One-Stop Committee with guiding and overseeing specific efforts to ensure quality
assurance and continuous improvement of the regional public workforce system.
The Board’s primary vehicle for quality assurance and continuous improvement is the annual
WorkSource Center Review process. The purpose of the Center review is to:
1. Review adherence to the integrated model and associated standards agreed upon by WSI and OED.
2. Review Centers against local standards adopted by the Board for delivery of the full range of
standard workshops and services.
3. Identify areas for improvement in service delivery.
4. Identify best practices.
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Worksystems undertakes a multi-pronged review that incorporates the following approaches identified
in the OWIB WorkSource Oregon Definitions and Center Certification Policy No. 11-01:






Review tool checklists based on federal requirements, customer flows, product minimums,
and integrated service design (see attached Review Tool templates)
Customer satisfaction surveys collected onsite from jobseeker customers (see attached
Questionnaire)
On-site certification visits
Center performance data
Secret shopper (a new element to be implemented as part of the PY12 Center Review
process)

Worksystems assesses information gathered during the Review, scores each Center's performance,
presents findings to the Board, and recommends certification of Centers that have been shown to meet
standards.
Worksystems collects job seeker and employer customer feedback throughout the year. We survey
customers regarding their experience in Welcome and in many of the workshops provided at Centers.
Over 21,000 job seeker surveys were collected and analyzed during PY11. We also use customer focus
groups to gather more detailed information from a specific subset of customers, for instance, training
graduates or customers targeted by specific grants and programs. Jobseeker customers may also
submit feedback through WorkSource Reply on wspm.org. Employer feedback is collected through
industry panels and other convening of local business. Continuous improvement is built into our
employer service processes for employers seeking hires and other assistance through the public system
wherein WorkSource staff is able to flex the services offered depending on the stated need of the
business.
Our integrated local governance structure enables us to address continuous improvement at multiple
levels. The Regional Leadership team convenes leadership from Worksystems and OED to set regional
policy, provide guidance to the system and address emergent needs. Each Center convenes a Center
Management team, which is composed of the WIA 1-B Manager, the OED Center Manager, the
Worksystems Center lead, and often includes the Leads from each of the functional teams. This group
addresses needs at the Center level, and is responsible for implementing changes that address areas of
improvement identified in the Center review.
Documents:
 Center Review Tool Templates
 PY11 Center Review Board Presentation

G. RESOURCES
1. Identify, using the forms in ATTACHMENTS B and C, the resources dedicated to achieving the
goals in the Plan. You should include, as much as possible, the public and private resources in
the local workforce system.
Documents:




Attachment B – Direct Services Plan
Attachment C – Annual Costs
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H. PERFORMANCE OUTCOMES AND NEGOTIATIONS
1. Please include using the format in ATTACHMENT E your performance targets.
a) ATTACHMENT E must be (re) submitted following performance negotiations and plan
modification reports.
2. Using ATTACHMENT E, identify the levels of performance negotiated with the State for the
program years covered by the Plan. Provide the proposed performance levels for each of the
core indicators of performance for the adult, dislocated worker and youth programs,
respectively. Negotiations will take place (pending receipt of state performance targets from
DOL) for the local performance targets for Programs Year 2012 and 2013.
Documents:



Attachment E – Budget, Participant, Performance Plan

3. What barriers does your L/RWIA have which prevents you from integrated performance?
Response:
Not Applicable
I.

BUDGET AND PARTICIPANT PLAN
1. Using the format provided in ATTACHMENT E, Budget, Participant and Performance Plan,
identify the funding and participants planned to be served for each year of this Plan.
2. Include enrollment data showing enrollment information for those individuals that are
“carried-in” from previous program years.

Documents:



Attachment E – Budget, Participant, Performance Plan

J.

IDENTIFICATION OF ENTITY RESPONSIBLE FOR DISBURSEMENT OF GRANT FUNDS

1. Identify the fiscal agent, or entity responsible, for the disbursal of grant funds as determined by
the chief elected official or the Governor for Title I of the WIA and describe how that fiscal
agent or responsible entity was selected and its legal status.
Response:
Worksystems, Inc., a 501 c 3 Oregon not-for-profit corporation, serves as the grant recipient
administrative entity for the region’s WIA Title I resources is the Consortium Agreement entered into
by the region’s three primary jurisdictions (City of Portland, Multnomah and Washington counties)
which establishes Worksystems role as grant recipient/administrative entity for regional workforce
resources.
Documents:
 Consortium Agreement

K. DESCRIPTION OF LOCAL INDIVIDUAL TRAINING ACCOUNT (ITA) SYSTEM AND PROCEDURES
1. Describe the local ITA system including:
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a) How it is determined an individual will receive an ITA.
b) How an individual who receives an ITA selects a training provider.
c) How payments from ITAs will be made.
d) Whether there are limits imposed on ITAs (e.g., dollar amount and/or duration) by the
Local Board.
e) If limits are imposed on ITAs, how does the local board assure that customer choice in the
selection of an eligible training provider is not diminished?
2. Describe the procedures for ensuring that exceptions to the use of ITAs are justified, including:
a) A discussion of how customer choice in the selection of an eligible training provider is
maximized;
Response:
Customers are assessed for need and suitability as a part of the overall regional standard for
Occupational Skills Training. This requires completion of at least one WorkSource Advising session and
submitting a completed Occupational Skills Training Application to be considered for training approval.
Training programs from the State ETPL that focuses on Region 2’s target industries as established by
the LWIB are approved for the Region 2 ETPL. This list is a subset of the State Eligible Training Provider
List and includes those training programs that support the Region 2 Target Industries. Customers are
directed to the approved list to find training programs. The training program for which funding is being
requested must be on the Region 2 ETPL.
Customers are required to report their eligibility to receive financial aid or scholarship grants including
the Pell Grant on their Occupational Skills Training Application. The Occupational Skill Training
Application must be documented by staff and submitted to a Region 2 Center Training Review team.
Customers are required to document an informational interview from at least one potential employer
that indicates that the training being requested is required for the target occupation. Additionally,
customers are required to attach OLMIS data regarding the project growth of the targeted occupation.
Customers are required to complete a FAFSA application to support their training costs, or attest that
their program is not eligible for financial aid or that they will not qualify for financial aid. This
application must be documented by staff and is included on the Occupational Skills Training
Application. Customers eligible for financial aid are require to submit a copy of their and attest to the
status of their application. Staff also assists customers by providing resource information applicable to
their program of study and to their individual eligibility status for additional financial aid.
Documents:
 Informational Interview Worksheet
 Occupational Skills Training Application
 Priority of Service LWIB Policy
 Training Review Form
 Training – Occupational Skills Policy
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b) A discussion of the local board’s intent to use contracts for services in lieu of ITAs for the
following exceptions: on-the-job training (OJT) or customized training services; when the
local board determines there are an insufficient number of eligible providers in the local
area to accomplish the purpose of a system of ITAs; and when the local board determines
there is a training services program of demonstrated effectiveness offered in the area by a
community-based organization or another private organization to serve special participant
populations that face multiple barriers to employment;
Documents:
 OJT Policy

c) The process to be used in selecting the providers under a contract for services when the
local board determines there are an insufficient number of eligible providers in the local
area to accomplish the purpose of a system of ITAs. Address whether the process includes
a public comment period for interested providers of at least 30 days;
d) A brief description of the Local Board criteria to be used in determining “demonstrated
effectiveness” for those programs referenced in 2.b (above).
Response:
Not Applicable

L. DESCRIPTION OF COMPETITIVE PROCESS TO AWARD GRANTS AND CONTRACTS
1. Describe the local area’s competitive process for awarding grants and contracts carried out
including WIA IB providers. Include a discussion of the procedures for solicitation, selection and
award. Identify the procurement requirements that guide the local area’s actions, whether
Federal, State, or local.
Documents:
 Procurement Policy

M. DESCRIPTION OF LOCAL BOARD COORDINATION OF LOCAL ACTIVITIES WITH STATEWIDE RAPID
RESPONSE ACTIVITIES
1. Describe how the local board ensures coordination of rapid response activities with the state
dislocated worker unit. Include policy or procedures which describes:
a) How collaboration between the local board, the State, One-Stop partners, and other
applicable entities will occur;
b) How core services are integrated as part of rapid response assistance, and how delivery on
site will be implemented;
c) How timely decisions will be made to request additional funding through such resources as
National Emergency Grants and additional assistance projects.
Documents:
 Layoff Assistance Projects Regional Standards
 Layoff Assistance Projects WSI Standard Operating Procedures
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N. DESCRIPTION OF THE YOUTH PROGRAM DESIGN FRAMEWORK
1. Describe the design framework for the local area’s youth program including how the design
encompasses the following strategies:

a) Preparation for postsecondary educational opportunities;
b) Strong linkages between academic and occupational learning;
c) Preparation for unsubsidized employment opportunities; and
d) Effective linkages with intermediaries with strong employer connections.
Response:
Worksystems invests in the Youth Workforce Development System (Youth WDS), a network of
culturally competent community-based organizations or community colleges, to provide workforce
development services to low-income and barriered youth aged 16-21 years. The goal of the Youth WDS
is to prepare local youth to secure career pathway employment or progress along a path to complete
post-secondary education with the life skills necessary to stay on course.
The Youth WDS consists of multiple Service Coordination contractors that are required to provide, at
minimum, the following services:








Supportive and individually tailored case management
An Individual Career Plan for each youth served that documents career interest, educational
needs, short- and long-term goals and steps to meet these goals
Leveraged and integrated secondary educational services
Career exploration and College & Career Readiness training
Post-secondary placement, navigation and support
Job search assistance and placement
Retention and advancement supports

Youth enrolled in Youth WDS through a Service Coordination contractor also have access to subsidized
work experiences through the Work Experience Intermediary (WEXI) contractor. Youth are prepared
for these opportunities the various levels of WEX through
Documents:
 PY12 Youth WDF System solicitation
 Youth WDS College Career Readiness Competencies
 WEX Levels diagram
 PY12 Performance Exhibit
2. Describe how the following ten program elements required in 20 CFR 664.410 are provided
within the local youth program design:

a) Tutoring, study skills training, and instruction leading to secondary school completion
including dropout prevention strategies;
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b) Alternative secondary school offerings;
c) Summer employment opportunities directly linked to academic and occupational learning;
d) Paid and unpaid work experiences, including internships and job shadowing;
e) Occupational skill training;
f) Leadership development opportunities which may include such activities as positive social
behavior and soft skills, decision making, team work, and other activities;

g) Supportive services;
h) Adult mentoring for a duration of at least 12 months that may occur both during and after
program participation;

i) Follow-up services; and
j) Comprehensive guidance and counseling, including drug and alcohol abuse counseling and
referrals to counseling, as appropriate to the needs of the individual youth.
Response:
Region 2’s Youth Workforce Development System (Youth WDS) delivers services to youth through two
distinct stages of service: Intensive and Retention & Advancement. During the Intensive Stage services
are focused on preparing youth for transition to post-secondary or career pathway employment. The
Retention & Advancement stage is focused on helping youth persist to completion of post-secondary
degree, or to retain and advance in career pathway employment. To these ends all ten WIA elements
listed must be made available to youth served through the Youth WDS. See response to N above for
more detailed information about Youth WDS services available to youth.
Documents:
 Service Definitions Youth WDS Regional Program Standards 2012-07-01 (p. 15)

O. LOCAL BOARD APPROVAL PROCESS
1. Describe the approval and documentation process that will be utilized to obtain formal Board
approval of any modification or changes to ATTACHMENT E, Budget, Participant and
Performance Plan per CCWD policy.
Response:
Any changes to the approved Budget, Participant and Performance Plan require review.

P. NOTICE OF FUND AVAILABILITY
1. This Plan covers a two-year period. Since funding allocations are provided annually, it is
anticipated that the information for the subsequent years will be based on estimated figures
when initially submitted. (Areas should use the same funding allocation for planning the
subsequent years and be aware this is subject to change when final allocations are issued.) The
allocation figures will be revised when they are finalized for the subsequent program years.
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a) For WIA Title I-B subrecipients, a Notice of Fund Availability (NFA) will be issued upon
approval of the Plan or modification if needed. The NFA serves as an obligation of funds to
the subrecipient, not the Local Plan or modifications to the Plan.
Q. REPORTING OF CIVIL RIGHTS COMPLIANCE REVIEW, COMPLAINT INVESTIGATION,
ADMINISTRATIVE ENFORCEMENT ACTIONS, AND/OR LAWSUITS REGARDING DISCRIMINATION:
METHODS OF ADMINISTRATION
1. If applicable, please provide the name of the Federal agency (other than the Directorate of Civil
Rights, Department of Labor) that conducted a civil rights compliance review or complaint
investigation during the two preceding years in which the Area was found to be in
noncompliance; and
Response:
Not Applicable

2. If applicable, please identify the parties to, the forum of, and case numbers pertaining to, any
administrative enforcement actions or lawsuits filed against the Area during the two prior years
which allege discrimination on the ground of race, color, religion, sex, national origin, age
disability, political affiliation or belief, and for beneficiaries only, citizenship or participation in
JTPA or WIA.
Response:
Not Applicable

3. Please provide copies of any local area policies that demonstrate compliance with the state
Methods of Administration.
Documents:
 Grievance – Board Policy
 Grievance – Criminal Fraud Allegations
 Grievance – Discrimination
 Grievance – WIA Regulation Related Complaints

R. MEMORANDUM OF UNDERSTANDING AND ATTACHMENTS
1. Please attach your LWIA’s Memorandum of Understanding as ATTACHMENT F.
Documents:
 Memorandum of Understanding
S. RESOURCE SHARING AGREEMENT
1. Please attach your LWIA’s Resource Sharing Agreement as ATTACHMENT G.
Documents: Signatures in process
 Attachment G1 – Resource Sharing Agreement
 Attachment G2 – Resource Sharing Agreement
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T. WIA TITLE I-B ASSURANCES AND DISCLOSURE OF LOBBYING ACTIVITIES
1. ATTACHMENT H
Response:
Incorporated into plan, beginning on page 29.

U. WIA TITLE I-B STATEMENT OF CONCURRENCE
1. Please submit completed and signed Statement of Concurrence as ATTACHMENT I.
Documents:
 Will be signed at 11/7/12 Board meeting and submitted then.
V. WIA Title I-B Partners Statement of Agreement
1. Please submit the completed and signed Partners Statement of Agreement
as ATTACHMENT J.
Documents:
 Will be signed at 11/7/12 Board meeting and submitted then. An Excerpt from the 10/12/12 Board
meeting is included to show the full partner approval pending signatures.
W. LOCAL WORKFORCE INVESTMENT BOARD RECERTIFICATION REQUEST
1. Please submit the completed and signed Local Workforce Investment Board Recertification
Request as ATTACHMENT K
Documents:
 Will be signed at 11/7/12 Board meeting and submitted then.
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WIA TITLE I-B
ASSURANCES
AND
DISCLOSURE OF LOBBYING ACTIVITIES

FEDERAL GRANT ASSURANCES
Each Grantee should carefully read and review the WIA Statute and Regulations related to this
Assurances form. For purposes of this Grant Contract, “Contract” shall mean “Grant Contract” and
“Contractor” shall mean “Grantee.”
The Contractor identified below, through its duly authorized representative, hereby assures and
certifies that throughout the period of the grant /contract award and at all times while this Contract
is in effect, it will comply with (as they may be amended from time to time), all applicable federal,
state and local laws, regulations, ordinances, executive orders, administrative rules and directives,
including without limitation: the Title IB of the Workforce Investment Act of 1998 (PL 105-220 29
USC Sec 2801 et seq) and corresponding WIA Regulations (20 CFR 660.300) OMB Circulars A-87 and
A-133; all regulations and administrative rules established pursuant to the foregoing, all applicable
Oregon Revised Statutes; and all applicable Oregon Administrative Rules.
Without limitation, Contractor assures and certifies that it:
1. Has the legal authority to apply for and receive funds, including federal and state funds, under the
grants and programs covered by this Contract, and the institutional, managerial and financial
capability (including funds sufficient to pay the non-federal share of project cost) to ensure proper
planning, management and completion of the projects, grants and programs covered by this
Contract.
2. With respect to Federal funds received by Contractor under this Contract, will comply with the
cost principles determined in accordance with the provisions of OMB Circular A-87, “Cost Principles
for State, Local and Indian Tribal Governments,” or A-21. “Cost Principles for Educational
Institutions” or A-122, “Cost Principles for Non-Profit Organizations” as applicable based on the
status of the entity receiving the Contract, and the cost related provisions of the corresponding
regulations found in 29 CFR part 97, 29 CFR Part 95 or 48 CFR Part 31.
3. Will maintain and will permit the Agency, the Oregon Secretary of State’s Audit Division, the
Oregon Department of Justice, the Federal Department of Labor, Employment and Training
Administration through any authorized representative, access to and the right to examine and audit
all records, books, papers or documents related to the awards or programs, to satisfy audit and
program evaluation purposes and for all other lawful purposes; will establish a proper accounting
system in accordance with generally accepted accounting standards and directives of the Federal
awarding agencies; and will cause to be performed the required financial and compliance audits in
accordance with the Single Audit Act Amendments of 1996 and OMB Circular No. A-133, “Audits of
States, Local Governments, and Non-Profit Organizations.”
4. Will not permit any person or entity to receive grant or program funds if the person or entity is
listed on the non-procurement portion of the General Service Administration’s list of parties excluded
from federal procurement or non-procurement programs in accordance with Executive Order No.
12,549 and Executive Order No. 12,689 of the President of the United States.
5. Contractor will comply with the following:
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A. This certification is a material representation of fact upon which reliance was placed when
this transaction was made or entered into. Submission of this certification is a prerequisite for
making or entering into this transaction imposed by 31 USC section 1352. Any person who fails to
file the required certification shall be subject to a civil penalty of not less than $10,000 and not
more than $100,000 for each such failure.
B. The lobbying provisions of 34 CFR Part 82.
Contractor certifies, by signing this agreement to the best of his or her knowledge and belief,
that no Federal appropriated funds have been paid or will be paid, by or on behalf of the
undersigned, to any person for influencing or attempting to influence an officer or employee of
any Federal agency, a Member of Congress, an officer or employee of Congress or an employee of
a Member of Congress in connection with the awarding of any Federal contract, the making of any
Federal grant, the making of any Federal loan, the entering into of any cooperative agreement,
and the extension, continuation, renewal, amendment or modification of any Federal contract,
grant, loan, or cooperative agreement.
If any funds other than Federal appropriated funds have been paid or will be paid to any
person for influencing or attempting to influence an officer or employee of any Federal agency, a
Member of Congress, an officer or employee of Congress or an employee of a Member of
Congress in connection with this Contract, the undersigned shall complete and submit Standard
Form-LLL, “Disclosure Form to Report Lobbying”, in accordance with its instructions.
C. Contractor shall require certification of the foregoing from all recipients of grant or
program funds by including it in and requiring that it be included in all contracts pursuant to which
grant or program funds are paid.
6. Will establish safeguards to prohibit employees from using their positions for a purpose that
constitutes or presents the appearance of personal or organizational conflict of interest, or personal
gain.
7. Will initiate and complete the work within the applicable time frame after receipt of approval of
the awarding Agency.
8. Will comply with all federal, state and local laws, regulations, executive orders, ordinances,
administrative rules and directives relating to nondiscrimination. These include but are not limited
to: (a) Title VI of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis
of race, color or national origin; (b) Title IX of the Education Amendments of 1972, as amended (20
u. S. C. §§1681-1683, and 1685-1686), which prohibits discrimination on the basis of sex; (c) Section
504 of the Rehabilitation Act of 1973, as amended (29 U. S. C. §794), which prohibits discrimination
on the basis of handicaps; (d) the Age Discrimination Act of 1975, as amended (42 U. S. C. §§61016107), which prohibits discrimination on the basis of age; ( (e) The Americans with Disabilities Act of
1990 (42 U.S.C§§12131 et seq.), which protects qualified persons with disabilities from discrimination
in employment opportunities and imposes requirements for construction, remodeling, maintenance
and operation of structures and facilities; (f) Implementation of the Nondiscrimination and equal
Opportunity Provisions of the Workforce Investment Act of 1998 (29 CFR Part 37); (g) ORS Chapter
659, as amended; (h) any other nondiscrimination provisions in the specific statute(s) under which
application for federal assistance is being made; and, (i) the requirements of any other
nondiscrimination laws, regulations, executive orders or ordinances which may apply to Applicant or
the award or programs.
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9. Will comply, as applicable, with the provisions of the Hatch Act (5 U.S.C. §§1501-1508 and
7324-7326) which limit the political activities of employees whose principal employment
activities are funded in whole or in part with federal funds, unless exempt by the Hatch Act
exclusion for individuals employed by an educational or research institution, establishment,
agency, or system which is supported in whole or in part by a state or political subdivision
thereof, or by a recognized religious, philanthropic, or cultural organization, as provided in 5
U.S.C. §1501(4) (B).
10. Will comply, as applicable, with the provisions of the Davis-Bacon Act (40 U.S.C. §§276a to
276a-7), the Copeland Act (40 U.S.C. §276c and 18 U.S.C. §874), and the Contract Work Hours
and Safety Standards Act (40 U.S.C. §§327-333), regarding labor standards for federallyassisted construction sub agreements.
11. Will comply with the applicable requirements of the federal Health Insurance Portability and
Accountability Act of 1996 (HIPPA) (42U.S.C. §§1320d et seq.) and the implementing regulations, 45 CFR
160, which relate to health information privacy and security and the transmission of such information
12. Will comply with the following additional requirements in accordance with WIA:
A. All proposals, evaluations, periodic program plans, and reports relating to each program
will be available for public inspection.
B. No grant funds will be used for the acquisition of real property or for construction unless
specifically permitted by the authorizing statute or implementing regulations for the
program.
C. No grant funds will be used in violation of the prohibitions against use of such funds for
religious worship, instruction, or proselytization.
D. Contractor will cooperate in any evaluation of the program by the Secretary of the United
States Department of Labor.
E. Contractor will use fiscal control and accounting procedures that ensure proper
disbursement of and accounting for federal funds.
F. Contractor will obligate funds in accordance with the timing and other requirements of 29
CFR Part 97.21 or 29 CFR 95.22.
G. Contractor will furnish reports that the Agency requests or that may reasonably be
necessary for the Agency to carry out its responsibilities under the program, and will
furnish all annual and other reports required by applicable laws and regulations.
H. Contractor will keep records that fully show: (1) the amount of funds; (2) how the funds
are used; (3) the total cost of the project; (4) the share of that cost provided from other
sources; and (5) other records to facilitate an effective audit.
I. Contractor will keep records to show its compliance with program requirements.
J. Records will be retained for three years after completion of the projects and Work covered
by this Contract and access will be provided as deemed necessary by the Department or
the United States Department of Labor.
K. Contractor will comply with the protection of the rights and privacy of parents and
students in accordance with, the Family Educational Rights and Privacy Act of 1974, (20
U.S.C. §1232g).
L. None of the funds will be used to acquire equipment (including computer software) in any
instance in which such acquisition results in a direct financial benefit to any organization
representing the interests of the purchasing entity or its employees or any affiliate of such
an organization.
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14. Will comply with all applicable requirements of all of the foregoing and all other federal, state and
local laws, regulations, ordinances, executive orders, administrative rules and directives applicable to
the grants, awards, programs and Work covered by this Contract
15. Debarment, suspension, ineligibility and voluntary exclusion – lower tier covered transactions: As
required by Executive Order 12549, Debarment and Suspension, and implemented at 15 CFR Part 26,
Section 26.510, Participants Responsibilities, for prospective participants in lower tier covered
transactions (except subcontracts for goods or services under the $25,000 small purchase threshold,
unless the sub tier recipient will have a critical influence on or substantive control over the award), as
defined at 15 CFR Part 26, Sections 26.105 and 26.110:
A. The prospective lower tier participant certifies, by submission of these assurances, that
neither it nor its principals is presently debarred, suspended, proposed for debarment,
declared ineligible, or voluntarily excluded from participation in this transaction by any
Federal department or agency.
B. Where the prospective lower tier participant is unable to certify to any of the statements in
this certification, such prospective participants shall attach an explanation to this proposal.
16. The Contractor also agrees by signing this Contract that he or she shall require that the language
of these assurances be included in all sub agreements, which exceed $100,000 and that all such
subrecipients shall certify and disclose accordingly.
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Janice Frater
From:
Sent:
To:
Cc:
Subject:
Attachments:

Tricia Ryan
Tuesday, September 25, 2012 12:20 PM
Janice Frater
Andrew McGough; Jenny Weller
FW: Draft of Local Strategic Plan
Jenny Weller.vcf; Draft local strategic plan_FINAL.DOCX

Email I referenced in my comments for the transparency section of the compliance plan.
_______________________________
Tricia Ryan, Chief Operating Officer
Worksystems, Inc.
1618 SW First Ave., Suite 450
Portland, OR 97201
503-478-7326 (office) * 503-320-3812 (cell)
For the latest news in workforce development, visit our Website, read our Blog, follow us on Twitter, become a fan
on Facebook and view our YouTube videos.
From: Jenny Weller
Sent: Tuesday, September 18, 2012 12:23 PM
To: Steve.Rudman@homeforward.org; val_valfre@co.washington.or.us; dedrae.d.cottrell@state.or.us;
kevin.b.dull@kp.org; branamk@pdc.us; sharon.m.birge@boeing.com; veburns@qwestoffice.net;
jessica.howard1@pcc.edu; marc.goldberg@mhcc.edu; Jerry.burns@state.or.us; pmurray@pcc.edu
Cc: Andrew McGough (amcgough@worksystems.org); Tricia Ryan (tryan@worksystems.org)
Subject: Draft of Local Strategic Plan

Good afternoon,
As discussed at the meeting yesterday, attached is a draft of the local strategic plan for you to review. Please let Andrew
(amcgough@worksystems.org) or Tricia (tryan@worksystems.org) know if you have any questions or comments by close
of business on 9/25/12. We will publish the document for public comment on 9/27/12.
We will forward the draft of the compliance plan to you as soon as it’s ready.
For reference, many of the planning instructions and documents are available on our website Planning Documents
Thank you.

What did you want to be?
Help a youth envision their future. Host a company tour:
www.SummerYouthConnect.org
1

Rolling 4 Quarter Report
July 1, 2011-June 30, 2012

1618 SW First Avenue
Suite 450
Portland, Oregon 97201
Office: 503-478-7300
www.worksystems.org
http://blog.worksystems.org
“The weatherization training I
received that was funded by
Worksystems helped me find a
job. All the money I’m making
is great for my family and
smart for my future.”
~Juan Marin
Green Careers Training
Project

Worksystems, Inc. is a 501(c)3 private non-profit serving the City of Portland, Multnomah and
Washington Counties whose mission is to coordinate a regional workforce system that supports
individual prosperity and business competitiveness.

A Message from the Executive Director
In mid-June, the Columbia-Willamette Workforce Collaborative, a
partnership of Worksystems, the Southwest Washington Workforce
Development Council and the Workforce Investment Council of
Clackamas County, hosted a regional manufacturing summit.
Manufacturing—including metals, machinery and transportation,
semiconductors, and green technology—represents almost 30% of
the region’s GDP and a strong workforce is critical to its success. The event marked the
beginning of our new model to collectively support the workforce needs of important regional
industry sectors without regard to jurisdictional boundaries.
The event drew nearly 100 business, economic development, labor and community leaders
and reaffirmed the value of our shared approach to understanding and addressing industryspecific workforce needs. Oregon Senator Jeff Merkley kicked off the event by expressing
his commitment to the manufacturing sector and the work of the Regional Collaborative. 26
business volunteers agreed to identify shared workforce challenges and guide the
development and implementation of regional workforce solutions. This kind of active industry
engagement is precisely what we need to ensure the ongoing success of the Collaborative.
We look forward to building on this success and expanding the model to the region’s hightech and health care sectors.

Worksystems Receives $5.5 Million Grant
A $5.5 million grant awarded to Worksystems will help 480 public housing residents in the
region gain the life and employment skills necessary to attain self-sufficiency. The grant will be
implemented in partnership with the Workforce Investment Council of Clackamas County, the
SW Washington Workforce Development Council, Home Forward, and the Housing Authorities
of Washington, Clackamas, and Vancouver with the funds being used to provide a broad array
of workforce development services, sector-based training, and other support to move public
housing residents into living wage jobs.
The grant partners will work together to co-invest resources to train and support public housing
residents with the shared goal of increasing employment and earning potential. They will also
work to eliminate program redundancies, identify and resolve barriers, to aligned service
delivery, and build a sustainable partnership model for the future.

Follow Us Online:

The grant is from the Department of Labor’s Workforce Innovation Fund which funds best
practices to generate long-term improvements in the performance of the public workforce
system, resulting in better and more cost effective outcomes. Only 26 grants were awarded
nationwide.

Adult Investments July, 2011-June, 2012
Worksystems convenes partners, coordinates services and provides funding to help job
seekers get the skills they need to support themselves and to meet the staffing needs of
regional industry. We optimize resources by aligning and integrating essential workforce
and educational services through the public workforce development system - WorkSource
Portland Metro. Worksystems provides oversight and coordination to insure that
WorkSource Portland Metro responds to the needs of job seekers and regional industry.

Jobseeker Profile
 50% of unemployment insurance

recipients exhausted benefits in 2011

 29% self-reported receiving public

assistance

 67% tested below 9th grade math level
 63% tested below 9th grade reading

level

 12% self-reported not completing high

school or earning a GED

 8% self-reported having a criminal

background

Adults
Served

Population*

8%

4%

6%

7%

70%

71%

1%

1%

1%

1%

Hispanic or Latino

11%

13%

2 or More Races

3%

3%

Female
Male

46%

51%

54%

49%

Race/Ethnicity
African American
Asian
Caucasian
Hawaiian Pacific
Islander
American Indian
or Alaskan

Did You Know?
In Multnomah and
Washington Counties:
The unemployment rate is 7.7%,
equaling 54,500 people.
Additionally, 67,000 people are
under-employed.
237,000 people are receiving
food stamps.
180,000 people are living below
poverty, equaling 14.4% of the
population in the two counties.

* 2010 US Census

Services Provided through WorkSource Portland Metro
155,882 people engaged with the public workforce system
37,960 instances of employment services were provided through resumé, interview,
job search and placement assistance
3,407 people received a National Career Readiness Certificate
653,070 log-ins were made to access the internet and career/employment tools
755 highly barriered residents received case management support from partner
agencies to help them succeed in workforce training programs
66 businesses were provided early intervention services to mitigate the effects of
mass layoffs on 4,082 workers
71,671 engagements in a skill development activity provided:
 41,224 workshop enrollments
 18,510 instances of personalized career counseling
 6,024 basic education class enrollments such as ESL, GED, math or English
 3,283 computer literacy class enrollments
 2,630 occupational skill trainings including internships and on-the-job training

Trainees by Target Industry

Services Offered at WSPM (partial list)




















One-on-One Advising
Career Exploration
Interviewing Workshop
Resumé Writing
Job Clubs
Job Search
WSPM Scholarship Preparation
National Career Readiness
Certification
Basic Skills Assessment
Basic Skills Training including
computer literacy and workplace
English
Internships
On-the-Job Training
Occupational Training
Veterans’ Services
Prosperity Planner
Labor Market Information
Rapid Response Layoff Services
Resource Room

Youth Investments April, 2011 – March, 2012
Worksystems invests funds to support a diverse population of disconnected, lowincome and barriered youth, aged 16-21 through a system of alternative school
providers and community based organizations. Our investments prepare youth for
college and career-ladder employment through degree or certificate attainment, work
readiness training, career exploration and transition to post-secondary education.

Race/Ethnicity

Youth Profile
 99% were low income
 61% were kids of color
 60% received public assistance
 86% had no high school diploma or

GED
 10% were pregnant or parenting

African American
Asian
Caucasian
Hawaiian Pacific
Islander
American Indian or
Alaskan
Hispanic or Latino

Youth
Served

Population*

16%

5%

6%

6%

39%

69%

2%

1%

2%

2%

28%

13%

2 or More Races

7%

5%

Female
Male

49%

49%

51%

51%

Did You Know?
In Multnomah and
Washington Counties:
There are 20,000 youth aged 16-21
who are eligible to receive
Workforce Investment Act services.
The public high school on-time
graduation rate is 65%.
There is a 46% unemployment rate
among young adults aged 19-21.

 41% were out of school
 13% were homeless

* 2009 American Community Survey

587 Youth, Aged 16-21, Received Services from
11 Alternative Schools & Community Based Orgs.
84% attained a degree or certificate
40% achieved a grade level gain in literacy or numeracy
78% were placed in college or employment
 57% placed in college with 73% still in school after 9 months
 43% placed in employment (only)

An additional 305 youth received follow-up services

2012 SummerWorks
Program Sees Increased
Sponsorship
This summer, 289 youth ages 16-21 were
placed in internships through our
SummerWorks program and 70% of the
participants are youth of color.
Without the support of public and private
sector sponsors, SummerWorks would not
be possible. This summer:



Youth Contractors’ Outcomes






26 private sector companies
sponsored 54 youth at $108,000
City of Portland sponsored 95 youth
at $190,000
Multnomah County sponsored 50
youth at $100,000
Home Forward sponsored 25 youth at
$50,000
City of Beaverton sponsored 20 youth
at $40,000
Washington County sponsored 14
youth at $28,000

By the end of summer we estimate that
youth will have earned over $450,000 in
wages for their work.

Thank you sponsors!

Workforce System Partners
Beaverton School District
Brothers & Sisters Keepers
Cascade AIDS Project
Catholic Charities
Central City Concern
City of Portland
Clackamas Community College
Clark College
Community Action
Emmanuel Temple
Friendly House
Goodwill
Hacienda Community Development
Hillsboro School District
Home Forward
Human Solutions
Immigrant & Refugee Community Org.
Impact NW
Incight
International Refugee Center of Oregon
Labor’s Community Service Agency
Metropolitan Contractor Improvement
Partnership
Metropolitan Alliance for Common Good
Mt Hood Community College
Multnomah County

Native American Rehabilitation Association
Native American Youth & Family Center
Neighborhood House
New Avenues for Youth
Open Meadow Alternative School
Oregon Department of Human Services
Oregon Employment Department
Oregon Human Development Corporation
Oregon Institute of Technology
Outside In
Portland Community College
Portland Development Commission (EOI)
Portland Housing Bureau
Portland Opportunities Industrialization
Center
Portland Youth Builders
Reaching And Empowering People, Inc.
Re-entry Transition Center
Self Enhancement Incorporated
SE Works
Steps to Success
Urban League of Portland
Verde
Volunteers of America
Washington County Corrections
Washington County Department of Housing

Siltronic Job Fair
To support roughly 350 people laid off
from Siltronic, Worksystems in
partnership with WorkSource Portland
Metro and the company hosted a Job Fair
to connect affected employees with
companies recruiting for positions that
match their skills and experience. Twelve
companies participated, including
SoloPower, ON Semiconductor,
Microchip Technology, WaferTech
(shown below with a job seeker), Kansas
City based Diodes Inc., and Intel. More
than 200 jobs were represented, including
production workers, technicians and
engineers.

Pathways out of Poverty: A Wrap-Up of
the Green Careers Training Project
Worksystems recently hosted a celebration for the 19 community based
organization partners who helped to make the Green Careers Training Project a
success. The two-year project, funded by a $4 million grant from the Department
of Labor, helped connect 403 people from targeted low-income neighborhoods in
north and northeast Portland to training and employment services.
The Project focused on providing training and career coaching to enter living wage
Green Career jobs to homeless, ex-offenders, veterans, and people of color. Of
those who participated: 63% were receiving public assistance, 19% had a criminal
history, 12% were homeless, 8% had less than a grade 12 education, and 61%
were people of color.
More than 100 area employers in 17 different industries have hired Green Careers participants to date. The average wage is $15.75 and
many of the jobs have benefits. The Green Careers Training Project is a great example of the positive results of investing in training.
The $4 million grant resulted in $7.5 million in annual wages earned by the participants and $1.4 million in annual taxes paid.
Thank you to the many partners who worked with us to make this project a success including Catholic Charities, Construction
Apprenticeship and Workforce Solutions (CAWS), Central City Concern, Constructing Hope, Excellence in Trades and Apprenticeship
Preparation, Hacienda CDC, Human Solutions, Immigrant and Refugee Community Org, Metropolitan Alliance for Common Good,
Metropolitan Contractors Improvement Partnership, Mt Hood CC, NAYA, Oregon Tradeswomen, Portland Youthbuilders, Urban League,
Verde, and WorkSource.
WSI is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. To place a free relay call in
Oregon dial 711. These programs funded in whole or in part from the US Department of Labor.

TEMPLATE FOR LOCAL PLANNING PROCESS
NAME OF ORGANIZATION: Worksystems, Inc. on behalf of the Workforce Investment Board
for the City of Portland, Washington and Multnomah counties (Region 2)
NAME OF SUBMITTER: Andrew McGough PHONE: 503-478-7371
EMAIL: amcgough@worksystems.org
Background
The State Framework was presented to the Workforce Investment Board on April 13, 2012. The
Board roster is included as Attachment 1. Feedback was received from the Board and a
subcommittee was formed to oversee the local planning process.
On April 24, we sent a survey to 180 people across the region representing a broad cross
section of community-based, education, private sector, labor and government stakeholders
(Attachment 2). 51 people (28%) have responded to the survey to date.
Community-Based Not-for-Profit
For Profit
Government
Education
Economic Development
Labor

46.0%
6.0%
22.0%
18.0%
2.0%
6.0%

Feedback on the State Vision and Strategic Framework
Overall, the WIB is supportive of the vision and framework. They particularly like the focus on
system development, the Governor’s charge to include multiple state agencies, and the clarity
in State and local roles/responsibilities.
The survey generated the following responses:
Question: The Vision Statement provides a clear picture of where Oregon’s workforce system is
headed?
Strongly Agree
Agree
Neutral
Disagree
Strongly Disagree

12.5%
43.8%
29.2%
10.4%
4.2%
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Comments Regarding the Vision
I agree with this vision and it seems that there are efforts in place to help address each aspect
of the vision.
The vision implies that we will support businesses that pay family wage jobs but I would prefer
the language actually stated it. Funds will not be spent to supplement low wage jobs.
The vision statement does not significantly reflect the urgent need to create high-quality
employment so that skilled and educated workers stay in Oregon. Who wants to work at a job
that requires standing for 10 hours a day for $9.25/hr? Minimum wage is $8.80/hour! Too
many employers know they can take advantage of job seekers in this economy.
I don't agree with the vision statement. We need to provide an environment where Oregonians
focus on a career, not a job. Careers with High Growth opportunities are key to the success of
our community. (e.g. High Tech, Health Care, Manufacturing, Engineering etcetera). Our
citizens need knowledge, skills, abilities and other attributes that will provide them the ability
to be flexible and agile as the economy changes.
Yes
I do not agree with the vision statement. It does not capture what our focus should be. Our
education system is broken and if people are not educated and trained then how will they be
ready for the workforce and how will they retain employment? The vision statement needs to
start with Education and then Quality Jobs which then Creates a strong economy and
prosperity.
Yes, We need Skilled Worker for Quality Jobs for Prosperity.
I think the statement alludes to what we want, but doesn’t express how we’ll get there. It
needs a few action words. I think that would strengthen the statement and add accountability.
For instance; Training/or Connecting skilled workers for/to Quality jobs that Produce a strong
economy and Local prosperity.
Statement seems very generic
“Where do we go from here” has been answered by stating that we want OR at work with
Skilled Workers, who have Quality Jobs with a Strong Economy and Local Prosperity. Works for
me.
Skills, Jobs, Economy and Prosperity seem like very appropriate areas of focus
It hits on all the key points
I like the fact that the vision, in just a few words, articulates both the key components of our
workforce system (skilled workers/quality jobs) and the outcomes that strengthening those
components will lead to (strong economy/local prosperity). Nicely done!
It is just ok. Not inspirational, not clear, and it doesn’t really answer the real question in a
genuine way.
Yes, we all want and need a stronger economy to support the skilled workers. This statement
represents this vision.
The first three goals are critical in achieving the desired outcome of ensuring prosperity at the
local level.
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Yes. It is big, but workable.
Yes, but know to have local prosperity and a strong economy we must have employers who pay
good wages and provide a good benefit package.
I think we should also incorporate the Triple Bottom Line of Social Equality, Profitability and
Environmental Sustainability.
No – it’s too generic. Who wouldn’t have this vision?
It’s clear and addresses all four interdependent goals.
Lacks mention of education as an important component. Today’s workforce requires at least a
bachelor’s degree, especially as the impact of technology continues to emerge and affect the
employment landscape.
I think it expresses accurately the “Where do we want to go”. But I think we have a long ways
to go to get to that goal

Goals: The WIB was supportive of the Goals and confident they can be translated into
measurable results.
Survey respondents considered the goals as follows:

Goal 1:
Is goal worth pursuing?
This goal is easily translatable into
action?
Goal 2:
Is goal worth pursuing?
This goal is easily translatable into
action?
Goal 3:
Is goal worth pursuing?
This goal is easily translatable into
action?

Strongly
Agree

Agree

Neutral

Disagree

Strongly
Disagree

55.6%

40.0%

4.4%

0%

0%

6.8%

34.1%

20.5%

36.4%

2.3%

41.3%

39.1%

13.0%

6.5%

0%

2.2%

26.7%

28.9%

40.0%

2.2%

63.0%

26.1%

6.5%

2.2%

2.2%

17.4%

28.3%

17.4%

28.3%

8.7%

Comments Regarding the Goals:
You touched on the “disconnect” between the education system and the business sector – this
is a huge issue for so many of the people I work with. We need to know how to help people
now to be skilled for positions coming to the region in the near future; rather than the business
comes to town, and then hires and moves people from other communities/states/regions of
the world to live and work in this community – which increases poverty and homelessness for
those who can’t compete.
Great goals but require a lot of hard work, careful planning, thoughtfulness and consistency to
bring to fruition.
If we pursue a work first strategy, dislocated workers who came from a Union Facility will lose.
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The key stakeholder/customer for K-12 is employers. If public K-12 cannot or will not adjust to
this reality other K-12 options must be provided.
The successful implementation of goal two and three face significant challenges. Goal two
would require employers to value and invest in their employees. As long as companies value
bottom-line more than a sustainable work environment, the morale and longevity of positions
will suffer. Employees need to be invested in. Their worth needs to be felt and employers need
to be willing to sacrifice a portion of their profits to reward the people that made those profits
possible. At the risk of sounding pessimistic, goal three may never be entirely achievable. The
reasoning is that the employability of an individual is not left entirely up to the workforce
system. Many of our patrons face significant barriers to employment that cannot be overcome
by desire alone. For some of the clients that we work with, there is a significant amount of
cognitive 4restricting and social awareness training that needs to take place. For others, there
are physical and mental barriers that makes finding a place for them to contribute
extraordinarily difficult. In my opinion, there needs to be a targeted effort at decreasing
poverty. Poverty affects employability. Some of these factors are; inadequate access to
education and healthcare, lack of interaction between social classes, ignorance and lack of
empathy from those who have felt financial comfort or professional success, a sense of
entitlement from those who have been deprived, and a belief that this ongoing problem can be
dealt with by triaging the wound rather than fixing the root cause.
These goals are only attainable if the workers are committed to showing up on time, working a
full shift and being committed to their jobs/training. It would be great if the worker could be
placed with an employer to learn and the government would offset some of the employer’s
training expenses. I think by learning on the job the worker is required to possibly give more
than if he is just attending a class.
Putting Goal 3 into action will require not only stable resources and a stronger job market, but
also a better understanding of the communities in our region and stronger partnerships with
other service providers.
Nothing on equity?
The goals are definitely worthwhile. The “easily translatable into action” part will require an
objective evaluation of our current process and a determination to remove existing barriers.
An effective workforce system has many elements. One foundational one is a basic education.
More important than that is adequate funding. There ought to be some consideration of what
steps are reasonable given the limits of our current situation.
Good luck
People of color continue to experience huge disparities in earnings and concrete action to
address those disparities needs to be taken into consideration in the areas of focus

Benchmarks and Outcomes: The Board did not spend considerable time on the benchmarks
and outcomes as their time was primarily focused on the framework and goals. However, there
was strong sentiment that “you get what you measure” and those measures must be
consistently applied, regularly reported and rigorously reviewed. The Board was enthusiastic
4

about assuming a more proactive and comprehensive role in overseeing the plan and
associated outcomes.
Overarching Strategies: Industry Sectors
What, if any, questions or concerns were raised about using an industry sector approach in
planning and delivery of services during this session?
While there is general agreement that a focus on industry sectors makes sense, there were
several cautionary comments:
“The focus should be on industries that produce jobs not headlines.”
“Sector approaches can lead to a lack of focus on innovation and entrepreneurship.”
“I think the industry sector approach can leave a lot of companies which are hiring out of the
mix. We need to also develop stepping stone or entry level jobs for new workers and under
skilled workers.”
“Industry sector jobs such as clean energy, High-tech and manufacturing are typically not
sectors that homeless youth can obtain a job in, so I feel that focusing on industry sectors that
do not include sectors for lower skilled workers to obtain a job are not the best for the system.”
Overarching Framework: Work Ready Communities
Is the concept of Work Ready Communities something that resonated with the people in your
focus groups? Yes. There was strong (and growing) support among the Board for the NCRC and
other tools to determine individual and community readiness. That coupled with some
additional measures like high school and post-secondary graduation rates are something we
should strive for as a community and State.
What questions/issues came up regarding work ready communities?
Some concern was raised about the size of the region and the numbers needed to achieve work
ready status.
Many questions/concerns were raised regarding the apparent absence of K-12 in
pursuing/awarding NCRC and the impact on the community’s work ready status. “The only way
to get to scale is to require the NCRC as part of high-school graduation.”
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Other comments from the survey:
“I don’t think Oregon’s communities have demonstrated Work Readiness. With 40-50%
dropout rate I can’t support this statement. I can support “Oregon’s communities must
demonstrate they have a skilled workforce.”
“Work Ready needs to include more than just adequate skill resources – young people
especially are finding motivation to be their second biggest challenge, after finding any kind of
work opportunity. Better alignment between employer and employee expectations.”
“I think your focus is well meaning; however, I strongly feel succeeding is up to the individual.
We can and should help; however, the worker needs to work while learning his skills. There are
already too many people feeling they are “entitled” to whatever they want/need.”
Overarching Strategy: System Innovation:
Which focus areas were identified as promising by your groups? Please list along with any
comments you received about these.
Sector approaches, coordinated/prioritized job placement, work-based learning (youth)
Which were identified as needing most work?
There is considerable skepticism regarding State agency commitment to pursue and achieve
change. There is a lack of confidence that State agencies will participate in a meaningful way
and that local areas will have the authority to influence State bureaucracies or decisions.
Were any key focus areas missing? If so, please add them




Economic development through the building of human capital
Leadership development (incumbent workers)
Reducing achievement, access and resource disparities in underserved communities

Is there any focus areas you would recommend we eliminate based on the feedback you
received? No, see response summary below.
Key Focus Areas
 Assessment: Examples – common assessment tools, career advisement.
 Career Readiness and Preparation: Examples- Career-Related Learning
Experiences, “Essential Skills,” National Career Readiness Certificate (NCRC).
 Skill Development: Examples - Online remediation, short-term courses, on-

Keep?
X
X
X
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the-job training.
 Career Pathways and Career Technical/Professional Education: Examples Career pathways, dual enrollment, apprenticeship, enhanced STEM skills.
 Work-Based/Experiential Learning: Examples - job shadowing/mentoring,
internships, sheltered work.
 Entrepreneurship: Examples - Small Business Development Centers,
entrepreneurial training, business leadership education, mentorship.
 Case Management: Examples - Seamless service delivery, information
sharing.
 Technology Utilization: Examples – data-driven decision making, client to
product direct interface, self-instructional tools and curricula
 Job Placement: Examples - coordinated job development and placement.

X
X
X
X
X
X

Other questions/issues: Please list any additional comments/feedback you received that you
would like us to have.
“I think it will be easy to claim effort on these goals and difficult for the local Board
(Worksystems) to produce results.”
“We have been there done that with State agencies and educational institutions and we have
seen little if any change.”
“The Governor’s ongoing commitment is essential to making this work.”
What thoughts, comments, etc. do you feel are important for the OWIB and Governor’s Office
to have that we may not have captured on this form?
We asked people to rate a number of workforce concerns. Below is the summarized response.
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WIth the needs of our region in mind, how would you rate each of the following
workforce concerns?

Gaps in leadership/managerial skills
Lack of technical skills (computers, equipment…
Inadequate soft skills (communication, work…
Low foundational/basic skills (reading, writing,…
Lack of coordination of public workforce efforts
Disconnect between employer needs and…
Too few living wage jobs
Inequity in access to services and opportunities
Lack of skill development and job training…
Lack of vocational programs at the high school…
Increasing high school dropouts
Lack of educational funding
Pending retirements
Not Concerned

Concerned

Very

As indicated, the number-one concern expressed is the lack of living wage jobs. This is a
tremendous challenge in Region 2 and across the State. This needs to be factored into the
planning and evaluation process.
Where do you see gaps in the framework?
See survey comments.
What do you think will be most challenging in the implementation process based on the
feedback you received?
Buy-in and alignment of State agencies, services and outcomes.
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Strategic Plan

WORKFORCE INVESTMENT BOARD
For the City of Portland, Multnomah
and Washington Counties
Building Competitive Advantage

For more information go to www.worksystems.org. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program financed in whole or in part with funds provided through Worksystems, Inc. from the U.S. Department of

A CALL TO ACTION: The great recession of 2008 was a watershed year for most Americans, forcing
everyone to re-assess what they do and how they do it. The workforce system is no exception. The
recession magnified existing problems and created entirely new challenges for the workforce system.
High unemployment, unprecedented loss of jobs that will likely never be replaced, long-term job
displacement, stagnating incomes, fragmented programs and services, growing skill gaps, diminishing
resources and increasing poverty are the new realities facing the workforce system.
In response, Governor Kitzhaber delivered a powerful charge to State and Local Workforce Boards:
Build a sustainable, systemic approach to workforce development that produces a highly-skilled
workforce, advances more people into family wage jobs, and helps our businesses and workers succeed
in a fundamentally transformed economy. The Governor challenged us to coordinate the development
of a system that will result in:
 Greater benefit for businesses and job seekers by eliminating programmatic silos and promoting
greater coordination, transparency and accountability.
 Increased opportunities for all Oregonians, including minorities, veterans, people of color and
those with disabilities.
 Increased decision making about how to use public resources to solve problems at the level
closest to Oregon’s people—the local level—to the greatest extent possible.
 Expanded public/private partnerships to assure the relevance and long-term sustainability of
workforce programs.

OUR RESPONSE: To achieve the Governor’s vision, and support a thriving economy, our region needs
competitive companies, productive people and innovative ideas. We must build on past successes
and continue to evolve the regional workforce development system to help businesses grow and
workers succeed. This requires a shared vision, strategic coordination, smart investments and hard
decisions.
THE 2013-2015 REGIONAL PLAN: The Governor and the State Workforce Board have laid out the
initial strategies to be undertaken at the local level to move towards the achievement of the
Governor’s goals. This Plan adopts the Governor’s vision, goals and strategies and provides the
framework to develop the specifics of “how” the strategies will be carried out in our region. This
Plan begins the translation of the Governor’s vision into coordinated state and local action and
supports the continued development of a workforce system that adds maximum value to our region’s
economy.
MISSION: The mission of Worksystems, Inc. is to coordinate a regional workforce system that
supports individual prosperity and business competitiveness.
VISION: Our region at work: Quality Jobs—Skilled Workers—Contributing to a strong regional economy
and local prosperity.
For more information go to www.worksystems.org

2013-2015 Strategic Plan Goals and Outcomes
The workforce system serves business by developing qualified employees and giving current and
future workers the skills and support they need to successfully engage, advance, and succeed in the labor market

GOAL

GOAL

GOAL

GOAL

The regional workforce system is aligned,
provides integrated services, and makes
efficient use of resources to achieve better
outcomes for businesses and job seekers

Regional workers have the skills they need to
fill current and emerging, high-wage, highdemand jobs

Ensure that youth and the emergent
workforce have the academic and core
competencies required by employers

Employers have the skilled workers they
need to remain competitive and contribute
to local prosperity

Primary Strategy: Maximize engagement of partners
and programs in the regional WorkSource system.

Primary Strategy: Establish the region as “work
ready.”

Primary Strategy: Enhance work-based learning
opportunities and post-secondary transitions and success
for disconnected youth.

Primary Strategy: Align regional workforce efforts in
support of the following industry sectors: Advanced
Manufacturing, IT/Software, and Health Services.

Areas of Focus:
 Develop and execute regional performance
compacts.
 Certify the quality and effectiveness of all
regional WorkSource centers.
 Collect, analyze and publish system outcome
data.

Areas of Focus:
 Identify regional/sub-regional work-ready
communities.
 Convene local partners to implement work-ready
strategies and achieve certification.
 Collect, analyze and publish outcome data related
to work ready status.

Areas of Focus:
 Centralize and expand work-based activities.
 Develop a systemic approach to support postsecondary persistence and completion.

Areas of Focus:
 Establish the Columbia-Willamette Workforce
Collaborative as a coordinator of regional sector
initiatives.
 Convene sectors to understand industry needs and
priorities.
 Coordinate local partners to implement solutions.
 Create feedback mechanism to inform service
delivery and monitor progress.

Board Committee: WorkSource

Board Committee: WorkSource

Board Committee: Youth Education & Training

Columbia-Willamette Workforce Collaborative

TEMPLATE FOR LOCAL PLANNING PROCESS
NAME OF ORGANIZATION: Worksystems, Inc. on behalf of the Workforce Investment Board
for the City of Portland, Washington and Multnomah counties (Region 2)
NAME OF SUBMITTER: Andrew McGough PHONE: 503-478-7371
EMAIL: amcgough@worksystems.org
Background
The State Framework was presented to the Workforce Investment Board on April 13, 2012. The
Board roster is included as Attachment 1. Feedback was received from the Board and a
subcommittee was formed to oversee the local planning process.
On April 24, we sent a survey to 180 people across the region representing a broad cross
section of community-based, education, private sector, labor and government stakeholders
(Attachment 2). 51 people (28%) have responded to the survey to date.
Community-Based Not-for-Profit
For Profit
Government
Education
Economic Development
Labor

46.0%
6.0%
22.0%
18.0%
2.0%
6.0%

Feedback on the State Vision and Strategic Framework
Overall, the WIB is supportive of the vision and framework. They particularly like the focus on
system development, the Governor’s charge to include multiple state agencies, and the clarity
in State and local roles/responsibilities.
The survey generated the following responses:
Question: The Vision Statement provides a clear picture of where Oregon’s workforce system is
headed?
Strongly Agree
Agree
Neutral
Disagree
Strongly Disagree

12.5%
43.8%
29.2%
10.4%
4.2%
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Comments Regarding the Vision
I agree with this vision and it seems that there are efforts in place to help address each aspect
of the vision.
The vision implies that we will support businesses that pay family wage jobs but I would prefer
the language actually stated it. Funds will not be spent to supplement low wage jobs.
The vision statement does not significantly reflect the urgent need to create high-quality
employment so that skilled and educated workers stay in Oregon. Who wants to work at a job
that requires standing for 10 hours a day for $9.25/hr? Minimum wage is $8.80/hour! Too
many employers know they can take advantage of job seekers in this economy.
I don't agree with the vision statement. We need to provide an environment where Oregonians
focus on a career, not a job. Careers with High Growth opportunities are key to the success of
our community. (e.g. High Tech, Health Care, Manufacturing, Engineering etcetera). Our
citizens need knowledge, skills, abilities and other attributes that will provide them the ability
to be flexible and agile as the economy changes.
Yes
I do not agree with the vision statement. It does not capture what our focus should be. Our
education system is broken and if people are not educated and trained then how will they be
ready for the workforce and how will they retain employment? The vision statement needs to
start with Education and then Quality Jobs which then Creates a strong economy and
prosperity.
Yes, We need Skilled Worker for Quality Jobs for Prosperity.
I think the statement alludes to what we want, but doesn’t express how we’ll get there. It
needs a few action words. I think that would strengthen the statement and add accountability.
For instance; Training/or Connecting skilled workers for/to Quality jobs that Produce a strong
economy and Local prosperity.
Statement seems very generic
“Where do we go from here” has been answered by stating that we want OR at work with
Skilled Workers, who have Quality Jobs with a Strong Economy and Local Prosperity. Works for
me.
Skills, Jobs, Economy and Prosperity seem like very appropriate areas of focus
It hits on all the key points
I like the fact that the vision, in just a few words, articulates both the key components of our
workforce system (skilled workers/quality jobs) and the outcomes that strengthening those
components will lead to (strong economy/local prosperity). Nicely done!
It is just ok. Not inspirational, not clear, and it doesn’t really answer the real question in a
genuine way.
Yes, we all want and need a stronger economy to support the skilled workers. This statement
represents this vision.
The first three goals are critical in achieving the desired outcome of ensuring prosperity at the
local level.
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Yes. It is big, but workable.
Yes, but know to have local prosperity and a strong economy we must have employers who pay
good wages and provide a good benefit package.
I think we should also incorporate the Triple Bottom Line of Social Equality, Profitability and
Environmental Sustainability.
No – it’s too generic. Who wouldn’t have this vision?
It’s clear and addresses all four interdependent goals.
Lacks mention of education as an important component. Today’s workforce requires at least a
bachelor’s degree, especially as the impact of technology continues to emerge and affect the
employment landscape.
I think it expresses accurately the “Where do we want to go”. But I think we have a long ways
to go to get to that goal

Goals: The WIB was supportive of the Goals and confident they can be translated into
measurable results.
Survey respondents considered the goals as follows:

Goal 1:
Is goal worth pursuing?
This goal is easily translatable into
action?
Goal 2:
Is goal worth pursuing?
This goal is easily translatable into
action?
Goal 3:
Is goal worth pursuing?
This goal is easily translatable into
action?

Strongly
Agree

Agree

Neutral

Disagree

Strongly
Disagree

55.6%

40.0%

4.4%

0%

0%

6.8%

34.1%

20.5%

36.4%

2.3%

41.3%

39.1%

13.0%

6.5%

0%

2.2%

26.7%

28.9%

40.0%

2.2%

63.0%

26.1%

6.5%

2.2%

2.2%

17.4%

28.3%

17.4%

28.3%

8.7%

Comments Regarding the Goals:
You touched on the “disconnect” between the education system and the business sector – this
is a huge issue for so many of the people I work with. We need to know how to help people
now to be skilled for positions coming to the region in the near future; rather than the business
comes to town, and then hires and moves people from other communities/states/regions of
the world to live and work in this community – which increases poverty and homelessness for
those who can’t compete.
Great goals but require a lot of hard work, careful planning, thoughtfulness and consistency to
bring to fruition.
If we pursue a work first strategy, dislocated workers who came from a Union Facility will lose.
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The key stakeholder/customer for K-12 is employers. If public K-12 cannot or will not adjust to
this reality other K-12 options must be provided.
The successful implementation of goal two and three face significant challenges. Goal two
would require employers to value and invest in their employees. As long as companies value
bottom-line more than a sustainable work environment, the morale and longevity of positions
will suffer. Employees need to be invested in. Their worth needs to be felt and employers need
to be willing to sacrifice a portion of their profits to reward the people that made those profits
possible. At the risk of sounding pessimistic, goal three may never be entirely achievable. The
reasoning is that the employability of an individual is not left entirely up to the workforce
system. Many of our patrons face significant barriers to employment that cannot be overcome
by desire alone. For some of the clients that we work with, there is a significant amount of
cognitive 4restricting and social awareness training that needs to take place. For others, there
are physical and mental barriers that makes finding a place for them to contribute
extraordinarily difficult. In my opinion, there needs to be a targeted effort at decreasing
poverty. Poverty affects employability. Some of these factors are; inadequate access to
education and healthcare, lack of interaction between social classes, ignorance and lack of
empathy from those who have felt financial comfort or professional success, a sense of
entitlement from those who have been deprived, and a belief that this ongoing problem can be
dealt with by triaging the wound rather than fixing the root cause.
These goals are only attainable if the workers are committed to showing up on time, working a
full shift and being committed to their jobs/training. It would be great if the worker could be
placed with an employer to learn and the government would offset some of the employer’s
training expenses. I think by learning on the job the worker is required to possibly give more
than if he is just attending a class.
Putting Goal 3 into action will require not only stable resources and a stronger job market, but
also a better understanding of the communities in our region and stronger partnerships with
other service providers.
Nothing on equity?
The goals are definitely worthwhile. The “easily translatable into action” part will require an
objective evaluation of our current process and a determination to remove existing barriers.
An effective workforce system has many elements. One foundational one is a basic education.
More important than that is adequate funding. There ought to be some consideration of what
steps are reasonable given the limits of our current situation.
Good luck
People of color continue to experience huge disparities in earnings and concrete action to
address those disparities needs to be taken into consideration in the areas of focus

Benchmarks and Outcomes: The Board did not spend considerable time on the benchmarks
and outcomes as their time was primarily focused on the framework and goals. However, there
was strong sentiment that “you get what you measure” and those measures must be
consistently applied, regularly reported and rigorously reviewed. The Board was enthusiastic
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about assuming a more proactive and comprehensive role in overseeing the plan and
associated outcomes.
Overarching Strategies: Industry Sectors
What, if any, questions or concerns were raised about using an industry sector approach in
planning and delivery of services during this session?
While there is general agreement that a focus on industry sectors makes sense, there were
several cautionary comments:
“The focus should be on industries that produce jobs not headlines.”
“Sector approaches can lead to a lack of focus on innovation and entrepreneurship.”
“I think the industry sector approach can leave a lot of companies which are hiring out of the
mix. We need to also develop stepping stone or entry level jobs for new workers and under
skilled workers.”
“Industry sector jobs such as clean energy, High-tech and manufacturing are typically not
sectors that homeless youth can obtain a job in, so I feel that focusing on industry sectors that
do not include sectors for lower skilled workers to obtain a job are not the best for the system.”
Overarching Framework: Work Ready Communities
Is the concept of Work Ready Communities something that resonated with the people in your
focus groups? Yes. There was strong (and growing) support among the Board for the NCRC and
other tools to determine individual and community readiness. That coupled with some
additional measures like high school and post-secondary graduation rates are something we
should strive for as a community and State.
What questions/issues came up regarding work ready communities?
Some concern was raised about the size of the region and the numbers needed to achieve work
ready status.
Many questions/concerns were raised regarding the apparent absence of K-12 in
pursuing/awarding NCRC and the impact on the community’s work ready status. “The only way
to get to scale is to require the NCRC as part of high-school graduation.”
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Other comments from the survey:
“I don’t think Oregon’s communities have demonstrated Work Readiness. With 40-50%
dropout rate I can’t support this statement. I can support “Oregon’s communities must
demonstrate they have a skilled workforce.”
“Work Ready needs to include more than just adequate skill resources – young people
especially are finding motivation to be their second biggest challenge, after finding any kind of
work opportunity. Better alignment between employer and employee expectations.”
“I think your focus is well meaning; however, I strongly feel succeeding is up to the individual.
We can and should help; however, the worker needs to work while learning his skills. There are
already too many people feeling they are “entitled” to whatever they want/need.”
Overarching Strategy: System Innovation:
Which focus areas were identified as promising by your groups? Please list along with any
comments you received about these.
Sector approaches, coordinated/prioritized job placement, work-based learning (youth)
Which were identified as needing most work?
There is considerable skepticism regarding State agency commitment to pursue and achieve
change. There is a lack of confidence that State agencies will participate in a meaningful way
and that local areas will have the authority to influence State bureaucracies or decisions.
Were any key focus areas missing? If so, please add them




Economic development through the building of human capital
Leadership development (incumbent workers)
Reducing achievement, access and resource disparities in underserved communities

Is there any focus areas you would recommend we eliminate based on the feedback you
received? No, see response summary below.
Key Focus Areas
 Assessment: Examples – common assessment tools, career advisement.
 Career Readiness and Preparation: Examples- Career-Related Learning
Experiences, “Essential Skills,” National Career Readiness Certificate (NCRC).
 Skill Development: Examples - Online remediation, short-term courses, on-

Keep?
X
X
X
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the-job training.
 Career Pathways and Career Technical/Professional Education: Examples Career pathways, dual enrollment, apprenticeship, enhanced STEM skills.
 Work-Based/Experiential Learning: Examples - job shadowing/mentoring,
internships, sheltered work.
 Entrepreneurship: Examples - Small Business Development Centers,
entrepreneurial training, business leadership education, mentorship.
 Case Management: Examples - Seamless service delivery, information
sharing.
 Technology Utilization: Examples – data-driven decision making, client to
product direct interface, self-instructional tools and curricula
 Job Placement: Examples - coordinated job development and placement.

X
X
X
X
X
X

Other questions/issues: Please list any additional comments/feedback you received that you
would like us to have.
“I think it will be easy to claim effort on these goals and difficult for the local Board
(Worksystems) to produce results.”
“We have been there done that with State agencies and educational institutions and we have
seen little if any change.”
“The Governor’s ongoing commitment is essential to making this work.”
What thoughts, comments, etc. do you feel are important for the OWIB and Governor’s Office
to have that we may not have captured on this form?
We asked people to rate a number of workforce concerns. Below is the summarized response.
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WIth the needs of our region in mind, how would you rate each of the following
workforce concerns?

Gaps in leadership/managerial skills
Lack of technical skills (computers, equipment…
Inadequate soft skills (communication, work…
Low foundational/basic skills (reading, writing,…
Lack of coordination of public workforce efforts
Disconnect between employer needs and…
Too few living wage jobs
Inequity in access to services and opportunities
Lack of skill development and job training…
Lack of vocational programs at the high school…
Increasing high school dropouts
Lack of educational funding
Pending retirements
Not Concerned

Concerned

Very

As indicated, the number-one concern expressed is the lack of living wage jobs. This is a
tremendous challenge in Region 2 and across the State. This needs to be factored into the
planning and evaluation process.
Where do you see gaps in the framework?
See survey comments.
What do you think will be most challenging in the implementation process based on the
feedback you received?
Buy-in and alignment of State agencies, services and outcomes.
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GOVERNING BOARD
PURPOSE: To appoint WIB members and oversee regional workforce efforts
PRIMARY ACTIVITIES:

 Participate as Workforce Investment Board and Worksystems, Inc. Board Members
 Approve Regional Workforce Plan

Worksystems, Inc. Board

Workforce Investment Board

PURPOSE: To advise Worksystems, Inc. in support of Regional Workforce plan, goals, and objectives

MISSION: To coordinate a regional workforce systems that supports individual prosperity and
business competitiveness

PRIMARY ACTIVITIES:







PURPOSE: To develop and oversee the implementation of the Regional Workforce Strategic
Plan
PRIMARY ACTIVITIES





Participate on and lead subcommittee activities
Establish WorkSource System Standards
Elect WSI Board Members





3 Local Elected Officials (Governing Board)
18 Private Sector Representatives

Serve as the Executive Committee of the Workforce Investment Board
Hire/evaluate Executive Director
Provide staff support to the Workforce Investment Board

3 Elected Officials
5 Private Sector Representatives (Chair of WIB, Vice Chair, and 3 elected members)
1 Labor Representative (appointed by Local Elected Officials and NW Oregon Central Labor Council)

2 Community Colleges
1 K-12
3 Labor Organizations

Finance & Administration

2 Economic Development Agencies

Purpose: To provide in-depth oversight into agency budget, compliance,
audit and monitoring activities

5 Government Agency Partners

REGIONAL WORKSOURCE SYSTEM

8/30/2012

Adopt Worksystems, Inc. budget

9 MEMBERS: (All are WIB members)

36 MEMBERSs (see roster)









Board of 501(c)3 Worksystems, Inc.

YOUTH EDUCATION & TRAINING

COLUMBIA-WILLAMETTE WORKFORCE
COLLABORATIVE

GOALS:
 The regional workforce system is aligned, provides
integrated services, and makes efficient use of
resources to achieve better outcomes for
businesses and job seekers.
 Regional workers have the skills they need to fill
current and emerging, high-wage, high-demand
jobs

GOAL:
 Ensure youth and the emergent workforce have the
academic and core competencies required by
employers.

GOAL:
 Employers have the skilled workers they need to
remain competitive and contribute to local
prosperity.

Staff: Patrick Gihring

Staff: Heather Ficht

Staff: John Gardner

Chair: Sheila Holden

Chair: Carl Moyer

Chair: Kevin Dull

Director, Workforce Investment Board
The Workforce Investment Board
The workforce Investment Board is a unique public/private partnership
representing the city of Portland, Multnomah and Washington counties. The
Workforce Investment Board brings together local elected officials, private
sector leaders, public agencies, education, labor and community-based
organizations to focus on regional workforce development and related
community issues. The board’s mission is to build a workforce system that is
flexible, responsive, customer-focused and locally managed. The
organizational values essential to the growth and vitality of this system
include:





Building partnerships that link skill development efforts to the short- and
long-term needs of the regional economy
Creating a skilled workforce that improves business and individual
competitiveness, earning capacity, income and assets
Pursuing alignment, evaluation and improvement of programs and
initiatives
Achieving high standards of accountability to the community

Board Composition
Board members are appointed by the local elected officials representing the
primary jurisdictions within the region. The majority of the Board is private
sector and the Chair is a local business representative elected by the full
Board. All board members are required to possess decision making authority
within their company or organization.
Member Roles and Responsibilities
To accomplish the Board’s mission, individual members;
 Provide strategic direction and oversight for the region’s workforce
development plan
 Define policies, goals and objectives to build the regional system and
promote regional competitiveness
 Encourage the linkage of skill development efforts with regional
economic needs
 Evaluate system quality and outcomes
 Build linkages with regional government, business and other leaders to
design and enhance regional workforce programs and services

Revised 5/19/2009





Coordinate workforce development activities with regional business
economic development and education strategies
Advocate on behalf of all the system’s customers by balance worker / job
seeker and business interests
Promote system development, service alignment and workforce
excellence

Meeting
Beginning in October 2006, the full Workforce Investment Board will convene
once a quarter – October, January, April and July. Members are asked to
block 3 hours for each meeting.
In addition, each member is asked to participate on one sub-committee of the
Board. Sub-Committees are organized around the five goals established in
the Strategic Plan. Meeting times and level of engagement vary, but Board
members should plan on at least a 1hour meetings on a bi-monthly basis.
Staff
Andrew McGough
Executive Director
503-478-7371 / 503-984-0401 (cell)
amcgough@worksystems.org
Jenny Weller
Executive Assistant
503-478-7366
jweller@worksystems.org

Revised 5/19/2009

Region 2 Workforce Investment Board (WIB)
for the City of Portland, Multnomah and Washington Counties:
Local Elected Officials
Sam Adams – Portland City Mayor*
Jeff Cogen – Multnomah County Chair*
Roy Rogers - Washington County Commissioner*
City of Portland: Local Business Representatives
James Paulson – JMPDX LLC - Chair*
Sheila Holden - Pacificorp
Don Jensen – Bridgetown Coffee – Vice Chair*
Elizabeth King - ESCO*
Kevin Dull - Kaiser Permanente, NW
Skip Newberry - Software Association of Oregon
Multnomah County: Local Business Representatives
Sharon Birge – The Boeing Company
Lila Leathers – Leathers Fuel
Travis Stovall – The Stovall Group*
Hayden Thomas – LSI Logic Corp
Washington County: Local Business Representatives
Steven Morris – Oregon’s Technology Business Incubator (OTBC)
Carl Moyer – Yahoo!
Deanna Palm – Hillsboro Chamber of Commerce
Caryn Lilley - KGW Media Group*
Education Representatives
Dr. Preston Pulliams/Dr. Jessica Howard – Portland Community College
Marc Goldberg - Mt. Hood Community College
Economic Development Representatives
Kimberly Branam – Portland Development Commission
Labor Representatives
Bob Tackett – Northwest Oregon Labor Council*
Vickie Burns- Labor's Community Services
Jodi Guetzloe Parker - Columbia Pacific Building Trades Council
Partner Representatives
Jerry Burns - Department of Human Services
de'Drae Cottrell - Oregon Employment Department
Jerry Burns - Interim Rep – Department of Human Services
Ronald Hauge - Oregon Human Development Corp.
Steve Rudman - Home Forward
Val Valfre, Jr. - Housing Authority of Washington County
Naomi Ulsted - Springdale Job Corps
*Also on WSI Executive Board

WIB Youth Education Committee
Name

Organization

Title

Address

Email

Phone
Number

Chair
Carl Moyer

Yahoo, Inc.

Chair of the Youth Council

3601 SW Murray Blvd.,
Suite 200
Beaverton, OR 97005

moyer@yahoo-inc.com

(503) 830-7548

WIB Members
Sue Ann Higgins

Portland Public Schools

ED, Ed Options

501 N. Dixon Street
shiggens@pps.net
Portland, OR 97227-1807

503-916-5438

Deanna Palm

Greater Hillsboro Area
Chamber of Commerce

President

5193 NE Elam Young
Pkwy, Ste A
Hillsboro, OR 97214

(503) 726-2146

Asha Aiello

Job Corp

Center Director

31224 E. His Col Riv Hwy
Aiello.Asha@jobcorps.org
Troutdale, OR. 97060

(503) 695-2245
X244

Vicki Burns

Labor's Community Service

ED

1125 SE Madison, Suite
veburns@qwestoffice.net
103-B Portland, OR 97214

503-231-4962

Kali Ladd

City of Portland

Senior Policy Advisor

kali.ladd@ci.portland.or.us

(503) 823-1123

Betty Merritt

WaCo Com. On Children and
Families

1221 SW 4th Ave Room
220 Portland, OR 97204
155 N. First Ave. Suite 250
Hillsboro OR 97124

betty_merritt@co.washington.or.u
s

Nate Waas Shull

All Hands Raised

Kate Deane

PDC

Marc Goldberg

MHCC

Pam Blumenthal

PCC

Roberta Phillip

deannap@hillchamber.org

Director of Community
Engagement
Neighborhood Economic
Development Manager
Dean of Adult Basic
Skills/Workforce Dev
Director PCC Prep Alt
Programs

2069 NE Hoyt Street,
Portland, OR. 97232
222 NW 5th Avenue
Portland OR 97209
26000 SE Stark st
Gresham OR 97030
2305 SE 82nd Ave
Portland OR 97216

Mult County - Chair Cogen

Sr Policy Advisor

501 SE Hawthorne, Suite
roberta.philip@multco.us
600 Portland 97214

Caryn Lilley

KGW

Controller and HR Director

Lisa Pellegrino

Children's Levy

Director

Michael Bounocore

HomeForward

Associate Director

CAWS Board Memeber Roster

1501 SW Jefferson St
Portland OR 97201
319 SW Washington St.,
Ste. 415
Portland, OR 97204
135 SW Ash Street
Portland OR 97204

9/13/2012

nate@thinkschools.org

503.234.5404

deanek@pdc.us

503.823.3313

marc.goldberg@mhcc.edu

503.491.7019

pamela.blumenthal15@pcc.edu

971.722.6288

clilley@kgw.com

503.988.3958
503.226.5022

lisa.pellegrino@portlandoregon.g
503.823.2939
ov
michael.bouncore@homeforward.
503.802.8546
org
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1618 SW First Avenue
Suite 450
Portland, Oregon 97201
Office: 503-478-7300
www.worksystems.org
http://blog.worksystems.org
“The weatherization training I
received that was funded by
Worksystems helped me find a
job. All the money I’m making
is great for my family and
smart for my future.”
~Juan Marin
Green Careers Training
Project

Worksystems, Inc. is a 501(c)3 private non-profit serving the City of Portland, Multnomah and
Washington Counties whose mission is to coordinate a regional workforce system that supports
individual prosperity and business competitiveness.

A Message from the Executive Director
In mid-June, the Columbia-Willamette Workforce Collaborative, a
partnership of Worksystems, the Southwest Washington Workforce
Development Council and the Workforce Investment Council of
Clackamas County, hosted a regional manufacturing summit.
Manufacturing—including metals, machinery and transportation,
semiconductors, and green technology—represents almost 30% of
the region’s GDP and a strong workforce is critical to its success. The event marked the
beginning of our new model to collectively support the workforce needs of important regional
industry sectors without regard to jurisdictional boundaries.
The event drew nearly 100 business, economic development, labor and community leaders
and reaffirmed the value of our shared approach to understanding and addressing industryspecific workforce needs. Oregon Senator Jeff Merkley kicked off the event by expressing
his commitment to the manufacturing sector and the work of the Regional Collaborative. 26
business volunteers agreed to identify shared workforce challenges and guide the
development and implementation of regional workforce solutions. This kind of active industry
engagement is precisely what we need to ensure the ongoing success of the Collaborative.
We look forward to building on this success and expanding the model to the region’s hightech and health care sectors.

Worksystems Receives $5.5 Million Grant
A $5.5 million grant awarded to Worksystems will help 480 public housing residents in the
region gain the life and employment skills necessary to attain self-sufficiency. The grant will be
implemented in partnership with the Workforce Investment Council of Clackamas County, the
SW Washington Workforce Development Council, Home Forward, and the Housing Authorities
of Washington, Clackamas, and Vancouver with the funds being used to provide a broad array
of workforce development services, sector-based training, and other support to move public
housing residents into living wage jobs.
The grant partners will work together to co-invest resources to train and support public housing
residents with the shared goal of increasing employment and earning potential. They will also
work to eliminate program redundancies, identify and resolve barriers, to aligned service
delivery, and build a sustainable partnership model for the future.

Follow Us Online:

The grant is from the Department of Labor’s Workforce Innovation Fund which funds best
practices to generate long-term improvements in the performance of the public workforce
system, resulting in better and more cost effective outcomes. Only 26 grants were awarded
nationwide.

Adult Investments July, 2011-June, 2012
Worksystems convenes partners, coordinates services and provides funding to help job
seekers get the skills they need to support themselves and to meet the staffing needs of
regional industry. We optimize resources by aligning and integrating essential workforce
and educational services through the public workforce development system - WorkSource
Portland Metro. Worksystems provides oversight and coordination to insure that
WorkSource Portland Metro responds to the needs of job seekers and regional industry.

Jobseeker Profile
 50% of unemployment insurance

recipients exhausted benefits in 2011

 29% self-reported receiving public

assistance

 67% tested below 9th grade math level
 63% tested below 9th grade reading

level

 12% self-reported not completing high

school or earning a GED

 8% self-reported having a criminal

background

Adults
Served

Population*

8%

4%

6%

7%

70%

71%

1%

1%

1%

1%

Hispanic or Latino

11%

13%

2 or More Races

3%

3%

Female
Male

46%

51%

54%

49%

Race/Ethnicity
African American
Asian
Caucasian
Hawaiian Pacific
Islander
American Indian
or Alaskan

Did You Know?
In Multnomah and
Washington Counties:
The unemployment rate is 7.7%,
equaling 54,500 people.
Additionally, 67,000 people are
under-employed.
237,000 people are receiving
food stamps.
180,000 people are living below
poverty, equaling 14.4% of the
population in the two counties.

* 2010 US Census

Services Provided through WorkSource Portland Metro
155,882 people engaged with the public workforce system
37,960 instances of employment services were provided through resumé, interview,
job search and placement assistance
3,407 people received a National Career Readiness Certificate
653,070 log-ins were made to access the internet and career/employment tools
755 highly barriered residents received case management support from partner
agencies to help them succeed in workforce training programs
66 businesses were provided early intervention services to mitigate the effects of
mass layoffs on 4,082 workers
71,671 engagements in a skill development activity provided:
 41,224 workshop enrollments
 18,510 instances of personalized career counseling
 6,024 basic education class enrollments such as ESL, GED, math or English
 3,283 computer literacy class enrollments
 2,630 occupational skill trainings including internships and on-the-job training

Trainees by Target Industry

Services Offered at WSPM (partial list)




















One-on-One Advising
Career Exploration
Interviewing Workshop
Resumé Writing
Job Clubs
Job Search
WSPM Scholarship Preparation
National Career Readiness
Certification
Basic Skills Assessment
Basic Skills Training including
computer literacy and workplace
English
Internships
On-the-Job Training
Occupational Training
Veterans’ Services
Prosperity Planner
Labor Market Information
Rapid Response Layoff Services
Resource Room

Youth Investments April, 2011 – March, 2012
Worksystems invests funds to support a diverse population of disconnected, lowincome and barriered youth, aged 16-21 through a system of alternative school
providers and community based organizations. Our investments prepare youth for
college and career-ladder employment through degree or certificate attainment, work
readiness training, career exploration and transition to post-secondary education.

Race/Ethnicity

Youth Profile
 99% were low income
 61% were kids of color
 60% received public assistance
 86% had no high school diploma or

GED
 10% were pregnant or parenting

African American
Asian
Caucasian
Hawaiian Pacific
Islander
American Indian or
Alaskan
Hispanic or Latino

Youth
Served

Population*

16%

5%

6%

6%

39%

69%

2%

1%

2%

2%

28%

13%

2 or More Races

7%

5%

Female
Male

49%

49%

51%

51%

Did You Know?
In Multnomah and
Washington Counties:
There are 20,000 youth aged 16-21
who are eligible to receive
Workforce Investment Act services.
The public high school on-time
graduation rate is 65%.
There is a 46% unemployment rate
among young adults aged 19-21.

 41% were out of school
 13% were homeless

* 2009 American Community Survey

587 Youth, Aged 16-21, Received Services from
11 Alternative Schools & Community Based Orgs.
84% attained a degree or certificate
40% achieved a grade level gain in literacy or numeracy
78% were placed in college or employment
 57% placed in college with 73% still in school after 9 months
 43% placed in employment (only)

An additional 305 youth received follow-up services

2012 SummerWorks
Program Sees Increased
Sponsorship
This summer, 289 youth ages 16-21 were
placed in internships through our
SummerWorks program and 70% of the
participants are youth of color.
Without the support of public and private
sector sponsors, SummerWorks would not
be possible. This summer:



Youth Contractors’ Outcomes






26 private sector companies
sponsored 54 youth at $108,000
City of Portland sponsored 95 youth
at $190,000
Multnomah County sponsored 50
youth at $100,000
Home Forward sponsored 25 youth at
$50,000
City of Beaverton sponsored 20 youth
at $40,000
Washington County sponsored 14
youth at $28,000

By the end of summer we estimate that
youth will have earned over $450,000 in
wages for their work.

Thank you sponsors!

Workforce System Partners
Beaverton School District
Brothers & Sisters Keepers
Cascade AIDS Project
Catholic Charities
Central City Concern
City of Portland
Clackamas Community College
Clark College
Community Action
Emmanuel Temple
Friendly House
Goodwill
Hacienda Community Development
Hillsboro School District
Home Forward
Human Solutions
Immigrant & Refugee Community Org.
Impact NW
Incight
International Refugee Center of Oregon
Labor’s Community Service Agency
Metropolitan Contractor Improvement
Partnership
Metropolitan Alliance for Common Good
Mt Hood Community College
Multnomah County

Native American Rehabilitation Association
Native American Youth & Family Center
Neighborhood House
New Avenues for Youth
Open Meadow Alternative School
Oregon Department of Human Services
Oregon Employment Department
Oregon Human Development Corporation
Oregon Institute of Technology
Outside In
Portland Community College
Portland Development Commission (EOI)
Portland Housing Bureau
Portland Opportunities Industrialization
Center
Portland Youth Builders
Reaching And Empowering People, Inc.
Re-entry Transition Center
Self Enhancement Incorporated
SE Works
Steps to Success
Urban League of Portland
Verde
Volunteers of America
Washington County Corrections
Washington County Department of Housing

Siltronic Job Fair
To support roughly 350 people laid off
from Siltronic, Worksystems in
partnership with WorkSource Portland
Metro and the company hosted a Job Fair
to connect affected employees with
companies recruiting for positions that
match their skills and experience. Twelve
companies participated, including
SoloPower, ON Semiconductor,
Microchip Technology, WaferTech
(shown below with a job seeker), Kansas
City based Diodes Inc., and Intel. More
than 200 jobs were represented, including
production workers, technicians and
engineers.

Pathways out of Poverty: A Wrap-Up of
the Green Careers Training Project
Worksystems recently hosted a celebration for the 19 community based
organization partners who helped to make the Green Careers Training Project a
success. The two-year project, funded by a $4 million grant from the Department
of Labor, helped connect 403 people from targeted low-income neighborhoods in
north and northeast Portland to training and employment services.
The Project focused on providing training and career coaching to enter living wage
Green Career jobs to homeless, ex-offenders, veterans, and people of color. Of
those who participated: 63% were receiving public assistance, 19% had a criminal
history, 12% were homeless, 8% had less than a grade 12 education, and 61%
were people of color.
More than 100 area employers in 17 different industries have hired Green Careers participants to date. The average wage is $15.75 and
many of the jobs have benefits. The Green Careers Training Project is a great example of the positive results of investing in training.
The $4 million grant resulted in $7.5 million in annual wages earned by the participants and $1.4 million in annual taxes paid.
Thank you to the many partners who worked with us to make this project a success including Catholic Charities, Construction
Apprenticeship and Workforce Solutions (CAWS), Central City Concern, Constructing Hope, Excellence in Trades and Apprenticeship
Preparation, Hacienda CDC, Human Solutions, Immigrant and Refugee Community Org, Metropolitan Alliance for Common Good,
Metropolitan Contractors Improvement Partnership, Mt Hood CC, NAYA, Oregon Tradeswomen, Portland Youthbuilders, Urban League,
Verde, and WorkSource.
WSI is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. To place a free relay call in
Oregon dial 711. These programs funded in whole or in part from the US Department of Labor.

ATTACHMENT A

Local Workforce Area/Region: 2/Worksystems, Inc.
WorkSource Oregon Center/Affiliate Site: All WorkSource Center Sites
Please note which workforce partner(s) provide(s) the following services at each site. If not applicable, please note “N/A”.

Services
Eligibility Determination for WIA Title IB Services
Outreach, intake, and orientation to the information and services available
through the WorkSource Oregon delivery system
Initial Assessment of Skills
Initial Assessment of Need for Support Services
Referral to Unemployment Insurance
Labor Market Information
Provide referral to TANF
Help access federal Financial Aid
Job Search and Placement Assistance
Career Exploration
Provide Information on Availability of Support Services
Performance Outcomes and Cost Information on Eligible Training Providers
Tracking of Local Performance Measures
Services to Veterans
Business Engagement
Claimant Reemployment
Migrant Seasonal Farm Worker (MSFW) Services
Reemployment Eligibility Assessment (REA)
Self-Employment Assistance (SEA)
WIA Title 1B Follow-up Services (after Exit)
ALL Intensive Services
ALL Training Services
ALL Support Services

WIA
Title 1B

WIA
Title 1-D Vets

WIA Title
1I

X
X

WIA
Title III

VR

DHS

Other

State
X
X

X

X
X
X
X
X
X
X
X
X

X

X
X
X
X

X

X

X
X
X
X
X

X

X
X
X
X
X
X
X
X

X

ATTACHMENT A

Local Workforce Area/Region: 2/Worksystems, Inc.
WorkSource Oregon Center/Affiliate Site: WorkSource Affiliate Site
Please note which workforce partner(s) provide(s) the following services at each site. If not applicable, please note “N/A”.

Services
Eligibility Determination for WIA Title IB Services
Outreach, intake, and orientation to the information and services available
through the WorkSource Oregon delivery system
Initial Assessment of Skills
Initial Assessment of Need for Support Services
Referral to Unemployment Insurance
Labor Market Information
Provide referral to TANF
Help access federal Financial Aid
Job Search and Placement Assistance
Career Exploration
Provide Information on Availability of Support Services
Performance Outcomes and Cost Information on Eligible Training Providers
Tracking of Local Performance Measures
Services to Veterans
Business Engagement
Claimant Reemployment
Migrant Seasonal Farm Worker (MSFW) Services
Reemployment Eligibility Assessment (REA)
Self-Employment Assistance (SEA)
WIA Title 1B Follow-up Services (after Exit)
All Intensive services
Training Services (indicate what service)
Support Services (indicate what service)

WIA
Title 1B

X
X

WIA
Title 1-D Vets

WIA Title
1I

WIA
Title III

X

X
X
N/A
N/A

DHS

Other

State
X

X

X
X
X
X
X
X
X
X
X

VR

X
X
X
X
X
X
X
X
X

X
X

Employment & Training Services
As a member of WorkSource Portland Metro, you’ll have access to a number of job-finding
tools and workshops including:









Career Exploration
GED and Adult Basic Education
Job Clubs
Job Readiness Workshops
Occupational Skills Training
Online Job Search Tools









On-the-Job Training
National Career Readiness Certification
Resumé Workshops
Self-Paced e-Learning Lab
Workplace Computer – Basics
Workplace Computer – Microsoft Office

Plus, we’ll help you assess your basic skills and provide you with a variety of career building
experiences to help you find your next position. Check with your WorkSource Center for
more information and a complete list of the workshops and resources.

Full-Service Centers
Six full-service and one Express Center
serve Multnomah, Washington, and
Clackamas counties.
WorkSource Portland Metro East
19421 SE Stark St., Portland 97233
(503) 669-7112
WorkSource Portland Metro Central
30 N Webster St., Suite E, Portland 97217
(503) 280-6046
WorkSource Portland Metro Southeast
7916 SE Foster Road, Suite 104, Portland 97206
(503) 772-2300
WorkSource Portland Metro
Beaverton/Hillsboro
241 SW Edgeway Drive, Beaverton 97006
(503) 526-2700
WorkSource Portland Metro Tualatin
7995 SW Mohawk Street, Tualatin 97062
(503) 612-4200
WorkSource Clackamas
506 High Street, Oregon City 97045
(971) 673-6400

Express Center
WorkSource Portland Metro
New Columbia Express Center
4610 North Trenton, Portland 97203
(503) 943-5642

Center Hours
Monday – Friday
8:00 a.m. to 5:00 p.m.
Closed Legal Holidays

Career Center Resources
Each WorkSource Center provides a professional environment to access resources and
conduct your job search. At your center you’ll
find Internet access for job search, e-learning
tools, self-service fax, phones, copies,
Microsoft Word, Winway Resumé, WIN Skills
Review, iMatchSkills, and a Resource Library.

www.WorkSourcePortlandMetro.org
WelcomeServicesMenu 3.19.12

Additional Employment Services
Oregon Relay Service

Self-Employment Assistance Program

The Oregon Relay Service allows deaf or
hard-of-hearing customers to speak directly
to standard telephone users. Just call 7-1-1.

The Self-Employment Assistance Program
helps eligible unemployed workers set up a
business on a full-time basis and still receive
full unemployment insurance benefits.

Community Resources
Call 2-1-1
If you need help locating health and human
services in the greater Northwest Oregon
and Southwest Washington region, just call
2-1-1. This easy-to-remember telephone
number helps connect people in need with
the community resources available to help
meet those needs. Alternate: (503) 2225555.

Unemployment Insurance
Claim specialists are ready to take your call
Monday through Friday, 8:00 a.m. to 5:00
p.m.
UI Questions call:
1-877-FILE-4-UI (1-877-345-3489)
Claim online at:
www.WorkinginOregon.org/ocs

Training Unemployment Insurance
Find out how to receive training while on the
Unemployment Insurance Program by calling
(800) 436-6191.

For eligibility inquiries, call your local office
and ask for the Self-Employment Assistance
Program representative.

Veterans
WorkSource Portland Metro has specialized
staff to answer questions about your military
benefits and assist you with a variety of
services including job placement, training,
and referral to support services.
Please call your local office to talk to a
Veteran
Representative
for
more
information.

Labor Market Information
Are you looking for work and want to
research career options?
Oregon’s Labor Market Information System
(OLMIS) provides current employment data,
specialized reports, and current job listings.
The OLMIS website enables you to research
more than 700 occupational titles to learn
about job openings, wage information,
licensing information, Oregon employment
forecasts, and more.
You can access OLMIS easily at
www.QualityInfo.org.

www.WorkSourcePortlandMetro.org
WorkSource Portland Metro is an equal opportunity employer/ program. Auxiliary aids and services and
alternate formats are available to individuals with disabilities, TTY/TDD – dial 7-1-1 toll free relay service. Access
free online relay service at: www.sprintrelayonline.com Language services are available at no cost to individuals
with limited English proficiency upon request. This program is financed with funds provided through
Worksystems, Inc. from the U.S. Department of Labor.
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Service Definitions

A

dult Basic Education (ABE)
ABE classroom instruction with structured, formal written curriculum designed to
systematically address a basic skill deficiency. Classes may be self-paced with individualized
instruction. The length of instruction depends on student needs. Student progress is monitored and
testing is done to measure student progress.


ABE Classes
ABE registration tuition and/or fees paid by WIA or partner funds. ABE must be identified in a
participant’s service plan, and lead to vocational training.



ABE Referral
Participant referred to local ABE programs as a result of discussion with WSPM skill team staff.
No requirement of service plan and payment responsibility for classes is assumed by participant.

Assessment
The diagnostic evaluation of a participant’s interests, aptitudes, abilities, educational and vocational
history, and existing skills that lead to the development of an on-going plan for the removal of barriers
to employment and the attainment of the individual’s career goals.


Basic Skills
Those skills that include reading, writing, and the skills involved in math applications, computing
and solving problems in English. CASAS or TABE assessments determine basic skill levels. Where
a participant is assessed to be below the 9th grade level, they are Basic Skills Deficient.



Initial Skills Review
The State-managed standardized skill assessment for WorkSource participants that provides basic
skill level information regarding participant abilities in three areas: Reading, mathematics, and
locating information in the workplace. Locating information differs from reading comprehension
or recall of written material by being more goal-directed, more selective in the use of text, and
less dependent on declarative knowledge.

C

areer Exposure Course
Short-term courses (40 hours or less in length) that provide career exploration and skill
development in a specific occupation. Courses also include contextualized instruction in the
basic skills required for the targeted occupations and job readiness instruction.

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300
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Topic: Service Definitions

Credential (Certificate)
Credentials or certificates are awarded by training providers, licensing boards or industry associations
in recognition of an individual’s performance of measurable technical and/or occupational skills
necessary to gain employment or advance within an occupation. Technical or occupational skills are
based on standards developed or endorsed by employers or industry associations; degree or diploma
requirements are established or endorsed by the Oregon Department of Education. Training programs
depicted on Oregon’s and Region 2’s Eligible Training Provider List (ETPL) note whether a certificate or
credential is available upon successful completion of the training or subsequent certification testing.

E

ligible Training Provider List (ETPL)
A statewide roster of training programs and providers specifically certified to meet the
requirements of the Workforce Investment Act. Through its Local Workforce Investment Board
Region 2 establishes an Eligible Training List that is a subset of the state’s ETPL and lists training
programs specific to the industries targeted by the Board as high growth and high demand with Region
2’s labor market.
Employment Verification
The confirmation from a participant, an employer, or through a State record cross-match that the
participant is employed during or within a particular period of time, as defined by a grant, program or
performance measure. Employment verification requires the collection of the following data in I-Trac:
o
o
o
o

Employment Start Date
Employer Name
Industry
Position

This data may be collected through any of the following means:
o Staff attestation through the Training Graduate Placement process; Research 13; Skill Team
contact)
o Customer attestation through the completion of the Job Card or Job Verification link on the
WorkSource Portland Metro website
The employment must also be confirmed as required by the program or performance measure using ITrac’s Employment Confirmation control. State UI wage match confirmations will be used to verify
employment without the detailed data described above.
Additional guidance can be found in the WSPM Employment Tracking procedures.
Engaged Customer
An enrolled WSPM participant who completed one or more qualifying services.

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

LWIB Policy 
Regional Program Standards 
Date: July 1, 2012
Page 3 of 14

Topic: Service Definitions

ESL (English as a Second Language) Instruction
Structured, formal written basic skills curriculum designed to systematically improve an individual's
understanding of and use of the English language Instruction is provided by an individual with
specialized education or training in the delivery of ESL services. See also, Workshops – Workplace
English as a Second Language (ESL) for additional service option.


ESL Classes
ESL registration tuition and/or fees paid by WIA or partner funds. The instruction should be
identified in an individual’s service plan and lead to vocational training. This is appropriate for
individuals who have low levels of English proficiency and are not suitable for the Workplace
English Workshop.



ESL Referral
Participant referred to local ESL programs as a result of discussion with WSPM skill team staff. No
requirement of service plan and payment responsibility for classes is assumed by participant.

G

ED (General Equivalency Degree) Instruction
Structured, formal written basic skills curriculum designed to systematically address basic skills
deficiencies and/or lead to passage of GED tests and award of a GED Certificate and if paid by
WSI, must be part of a Training Plan. Classes may be self-paced with individualized instruction. The
length of instruction depends upon student needs. Instruction is provided by an individual who has
specialized education or training and is certified to deliver the GED basic skills curriculum.
Individualized electronic instruction though computer-based systems may be a delivery system but it
must include regular access to, and assistance from, instructors. Student progress is monitored and
testing is done to measure student progress.


GED Classes
GED registration tuition and/or fees paid by WIA or partner funds. Instruction should be
identified in an individual’s service plan and lead to vocational training.



GED Referral
Participant referred to local GED programs as a result of discussion with WSPM skill team staff.
No requirement of service plan and payment responsibility for classes is assumed by participant.

I

ndividual Service Plan (ISP)
See 1:1 Individual Training Plan Development

Individual Training Account (ITA)
A financial obligation by the WorkSource program to support with WIA funds classroom-based training
or instruction in a program that is on the Eligible Training Provider List. ITAs may include the costs of
tuition, fees (school, lab, etc.), and books required for the training program. Refer to current Regional
Program Standards for more information.

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201
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Individualized Job Placement
Staff-developed job opportunities for participants with identified and specific employment barriers.
Placement must result in permanent and unsubsidized employment consistent with the participant’s
vocational objective as defined in their employment plan.
Internship
An activity of short-term training or assessment of a participant’s interest or skill in a particular
position or profession that takes place in the employer’s workplace.


Internship – WorkSource Temp To Hire
An internship that provides a job seeker the opportunity to overcome an employment stigma
(such a history of long-term unemployment or criminal record) by proving herself on the job
during a demonstration period where WorkSource is paying the intern’s wages and serving as the
employer of record. The goal of WorkSource Temp to Hire employment internship is for the
intern to be hired for regular employment at the end of the demonstration period. Therefore,
WorkSource Temp to Hire internships are only offered in connection with a regular, unsubsidized
job opening.



Internship – Work Experience
An internship that provides a job seeker who lacks work experience the opportunity to improve
job readiness, gain exposure to work in the area of her/his interest, and develop some resume
experience. The goal of a Work Experience Internship is to prepare a job seeker for future
employment. Therefore, it should fit into a larger career plan and course of engagement in
WorkSource services.

N

ational Career Readiness Certificate (NCRC)
A nationally-recognized career aptitude certificate that validates an assessment of participant
skills in Mathematics, Reading for Information and Locating Information (interpreting charts,
graphs, maps).


National Career Readiness Certificate Orientation
Provides an overview of the National Career Readiness Certificate testing process and is a
prerequisite for registering for testing in Mathematics, Reading for Information and Locating
Information. Orientation includes registration into upcoming NCRC assessments.



National Career Readiness Certificate Assessment
Individuals take proctored assessments at WSPM Centers; those who earn the NCRC receive a
portable certificate to verify their skills. The certificate is awarded at four skill levels based on the
results of the assessments: Bronze, Silver, Gold and Platinum.
o Applied Mathematics Measures the skill people use when they apply mathematical
reasoning, critical thinking and problem-solving techniques to work-related problems
Worksystems, Inc.
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o Reading for Information Measures the skill people use when they read and use written text
in order to perform job tasks. The written texts include memos, letters, directions, signs,
notices, bulletins, policies and regulations
o Locating Information Measures the skill people use when they work with workplace
graphics, including comparing, summarizing and analyzing information found in charts,
graphs, tables, forms, flowcharts, diagrams, floor plans, maps and instrument gauges.

P

roducts – 1:1 Services
A variety of services available through the WorkSource Center designed to address specific
needs of participants. These products use WSPM curriculum where available and follow Region
2 standards for frequency, prerequisites, and outcome goals. 1:1 products are accessed by participants
who completed a related workshop but did not meet the goal, or by participants who need immediate
assistance and cannot wait for the next available workshop.


1:1 Individual Training Plan Development
The session with staff where a plan for skill attainment required to secure employment is
developed or modified. The plan is a document that identifies:
o Employment goals and objectives and the combination of services that can assist the
participant in reaching them.
o Planned training opportunities, education and/or skill development, including identification
of the responsible parties.
o Support services and other planned activities or resources needed to accomplish the
employment goals, including identification of the responsible parties.
Individual Training Plans are required to be reviewed with the participant and updated on a
regular basis to reflect changes in goals, barriers or service needs.



1:1 Job Coaching
Individualized guidance about general job search and acquisition techniques that prepare a
participant to be successful in securing employment. Examples include assistance with resume
development, professional resume review, and interview preparation.



1:1 Resource Assistance
The staff engagement with a participant to define, review and justify, recommend and approve a
support service payment.



1:1 Service Planning
A staff session that provides guidance on any one or combination of the following activities:
facilitated career learning and assessment of career or training plan development needs.

Worksystems, Inc.

1618 SW First Avenue, Suite 450
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1:1 WIA Documentation
The session with staff where the participant’s WIA eligibility is documented through the
collection, review and photocopying of required documents that support certain eligibility
elements. Note: This is an automated service when the WIA Documentation process has been
completed.

Prosperity Planner
An on-line budget and career planning tool that helps users create a realistic basic budget, identify
potential work supports, and create “test budgets” to help determine whether the career or job they
are considering will pay enough to support them. The Prosperity Planner also calculates the wage the
individual must earn to be self-sufficient. In combination with guided instruction, the Prosperity
Planner can demonstrate the value of continuing education and entering a career with potential for
growth. The Prosperity Planner is found at www.worksourceportlandmetro.org.


Prosperity Planner Enrollment and Exit Budgets
Individuals receiving financial assistance for training or support services through WorkSource
Centers are required to complete and save Enrollment and Exit budgets using their current,
actual income and expense information. Staff must designate a saved budget as an official
Enrollment budget or Exit budget by accessing the budget through I-Trac. Participants may
complete an Exit budget by following the “Did you find a job” link at
www.worksourceportlandmetro.org.

Q

ualifying Services
Qualifying services are those that are considered in determining the level of engagement of a
participant in WorkSource services. See Definitions Addendum to determine which specific
services are considered ‘Qualifying.‘

R

apid Response
On-site contact with employer and employee representatives within a short period of time
(preferably 48 hours or less) after becoming aware of a current or projected permanent closure
or substantial layoff. These services may include:
o Providing information on and facilitating access to available public programs and services to
affected employees;
o Promoting and providing assistance to establish labor-management/worker adjustment
committees that facilitate regular communication throughout the layoff/closure and that
clarify the needs of employees for pre or post layoff assistance;
o Providing emergency assistance adapted to the particular closure or layoff.
Refer to Regional Program Standards, Lay-off Assistance Projects.

Worksystems, Inc.
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Registration
The process implemented through the WorkSource Oregon Management Information System (WOMIS)
registration program for collecting required data and eligibility information for Wagner-Peyser and WIA
Title IB Adult and Dislocated Worker Program participants.

S

upport Services
Financial support that assists participants in overcoming barriers to success in the achievement of
their education, training and/or employment goals. Available support services and the rules
governing their provision are defined by Region 2 policy. To the greatest extent possible programs
should address support service needs through the leverage of resources and partnerships with other
community programs, resources and service providers.


Referral to Dress for Success
Dress for Success is a community-based organization which provides interviewappropriate clothing at no charge to individuals associated with member agencies. Dress
for Success referral is the first option for participants needing assistance with interview
attire who may be served through the organization.

T

raining
An organized program of study that provides education and vocational skills that lead to
proficiency in performing functions required by certain occupational fields at entry,
intermediate or advanced levels, or leads to credentials required by employers in the occupational
field.


Occupational Skills Training
Delivered in a formal, classroom setting and more than 40 hours in length.



On-the-Job Training (OJT)
Training provided under a contract with an employer. Through the OJT contract and
training plan, occupational training is provided for the participant in exchange for the
reimbursement of up to 50 percent of the wages paid during the training period.
Additional rules and requirements are associated with OJT; reference Region 2 policy, OJT
Development Manual, and WSPM OJT Regional Procedures.



Short Term Vocational Training
Training that is less than 40 hours in length and provides a skill upgrade for a skill used in the
fulfillment of job duties or in preparation for Occupational Skills Training. The skills must be
needed to secure or retain employment in the Targeted Industries, as identified by the Region 2
Workforce Investment Board.

Training Graduate
A Participant who completes an Occupational Skills Training with a ‘complete’ or grade of D or better
(passing).
Worksystems, Inc.
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W
o
o
o
o

elcome Process
A customers’ completion of the following set of universally accessible activities:
Registration through the WorkSource Oregon MIS (WOMIS) (see Registration)
ID verification by WorkSource staff
Completed iMatchSkills record
Debrief for Next Steps

Workshops
Workshops assist participants in developing the job search or basic skills needed to be competitive in
the labor market.


Centrally-Delivered Workshops
Delivered at WorkSource Centers by centralized staff using a common curriculum and on a
frequency that is dependent upon demand.



Orientations
Workshops designed to provide information to participants about specific WSPM
programs and activities that require prerequisite work by participants to access.



Standard Workshops
Workshops delivered in every WorkSource Center using WSPM curriculum (where
available) and following regional standards for frequency, prerequisites, and outcome
goals.
o Career Exploration assists participants in developing career goals by exploring their skills,
aptitudes and experience and matching them to current industry and occupational trends.
o Individualized Job Placement Orientation reviews the application process for receiving
targeted job placement assistance.
o Internship Orientation provides information in two sessions on steps participants need to
take to have a successful Internship, including being matched to a worksite that will meet
their goals and interests, how to problem solve typical issues that may impact Internship
success, and completing necessary documentation.
o Interview Workshop teaches job seekers to make a professional impression during an
interview by discussing types of interviews and strategies for successfully communicating
skills and experiences.
o Job Club provides job seekers with tips and tools to improve job search techniques, and
creates an opportunity to network with other job seekers and share job leads.
Worksystems, Inc.
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o Job Readiness Course is designed to give participants hands on tools that will increase their
chances of getting hired. At the end of the 5 day course participants will have a completed
resume, formal critique and practice on interviewing with staff and employers, tips on job
search strategies, tips on keeping a job, nationally recognized Career Readiness
Certification, and special access to a Job Readiness Alumni Job Club.
o Job Search Workshop teaches strategies which can be used to increase job search
effectiveness. The workshop includes a variety of strategies for conducting an on-line job
search, including a review of iMatchSkills, and the role of resumes, cover letters, and
interviews in a successful job search.
o On-the-Job Training Orientation provides information about the OJT program and how
OJTs can be used to self-market to potential employers. By attending this workshop
participants will also be identified as interested in this resource and placed in an OJT
recruitment pool. This pool will be prioritized when matching OJT opportunities to
participants.
o Open Skills Lab is supported lab time for participants to work independently on materials
from Workplace Computer or Workplace English workshops or on self-paced lessons.
o Resume Workshop teaches strategies and resume formats for presenting accomplishments
in the most compelling way.
o Training Information: Resources to Plan and Pay for Training provides information about
funding resources, including scholarships available through WorkSource.
o WSPM Scholarship Application Orientation provides information about the occupational
training support available through WorkSource Portland Metro and the process for applying
for training tuition support.
o Workplace Computers – Computer Basics provides introductory instruction on using the
computer, the Internet, MS Windows and email.
o Workplace Computers – MS Office provides an introductory instruction in Word,
PowerPoint and Excel with additional self paced lessons for Access and
intermediate/advanced levels of each program.
o Workplace ESL provides English language instruction using job search and workplace topics
within the WSPM Centers. A CASAS listening pre-test is used to determine job seeker
suitability.

Worksystems, Inc.
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Supplemental Workshops
Designed and facilitated by each WorkSource Center to meet the specific needs of their
participant base. Ad hoc workshops do not have established frequency, prerequisites or
goals, but a Center may only offer them after the minimum criteria are met for Standard
Workshops. Service Categorization designation is determined during Supplemental
Product Approval process.

Service Categorization Definitions
The types of services received by ps through the WorkSource system determine levels of enrollment,
performance reporting and documentation requirements. Definitions for services that are tracked and
reported carry a Service Categorization. Service category definitions align with State policy and
Department of Labor (DOL) reporting requirements. The Addendum to these Regional Program
Standards provides additional detail.


Self-Service/Informational
Services or activities available to all customers with little or no staff involvement; may be
delivered through self-service or staff-facilitated methods or processes. Participants are
in WIA participant counts that align with Wagner-Peyser participant counts and are not
WIA enrolled or in WIA performance reporting because they have not received a WIA Staff
Assisted service.



Staff Assisted
Services or activities in which the staff involvement is specific or personalized; available to
participants that complete Welcome. At the point of service receipt the participant is
enrolled in WIA and report in WIA performance. There is no requirement for
documenting eligibility.



Intensive
Services or activities that are designed to determine appropriate/additional training or
skill development needs, provide a short-term prevocational or education or require that
a payment is made on behalf of the participant. Requires at least one Staff Assisted
service and eligibility documentation.



Training
Services where the participant receives WIA-, partner- or discretionary grant- funded
occupational skills training from an eligible training provider or employer. Available to
participants who have qualified for and received an Intensive service.
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Reference







Definitions Addendum
I-Trac Data Entry Manual
Regional Program Standards – Support Services
Regional Program Standards – Training-Occupational Skills
Regional Program Standards – Performance Measures – WorkSource Portland Metro System
Regional Program Standards – WSPM Products
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Definitions Addendum – Service Category & I-Trac Data Entry Guide
Category/
Qualifying

Product/Service

Extends
Participation

I-Trac Tab/
Control

Documentation
Required

Adult Basic Education (ABE)
ABE Payment

Intensive/
Yes

Yes

ABE Referral

Staff Assisted/
No

Yes

Basic Skills

Staff Assisted/
No

Yes

Initial Skills Review

Core/
No

Yes

Intensive/
Yes

Yes

ESL Payment

Intensive/
Yes

Yes

ESL Referral

Staff Assisted/
No

Yes

GED Payment

Intensive/
Yes

Yes

GED Referral

Staff Assisted/
No

Yes

Services/
Intensive
Payments
Services/
Staff Assisted

Yes
No

Assessment

Career Exposure Classes

Assessments/
Basic Skills Tests
Assessments/
Initial Skills
Review
Services/
Intensive

No
No
Yes

English as a Second Language (ESL)
Instruction
Services/
Intensive
Payments
Services/
Staff Assisted

Yes
No

GED (General Equivalency Degree)
Instruction
Services/
Intensive
Payments
Services/
Staff Assisted

Yes
No

Internship
Work Experience
WorkSource Temp-to-Hire

Worksystems, Inc.

Intensive/
No
Intensive/
No

1618 SW First Avenue, Suite 450

Yes
Yes

Services/
Internship/ OJT
Services/
Internship/ OJT

Portland, OR 97201

503.478.7300
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Yes
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Definitions Addendum – Service Category & I-Trac Data Entry Guide
Category/
Qualifying

Product/Service

Extends
Participation

I-Trac Tab/
Control

Documentation
Required

Training
Classroom Occupational Training

Training/
No

Yes

On-the-Job Training (OJT)

Training/
No

Yes

Short Term Vocational Training

Intensive/
No

Yes

Products – 1:1 Services
1:1 Individual Training Plan
Development

Staff Assisted/
No
Staff Assisted/
No
Staff Assisted/
No
Staff Assisted/
No

1:1 Job Coaching
1:1 Resource Assistance
1:1 Service Planning

Intensive/
No

1:1 WIA Documentation

Intensive/
No
Staff Assisted/
No

Support Services
Referral to Dress for Success

Yes
Yes
Yes
Yes
Yes
No
Yes

Services/
Training
Payments
Services/
Training
Payments
Services/
Training
Payments
Services/
Staff Assisted
Services/
Staff Assisted
Services/
Staff Assisted
Staff

Yes

Yes

Yes

No
No
No
No

Services/
Intensive
(automated)
Payments/
Direct Payments
Services/
Staff Assisted

Yes
Yes
No

Workshops – Standard
Career Exploration
Individualized Job Placement
Orientation
Interview Workshop
Job Club
Job Search Workshop
Worksystems, Inc.

Staff Assisted/
Yes
Staff Assisted/
No
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
Yes

1618 SW First Avenue, Suite 450

Yes
Yes
Yes
Yes
Yes

Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops

Portland, OR 97201

503.478.7300
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No
No
No
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Definitions Addendum – Service Category & I-Trac Data Entry Guide
Category/
Qualifying

Product/Service
NCRC — Orientation/
Registration/Tests
Open Skills Lab
Resume Workshop
WSPM Scholarship Application
Orientation
Workplace Computers —
Computer Basics
Workplace Computers — MS
Office
Workplace ESL
Workshops – Supplemental

Worksystems, Inc.

Extends
Participation

Staff Assisted/
No
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
No
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
Varies

1618 SW First Avenue, Suite 450

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

I-Trac Tab/
Control

Documentation
Required

Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops

Portland, OR 97201

503.478.7300

No
No
No
No
No
No
No
No

WorkSource Portland Metro Customer Flow Chart
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Regional Overview
As the One Stop Operator for Region 2, Worksystems, Inc. (WSI) is responsible for development and
maintenance of a seamless menu of quality products available to all customers of WorkSource Portland
Metro. The product line encourages life-long learning, is universally accessible, and includes services
for customers at all skill, educational and employment levels.

Regional Program Requirements


Regional Product Standards: All products offered in WorkSource Portland Metro Centers are
identified in the WSPM Product Catalogue. Those providing Regional products will be
monitored against the following regional standards. Product delivery must:








Use curricula and collateral material issued by WSI
Incorporate the evaluation and continuous improvement processes established by WSI
Be delivered and overseen by the assigned WSPM Team
Be calendared through worksourceportlandmetro.org
Be tracked using I-Trac, IMS, or other method as identified by WSI

Supplemental Product Standards: Supplemental products are identified in the WSPM Product
Catalogue and are designed to meet the specific needs of a population served by a Center. A
Center can use WSI-contracted funds to provide Supplemental products as long as the Center is
meeting regional products standards and not supplanting/duplicating regional products.
Centers may provide supplemental products once it is listed on WorkSourcePortlandMetro.org.
To facilitate supplemental products being listed, submit a Supplemental Product Worksheet to
WSI. Supplemental products must:





Use WSPM templates issued by WSI
Incorporate the evaluation and continuous improvement processes established by WSI
Be calendared through worksourceportlandmetro.org
Be tracked using I-Trac, IMS, or other method as identified by WSI

Reference
Product Worksheets and Procedures
WSPM Product Style Guide & WSPM Product Catalogue
Material Inventory Procedures
Google Docs-WSPM Products
Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201
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Product -Title
Available at All Centers
Career Exploration Workshop

Product Description
Develop a career goal by exploring your skills, aptitudes and experience and
matching them to current industry and occupational trends. This class is
taught in two formats -- a single four-hour class or a series of two, two-hour
classes. Please note: In order to sign up for this workshop you must first
save a budget in the Prosperity Planner.

Career Link Courses

6-8 week course designed to provide career exploration and skill building
opportunities to gain employment in a targeted career environment.

Internship-Work Experience ( Orientation)

An Internship that provides a job seeker who lacks work experience the
opportunity to improve job readiness, gain exposure to work in the area of
his/her interest, and develop some resume experience. The goal is to
prepare a job seeker for future employment.

Internship-WorkSource Temp to Hire (Orientation)

Interview Workshop

An internship that provides a job seeker the opportunity to overcome an
employment stigma (such as a history of long term unemployment or
criminal record) by proving him/herself on the job during a demonstration
period where WorkSource is paying the intern’s wages and serving as the
employer of record. The goal of WorkSource Temp to Hire employment
internship is for the intern to be hired for regular employment at the end of
the demonstration period. Therefore, WorkSource Temp to Hire
internships are only offered in connection with a regular, unsubsidized job
opening.
Making a professional impression during an interview is essential to getting
hired. This 2- 1/2 hour workshop reviews interview basics and teaches you
how to capably handle questions.

active

X

Aligned Partner
Customers Only

Aligned Partner
Customers Only

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Job Club

Job Search Workshop

Job Readiness Course

Open Skills Lab

Resume Workshop

This energizing workshop provides you tips and tools to improve job search
techniques. Plus, it gives you an opportunity to network with other job
seekers and share job leads.

x

Learn strategies to increase your job search effectiveness. This workshop
includes pointers on how you can use iMatchSkills® and other sources as
part of your efforts.

x

Are you ready to get a job now? Fast track yourself into Job Readiness! The
Job Readiness Certification Course is designed to give you hands on tools
that will increase your chances of getting hired. At the end of the 5 day
course you will have a completed resume, formal critique and practice on
interviewing with staff and employers, tips on job search strategies, tips on
keeping a job, nationally recognized Career Readiness Certification, and
special access to a Job Readiness Alumni Job Club.
Supported lab time to work independently on materials from Workplace
Computer, Workplace Math or Workplace English workshops. Self paced
lessons available without workshop attendance. Other learning activities
available including keyboarding, GED prep, WIN lessons and career
research.

x

x

Knowing about strategies and formats for resumes will help you make
decisions about how to present your accomplishments in the most
compelling way.

x

Workplace Computer - Basic

This course provides introductory instruction on using the computer, the
Internet, MS Windows and email.

x

Workplace Computer - MS Office

This course provides introductory instruction in Word, PowerPoint and
Excel with additional self paced lessons for Access and
intermediate/advanced levels of each program.

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Workplace ESL (English as a Second Language)

This six week, six hour per week multi-level workshop provides English
language instruction using job search and workplace topics. Includes basic
computer skills and language software instruction.

NCRC Orientation/Registration

Learn about the National Career Readiness Certificate (NCRC) assessment.
A growing number of employers are using NCRC assessments to quickly
identify qualified job candidates. The NCRC gives you a tangible way to
document your work skills and stand out to an employer. Find out how to
study for the assessment, how to sign-up and take the assessment and how
to it use the certification to help your job search. The NCRC Orientation
Workshop must be attended before you can take the NCRC assessment.

x
(not available at
Tualatin)

x

National Career Readiness Certificate AssessmentApplied Math

This assessment documents your skills level in how you apply mathematical
reasoning, critical thinking and problem-solving techniques to work related
problems.

National Career Readiness Certificate Assessment Reading for Information

This assessment documents your skill level in how you read and use written
text in order to do your job. Written texts include letters, directions, signs,
notices, policies and regulations.

x

National Career Readiness Certificate Assessment Locating Information

This assessment documents your skill level in how well you use graphics
such as charts, graphs, and tables to find information you need for your job.

x

Training Information: Resources to Plan and Pay for
Training

Do you know you need training but aren’t sure how to pay for it? Attend
this workshop to learn about funding resources, including scholarships
available through WorkSource.

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

On-the-Job Training Orientation

WSPM Scholarship Application

Available at WSPM Tualatin
Social Networking for Job Search

Available at WSPM Beaverton-Hillsboro
High Tech Networking Group

Informational Interviewing - Tape

On-the-Job Training (OJT) is a resource available to you as a WorkSource
customer. In this workshop you will learn about the program and how you
can use OJT to market yourself to potential employers. By attending this
workshop you will also be identified as interested in this resource and
placed in an OJT recruitment pool. This pool will be prioritized when
matching OJT opportunities to customers.

x

Learn about the occupational training funding available through
WorkSource Portland Metro. This workshop introduces you to the types of
occupational training available and the process for applying for training
tuition support. Please note: You must live or work in Multnomah or
Washington county in order to be eligible for this support.

x

Learn how to use Social Networking tools to support your job search, build
an online professional network, conduct company specific research and
access exclusive job opportunities.

x

Weekly meetings to support individuals from high tech companies in the
process of finding employment. Job search skills and job leads are shared
weekly.
Informational interviewing is a way
to increase your job opportunities using your network. Learn how to
incorporate informational interviewing into your job search.

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Job Seeker Support & Networking

Discover Your Road to Success

Resumes for Job Seekers with a Criminal Background

Individualized Job Placement Orientation -Court
Referred

Individualized Job Placement Orientation
Available at WSPM Central
Resume Review

Network with local professionals who present each week on a different
topic related to job search and professional development. Fine-tune your
resume and interviewing skills with the support of group members and
guests.
Tired of hearing “no” from employers due to your criminal background? In
this on-going workshop you will learn how to discuss your background with
employers and address other skills needed to obtain employment in a
changing and challenging job market.
A one part resume workshop for job seekers with a criminal background,
including an overview of how to write a resume, overview of a cover letter
and hands-on experience on the computer.
The Customized Placement Orientation is for ONLY for court referred job
seekers accessing targeted job placement assistance through the WSPM
Partner Referral.

The Customized Placement Orientation reviews the application process for
receiving targeted job placement assistance and is open ONLY for
individuals with criminal backgrounds.
Third level of our Resume Writing Series. Get feedback on your completed
resume! Please note: In order to attend this workshop you must first attend
either Resume Workshop or the Art of Resumes Workshop.

x (partner site)

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

The Art of Resumes

This is the second level of our Resume Writing Series. Learn from a
Professional about what employers are looking for in a quality resumes. This
workshop is conducted by Pathfinder Writing and Career Services. Please
note: In order to sign up for this workshop you must first attend the
Resume Workshop.

WorkSource Registration

This workshop is designed for people who need more staff assistance
enrolling in WorkSource services.

Social Networking

Do you use the power of online Social Networking? Employers do!!
• Come see how to securely take your existing skills and experience, and
build your online professional profile that never sleeps using tools such as
Twitter, Linked In, and Facebook.
• Together we’ll be learning about the growing strength of online socialmedia tools and how to use them to network yourself professionally, and
apply for all the jobs that are trying to find you.
• Join us in our newest workshop, Social Media for Hire, to add the online
power you need to move you forward in connecting with employers today!

Job Readiness Course

Available at WSPM East
Computer Skills Workshop – ELL

Are you ready to get a job now? Fast track yourself into Job Readiness! The
Job Readiness Certification Course is designed to give you hands on tools
that will increase your chances of getting hired. At the end of the 5 day
course you will have a completed resume, formal critique and practice on
interviewing with staff and employers, tips on job search strategies, tips on
keeping a job, nationally recognized Career Readiness Certification, and
special access to a Job Readiness Alumni Job Club.

Computer skills workshop designed for English Language Learners.

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Computer Skills Workshop - Spanish/ Computación e
Internet en Español
Computer Skills Workshop for Russian Speakers
Interview workshop - Spanish / Entrevista de trabajos
en Español
Job Club for Russian Speakers
Job Search Essentials

Aprenda como usar la computadora, correo electronico y como navegar en
el internet.

x
Aprenda el tipo de entrevistas de trabajo que existen.Preguntas que le
pueden hacer y sugerencias de como contestarlas

x
x

Advanced Job Search Workshop to learn how to market your skills,
understand the hidden job market & networking. Learn about Proactive and
Reactive job search.

Job Search for Mature Workers

Support and job search networking for individuals over 50 years of age

Know Your Market

Learn how to use OLMIS to gather information regarding occupations,
industries and the general labor market conditions that can impact career
planning.

Learning Lab – ELL

x

Scheduled time in the Learning Lab for English Language Learners to work
on specific learning objectives including WIN lessons, basic keyboarding,
mouse, online learning for computers, and math skills. Lab time also
available for English Language Learners.

Microsoft Word in Spanish

Word in Spanish: Beginning Word, learn to create and format a document.
Offered in Spanish.

Social Networking

Social networking technology, like Twitter, Linked In, and Facebook, can be
the key to finding your next opportunity! This exciting workshop will teach
you how to use Social Networking tools to support your job search and
build a professional network.

x

x
x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Keep It Fresh

Workplace Math

Improve Your Locating Information Skills Workshop

Rosetta Stone Workshop for ELL

Surviving Job Loss
Available at WSPM SE
Discover Your Road to Success

Feeling like you have tried everything? Keep your job search fresh! This
dynamic workshop was designed based on topics requested by our WSPM
customers! This workshop will focus on a different topic each month.

Focused on math used on the job in a variety of industries, this workshop
provides basic math instruction, GED math preparation and higher level
occupational math. This workshop prepares you to be more successful on
the NCRC math assessment.
Many jobs require locating information skills and the NCRC assessment for
locating information can be challenging. This workshop prepares you to be
more successful on the NCRC and shows you how to locate information in
various work related materials.
Use the popular language software, Rosetta Stone, to improve your English
language skills. Designed for English language learners from beginning to
advanced levels.
Resources, tools and motivation for transitioning through job loss.

Tired of hearing “no” from employers due to your criminal background? In
this on-going workshop you will learn how to discuss your background with
employers and address other skills needed to obtain employment in a
changing and challenging job market.

x

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Individualized Job Placement Orientation
The Customized Placement Orientation reviews the application process for
receiving targeted job placement assistance and is open ONLY for
individuals with criminal backgrounds.

x (starting 6/1/12)

A one part resume workshop for job seekers with a criminal background,
including an overview of how to write a resume, overview of a cover letter
and hands-on experience on the computer.

x (starting 6/1/12)

Resumes for Job Seekers with a Criminal Background

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.
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Occupational Skills Training Decision-Making Procedure
OVERVIEW

Each year WorkSource Portland Metro (WSPM) offers a limited number of training grants to
customers. The process is very competitive. There will likely be many more grant applications
than can be awarded with available resources. It is even more competitive during periods of
reduced funding. The budget for these awards, the target industries, and the local demand
for specific occupations and a number of other factors vary from year-to-year creating a
dynamic set of interrelated considerations that affect decision making.
The following procedures establishes a consistent method for the consideration and
disposition ITA applications while enabling Center teams to consider the full scope of relevant
factors important to ITA-decision making.
Objective:

Target
Audiences:

Judiciously and fairly make WorkSource training investments in terms of:
 Matching training applicants to local employment demand
 Significance of improvement that training would have in a customer’s
employability
 Significance of improvement in a customer’s situation
While specifically for WSPM employees involved in ITA decision-making, this
procedures guide provides an overview of ITA Training products and is
recommended for WorkSource staff and partners who recommend training to
WorkSource customers.
ITA Training Target Customers can be divided into two groups:
□ Aligned Partners
□ General Service Customers considering occupational training

Prerequisites:

Career Specialists have met with OST applicant, reviewed submitted completed
application and established that the customer is candidate for ITA consideration.
Career Specialist should be knowledgeable about the availability of local
employment opportunities in training-related occupations so they can speak to
the prospects of finding a job after training. The Career Specialist can stay-up-to
date on developments that affect occupational demand, increase or up-date
their knowledge by periodic contact with Region 2’s industry employment
experts or RBS liaisons to, and keeping apprised of grant trends in ITA awards,
particularly in those OST training programs that are most popular with
applicants.

SET-UP & LOGISTICS
Materials:

□ Training Review Form (Appendix A)
□ Training Review Career Specialist Worksheet (Appendix B)
□ Training Review Log (Appendix C)
The Center’s OST Training Review Teams will meet at least twice a month to
~1~

Set-Up:

consider qualifying OST applications from Aligned Partner customers, pending
receipt of such applications, and at least once a month for all applicants.
Center’s OST Training Review Team should include:

Training
Review Team
Composition

o The Center’s WSPM manager
o At least two Career Specialists
Optional: a member of the Regional Business Services team or Employment
team. This is recommended if there is a significant number of applicants in a
given industry during any review cycle.

OST APPLICATION REVIEW PROCESS
Assess
Customer
Readiness

Career Specialists assess each customer’s application to determine if the
application is ready for consideration by the Center’s Review Team.
 The Career Specialist completes the Customer Readiness section of the
Training Review Form.
If the applicant qualifies for ITA consideration, the Career Specialist:
 Completes the Customer Readiness and I-Trac Information sections of the
Training Review Form and attaches it to the candidate’s application.
Correctly identifying program eligibility in the I-Trac section of the form
is eligible form is critical.


Uses the Career Specialist Training Review Worksheet to note
circumstances and competencies that should be pointed out during the
Center’s Training Review Team ITA-decision making meeting.



Career Specialist reviews customer provided industry and occupational
background. If the Career Specialist is unfamiliar with the occupation or
suspects recent local developments affect employer demand for that
occupation, the specialist should contact RBS or OED industry liaison to
learn more about short-term demand and or special issues affecting short
term for training-related occupation.

If the applicant is not qualified for OST consideration, the Career Specialist
discusses the reasons for this determination with the customer.
The client may address “readiness” issues and resubmit an OST application.
 Career Specialists should work with clients not pursing OST funding to
help them identify appropriate next steps.

~2~

Team
Assessment

The applicant’s Team Review Assessment is used to rank applicants from
highest to lowest scores to determine who will receive available funds and
the amount they will receive up to the Region 2 limit.

Aligned Partner
Customer
Applications
Assessed First
Each Cycle

Completed application packets of customers of Aligned Partners must be
grouped and considered for grant awards separately from other qualifying
applicants.
The OST Review Team processes all applicants associated with an Aligned
Partner and eligible to receive set-aside funds prior to considering application
for general service funds. If during any specific review cycle there are
insufficient funds to grant all applications from customers affiliated with
Aligned Programs, the Aligned Program customer’s applications should then
be considered for general services funds.
The OST Training Review Team uses the criteria listed on the Training Review
Worksheet to consider each OST Applicant.

Each Team
Member Has a
Equal Vote

ITA-Decision
Process



Using the listed criteria, the team can discuss the qualifications of each
applicant.



During the discussion, the Career Specialist representing the customer
provides context from notes made on the Career Specialist Training
Review Worksheet to help the team fairly assess the customer.



After the discussing the candidate’s application, and before moving on to
the next application, each review team member independently assigns
the candidate a score of 1 through 10 depending on their perspective of
the candidate’s qualifications.



The scores of the team members are averaged to get the Team Review
Assessment Score.



The Team Review Assessment score is circled on the Team Review
Assessment section of the Training Review Form.



The question “Is this a request for funds to support a current ITA
customer’s continued training is answered?” is answered.



The Review Team can then move on to discuss the next application.



After completing the Training Review Assessment section of the Training
Review Form for all applicants, the OST Training Review Team fills in the
rating numbers in the Summary of Considerations portions of the Training
Review Form.

In the event that several applications receive the same Team Review
Assessment Score and are competing for available funds during a Review
Team meeting, the Priority of Service indicator must be used to determine
who will qualify for ITA funds.

~3~

Example

Team
Review Assessment
Summary
of Considerations
Priority of Service Indicator
Applicant Score

__8____ (Sum of number ratings in Team Review Assessment)
+ ___6__ (From page 1)
= _________ Use this indicator in your decision making in

the event that several qualified applicants receive the same Team Review Assessment score and funds are insufficient to
grant all qualified applicant requests.

The Center's Training Review team completes the Recommendation section
of the Training Review Form.
Process
Documentation

The completed Training Review Forms, the Training Review Career
Specialist Worksheet and the Training Requisition Log must be kept at the
Center and available for monitoring. Standard WIA storage policy applies.

Customer
Follow-Up

The Center Manager informs Career Specialists who submitted applications
on behalf of customers of the outcomes.
The Career Specialists inform their customers of disposition of their
application. Applications that are denied are returned to the customer.
Applications that are accepted are filed with customer file.
If customer whose application has been denied would like to be
reconsidered, the Customer Specialist should suggest ways the customer
might improve his or her application packet and lets the customer know an
appropriate time for resubmitting an application.
Customers should not be encouraged to resubmit applications unless
circumstances change warranting reconsideration.

Talking points
for Career
Specialists
denying
funding:

“Because of funding, we can only award a limited number of Occupational
Skill Training grants. Your application did not qualify for funding at this
time.”
“Consider reapplying if your circumstances change.” Explain what some of
those changes might before that customer.

~4~

APPENDIX A
TRAINING REVIEW CAREER SPECIALIST WORKSHEET
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APPENDIX B
TRAINING REVIEW FORM

~6~

~7~

APPENDIX C
TRAINING REVIEW LOG

~8~

3Procedures for WSPM

WSPM

Scholarship Application Workshop
Procedures

Page | 0

ScholarAppWS _09_01_11
CN

Scholarship Application Workshop Procedures
OVERVIEW
Product Goal:

Provide target customers an overview of the application process and
requirements to be eligible for WorkSource Portland Metro funding of
occupational skills training.

Learning
Objectives:

By the end of this workshop attendees will be able to:
 Complete the WSPM Occupational Application
 Explain how information from the Prosperity Planner can be use to
plan for training expenses
 Identify their next steps in seeking training and/or career
exploration.

Target Audience:

Customers interested in short-term occupational skills training in
occupations relevant to green building, bioscience, metals
manufacturing, renewable energy and clean technology, healthcare,
software, distribution and logistics, and have found relevant training
programs on the Region II ETPL list.

Course Overview:

This 90-minute class explains how customers can apply for WorkSource
funds to pay for or off set the cost of occupational training. It reviews
the program requirements and limitations, provides the application
form and introduces tools that customers should use to apply for an
individual training account.

Max. Class Size:

25 is recommended to comfortably accommodate questions from
participants. However, because it’s primarily a lecture class, class size
is flexible.

Prerequisites:






Course Materials:

Completion of Welcome process
Completion of the Training Information Workshop, participates in
an Aligned Partner program, or has been identified as a potential
ITA candidate by WSPM Staff
Registration in the iMatchSkills™
Initial review of the ETPL list

Required Materials

□
□
□
□
□
□
□

Workshop Presentation
WSPM Occupational Training Application
WSPM Informational Interview Worksheet
WSPM Training Provider Research Worksheet
Scholarship Application Workshop Self Assessment
My Next Steps Half Sheet
Workshop Evaluation

1|Page

Optional Handouts:

□
□
□

Prosperity Planner Budget Worksheet

□
□
□
□
□

LCD Projector

Prosperity Planner Step-by-Step
OLMIS User Guide

ROOM LOGISTICS
Equipment:

Set-Up:

Screen/Projecting Surface
Computer
Flip Chart/Whiteboard
Markers

Connection to Internet.
Arrange table, desk or counter so optional handouts are easily
accessible to participants

COMMON ACCOMMODATIONS
When a customer with a disability requests an accommodation prior to a workshop,

arrangements should be made in advance of class.
When a customer discloses a disability the day of, or right before a class, accommodate the
disability as much as possible. For example, assure those with hearing and vision disabilities
are seated close to the presenter. Make sure that hard of hearing participants have an
unobstructed view of the screen and, if possible, provide an enlarged version of the
Occupational Skills Training Application form to customers with impaired sight.

COURSE SEQUENCE & TIMING
Welcome
Allow 5 minutes




Greet each customer and check for appropriate ID
Have each customer sign-in and pick-up a:

□
□

Training application
Copy of slide deck

Presentation
Allow 60 minutes

Review WSPM Scholarship Application Workshop slide deck and
handouts with customers. Answer question they may have. Script and
key points are in the notes area of the deck.

Next Steps
Allow 25 minutes

The size of the class and individualized questions regarding training
require one-on-one facilitation for next steps.
2|Page
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SCHEDULING NEXT STEPS
Review Self
Assessments

If customer is interested in applying for ITA funding and is able to
complete the Occupational Skills Training Application without
assistance:
 Request that he or she complete the application and schedule a
one-on-one WorkSource Advising meeting.
If customer is interested in applying for ITA funding, but needs
assistance. Determine need and sign customer up for a service to
address the need(s) such as:

□ Prosperity Planner One-on-One
□ Career Exploration Workshop
□ WorkSource Advising
□ Resource Room Research
□ Career Mapping

4|Page

Required Materials

WSPM Occupational
Training Application

WSPM Informational
Interview Worksheet

Training Provider
Research Worksheet

Self-Assessment
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Required Materials

Next Steps Half Sheet

Workshop Evaluation
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Optional Handouts

Prosperity Planner
Step-by-Step Guide

Prosperity Planner
Budget Worksheet

OLMIS User Guide
Optional Handout
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WorkSource BeavertonHillsboro
241 SW Edgeway Drive
Beaverton, OR 97006
503-526-2700

September 2012
WorkSource Beaverton-Hillsboro Career Center Hours: Monday – Friday: 8:00am- 4:45pm
Monday
NCRC Assessment: Room 110
September 10th, 17th and 24th Only
 NCRC Orientation: 9:00-9:30; rm 110
 Applied Math: 9:30-11:00; rm 110
 OJT Orientation: 11:00-11:30; rm 109
 Locating Information: 12:30-2:00; rm 110


Reading for Information: 2:00-3:30; rm 110

.

Discover Your Road to Success–Job Club
September 10th, 17th and 24th Only
9:00–10:30; Room 108
Workplace Computer- Basic
Sept. 17th Only
9:00-12:00; Room 219
Workplace Computer- MS Office
September 10th and 24th Only
9:00-12:00; Room 219
Advanced Resume Workshop
September 10th and 24h Only
09:30–12:00; Room 107
High Tech Networking Group
September 10th, 17th and 24th Only
See Topics on Back
9:30–11:00; Room 103
Workplace ESL
September 10th, 17th and 24th Only
12:30–3:30; Room 205
Resumes for Job Seekers w/Criminal
Background
September 10th, 17th and 24th Only
12:30–2:00; Room 221
Open Skills Lab
September 10th, 17th and 24th Only
1:30–4:00; Room 219
WSPM Scholarship Application
September 10th & 24th Only
2:00-3:30 pm; Room 108

HOLIDAY - LABOR DAY
September 3RD
~ Career Center Close~

Tuesday
Veteran’s Job Club
September 4th & 18th Only
8:30-12:00; Room 215
Open Skills Lab
Sept. 4th, 11th and 18th Only
12:30-3:30; Room 110
Hillsboro Chamber – Job Seeker
Support in Networking
Sept 11th, 18th and 25th Only
2:00-4:00
See Location on Back
Job Corps Info Session
3:00-4:00; Room 107
Interview Workshop
September 4th and 18th Only
1:00-3::30; Room 108

Wednesday
NCRC Assessment: Room 109
Sept. 12th, 19th and 26th Only
 NCRC Orientation:
9:00-9:30 rm 110
 Applied Math:
9:30-11:00; rm 110
 OJT Orientation:
11:00-11:30; rm 109
 Locating Information:
12:30-2:00; rm 110
 Reading for Information:
2:00-3:30; rm 110
Job Club
September 12th and 26th Only
1:30–3:00; Room 109
Workplace ESL
12:30–3:30; Room 205
Career Exploration
September 19th Only
12:30-4:30; Room 219

Updated:
08/28/12

Thursday
Open Skills Lab
Sept. 6th, 13th and 20th Only
9:00–12:00; Room 110
Customized Placement Orientation
September 13th and 27th Only
10:00–11:00; Room 108
Workplace ESL
12:30–3:30; Room 205

Friday
High Tech Networking Group
9:30–11:00; Rm. 103
See Topics on Back

Advanced Resume Review
September 7th Only
9:30–11:00; Room 108

Resume Workshop
September 6th and 20th Only
10:00-12:00; Room 107
Training Information: Resources to Plan
and Pay for Training
September 6th and 20th Only
2:00-3:00; Room 103

All workshops are held
weekly unless date listed

Workplace Computer- MS Excel
September 13th Only
9:OO-12:00; Room 219



Workplace Computer- MS Word
September 27th Only
9;-12:00; Room 219
Open Skills Lab
September 13th Only
1:30-4:00; Room 219
Open Skills Lab
September 27th Only
1:30-4:00; Room 219





Completion of the
Welcome Process is
required to attend all
Workshops
Children are not
allowed in workshops
Please be on time to
all workshops. Late
arrivals will need to
reschedule

WorkSource Beaverton-Hillsboro is
an equal opportunity
employer/program. Auxiliary aids
and services, alternate formats and
language services are available to
individuals with disabilities and
limited English proficiency upon
request. All classes free of cost.
Programs are financed in whole or
in part with funds provided through
Worksystems, Inc. from the U.S.
Department of Labor. To place free
relays call in Oregon dial 711.

Standard Workshop Descriptions

Register online at: www.worksourceportlandmetro.org

Skill Development
Career Exploration: Explore career options; integrate tools and

WSPM Scholarship Application: Learn how to complete the

resources to develop a Career Plan.
NCRC: National Career Readiness Certificate, document your skills with a
certificate recognized by employers across the country. All four sessions are
required to be taken on the same date.

application packet to apply for WorkSource funds for occupational training.
Funds are limited, not every application will be approved.
Workplace Computer Basic: Beginning computer instruction, learn to
open files, overview of email use, and Overview of Windows.

Register for all 5 of the following:




Orientation,
Locating Information,
OJT Orientation




Applied Math
Reading for Information,

Workplace Computer MS Office: This course provides introductory
instruction in Word, PowerPoint and Excel.

On-The-Job Training (OJT) Orientation:

Open Skills Lab: Scheduled time in the Learning Lab to work on specific

You will be provided Information **about the range opportunities available through
OJT. Complete a registration form and learn what your next steps are to start using
OJT as a marketing tool in your job search. *You must be registered for the NCRC
assessments or already have the NCRC to attend.*

learning objectives including basic keyboarding, mouse, online learning for
Basic, Intermediate and Advanced computer, math and reading
comprehension, and resume building.

Training Information: Resources to Plan and Pay for Training:

Workplace ESL: Workplace English as Second Language (ESL) Workshops is

Overview of what you should know to consider when pursuing training. A review of
what resources are available at the WorkSource Centers to help you make that
decision. Information on accessing funding through community resources, Federal
Financial Aid and WorkSource Scholarships.
Job Readiness Course: Do you need to get a job now? 5 day course to Fast
track yourself into Job Readiness with this special course designed to give you the
tools that will increase your chances of getting hired. Create resume, practice
interviewing, learn job search tools and become NCRC certified. All graduates will be
placed in our candidate pool for On-the-Job Training opportunities and will be
matched to positions by our industry account reps.

a series of multi level, 7 week sessions, workshops offered 3 days a week. These
workshops provide customers the tools to develop their English skills (listening,
speaking, reading and writing) in order to successfully navigate and facilitate the job
search process, and find employment as quickly as possible.

Workplace Computer-MS Excel: 4 Hour Workshop focused on MS Excel
where you will learn how to create spreadsheet your job search, create formulas and
other types of formatting not covered in MS Office or Basic

Workplace Computer-MS Word: 4 Hour Workshop focused on MS Work
where you will learn how to create a resume using MS W, format text on your cover
letter. Learn how to use the shortcut keys to customize a document. Open Skills Lab
immediately following workshop to practice.

Job Search
Advanced Resume: This workshop is designed for those who already

Interview: Having the proper skills is crucial for landing any job. Knowing how to

have a strong basic resume and wish to increase the effective marketing of
their resumes. Review resume basics plus learn advanced techniques for
targeting and customizing resumes for each job of interest.
Advanced Resume Review: Bring five copies of your resume
customized for a specific job of interest. Participants’ customized resumes
will be reviewed by job-seeking peers using the techniques learned from the
Advanced Resume Workshop. Participants will give and receive feedback on
other resumes in small groups.

present those skills at a job interview is just as important. With strategies for
preparing for job interviews and tips for handling challenging questions, this
workshop will help you make a strong impression.

Individualized Job Placement Program Orientation: Reviews the

Resumes for Individuals with Backgrounds: Resume workshop for job

application process for receiving targeted job placement assistance and is
open only to individuals with criminal backgrounds.

seekers with criminal background, including an overview of how to write a resume,
overview of a cover letter and hands-on experience on the computer.

Job Corps Info Session: Job Corps has been helping young adults,
ages 16-24, train today for tomorrow’s jobs for over 25 years. Come attend
this informational session and find out more about our program.

Resume: Your resume is the first impression you will make on a potential
employer. Learn the basics of putting one together, including choosing the right
format. Get answers to some common questions about resumes.

Job Search Support
Discover Your Road to Success – Job Club:

Tired of hearing “no” from
employers due to your criminal background? In this on-going workshop you will learn how to
discuss your background with employers and address other skills needed to obtain employment
in a changing and challenging job market.

Job Club: Network with other job seekers, discuss different job search
related topic each week, share job leads.
Topics:

9/12 Effective Listening Skills for Interviews
9/26 TBA

High Tech Networking Group: Weekly meetings to support individuals from high tech
companies in the process of finding employment. Job search skills and job leads shared weekly

Topics:
9/7 Bryant Campbell, Mgr. Employment Dept. How do you report job search activities?
Branding
9/10 James Sturgeon – Protingent
Bryant Campbell, Mgr. Employment Dept. How do you report job search activities?
How to conduct Informational Interviews
9/14 Mike Cribbins - Protingent
9/17 Behavioral Interviewing
9/21 Hannah Zimmerman – Aerotek
Behavioral Interviewing
9/24 Sierra Modro – Follow up to “Go Take a LEAP: Four Essential Steps to Career
Transition”
9/28 Two Networking Conversation Starters

Hillsboro Chamber – Job Seeker Support in Networking:

Veteran’s Job Club: Job search and resume assistance focused on re-

Participants will learn how to fine tune their resume to truly reflect their skills and
experience, incorporate key words to get identified by online searchbots, and develop
their interviewing techniques. See website for topics:
http://www.hillchamber.org/jobseekers/default.asp
Meets at: Rose Springs Center, 5215 NE Elam Young Pkwy, Ste A, Hillsboro Topics

entry into the workforce from the military or layoff. Attendees will update
their resume on the computer, obtain job leads / referrals, and peer support.
Information about tax credits and programs available to help veterans
promote themselves. Professional HR

9/11 Becky Washington-PCC Career Services – Topic: Resumes
9/18 Phyllis Harmon-Toastmasters Int’l-Elevator Pitch Workshop Part 1
9/25 Phyllis Harmon-Toastmasters Int’l-Elevator Pitch Workshop Part 2

Topics
9/4 Marsha Trotter – Veterans Barriers to Employment
9/18 Getting Ready for Job Fairs

WorkSource Portland Metro Central September 2012
Please see reverse side for workshop description, location and pre-requisites to register for each session! Phone: 503-280-6046 option 5
Address: 30 N. Webster, Portland To cancel workshop: log onto www.worksourceportlandmetro.org your account and cancel workshop.
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Monday

Closed for Services
Labor Day

Tuesday

4
9:00-11:00 Job Search (CL)
1p-2p- Train for Your Future- Job Corps
Orientation (Rose Room)

Wednesday

5
9:00-12:00 Workplace ESL (DHS/RP)

9:30a-11:30 Mastering Interview
Process (Rose Room)

**Workplace Computer MS Office
**1:30-4:30 Open Skills Lab Express
17
9:00-12:00 Workplace ESL (DHS/RP)
**9-12 Workplace Computer Basic Express
**1:30-4:30 Open Skills Lab Express

11
9:00 – 1 Job Readiness Course

12
9:00-12:00 Workplace ESL (DHS/RP)
9:00 – 1 Job Readiness Course

13
9:00 – 1 Job Readiness Course (CL)
9:00-12:00 Workplace ESL
(DHS/Gandhi)

10:00-11:30 WSPM Scholarship
Application (CL)

9:30a-11:30 Mastering Interview
Process (Rose Room)

19
8:30-12:30- Career Exploration (CL)

20
9:00-12:00 Workplace ESL
(DHS/Gandhi)

1p-2p- Train for Your Future- Job Corps
Orientation (Rose Room)

18
9 – 11a Job Search (CL)
1p-2p- Train for Your Future- Job Corps
Orientation (Rose Room)

9:00-12:00 Workplace ESL (DHS/RP )
2:00-3:00 Training Information (Rose
Room)

24
9:00-11:00 Resume Foundations (Rose
Room)

**Workplace Computer MS Office
**9:00 – 1 Job Readiness Course Express
**1:30-4:30 Open Skills Lab Express

25
2:30 – 4p Job Club (LCR)
1p-2p- Train for Your Future- Job Corps
Orientation (Rose Room)

**9:00 – 1 Job Readiness Course Express

7

Friday

)
st

8:30-9 NCRC Introduction (required for 1 time
test takers)
st
9:00-10:30
1 Assessment Math
10:30-12:00 2nd Assessment Locating Info.
rd
1:00 – 2:30 3 Assessment Reading

2:00-3:00 Training Information (Rose
Room)

** 8:30 – 2:30 NCRC Express
10
9:00-12:00 Workplace ESL (DHS/RP)
9:00-11:00 Resume Foundations (Rose
Room)
9:00 – 1 Job Readiness Course (CL)

Thursday

6
9:00-12:00 Workplace ESL
(DHS/Gandhi)

26

27

10:00-11:30 WSPM Scholarship
Application (Rose Room)

9:30a-11:30 Mastering Interview
Process (Rose Room)

**9:00 – 1 Job Readiness Course Express

**9:00 – 1 Job Readiness Course
Express

14

8:30-9 NCRC Introduction (required for 1st time
test takers)
9:00-10:30
1st Assessment Math
nd
10:30-12:00 2 Assessment Locating Info.
1:00 – 2:30 3rd Assessment Reading * Plan to
Stay for the OJT Info Session following NCRC

2:00-3:00 OJT info Session

21
8:30-9 NCRC Introduction (required for 1st time
test takers)
9:00-10:30
1st Assessment Math
10:30-12:00 2nd Assessment Locating Info.
1:00 – 2:30 3rd Assessment Reading

28
8:30-9 NCRC Introduction (required for 1st time
test takers)
9:00-10:30
1st Assessment Math
10:30-12:00 2nd Assessment Locating Info.
1:00 – 2:30 3rd Assessment Reading * Plan to
Stay for the OJT Info Session following NCRC

2:00-3:00 OJT info Session
**9:00 – 1 Job Readiness Course Express

Worksource Portland Metro Central Workshop Description
Register for workshops at: www.worksourceportlandmetro.org

ARRIVE EARLY DOORS CLOSE 10 MINUTES AFTER START TIME

Resume Writing Series: This series is taught by Private & Public Industry Professionals.
1. Resume Foundations: This is the first level of our Resume Writing Series- Make a great first impression by learning various techniques for developing a resume, cover letter and
application that is an effective marketing tool.
2. Resume Review: Third level of our Resume Writing Series- Get feedback on your completed Resume! (Need to attend Resume Foundations or The Art of Resume Writing
workshop first and bring a resume to the workshop).
Mastering the Interview Process: Gain new strategies to prepare yourself for a job interview. How to handle challenging questions in order to make a strong impression. Learn how to effectively
follow up with an employer after the interview.
Job Readiness Course: Do you need to get a job now? Fast track yourself into Job Readiness with this special course designed to give you the tools that will increase your chances of
getting hired. Create resume, practice interviewing, learn job search tools and become NCRC certified. All graduates will be placed in our candidate pool for On-the Job-Training opportunities
and will be matched to positions by our industry account reps.
Job Search: When you leave this workshop you will have comprehensive information about the hidden job market, what industries are growing in these times, what tools are available online
and in the metro area to assist you on the search and how to position yourself to compete as a job seeker.
Job Club: It’s not always WHAT you know, but WHO you know that gets you the next job lead!! This meeting is designed to support individuals in the process of finding employment by networking with
others. Job search skills and job leads are shared.
WSPM Scholarship Application Workshop: Have you attended the Training Information Session and want to apply for WorkSource Portland Metro funding for training? Do you have a clear
career goal and training path? This workshop will inform you of what you need to do to complete an application with WorkSource.
Career Exploration Workshop: Are you considering career change? Do not know what other jobs you may be able to do? Take a look at your skills, interests and work values. Find the
occupations that are in demand.
Training Information Workshop: Attend this workshop to find out funding resources for training. You’ll also learn more about the training resources available through WorkSource.
Social Networking: Would you like to see how to leverage your strengths and meet the people who want to hire you? Come see how to securely take your existing skills and experience, and
build your online professional profile that never sleeps. Social Networking will give you online power using LinkedIn to move you forward in connecting with employers today.
NCRC: A growing number of employers are using the National Career Readiness Certificate (NCRC) to quickly identify qualified job candidates. The NCRC assessment gives you a tangible
way to document your work skills and stand out to an employer. Find out how to study for the assessment, how to sign-up and take the assessment and how to it use the certification to help
your job search. The NCRC Orientation Workshop must be attended before you can take the NCRC assessment.
Job Corps Information Session: Job Corps has been helping young adults, ages 16-24, train for tomorrow's jobs for over 25 years. Come attend this informational session and find out more about
our program.
Foundational Skills Program:
1. Workplace ESL- Workplace English as a Second Language (ESL) Workshop is a series of multi level, seven week session, with workshops offered 3 days a week. These workshops
provide customers the tools to develop their English skills (listening, speaking, reading and writing) in order to successfully navigate and facilitate the job search process, find
employment as quickly as possible.
2. Workplace Computer Basics- The job seeker will learn Computer Basics, Windows, Internet and email to enhance their job search activities.
3. Workplace MS Office- The job seeker will learn MS Office WORD, Excel, Access, and PowerPoint to increase their workplace skills and will have the opportunity to conclude with an
integration project that will bring all the applications together.
Location Codes: Rose Room= WorkSource Large Conference Room; CL= Computer Lab; DHS/RP= DHS Building- Rosa Parks Room; DHS/LC= DHS Building- Lewis and Clark Room;
DHS/G= DHS Building-Ghandi Room. WorkSource Express- 4610 N. Trenton, Portland, OR 97203
Worksource Oregon is an Equal Opportunity Employer/Program. Auxiliary Aids and Services are Available Upon Request to Individuals with Disabilities.To place a free relay call in Oregon, please call 711. This
program is financed in whole or in part with funds provided by WorkSystems Inc. from the U.S. Department of Labor.

WorkSource East Career Center Hours: Monday – Friday: 8am- 5pm
www.facebook.com/wspme

19421 SE Stark Portland, OR 97233, 503-660-1440

September 2012

X

ALL ACTIVITIES MUST BE SCHEDULED – register online at: www.worksourceportlandmetro.org

A Partnership of Mt. Hood Community College and Oregon Employment Department

Monday

Tuesday

Wednesday

Thursday

Open Skills Lab - Maywood
8:30 - 11:30
9/10, 9/17, 9/24

Workplace Computer – Basic
8:00 – 11:00;
9/11 only

Computación e Internet en
Español
8:30 – 11:30
9/10, 9/17, 9/24

WP Computer – Word
8:00 – 11:00;
9/4, 9/18

NCRC Orientation
8:30 – 9:00
weekly
NCRC Reading
9:00 – 10:30
weekly
NCRC Math
10:30–12:00
weekly
NCRC Locating Information
1:00 – 2:30
weekly

Job Club
9:30 – 11:30
weekly
(9/20 Job Club held in Garden Rm.)

Training Information Workshop
9:00 – 10:00
9/10, 9/17, 9/24
Job Readiness Course
9:00 – 1:00
9/17 – 9/21
5 day course
M-F
WP Computer –Basic Maywood
1:00 – 4:00;
9/17 only
WP Computer –Office Maywood
1:00 – 4:00;
9/10, 9/24
Resume Workshop
1:30 – 4:00
9/10, 9/17, 9/24
Open Skills Lab
1:30 – 4:30
9/10, 9/17, 9/24
Workplace ESL Course
1:30 – 4:30
9/10 – 10/26
weekly
M/W/F

WP Computer – Excel
8:00 – 11:00;
9/25 only
Open Skills Lab
1:30 – 4:30

weekly

* Evening NCRC:
Orientation & Reading
6:00pm – 8:00pm
9/11 only
Math & Locating Information
6:00pm – 9:00pm
9/18 only

Job Search Essentials
8:30 – 12:30;
9/26 only
K.I.F. – Transferable Skills
9:00 – 11:30
9/5 only
Social Networking
9:00 – 11:30;
9/12 only
Interview Workshop
1:30 – 4:00
weekly

Check for inoffice hiring
events….

ELL – Rosetta Stone
3:00 – 4:00
weekly

“Maywood”
workshops are held at:
10100 NE Prescott
Portland, OR 97220

Friday

Training Information Workshop
9:00 – 10:00
9/6 only

Know Your Market
9:00 – 12:00
Open Skills Lab
10:00 - 1:30

9/14 only
weekly

Job Search Workshop
1:30 – 3:30
9/7, 9/21

Career Exploration
12:30 – 4:30

9/13 only

Workplace Math
1:00 – 4:00

Job Search for Mature Workers
1:30 – 3:30
9/14 only

9/6, 9/20

Workplace Math – Maywood
Rm.219
8:30 – 11:30;
9/14, 9/28

Improve your Locating Info skills
12:30 – 2:30
9/13, 9/27
9/6, 9/20

Improve your Locating Info skills
– Mayw Rm.219
9:30 – 11:30;
9/7, 9/21

WS Scholarship Workshop
3:00 – 4:00;
9/13, 9/27

MS Word en Español–Maywood
1:00 – 4:00;
9/21 only

OJT Orientation
3:00 – 4:00;

KIF - ELL Math Skills
9:00 – 11:00;

9/6, 9/20

Koмпьютерный класс
1:30 – 4:30;

9/6, 9/27

Русский Job Club
1:30 – 4:30;

9/20 only

ELL Computer Skills
1:30 – 4:00

9/7, 9/21

KIF - Resume Lab
2:00 – 4:00

9/14, 9/28

KIF – Sign up for the “Keep it Fresh”

Standard Workshop Descriptions
Job Search

www.worksourceportlandmetro.org
Skills

Interview Workshop: Learn types of interviews you are likely to encounter
and suggestions for preparing to answer the typical interview questions

Career Explorations: Explore career options; integrate tools and
resources to develop a Career Plan.
Prereq – Saved Prosperity Planner, Bring resume

Job Club Workshop: Network with other job seekers, discuss different job
search related topic each week, share job leads.
Prereq – Resume and Interview workshops

Improve your locating information: This workshop helps to prepare
you for the NCRC assessment

Job Search Essentials Workshop: Advanced Job Search Workshop to learn
how to market your skills, understand the hidden job market & networking.
Learn about Proactive and Reactive job search.
(4 hour workshop - Prereq–Resume and Interview workshops)

NCRC: National Career Readiness Certificate – Take the proctored
assessments to document your skills with a certificate recognized by
employers across the country. Must be pre-registered and bring a photo
ID for orientation and each assessmnet.

Job Search for Mature Worker’s Group: Support and Job Search
Networking for individuals over 50 years of age.

OJT Orientation: Learn about the process to apply for On the Job
Training (OJT) opportunities.
Prereq. – Have current resume

Job Readiness Course: The Job Readiness Certification Course is designed
to give you hands on tools that will increase your chances of getting hired. This
5 day course will include the resume; interview and job search workshop
materials plus practice on interviewing, assistance in formatting your resume
and the NCRC assessments. Must attend all 5 days.

Training Information Workshop: Resources to Plan and Pay for
Training: Do you know you need training but aren’t sure how to pay for
it? Attend this workshop to learn about funding resources, including
scholarships available through WorkSource.

Social Networking for Job Search: Learn how to use Social Networking tools
to support your job search, build an online professional network, conduct
company specific research and access exclusive job opportunities

WS Scholarship Workshop: Learn how to apply for WorkSource funds
for occupational training. Funds are limited, not every application will be
approved. Prereq. – Training information

Job Search Workshop: Learn strategies to increase the effectiveness of your
job search including how to use iMatch Skills/working in Oregon and other
online resources

Workplace Computer Basic: Beginning computer instruction, learn to
open files, overview of email use, and Overview of Windows

Know Your Market Workshop: Learn to use OLMIS to gather information re:
occupations, industries and the labor market conditions that impact career
planning.

Workplace Computer – Word: 3 hours of instruction on basic Word

Keep it Fresh – Transferable Skills: Learn how to identify your
transferable skills and develop them into skills statements that you can
use in interviews, cover letters and resumes.

Workplace Computer MS Office: This course provides introductory
instruction in Word, PowerPoint and Excel.

Resume Workshop: Learn target resumes that can get you interviews.
Resume Lab: Specific time in the lab for creating and/or improving your
resume. Assistance with formatting and content review is available.
Prereq – Basic computer skills, Job description of interest, current resume and
Resume Workshop attendance

Workplace Math Workshop: Focused on math used on the job in a
variety of industries, this workshop provides basic math instruction, GED
math preparation and higher level occupational math. This workshop will
include instructor led learning activities and facilitated self paced
instruction. Prepare for the NCRC Math assessment.

Computación e Internet en Español - Aprenda como usar la
computadora, correo electrónico y como navegar en el internet
MS Word en Español- Aprenda cómo hacer documentos en la
computadora

Open Skills Lab: Scheduled time in the Learning Lab to work on
specific learning objectives including basic keyboarding, mouse, online
learning for Basic, Intermediate and Advanced computer, math and
reading comprehension, and resume building.

Koмпьютерный класс : Обучение основным приемам работы на
компьютере.
Русский Job Club: Как подготовить себя к поиску работы, как правильно
заполнить заявление о приеме на работу. Ваш iMatchSkills фaйл, как и в
каких случаях его использовать. Ресурсы для тех, кто ищет работу. Что
такое активный поиск работы и как его вести. Резюме

ELL Computer Skills: Beginning Computer instruction, learn to open
files, overview of email use, and find information on the internet for ELL.
ELL Math Skills: Review of basic math skills used on the job for ELL

Workplace Computer – Excel: 3 hours of instruction on basic Excel

Rosetta Stone: language software instruction to learn English for
ELL students

Workplace ESL: This 7 week, nine hours per week multi-level workshop provides English language instruction using job search and workplace topics.

Children are not allowed in workshops Please be on time to all workshops.
Late arrivals will need to reschedule

Workshops are all held in the lower event level of the WorkSource
East center or at Maywood (if specified)

- WorkSource Portland Metro East is an equal opportunity employer/program. Auxiliary aids and services, alternate formats and language services are available to individuals with
disabilities and limited English proficiency.
- All classes free of cost upon request. Programs are financed in whole or in part with funds provided through Worksystems, Inc. from the U.S. Department of Labor. To place free relays
call in Oregon dial 711.

WorkSource Express September 2012

Please see reverse side for workshop description, location and pre-requisites to register for each session!
Phone: 503-943-5642
Address: 4610 N Trenton Street, Portland OR 97203

Monday
3

Tuesday
4

Closed for
Services
Labor Day
10
9:00-12 Workplace Computer-MS
Office
1:30-4:30 Open Skills Lab Express

Wednesday
5

Thursday
6

Friday
7

8:30-2:30 NCRC
9:00-10:00a Networking
11:00am-1:00pm- Interview
**8:30-2:30 NCRC Central
11

12
9:00-10:00a Networking

13

14
**8:30-2:30 NCRC Central

11:00am-1:00pm- Interview
3:30-5:00 Youth Connections

17

18

9:00-12 Workplace Computer –
Basic
1:30-4:30 Open Skills Lab Computer

19

20

21

9:00-10:00a Networking
11:00am-1:00pm- Interview

**8:30-2:30 NCRC Central

24

25

26

27

28

9:00 – 1 Job Readiness Course

9:00 – 1 Job Readiness Course

9:00 – 1 Job Readiness Course

9:00 – 1 Job Readiness Course

9:00 – 1 Job Readiness Course

9:00-12 Workplace Computer-MS
Office
1:30-4:30 Open Skills Lab Express

3:30-5:00 Youth Connections

**8:30-2:30 NCRC Central

WSPM-Central

Worksource Express Workshop Description
Resume Writing Series:
1. Resume Foundations: This is the first level of our Resume Writing Series- Make a great first impression by learning various techniques for developing a resume, cover
letter and application that is an effective marketing tool.
2. Resume Review: Third level of our Resume Writing Series- Get feedback on your completed Resume! (Need to attend Resume Foundations or The Art of Resume
Writing workshop first and bring a resume to the workshop)
Mastering the Interview Process: Gain new strategies for preparing yourself for a job interview and handling challenging questions in order to make a strong impression. Learn how
to effectively follow up with an employer after the interview.
Job Readiness Course: Do you need to get a job now? Fast track yourself into Job Readiness with this special course designed to give you the tools that will increase your
chances of getting hired. Create resume, practice interviewing, learn job search tools and become NCRC certified. All graduates will be placed in our candidate pool for On-the
Job-Training opportunities and will be matched to positions by our industry account reps.
Job Search: When we get ready to take a trip we pack a bag, we get maps, have an itinerary and make comprehensive plans to make the most of the journey. The road to
employment can be a long and winding way. To help you prepare for this journey we offer the Job Search Workshop from 10-12 each Monday and Friday. When you leave this
workshop you will have comprehensive information about the hidden job market, what industries are growing in these times, what tools are available online and in the metro
area to assist you on the search and how to position yourself to compete as a job seeker.
Social Newtorking: Would you like a bigger piece of the pie? Would you like to see how to leverage your strengths and meet the people who want to hire you? Come see how
to securely take your existing skills and experience, and build your online professional profile that never sleeps. Together we’ll be learning about the growing strength of online
social-media tools and how to use them to network yourself professionally, and apply for all the jobs that are trying to find you. Join us in our newest workshop, Social Networking
to add the online power you need to move you forward in connecting with employers today!
Social Media Lab: Work with an instructor to perfect an eye-catching online profile!
Foundational Skills Program: Classes are held at WorkSource Centers in the Portland Metropolitan area. Ask staff for details.
1.
2.
3.

Workplace Computer Basics- The job seeker will learn Computer Basics, Windows, Internet and email to enhance their job search activities.
Workplace MS Office- The job seeker will learn MS Office WORD, Excel, Access, and PowerPoint to increase their workplace skills and will have the opportunity to
conclude with an integration project that will bring all the applications together.
Open Skills Lab – put into practice the theory learned in the Computer Classes. Work with a dedicated classroom Instructor.

NCRC: What is the National Career Readiness Certificate?
The National Career Readiness Certificate uses three WorkKeys® foundational skill assessments to verify to employers that an individual has essential employability skills in the
following areas:
 Reading for Information
 Applied Mathematics
 Locating Information
How do I get a National Career Readiness Certificate?
First you need to fully register with WorkSource Oregon and complete the Welcome Process. Once completed, see a member of staff to sign up for the Orientation/Registration
and the three assessments. You need not take all three assessments on the same day. See a staff person today to sign up!
Worksource Oregon is an Equal Opportunity Employer/Program. Auxiliary Aids and Services are Available Upon Request to Individuals with Disabilities.To place a free relay call in Oregon, please call
711. This program is financed in whole or in part with funds provided by WorkSystems Inc. from the U.S. Department of Labor.

September 2012
Monday

Tuesday

Wednesday

Thursday

Friday

3

4

5

6

7

Closed

Discover Your Road to Success (8:30-10:00)
Drop-in Job Search Assistance (9:00-11:00)
Resume Workshop (9:30-11:30)
Open Skills Lab (11:00-1:00)
Workplace ESL (1:30-4:30)
Drop-in Job Search Assistance (2:30-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Workplace MS Office (9:00-12:00)
Open Skills Lab (1:30-4:30)
Interview Workshop (2:00-4:30)

Discover Your Road to Success (8:30-10:00)
Job Search Strategies (9:30-11:30)
Open Skills Lab (11:00-1:00)
Resumes for Job Seekers with a
Background (1:00-2:30)
Workplace ESL (1:30-4:30)
Training Information (3:00-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Drop-in Job Search Assistance (2:00-3:30)
WSPM Scholarship Application (2:30-3:30)

10

11

12

13

14

Workplace ESL (9:00-12:00)
Career Networking Job Club (9:30-11:30)
Drop-in Job Search Assistance (2:30-4:00)

Discover Your Road to Success (8:30-10:00)
Drop-in Job Search Assistance (9:00-11:00)
Resume Workshop (9:30-11:30)
Open Skills Lab (11:00-1:00)
Individualized Job Placement
Orientation (12:00-1:00)
Workplace ESL (1:30-4:30)
Drop-in Job Search Assistance (2:30-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Computer Basics (9:00-12:00)
Open Skills Lab (1:30-4:30)
Interview Workshop (2:00-4:30)

Discover Your Road to Success (8:30-10:00)
Career Exploration (8:30-12:30)
Open Skills Lab (11:00-1:00)
Resumes for Job Seekers with a
Background (1:00-2:30)
Workplace ESL (1:30-4:30)
Training Information (3:00-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Drop-in Job Search Assistance (2:00-3:30)

17

18

19

20

21

Workplace ESL (9:00-12:00)
Career Networking Job Club (9:30-11:30)
Job Corps Information Session (1:00-2:00)
Drop-in Job Search Assistance (2:30-4:00)

Discover Your Road to Success (8:30-10:00)
Drop-in Job Search Assistance (9:00-11:00)
Resume Workshop (9:30-11:30)
Open Skills Lab (11:00-1:00)
Workplace ESL (1:30-4:30)
Drop-in Job Search Assistance (2:30-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Workplace MS Office (9:00-12:00)
Open Skills Lab (1:30-4:30)
Interview Workshop (2:00-4:30)

Discover Your Road to Success (8:30-10:00)
Job Search Strategies (9:30-11:30)
Open Skills Lab (11:00-1:00)
Resumes for Job Seekers with a
Background (1:00-2:30)
Workplace ESL (1:30-4:30)
Training Information (3:00-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Drop-in Job Search Assistance (2:00-3:30)
WSPM Scholarship Application (2:30-3:30)

24

25

26

27

28

Career Networking Job Club (9:30-11:30)
Job Corps Information Session (1:00-2:00)
Drop-in Job Search Assistance (2:30-4:00)

Discover Your Road to Success (8:30-10:00)
Drop-in Job Search Assistance (9:00-11:00)
Resume Workshop (9:30-11:30)
Individualized Job Placement
Orientation (12:00-1:00)
Drop-in Job Search Assistance (2:30-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Computer Basics (9:00-12:00)
Open Skills Lab (1:30-4:30)
Interview Workshop (2:00-4:30)

Discover Your Road to Success (8:30-10:00)
OJT Information Session (9:00-10:00)
Resumes for Job Seekers with a
Background (1:00-2:30)
Training Information (3:00-4:00)

NCRC Orientation (8:30, NCRC
Assessments to Follow)
Drop-in Job Search Assistance (2:00-3:30)

Labor day

TO REGISTER FOR A WORKSHOP CALL (503) 772-2300 OR VISIT www.worksourceportlandmetro.org

WorkSource is an equal opportunity employer/program. Auxiliary aids and services are available upon request
to individuals with disabilities. To place a toll free relay call in Oregon dial 711. This program is financed in
whole or in part with funds provided through Worksystems, Inc. from the U.S. Department of Labor.

September 2012
STAFF GUIDED WORKSHOPS

Customers MUST complete the initial
assessment (WIN) prior to scheduling
workshops
• Please be on time for workshops; deadline for checkin is five minutes before the class is scheduled to start.
• Workshop dates and times are subject to change.
• Late arrivals will not be admitted.
• No children allowed in workshops.

PLEASE CALL OR VISIT:
www.worksourceportlandmetro.org
to schedule or reschedule workshops

WorkSource Portland Metro Southeast
(503) 772-2300
FAX (503) 774-8489
Monday – Friday, 8:00 a.m. – 5:00 p.m.
NEW LOCATION:
7916 SE FOSTER RD, Suite 104
PORTLAND OR 97206

Local Unemployment Insurance Information:
(503) 451-2400
Toll Free (877) 877-1781
Weekly Claim Line
Portland Metro Area (503) 224-0405
Unemployment Insurance FAX (866) 345-1878

2011

Welcome/WorkSource Registration: Everyone doing a job search should complete Welcome Process/WorkSource registration. The Welcome
Process is offered daily except for holidays, inclement weather closures, and designated furlough days, and may take up to 3 hours to complete.
Attendees must arrive in time to complete the process. See Front Desk for more information.
Career Exploration: This workshop enables you to develop a career goal by exploring your skills, aptitudes, and experience and then, match them
to current industry and occupational trends.
Career Networking Job Club: This energizing workshop provides you with tips and tools to improve job search techniques. It also offers an
opportunity to network with other job seekers and share job leads. Participants will complete an employment plan and set goals linked to gaining
employment.
Computer Basics: After completing this course, job seekers will be able to identify the main parts of a computer, learn basic Windows commands
and access the Windows programs. Job seekers will be able to navigate the Internet, send and receive emails, and save documents on the computer and
on the web.
Individualized Job Placement Orientation: This workshop reviews the application process for receiving targeted job placement assistance
and is open to individuals reentering the community after incarceration.

2010

Drop-in Job Search Assistance:

Participants receive assistance with their job search (e.g. review of resumes, cover letters, applications, etc.) in
a lab setting. Please ask staff for more information and to be referred.

Discover Your Road to Success: Tired of hearing “no” from employers due to your criminal background?

In this on-going workshop you will
learn how to discuss your background with employers and address other skills needed to obtain employment in a changing and challenging job market.
Interview Workshop: Making a professional impression during an interview is essential to getting hired. This workshop reviews interview basics
and teaches you how to handle interview questions.
Job Readiness Course: Fast track yourself into Job Readiness with this one-week cohort course designed to give you tools that will increase your
chances of getting hired, such as developing a targeted and critiqued resume, learning new job search strategies, developing interview strategies, and
more.

Job Search Strategies Workshop:

Learn strategies to increase your job search effectiveness. This workshop includes pointers on how you can
use iMatchskills and other online resources as part of your efforts.

National Career Readiness Certificate (NCRC):

A nationally recognized certificate, the NCRC assesses work-related skills in three areas:
math, reading, and locating information. Please ask staff for more information.

OJT Information Session:

Learn about the process to apply for On-The-Job-Training opportunities. Prior to attending this workshop, job seekers
are strongly encouraged to attend the Resume and Interview workshops (or equivalent) and to complete the NCRC.
Resume Workshop: In this workshop, job seekers will learn strategies and formats for resumes to help you make decisions about how to present
your accomplishments in the most compelling way.
Resume for Job Seekers with a Background: A resume workshop for job seekers reentering the community after incarceration. This
workshop provides an overview of how to write a resume, an overview of a cover letter, and hands-on experience on the computer.
Open Skills Lab: This lab offers the job seeker the opportunity to work independently or with an instructor to reinforce what he or she learned in the
Workplace ESL or computer workshops.

Training Information – Resources to Plan and Pay for Training: This informational workshop offers job seekers the opportunity to
learn about resources to help plan and pay for training. This workshop is a prerequisite to the WSPM Scholarship Application workshop.

WSPM Scholarship Application:

Learn how to apply for WorkSource funds for occupational training. Funds are limited and not every
application is approved. Prerequisite: Training Information workshop.
Workplace ESL: This workshop enables jobseekers to practice English while looking for work.

Workplace Microsoft Office: After completing this course, job seekers will learn how to use MS Word to create a professional resume layout
from scratch and how to use MS Excel spreadsheets and formulas to create a basic checkbook to keep track of personal expenses. Job seekers will also
be able to create a PowerPoint presentation about personal and professional goals.

WorkSource is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. To place a toll free relay call in Oregon dial 711.
This program is financed in whole or in part with funds provided through Worksystems, Inc. from the U.S. Department of Labor.

September 2012

WorkSource Tualatin
7995 SW Mohawk St
Tualatin, OR 97062
503-612-4200

WorkSource Tualatin Career Center Hours: Monday – Friday: 8:00am- 4:45pm
Monday
NCRC Assessment
Computer Lab;
September 17th Only







NCRC Orientation
8:30-9:00
Locating Information
9:00-10:30
Applied Math
10:30-12:00
On-The-Job Training Orientation
(NCRC Pre-req.)
1:00-1:30
Reading for Information
1:30-3:00

Job Readiness Course
September 24th Only
9:00-1:00; Computer Lab

Discover Your Road to
Success–Job Club
September 10th and 17th Only
9:00–10:30; WSBH, Room 108

September 24th Only
9:00-10:30, WSBH, Room 208

High Tech Networking Group
9:30–11:00; WSBH, Room 103
See Topics on Back

Interview Workshop
September 10th and 24th Only
9:30-12:00; Classroom

Resumes for Job Seekers w/a
Criminal Background
12:30-2:00; WSBH, Room 221

Job Search Workshop
September 10th and 24th Only
2:00-3:30; Computer Lab

HOLIDAY – LABOR DAY
September 3rd Only

Tuesday

Wednesday

Thursday

Job Readiness Course
September 25th Only
9:00-1:00; Computer Lab

Job Readiness Course
September 26th Only
9:00-1:00; Conference Room A

NCRC Assessment
Computer Lab;

Workplace Computer – MS Word
September 4th Only
9:00–12:00; Computer Lab

Workplace Computer – MS Office
September 5th and 19th Only
9:00–12:00; Computer Lab
Workplace Computer – Basic
September 12th and 26th Only
9:00–12:00; Computer Lab



Social Media Networking for Job
Search
September 4th and 18th Only
9:00-11:00; Classroom
Job Club
September 4th and 18th Only
10:00-11:30; Conference Room B
See Topics on Back

Training Information: Resources
to Plan & Pay for Training
September 12th and 26th Only
10:30–11:30; Classroom
WSPM Scholarship Application
September 12th and 26th Only
11:30-12:30; Classroom
Open Skills Lab
1:30-4:30; Computer Lab







NCRC Orientation
8:30-9:00
Locating Information
9:00-10:30
Applied Math
10:30-12:00
On-The-Job Training
Orientation(NCRC Pre-req.)
1:00-1:30
Reading for Information
1:30-3:00

Updated: 9/06/12

Friday
Job Readiness Course
September 28th Only
9:00-1:00; Classroom
High Tech Networking Group
9:30–11:00; WSBH, Room 103
See Topics on Back

Career Exploration
September 7th Only
12:30-4:30; Computer Lab

Advanced Resume Workshop
September 20th Only
9:00-11:00; Conference Room B

All workshops occur
weekly unless date
listed

Resume Workshop
September 6th Only
9:30-12:00; Conference Room B

 Completion of the

Individualized Job Placement
Orientation
September 13th and 27th Only
10:00–11:00; WSBH, Room 108
Advanced Resume Review
Workshop
September 27th Only
1:00-2:00; Classroom

CHECK
for in-office
HIRING
EVENTS

Welcome Process is
required to attend all
Workshops
 Children are not
allowed in workshops
 Please be on time to all
workshops. Late
arrivals will need to
reschedule
WSBH = WorkSource BeavertonHillsboro
241 SW Edgeway Drive,
Beaverton, OR 97006
503-526-2700

Register online at: www.worksourceportlandmetro.org

Workshop Descriptions

Skill Development
Career Exploration: Explore career options; integrate tools and resources
to develop a Career Plan.
Job Readiness Course: Do you need to get a job now? 5 day course to Fast
track yourself into Job Readiness with this special course designed to give you the
tools that will increase your chances of getting hired. Create resume, practice
interviewing, learn job search tools and become NCRC certified. All graduates will be
placed in our candidate pool for On-the-Job Training opportunities and will be
matched to positions by our industry account reps.

NCRC: National Career Readiness Certificate, document your skills with a certificate
recognized by employers across the country. All four sessions are required to be
taken on the same date.

Register for all of the following
 Orientation
 Reading for Information
 Locating Information
 Applied Math
 On-the-Job Training Orientation
Training Information: Resources to Plan and Pay for Training: Overview
of what you should know to consider when pursuing training. A review of
what resources are available at the WorkSource Centers to help you make
that decision. Information on accessing funding training through the
community resources, Federal Financial Aid & the WorkSource Scholarships.
WSPM Scholarship Application: Learn how to complete the application
packet to apply for WorkSource funds for occupational training. Funds are
limited, not every application will be approved.

On-The-Job Training (OJT) Orientation: (Immediately following the first
NCRC Assessment) You will be provided Information about the range
opportunities available through OJT. Complete a registration form and
learn what your next steps are to start using OJT as a marketing tool in
your job search. You must be registered for the NCRC assessments
or already have the NCRC to attend.
Open Skills Lab: Scheduled time in the Learning Lab to work on specific
learning objectives including basic keyboarding, mouse, online learning for
Basic, Intermediate and Advanced computer, math and reading
comprehension, and resume building.
Workplace Computer MS Office: This course provides introductory
instruction in Word, PowerPoint and Excel.
Workplace Computer Basic: Beginning computer instruction, learn to
open files, overview of email use, and Overview of Windows.
Workplace Computer-MS Excel: 4 Hour Workshop focused on MS
Excel where you will learn how to create spreadsheet your job search,
create formulas and other types of formatting not covered in MS Office or
Basic.
Workplace Computer-MS Word: 4 Hour Workshop focused on MS Word
where you will learn how to create a resume using MS W, format text on
your cover letter. Learn how to use the shortcut keys to customize a
document. Open Skills Lab immediately following workshop to practice.

Job Search
Individualized Job Placement Program (IJP): The Individualized Job
Placement Program reviews the application process for receiving targeted
job placement assistance and is open only to individuals with criminal
backgrounds. (meets at WSBH)

Resumes for Job Seekers with a Criminal Background: Resume
workshop for job seekers with criminal background, including an overview
of how to write a resume, overview of a cover letter and hands-on
experience on the computer. (meets at WSBH)

Interview Workshop: Having the proper skills is crucial for landing any job.

Resume Workshop: Your resume is the first impression you will make on
a potential employer. Learn the basics of putting one together, including
choosing the right format. Get answers to some common questions about
resumes.
Advanced Resume Workshop: This workshop is designed for those who

Knowing how to present those skills at a job interview is just as important. With
strategies for preparing for job interviews and tips for handling challenging questions,
this workshop will help you make a strong impression.

Social Media Networking for Job Search: What exactly is social media,
and how can I use it wisely? This class gives an overview of how recruiters
use social media, how to control your online reputation, and why LinkedIn is
an important job search tool.
Job Search Workshop: Learn strategies to increase the effectiveness of
your job search including how to use iMatchSkills/working in Oregon and
other online resources.

already have a strong basic resume and wish to increase the effective marketing of
their resumes. Review resume basics plus learn advanced techniques for
targeting and customizing resumes for each job of interest.

Advanced Resume Review Workshop: Pre-requisite is Advanced Resume
Workshop. Bring four copies of your resume customized for a specific job of
interest. Participants’ customized resumes will be reviewed by job-seeking peers
using the techniques learned from the Advanced Resume Workshop. Participants
will give and receive feedback on other resumes in small groups.

Job Search Support
Discover Your Road to Success – Job Club: Tired of hearing “no” from
employers due to your criminal background? In this on-going workshop you
will learn how to discuss your background with employers and address other
skills needed to obtain employment in a changing and challenging job
market.
(meets at WSBH)
Job Club: Network with other job seekers, discuss different job search
related topic each week, share job leads.
Topics:

High Tech Networking Group: Weekly meetings to support
individuals from high tech companies in the process of finding
employment. Job search skills and job leads shared weekly. (meets at
WSBH)
Topics:

September 7th: Bryant Campbell, Manager - Employment Dept.,
How do you report job search activities?
September 10th: James Sturgeon – Protingent;
Bryant Campbell, Manager - Employment
Dept.; How do you report job search activities?
September 4th : Tricks to increase effectiveness of LinkedIn
How to conduct Informational interviews
September 18th: How to increase Response to Your Resume
September 14th: Mike Cribbins – ProSource; How to conduct Informational interviews
September 17th : Behavioral interviewing
September 21st: Hannah Zimmerman – Aerotek; Behavioral interviewing
September 24th: Sierra Modro – Follow up to “Go Take a LEAP: Four Essential Steps to
Career Transition
September 28th: Two Networking Conversation Starters
WorkSource Tualatin is an equal opportunity employer/program. Auxiliary aids and services, alternate formats and language services are available to individuals with disabilities and limited
English proficiency upon request. All classes free of cost. Programs are financed in whole or in part with funds provided through Worksystems, Inc. from the U.S. Department of Labor. To place
free relays call in Oregon dial 711.

PY11 WorkSource Portland Metro
Center Review

Goal

Regional One-Stop Committee
Enhance the effectiveness of the public workforce
system by aligning and coordinating
resources/services, engaging partners, and
connecting job seekers to high-demand, high-growth
jobs.

2011-2012 Outcomes

Focus: Quality assurance and continuous improvement of
the regional public workforce system
Goals for Program Year 2011:
1. Develop integrated framework for business services
2. Continue to standardize and systematize regional
services
3. Ensure that integration model functions effectively in
changing environment
4. Provide professional development opportunities for
Center staff
5. Move to certification process.

Role of the Board
Charter/certify WorkSource Oregon
Centers OWIB Certification Policy
Oversee the success of the local
integrated system Compass Policy

Establish standards for overseeing the
area’s workforce system Consortium Agreement
between City of Portland, Washington and Multnomah counties

Report on Goals for PY11
1.Develop integrated framework for
business services
2.Continue to standardize and systematize
regional services
3.Ensure that integration model functions
effectively in changing environment
4.Provide professional development
opportunities for Center staff
5.Move to certification process during PY11

Goal 1: Develop Integrated
Framework for Business Services
• OED, WSI & WIA provider Workgroup
developed recommendations to:
•
•
•
•

Improve business engagement
Increase placements of engaged customers
Improve integrated team effectiveness
Increase capture rate of overall placements

• Approved by Regional Leadership
• Governor’s Back to Work On-the-Job
Training program enabled implementation of
processes.

Goal 2: Continue to Standardize,
Systematize Regional Services
• Developed job readiness criteria and
implemented process to identify and
support job-ready customers
WSPM Workshops
• Launched Training Information Workshop
• Revise regionalized OJT Orientation
• Revised Scholarship Applications Workshop
• Standardized and regionalized Workplace
English Workshops (ESL)

Goal 3: Ensure that integration
functions effectively in changing
environment
• In face of cuts early in year, WSI and
OED remained committed to serving
common customer
• Delivery of 1:1 jobseeker services
reduced
• Implemented new services with new
resources: National Career Readiness
Certificate & Governor’s Back to Work
On-the-Job Training Initiative

Goal 4: Provide professional
development opportunities for
Center staff
• Due to severe budget cuts, professional
development was not prioritized in this
year’s budget. However, WSI staff provided
extensive training and technical assistance
to support new service rollouts.

Goal 5: Move to Certification
Process in PY 2011

PY11 Center Review

Background:
WorkSource Portland Metro
Measure

Total

Jobseekers Served

69,523

Jobseekers entered employment

34,756

Average Six-Month Earnings

$16,000

US Department of Labor data based on 4 rolling quarters ending 9/30/2011

Background
“Service Integration” means that WSI
resources and OED are operationally
merging at the Center level
WSI and OED leadership have reached
agreement about the roles, responsibilities,
process, and standards of the integrated
system

The Center Review process compares the
on-the-ground implementation of the
integrated model to the agreed upon
standards

Background
The Center Review covers areas of
agreement that define the integrated
model. The review does not include the
following:
●

Formal performance measures

●

Integration of partners beyond WIA
and OED

●

Areas of service that have not yet been
incorporated into the integrated model

Methodology
• Review of Adherence to Standard Roles,
Responsibilities, and Procedures
• 75-criteria review tool

• Review of Quality of Service Delivery
• Review Tool for each Product & Process

• Methods
•
•
•
•

On-Site Observation
Analysis of Customer Survey Data
Analysis of Data on Service Outputs & Outcomes
Interviews with Center Staff

PY11 Review Summary Findings
• There is adherence to the integrated model across the
system with small variances.
• Jobseeker customers report high satisfaction.
• Training investment decisions are made within target
industries and use labor market information. However,
there is limited connection to real time business
intelligence around emergent hiring needs or
consideration of training provider performance.

• Level of service to non-native speakers of English varies
widely.
• Integrated process for increasing placements of engaged
customers is achieving results.

Adherence to Integration Model:
Rating Summary

WSPM
Center

Program Year 2010

Program Year 2011

Criteria
Met

Criteria
Met

Percent
Score

Percent
Score

East

74/75

99 %

74/75

99%

Southeast

71/75

95 %

73/75

97%

Central

69/75

92 %

73/75

97%

BeavertonHillsboro

70/75

93 %

74/75

99%

Tualatin

69/75

92 %

74/75

99%

Customer Feedback: Welcome
Welcome Survey Response Comparison
3.95
3.85
3.75

BH

East

BH
Tual

3.65

East

SE

Central

SE

Central

3.55
3.45
3.35
Oct-Dec '10

Oct-Dec'11

Tual

• 7 Questions
• 4 Point scale
• 21,160
Surveys
received

Customer Feedback: Welcome
CENTRAL “…What felt like a negative situation I came
out feeling positive due to the wonderful staff here.
Thank you!”

EAST “I had no idea so many resources were available
- beyond job search... wow!”
SOUTHEAST “I have never been in a public office that
was run so professionally!”
TUALATIN “Being out of work is very hard on me and
you all treated me well. Thank you.”
BEAVERTON/HILLSBORO “Kimberly …went above and
beyond and definitely saved me time and future
hassle.”

Standard Workshops/Services
Customer Attendance by Program Year (Q1 & Q2)
30000
27500

PY10

25000

PY11

22500
20000
17500
15000

PY11

12500
10000
7500
5000

PY10
PY10 PY11

2500
0

PY11

PY10

Resume/Interview/Job
Club/Other Workshops

Training

WorkSource Advising

Other 1:1 Services

Top WorkSource Services
Interview Workshop
6%
Resume Workshop
8%
High Tech
Networking
12%

Percent Attendance by Service

National Career
Readiness
Certificate
Assessments
41%

Training
16%

Open Skills Lab
17%
Jobseeker attendance at workshops, access of training and other services was 73,880 during the first two
quarters of the Program Year 2011.

Workshop Attendance Distribution
Percent of Total Customer Attendance at Workshops and
Products by WorkSource Center
BeavertonHillsboro
29%

Southeast
19%
Central/New
Columbia
13%

East
28%

Tualatin
11%

Customer Feedback: Workshops
4 Point Scale indicating
agreement/disagreement

• This workshop will help me make my resume
more effective.
• In this workshop I learned how to customize my
resume to target specific opportunities.

• The workshop well organized and flowed well.
• The information was presented in a clear,
engaging manner.
• The workshop instructor was knowledgeable
and helpful.
• The materials provided during the workshop
are useful.
• The activities taught me ways to perfect my
resume.

RESUME WORKSHOP -1,558 Total Surveys
3.75
3.70
3.65
3.60

3.55
3.50

# of Surveys 235
Central

734 Averaged Annual
203 Score233
East

Southeast

Beaverton-Hillsboro

153
Tualatin

Supplemental Workshops
Number of Title Offerings by Center
Tualatin
Beaverton-Hillsboro

PY11

Southeast

PY10

East
Central

0

5

10

15

20

Supplemental Workshop Attendance by Program
Other
Year (Q1&Q2)
Workshop for English
Language Learners
Keep It Fresh

PY11

High-Tech Networking

PY10

Ex-offender Job Club

0

2000

4000

6000

Job Readines

Center-developed and targeted at
particular customer segments based
on demand—offered at a single
location but open to all customers.
Successful supplementals are adopted
as standard and offerings expanded.
PY10 – PY11 Comparison
• Decline in number of supplemental
workshop offerings
• Increase in customer attendance
Top PY11 Offerings
• Beaverton-Hillsboro
High-Tech Networking
• East
Keep It Fresh: Rotating Job Topics
• Southeast
Discover Your Road to Success:
Job Club for Ex-Offenders

Progress on Areas of Improvement
from PY10 Review
Findings from PY10
•

•
•
•

Progress during PY11

Inconsistent implementation •
of required Welcome
elements
•
Service load uneven
between functional teams
Common administrative
systems lacking
Variance in workshop
presentation quality

•
•

Centers made adjustments to bring
Welcome implementation into
adherence.
More balanced service load achieved.
However, number of customers
seeking Skills Team advising rose as
1:1 services declined.
Common administrative systems
continue to be a challenge
Centers made workshop
improvements. More attention
needed to quality control by Center
managers.

Recommendations
1. Certify all 5 Centers
2. Integrated Business Services: Continue to develop integrated
framework for business services/employment services. Increase
strategies for connecting engaged customers to employment.
3. Services for English Language Learners: Develop the necessary
partnerships, policies, staff training, and service standards to ensure
a high quality of services to all customers.
4. Occupational Training: Develop stronger connection to real time
business intelligence around emergent hiring needs and
consideration of training provider performance into training
investment decisions. Ensure that Pell and other training resources
that are leveraged for WorkSource customers are captured in
reporting about services.
5. WorkSource Staff Training: Provide training opportunities for
Center staff in areas where they're being stretched.

Rolling 4 Quarter Report
July 1, 2011-June 30, 2012

1618 SW First Avenue
Suite 450
Portland, Oregon 97201
Office: 503-478-7300
www.worksystems.org
http://blog.worksystems.org
“The weatherization training I
received that was funded by
Worksystems helped me find a
job. All the money I’m making
is great for my family and
smart for my future.”
~Juan Marin
Green Careers Training
Project

Worksystems, Inc. is a 501(c)3 private non-profit serving the City of Portland, Multnomah and
Washington Counties whose mission is to coordinate a regional workforce system that supports
individual prosperity and business competitiveness.

A Message from the Executive Director
In mid-June, the Columbia-Willamette Workforce Collaborative, a
partnership of Worksystems, the Southwest Washington Workforce
Development Council and the Workforce Investment Council of
Clackamas County, hosted a regional manufacturing summit.
Manufacturing—including metals, machinery and transportation,
semiconductors, and green technology—represents almost 30% of
the region’s GDP and a strong workforce is critical to its success. The event marked the
beginning of our new model to collectively support the workforce needs of important regional
industry sectors without regard to jurisdictional boundaries.
The event drew nearly 100 business, economic development, labor and community leaders
and reaffirmed the value of our shared approach to understanding and addressing industryspecific workforce needs. Oregon Senator Jeff Merkley kicked off the event by expressing
his commitment to the manufacturing sector and the work of the Regional Collaborative. 26
business volunteers agreed to identify shared workforce challenges and guide the
development and implementation of regional workforce solutions. This kind of active industry
engagement is precisely what we need to ensure the ongoing success of the Collaborative.
We look forward to building on this success and expanding the model to the region’s hightech and health care sectors.

Worksystems Receives $5.5 Million Grant
A $5.5 million grant awarded to Worksystems will help 480 public housing residents in the
region gain the life and employment skills necessary to attain self-sufficiency. The grant will be
implemented in partnership with the Workforce Investment Council of Clackamas County, the
SW Washington Workforce Development Council, Home Forward, and the Housing Authorities
of Washington, Clackamas, and Vancouver with the funds being used to provide a broad array
of workforce development services, sector-based training, and other support to move public
housing residents into living wage jobs.
The grant partners will work together to co-invest resources to train and support public housing
residents with the shared goal of increasing employment and earning potential. They will also
work to eliminate program redundancies, identify and resolve barriers, to aligned service
delivery, and build a sustainable partnership model for the future.

Follow Us Online:

The grant is from the Department of Labor’s Workforce Innovation Fund which funds best
practices to generate long-term improvements in the performance of the public workforce
system, resulting in better and more cost effective outcomes. Only 26 grants were awarded
nationwide.

Adult Investments July, 2011-June, 2012
Worksystems convenes partners, coordinates services and provides funding to help job
seekers get the skills they need to support themselves and to meet the staffing needs of
regional industry. We optimize resources by aligning and integrating essential workforce
and educational services through the public workforce development system - WorkSource
Portland Metro. Worksystems provides oversight and coordination to insure that
WorkSource Portland Metro responds to the needs of job seekers and regional industry.

Jobseeker Profile
 50% of unemployment insurance

recipients exhausted benefits in 2011

 29% self-reported receiving public

assistance

 67% tested below 9th grade math level
 63% tested below 9th grade reading

level

 12% self-reported not completing high

school or earning a GED

 8% self-reported having a criminal

background

Adults
Served

Population*

8%

4%

6%

7%

70%

71%

1%

1%

1%

1%

Hispanic or Latino

11%

13%

2 or More Races

3%

3%

Female
Male

46%

51%

54%

49%

Race/Ethnicity
African American
Asian
Caucasian
Hawaiian Pacific
Islander
American Indian
or Alaskan

Did You Know?
In Multnomah and
Washington Counties:
The unemployment rate is 7.7%,
equaling 54,500 people.
Additionally, 67,000 people are
under-employed.
237,000 people are receiving
food stamps.
180,000 people are living below
poverty, equaling 14.4% of the
population in the two counties.

* 2010 US Census

Services Provided through WorkSource Portland Metro
155,882 people engaged with the public workforce system
37,960 instances of employment services were provided through resumé, interview,
job search and placement assistance
3,407 people received a National Career Readiness Certificate
653,070 log-ins were made to access the internet and career/employment tools
755 highly barriered residents received case management support from partner
agencies to help them succeed in workforce training programs
66 businesses were provided early intervention services to mitigate the effects of
mass layoffs on 4,082 workers
71,671 engagements in a skill development activity provided:
 41,224 workshop enrollments
 18,510 instances of personalized career counseling
 6,024 basic education class enrollments such as ESL, GED, math or English
 3,283 computer literacy class enrollments
 2,630 occupational skill trainings including internships and on-the-job training

Trainees by Target Industry

Services Offered at WSPM (partial list)




















One-on-One Advising
Career Exploration
Interviewing Workshop
Resumé Writing
Job Clubs
Job Search
WSPM Scholarship Preparation
National Career Readiness
Certification
Basic Skills Assessment
Basic Skills Training including
computer literacy and workplace
English
Internships
On-the-Job Training
Occupational Training
Veterans’ Services
Prosperity Planner
Labor Market Information
Rapid Response Layoff Services
Resource Room

Youth Investments April, 2011 – March, 2012
Worksystems invests funds to support a diverse population of disconnected, lowincome and barriered youth, aged 16-21 through a system of alternative school
providers and community based organizations. Our investments prepare youth for
college and career-ladder employment through degree or certificate attainment, work
readiness training, career exploration and transition to post-secondary education.

Race/Ethnicity

Youth Profile
 99% were low income
 61% were kids of color
 60% received public assistance
 86% had no high school diploma or

GED
 10% were pregnant or parenting

African American
Asian
Caucasian
Hawaiian Pacific
Islander
American Indian or
Alaskan
Hispanic or Latino

Youth
Served

Population*

16%

5%

6%

6%

39%

69%

2%

1%

2%

2%

28%

13%

2 or More Races

7%

5%

Female
Male

49%

49%

51%

51%

Did You Know?
In Multnomah and
Washington Counties:
There are 20,000 youth aged 16-21
who are eligible to receive
Workforce Investment Act services.
The public high school on-time
graduation rate is 65%.
There is a 46% unemployment rate
among young adults aged 19-21.

 41% were out of school
 13% were homeless

* 2009 American Community Survey

587 Youth, Aged 16-21, Received Services from
11 Alternative Schools & Community Based Orgs.
84% attained a degree or certificate
40% achieved a grade level gain in literacy or numeracy
78% were placed in college or employment
 57% placed in college with 73% still in school after 9 months
 43% placed in employment (only)

An additional 305 youth received follow-up services

2012 SummerWorks
Program Sees Increased
Sponsorship
This summer, 289 youth ages 16-21 were
placed in internships through our
SummerWorks program and 70% of the
participants are youth of color.
Without the support of public and private
sector sponsors, SummerWorks would not
be possible. This summer:



Youth Contractors’ Outcomes






26 private sector companies
sponsored 54 youth at $108,000
City of Portland sponsored 95 youth
at $190,000
Multnomah County sponsored 50
youth at $100,000
Home Forward sponsored 25 youth at
$50,000
City of Beaverton sponsored 20 youth
at $40,000
Washington County sponsored 14
youth at $28,000

By the end of summer we estimate that
youth will have earned over $450,000 in
wages for their work.

Thank you sponsors!

Workforce System Partners
Beaverton School District
Brothers & Sisters Keepers
Cascade AIDS Project
Catholic Charities
Central City Concern
City of Portland
Clackamas Community College
Clark College
Community Action
Emmanuel Temple
Friendly House
Goodwill
Hacienda Community Development
Hillsboro School District
Home Forward
Human Solutions
Immigrant & Refugee Community Org.
Impact NW
Incight
International Refugee Center of Oregon
Labor’s Community Service Agency
Metropolitan Contractor Improvement
Partnership
Metropolitan Alliance for Common Good
Mt Hood Community College
Multnomah County

Native American Rehabilitation Association
Native American Youth & Family Center
Neighborhood House
New Avenues for Youth
Open Meadow Alternative School
Oregon Department of Human Services
Oregon Employment Department
Oregon Human Development Corporation
Oregon Institute of Technology
Outside In
Portland Community College
Portland Development Commission (EOI)
Portland Housing Bureau
Portland Opportunities Industrialization
Center
Portland Youth Builders
Reaching And Empowering People, Inc.
Re-entry Transition Center
Self Enhancement Incorporated
SE Works
Steps to Success
Urban League of Portland
Verde
Volunteers of America
Washington County Corrections
Washington County Department of Housing

Siltronic Job Fair
To support roughly 350 people laid off
from Siltronic, Worksystems in
partnership with WorkSource Portland
Metro and the company hosted a Job Fair
to connect affected employees with
companies recruiting for positions that
match their skills and experience. Twelve
companies participated, including
SoloPower, ON Semiconductor,
Microchip Technology, WaferTech
(shown below with a job seeker), Kansas
City based Diodes Inc., and Intel. More
than 200 jobs were represented, including
production workers, technicians and
engineers.

Pathways out of Poverty: A Wrap-Up of
the Green Careers Training Project
Worksystems recently hosted a celebration for the 19 community based
organization partners who helped to make the Green Careers Training Project a
success. The two-year project, funded by a $4 million grant from the Department
of Labor, helped connect 403 people from targeted low-income neighborhoods in
north and northeast Portland to training and employment services.
The Project focused on providing training and career coaching to enter living wage
Green Career jobs to homeless, ex-offenders, veterans, and people of color. Of
those who participated: 63% were receiving public assistance, 19% had a criminal
history, 12% were homeless, 8% had less than a grade 12 education, and 61%
were people of color.
More than 100 area employers in 17 different industries have hired Green Careers participants to date. The average wage is $15.75 and
many of the jobs have benefits. The Green Careers Training Project is a great example of the positive results of investing in training.
The $4 million grant resulted in $7.5 million in annual wages earned by the participants and $1.4 million in annual taxes paid.
Thank you to the many partners who worked with us to make this project a success including Catholic Charities, Construction
Apprenticeship and Workforce Solutions (CAWS), Central City Concern, Constructing Hope, Excellence in Trades and Apprenticeship
Preparation, Hacienda CDC, Human Solutions, Immigrant and Refugee Community Org, Metropolitan Alliance for Common Good,
Metropolitan Contractors Improvement Partnership, Mt Hood CC, NAYA, Oregon Tradeswomen, Portland Youthbuilders, Urban League,
Verde, and WorkSource.
WSI is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. To place a free relay call in
Oregon dial 711. These programs funded in whole or in part from the US Department of Labor.

Informational Interview Worksheet
Name: _________________________________________

Date: _________________

Instructions:
Please provide documentation from at least one (1) potential employer that indicated that the training
you are requesting is required for your targeted occupation.
Name:
Occupation / Job Title:
Interview #1 (required)
Employer name:
Phone:
Person contacted:
Types of Training Required and Comments from employer:

Suggested Questions for Informational Interviews:
The following are some suggestions as to what to ask, but remember that the best question is one that is
worded the way you speak, so feel free to change the wording to suit you.
What education, skills, and training do you seek in the ideal candidate? ________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Do you generally hire full-time for this position? ___________________________________
Are there specific schools or training programs that you would recommend?____________
_________________________________________________________________________________
Does this job have any special requirements such as travel, shift work, special licenses, etc.?
_________________________________________________________________________________
Do you know of other employers who hire for this or similar occupations? _________________
_________________________________________________________________________________
What is your entry level salary range? _______________________________________________
Are there advancement and educational opportunities? _________________________________
Does your company offer internships? _________________________________________________


Recommended Question

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor and the American Recovery ad Reinvestment Act.

Worksource Portland Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals
with disabilities. To place a free relay call in Oregon dial 711
Updated 12/15/09-PH

Interview #2 (Optional)
Employer Name:
Phone:
Person Contacted:
Types of Training Required and Comments from employer:

Suggested Questions for Informational Interviews:
The following are some suggestions as to what to ask, but remember that the best question is one that is
worded the way you speak, so feel free to change the wording to suit you.

What education, skills, and training do you seek in the ideal candidate? _______________
_________________________________________________________________________________
_________________________________________________________________________________
Do you generally hire full-time for this position? __________________________________________
Are there specific schools or training programs that you would recommend? ___________________
________________________________________________________________________________________
Does this job have any special requirements such as travel, shift work, special licenses, etc.? ______
________________________________________________________________________________________
Do you know of other employers who hire for this or similar occupations? _________________________
________________________________________________________________________________________
What is your entry level salary range? _______________________________________________________
Are there advancement and educational opportunities? ________________________________________
Does your company offer internships? _______________________________________________________



Recommended Question

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor and the American Recovery ad Reinvestment Act.

Worksource Portland Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals
with disabilities. To place a free relay call in Oregon dial 711
Updated 12/15/09-PH

Occupational Skills
Training Application

Section IV: Job Search Post Training
The applicant should be committed to completing the training and seeking employment after training is
completed.
Name of Applicant:

1. Describe your job search plans during and after completing this training?

_____________________________________________

Date: _________________

Please note: Funds are limited and approved based on a competitive application process. Completion of this worksheet does not guarantee funding for proposed training.
 A copy of my resume is attached to this application.

I have read, understand, and agree to the terms and conditions outlined in this document.
Signature
Printed Name

Date

Applicant Criteria:
Because funds are extremely limited, not all qualified applicants will receive funding. To meet the
minimum qualifications, applicants:
 Must need training in order to reach career goal.
 Must complete the WorkSource registration process and WIN Skills Review.
 Should have adequate funds to support himself or herself while in training.
 Should be willing to making a financial contribution to the cost of the course.
 Should be committed to completing the training and seeking employment after training is completed.
 Must work or live in Multnomah or Washington County.
 Must agree to the following, if funded:
 Provide the WorkSource staff with the copy of the diploma, certificate, or other proof of
completion of the training.
 Complete and save Prosperity Planner enrollment budget prior to training and an exit
budget after attaining employment, and contact WorkSource Center staff once this step
is completed.
 Meet with WorkSource Staff to discuss job search strategies within a month of completing
the training program.
Application and Registration Details:
 All applications will be reviewed by a Center Review Team using regional standards.
 Training requests should be made and approved in advance. Training costs cannot be paid or reimbursed retroactively. Please leave plenty of time for the application and approval process.
 The applicant is responsible for registering for the training in a timely manner. Late registration
fees or penalties will not be funded by the program.
 Funding is approved term-by-term based on satisfactory completion (C or higher) of previous
term.
 The applicant is required to contact WorkSource prior to withdrawing from class or training program. WorkSource Portland Metro will not provide applicant funds for re-enrollment in that class
or training program unless WorkSource Portland Metro has been refunded 100% of awarded
funds.
I attest that I:
 live in Multnomah or Washington county
 worked in Multnomah or Washington county

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor. WorkSource Portland Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals
with disabilities. To place a free relay call in Oregon, dial 711
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Signature

Date

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor. WorkSource Portland
Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. To place a free relay call in Oregon, dial 711.
OST APP 5-29-10 TP-F

Section I: Occupation Details

Section III: Financial Details

1. Target Occupation:
2. Please explain why training or retraining is necessary for you. Does it build on your existing
skills or is it a new occupation and skill set?

3. Is the occupation projected to be growing (in demand) in our local labor market?
 Yes
 No
Research the occupation to determine projected growth in Portland Metro Area through the Oregon
Labor Market Information Systems (OLMIS). Website: www.olmis.org


A copy of the OLMIS page verifying projected growth is attached to this application.

If the training program is Pell Grant-eligible, the applicant must apply for the Pell Grant. If approved,
the Pell Grant must be used in place of WorkSource funds for the training. WorkSource funds may make
up any gaps in training costs and available Pell funds.
The applicant must complete and save a budget using the Prosperity Planner before entering training and
after completing training and finding employment. The enrollment budget should demonstrate that the
applicant has adequate funds to support himself/herself during training.
1.Have you applied for Financial Aid/Scholarship, including Pell Grant? Website: www.fafsa.ed.gov
 Yes
 No
If No, Explain:




Classes are not Financial Aid eligible
Will not qualify for Financial Aid (Explain):

If Yes, Explain:





Application Pending. Date applied:
Approved (attach copy of award letter)
Denied Pell Grant (attach copy of denial letter)

4. Conduct Informational Interviews: Contact at least one (1) potential employer who hires for the
type of position for which you are requesting training funds. Interview the employer to determine
his/ her advice regarding training recommendations and minimum requirements for this occupation.
 A copy of Informational Interview worksheet is attached to this application.

2. Complete the Prosperity Planner Website: https://www2.worksourceportlandmetro.org
Sign in as a Return User by using your WorkSource Oregon Registration Username and Password. Do not
sign in as a guest. Remember to save your Prosperity Planner budget before exiting and print out the
Prosperity Planner Final Report to bring to your next meeting.


Section II: Training Details
The training program must be on the Region 2 Eligible ITA Training Programs list. This list is a subset of
the State Eligible Training Provider List and includes those training programs that support the Region 2
Target Industries. An optional Training Provider Research worksheet is available if you need help selecting a program.
1. Is the training Program on the Region 2 Eligible Training Provider List?
Website: https://www2.worksourceportlandmetro.org/etl/Default.aspx
 Yes
 No


A printout of ETPL page with training provider is attached to this application.

2. Which of the following Region 2 Priority Industries does your occupation fall within?





Bioscience
Distribution and Logistics
Green Building
Healthcare

3. Program information:
Program Name:
Training Provider:
Training Start Date:
Total Training Cost:
CIP Code:


.






Metals Manufacturing
Software
Renewable Energy and Clean Technology
Occupation supporting priority industries (e.g., accounting, office support):_______________________________
(name of occupation)

Copy of Prosperity Planner Final Report is attached to application.

a. Do the results of your Prosperity Planner budget indicate that you will be able to successfully
complete the training without withdrawing due to financial hardship?
 Yes
 No
b. Do the results of your Prosperity Planner budget indicate you will be able to make a financial
contribution to the course?
 Yes
 No
c. Do you have reliable transportation for attending training?
1. What is the distance to the training/school from your home? __________# miles (roundtrip)
Use the following website to determine number of miles: maps.yahoo.com
2. How do you plan on paying for transportation to and from school?

d. Do you have children that require childcare while you are in training?
 Yes

 No

If yes, complete the following:

1. Calculate the total cost of childcare during your training per week.
Expected Completion Date:
Classroom Hours Per Week:

2. What is your plan for childcare and potential added expense while you are in training?

Credential Type:

A copy of Training Provider Research worksheet is attached to this application.
2

3

Training Review Form
Customer Name:

I-Trac ID

_________________

WSPM Skills Team Member
Customer Readiness
Based on the training application submitted by the customer, circle “Yes” or a “No” to indicate whether each of the
criteria listed below has been met. If you do not have the information necessary to respond to an item, circle “No.”
Yes/No

The customer’s current skills and this proposed training supports a strong re-employment
plan.

Yes/No

The customer’s Prosperity Planner budget demonstrates financial need.

Yes/No

The customer’s Prosperity Planner budget demonstrates that he or she will have sufficient
income or supports to live on during training and the re-employment period.

Yes/No

The customer has completed and submitted a Pell Grant application or can show that
proposed training is not eligible for Federal Student Aid.

If the customer meets all four criteria indicators, attach the customer’s Occupational Skills Training Application and
their Prosperity Planner Budget, check the customer’s I-Trac record, complete the I-Trac Information section below and
submit to your center’s Training Review Team. All criteria must be met in order to submit application to your center’s
Review Team.
For each “No” indicate what the customer might do to increase the likelihood of an affirmative response.

WSPM Skills Team Member Signature ______________________________ Date_________________

I-Trac Information
Before submitting to your Center Training Review Team review the customer’s I-Trac record. Based on I-Trac,
indicate which of the items below are true for this customer.
5. 

This customer is a Public Assistance Recipient and/or low income in I-Trac

3. 

This customer is a veteran or the spouse of a veteran

1.

 This customer is listed as unemployed in I-Trac
 Enter the sum of item numbers to get a Priority of Service score.

Eligibility
 This customer is eligible for WIA Adult funding only
 This customer is eligible for WIA Adult and Dislocated Worker Program funding

Rev. 1/15/2010

Team Review
When the Career Specialist determines that a customer meets the criteria for consideration of training investment,
the request must be reviewed by the Center’s Training Review Team using the criteria below.
The Training Review Team must include the WIA Manager and at least 2 other staff. To evaluate whether sufficient
funds are available, the WIA Manager must provide the Training Review Team the center’s YTD budget against
planned expenditures. Approval of funding for training must be based on availability of funding to provide yearround training services.
 Applications should be considered at consistent intervals. All applications submitted to the Training Review
Team by the center’s Career Specialists during a prescribe interval must be considered during the same meeting.
 Applications are organized into a scale of suitability. Priority of Service becomes a consideration on the scale
only in the event of a tie between applications and funds are not sufficient to grant both applications.
Team Review Assessment
1 2 3 4 5 6 7 8 9 10
1= little or no benefi t
likely
10 = very significant
benefit likely

Yes/No

If training is successfully completed, what is the benefit of the proposed training
compared to the cost of training? Include these considerations in your deliberations:
projected demand for occupations related to proposed training, affect the
occupational training requested by the customer is likely to have on his or her
employability, improvement in customer’s situation made possible by the training
program.

(Yes = 2)

Would the average starting wage for occupations associated with this training
enable the customer to meet the self-sufficiency wage requirement reported in
their Prosperity Planner?

Yes/No

Is this a request for funds to support a current ITA customer’s continued training?

(Yes = 2)

Summary of Considerations

Team Review Assessment

= ________ (Sum of number ratings in Team Review Assessment)

Priority of Service Indicator

= _________ (From page 1)
Use this indicator in your decision making in the event that several qualified applicants under consideration in same
application pool at your Center receive the same score in the Team Review Assessment, and funds are insufficient to grant all
qualified applicant requests.
Recommendation

□
□
□

Funding Recommended - Amount $ _______________
Refer customer back to Partner for further information (see comments).
Customer’s plan is to be reconsidered in future team reviews .

Comments regarding recommendations:

Review Team Member Signature _____________________________ Date of Review__________
Rev. 1/15/2010
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Regional Overview
Occupational Skills Training services are available when a customer requires new or upgraded skills in
order to secure or retain employment in a demand occupation or growth industry that provides a
career path leading toward self sufficiency.
Occupational Skills Training is administered and funded in one of two ways:
On-the-Job Training Agreements (OJT): An OJT is an agreement between the WorkSource
program and an individual employer who agrees to act as a training provider. The OJT is a hire‐first
program; the trainee is actually an employee of the company that has agreed to provide the training.
The employer is compensated for the extraordinary costs associated with training participants and the
costs associated with the lower productivity of the participants during the training period.
Individual Training Accounts (ITA): An ITA is a financial obligation by the WorkSource program to
support classroom based training or instruction in a program that is on the Eligible Training Provider
List. ITAs may include the costs of tuition, fees (school, lab, etc.), and books required for the training
program.
The Region 2 Workforce Investment Board, through the Regional Competitiveness Committee,
identifies Target Industries where the investments in Occupational Skills Training will focus. The Target
Industries established October 2009 are:








Green Building
Bioscience
Metals Manufacturing
Renewable Energy & Clean Technology
Healthcare
Software
Distribution and Logistics

The Regional Competitiveness Committee reviews the list each year and makes adjustments as
appropriate.

Worksystems, Inc.

111 SW Fifth Avenue, Suite 1150

Portland, OR 97204

503.478.7300
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Regional Program Requirements
Prerequisites: Customers who seek to participate in Occupational Skills Training must complete the
following prerequisite services (there are no exceptions to this requirement):
 Welcome Process
 WorkSource Advising
 Occupational Skills Training Application
 Training Provider Research Worksheet
 Informational Interview (1)
 Saved Prosperity Planner Enrollment Budget
OJT Requirements: If it is determined that the best and appropriate method of training for the
customer is through an OJT Agreement, refer to the OJT standards and procedures, including the OJT
Development Manual, for direction and the necessary forms and additional requirements to establish
an OJT.
ITA Requirements: If it is determined that the customer is best served with an ITA these additional
requirements must be considered and met:
 The training program must be on the Region 2 Eligible ITA Training Programs list. This list is a
subset of the State Eligible Training Provider List and includes those training programs that
support the Region 2 Target Industries.
 Customer meets the qualifications and prerequisites established for the training by the training
provider.
 If the training program is Pell Grant‐eligible, the customer must apply for the Pell Grant. If
approved, the Pell Grant must be used in place of WIA funds for the training. WIA funds may
make up any gaps in training costs and available Pell funds. A plan must be in place to
recapture training funds paid out and subsequently covered by a Pell Grant (except the portion
of the Pell Grant assistance provided to the customer for education‐related expenses not paid
by the ITA).
 After completing training, the customer must complete and save a Prosperity Planner exit
budget.
 In addition to the invoices from the training provider, the following documentation must be
maintained in the financial files attached to the ITA payment:
 A copy of the Region 2 Eligible ITA Training Programs list depicting the selected training.
 A copy of the customer’s Training Recommendation form.

Worksystems, Inc.

111 SW Fifth Avenue, Suite 1150

Portland, OR 97204

503.478.7300
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WorkSource Portland Metro Customer Flow Chart
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Regional Overview
The Workforce Investment Act of 1998 stipulates that in the event funds allocated to a local area for
Adult employment and training activities are limited, priority shall be given to recipients of public
assistance and other low‐income individuals for intensive services and training services. The Local
Workforce Investment Board does declare that WIA funds are limited in Region 2 because there are
not enough funds available to serve the numbers of un‐ and under‐employed people in the Region, and
thus priority service should take place when working with WIA Title 1B Adult funds.
The Jobs for Veterans Act (JVA) of 2002 establishes a priority of service requirement for covered
persons in qualified job training programs.

Policy
The Local Workforce Investment Board sets this priority of service based on Federal requirements and
the Oregon Workforce Investment Board’s (OWIB) Self‐Sufficiency Policy, dated June 26, 2008. This
guideline does not replace eligibility requirements. The Local Workforce Investment Board has
determined that there exists in our local area a sizeable group of individuals that lack economic self‐
sufficiency. Therefore, priority of service for WIA program participants will be:
 JVA covered persons (veterans and eligible spouses, including widows and widowers) (WIA Adult
and Dislocated Worker programs)

 Public Assistance Recipients and other low‐income populations (WIA Adult program)
 Unemployed Individuals (WIA Adult program)
 Employed Individuals who seek assistance through the WorkSource system (WIA Adult program)
The OWIB self‐sufficiency policy applied here states:
“Employment itself is not a guarantee of self‐sufficiency. Due to the ever‐increasing skill
requirements of employment at all levels, all Oregonians can benefit from increased
skills. Therefore no Oregonian seeking assistance through WorkSource Oregon shall be
considered to be self‐sufficient.” (Emphasis added.)

Reference
Workforce Investment Action Final Rules 20 CFR §663.600 through §663.640
Training and Employment Guidance Letter No. 10‐09, Priority of Service for Veterans and Eligible
Spouses
OWIB WorkSource Oregon Self‐Sufficiency Policy, June 26, 2008

Worksystems, Inc.

111 SW Fifth Avenue, Suite 1150

Portland, OR 97204

503.478.7300

OREGON WORKFORCE INVESTMENT BOARD
Worksource Oregon Self-Sufficiency Policy

Background
The term “self sufficiency” for Workforce Investment Act (WIA) programs refers to the
level of income a person or family must be below in order to be eligible for certain WIA
services. In other words, “self-sufficient” means that individuals are at such an income
level that they do not need public employment services. The WIA requires each Local
Workforce Investment Board (LWIB) to have its own self sufficiency policy, setting the
level for self-sufficiency for that Local Workforce Investment Area (LWIA), unless the
state has a policy covering the entire state. This OWIB policy will relieve the LWIBs
from the burden of creating and maintaining their own self-sufficiency policies.
The self-sufficiency provisions of the WIA make it problematic for LWIBs and WIA
providers to serve incumbent (current) workers. In many places around the state, the
mere fact that an individual is employed may make him or her ineligible. This is the case
even though the individual may have more than one low-wage job. In this economy, no
Oregonian is truly self-sufficient. Skill requirements for employment at all levels are
increasing. Oregonians at all skill levels can benefit from upgrading their skills.
It is important to note that the rationale for the existing WIA rule is to assure that lowincome individuals are served. It is equally important to note that this new selfsufficiency policy is not meant to exclude low income individuals, that they can be
served, and are still eligible for services. The new policy does not prohibit a local board
from a focus on those most in need. This aligns with OWIB policy and strategic
direction.
The Integration Effort
The Department of Community Colleges and Workforce Development and the Oregon
Employment Department, along with LWIBs and other partners has undertaken an effort
to integrate the US Department of Labor programs in the WorkSource Oregon (WSO)
Centers. The integration effort has three goals:
1. Enroll all customers who come in to a physical one-stop center into both WIA and ES
programs. This will dramatically increase the numbers of WIA participants, but is
difficult to do under current self-sufficiency standards. All Oregonians are eligible for
Employment Service services, but under current self-sufficiency rules, many employed
individuals are not eligible for WIA services.

2. Provide each customer with a skill assessment. This assessment will be on-line and
fast to administer, but will give customers and WSO staff skill level information and
direction for future services.
3. Provide customers with attractive services that will enhance their skills. Services will
include a “product box” (Menu of Resources and Services) of skill upgrade activities
ranging from on-line math brush-up to occupational skills training. All one-stop
customers will receive skill enhancement or other services under this new policy, which
would not possible under current self-sufficiency rules.
OWIB Self-Sufficiency Policy Language
Employment itself is not a guarantee of self-sufficiency. Due to the everincreasing skill requirements of employment at all levels, all Oregonians can
benefit from increased skills. Therefore no Oregonian seeking assistance through
WorkSource Oregon shall be considered to be self-sufficient.

Approved by:

Effective Date:

Greg White
OWIB Executive Staff
June 26, 2008
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Refer to the WorkSource Portland Metro Procedures Manual for additional guidelines and procedures,
including documentation and I‐Trac data entry requirements.
Exceptions: Exception requests will be considered based on an individual customer situation. An
exception may be granted to access a training program on the State’s Eligible Training Provider List but
not included in the Region 2 Eligible ITA Training Programs list or a training that meets the Region’s
Eligible Training Provider List Exceptions policy. Such requests for exceptions must be approved in
writing by the Center Operator. A copy of the email request and approval is to be maintained with the
financial documents along with a copy of the ETPL depicting the training program or the
documentation substantiating compliance with the ETPL Exceptions policy requirements.
Consideration of exceptions will be based on supportive information such as local labor market data
including employer contacts which indicate a growth industry and in‐demand occupations; existence of
a hiring commitment; and training provider’s placement rates for program completers.

Reference
Workforce Investment Act Final Rules 29 CFR §663.300‐410 and §663.700‐710.
WorkSource Portland Metro Procedures Manual
Training – Regional Eligible Training List Exceptions Standard Operating Procedures
Training – Eligible Training Provider List Exceptions LWIB Policy
On‐the‐Job Training Regional Program Standards
On‐the‐Job Training Development Manual

Worksystems, Inc.

111 SW Fifth Avenue, Suite 1150

Portland, OR 97204

503.478.7300
2.17.09

Product -Title
Available at All Centers
Career Exploration Workshop

Product Description
Develop a career goal by exploring your skills, aptitudes and experience and
matching them to current industry and occupational trends. This class is
taught in two formats -- a single four-hour class or a series of two, two-hour
classes. Please note: In order to sign up for this workshop you must first
save a budget in the Prosperity Planner.

Career Link Courses

6-8 week course designed to provide career exploration and skill building
opportunities to gain employment in a targeted career environment.

Internship-Work Experience ( Orientation)

An Internship that provides a job seeker who lacks work experience the
opportunity to improve job readiness, gain exposure to work in the area of
his/her interest, and develop some resume experience. The goal is to
prepare a job seeker for future employment.

Internship-WorkSource Temp to Hire (Orientation)

Interview Workshop

An internship that provides a job seeker the opportunity to overcome an
employment stigma (such as a history of long term unemployment or
criminal record) by proving him/herself on the job during a demonstration
period where WorkSource is paying the intern’s wages and serving as the
employer of record. The goal of WorkSource Temp to Hire employment
internship is for the intern to be hired for regular employment at the end of
the demonstration period. Therefore, WorkSource Temp to Hire
internships are only offered in connection with a regular, unsubsidized job
opening.
Making a professional impression during an interview is essential to getting
hired. This 2- 1/2 hour workshop reviews interview basics and teaches you
how to capably handle questions.

active

X

Aligned Partner
Customers Only

Aligned Partner
Customers Only

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Job Club

Job Search Workshop

Job Readiness Course

Open Skills Lab

Resume Workshop

This energizing workshop provides you tips and tools to improve job search
techniques. Plus, it gives you an opportunity to network with other job
seekers and share job leads.

x

Learn strategies to increase your job search effectiveness. This workshop
includes pointers on how you can use iMatchSkills® and other sources as
part of your efforts.

x

Are you ready to get a job now? Fast track yourself into Job Readiness! The
Job Readiness Certification Course is designed to give you hands on tools
that will increase your chances of getting hired. At the end of the 5 day
course you will have a completed resume, formal critique and practice on
interviewing with staff and employers, tips on job search strategies, tips on
keeping a job, nationally recognized Career Readiness Certification, and
special access to a Job Readiness Alumni Job Club.
Supported lab time to work independently on materials from Workplace
Computer, Workplace Math or Workplace English workshops. Self paced
lessons available without workshop attendance. Other learning activities
available including keyboarding, GED prep, WIN lessons and career
research.

x

x

Knowing about strategies and formats for resumes will help you make
decisions about how to present your accomplishments in the most
compelling way.

x

Workplace Computer - Basic

This course provides introductory instruction on using the computer, the
Internet, MS Windows and email.

x

Workplace Computer - MS Office

This course provides introductory instruction in Word, PowerPoint and
Excel with additional self paced lessons for Access and
intermediate/advanced levels of each program.

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Workplace ESL (English as a Second Language)

This six week, six hour per week multi-level workshop provides English
language instruction using job search and workplace topics. Includes basic
computer skills and language software instruction.

NCRC Orientation/Registration

Learn about the National Career Readiness Certificate (NCRC) assessment.
A growing number of employers are using NCRC assessments to quickly
identify qualified job candidates. The NCRC gives you a tangible way to
document your work skills and stand out to an employer. Find out how to
study for the assessment, how to sign-up and take the assessment and how
to it use the certification to help your job search. The NCRC Orientation
Workshop must be attended before you can take the NCRC assessment.

x
(not available at
Tualatin)

x

National Career Readiness Certificate AssessmentApplied Math

This assessment documents your skills level in how you apply mathematical
reasoning, critical thinking and problem-solving techniques to work related
problems.

National Career Readiness Certificate Assessment Reading for Information

This assessment documents your skill level in how you read and use written
text in order to do your job. Written texts include letters, directions, signs,
notices, policies and regulations.

x

National Career Readiness Certificate Assessment Locating Information

This assessment documents your skill level in how well you use graphics
such as charts, graphs, and tables to find information you need for your job.

x

Training Information: Resources to Plan and Pay for
Training

Do you know you need training but aren’t sure how to pay for it? Attend
this workshop to learn about funding resources, including scholarships
available through WorkSource.

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

On-the-Job Training Orientation

WSPM Scholarship Application

Available at WSPM Tualatin
Social Networking for Job Search

Available at WSPM Beaverton-Hillsboro
High Tech Networking Group

Informational Interviewing - Tape

On-the-Job Training (OJT) is a resource available to you as a WorkSource
customer. In this workshop you will learn about the program and how you
can use OJT to market yourself to potential employers. By attending this
workshop you will also be identified as interested in this resource and
placed in an OJT recruitment pool. This pool will be prioritized when
matching OJT opportunities to customers.

x

Learn about the occupational training funding available through
WorkSource Portland Metro. This workshop introduces you to the types of
occupational training available and the process for applying for training
tuition support. Please note: You must live or work in Multnomah or
Washington county in order to be eligible for this support.

x

Learn how to use Social Networking tools to support your job search, build
an online professional network, conduct company specific research and
access exclusive job opportunities.

x

Weekly meetings to support individuals from high tech companies in the
process of finding employment. Job search skills and job leads are shared
weekly.
Informational interviewing is a way
to increase your job opportunities using your network. Learn how to
incorporate informational interviewing into your job search.

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Job Seeker Support & Networking

Discover Your Road to Success

Resumes for Job Seekers with a Criminal Background

Individualized Job Placement Orientation -Court
Referred

Individualized Job Placement Orientation
Available at WSPM Central
Resume Review

Network with local professionals who present each week on a different
topic related to job search and professional development. Fine-tune your
resume and interviewing skills with the support of group members and
guests.
Tired of hearing “no” from employers due to your criminal background? In
this on-going workshop you will learn how to discuss your background with
employers and address other skills needed to obtain employment in a
changing and challenging job market.
A one part resume workshop for job seekers with a criminal background,
including an overview of how to write a resume, overview of a cover letter
and hands-on experience on the computer.
The Customized Placement Orientation is for ONLY for court referred job
seekers accessing targeted job placement assistance through the WSPM
Partner Referral.

The Customized Placement Orientation reviews the application process for
receiving targeted job placement assistance and is open ONLY for
individuals with criminal backgrounds.
Third level of our Resume Writing Series. Get feedback on your completed
resume! Please note: In order to attend this workshop you must first attend
either Resume Workshop or the Art of Resumes Workshop.

x (partner site)

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

The Art of Resumes

This is the second level of our Resume Writing Series. Learn from a
Professional about what employers are looking for in a quality resumes. This
workshop is conducted by Pathfinder Writing and Career Services. Please
note: In order to sign up for this workshop you must first attend the
Resume Workshop.

WorkSource Registration

This workshop is designed for people who need more staff assistance
enrolling in WorkSource services.

Social Networking

Do you use the power of online Social Networking? Employers do!!
• Come see how to securely take your existing skills and experience, and
build your online professional profile that never sleeps using tools such as
Twitter, Linked In, and Facebook.
• Together we’ll be learning about the growing strength of online socialmedia tools and how to use them to network yourself professionally, and
apply for all the jobs that are trying to find you.
• Join us in our newest workshop, Social Media for Hire, to add the online
power you need to move you forward in connecting with employers today!

Job Readiness Course

Available at WSPM East
Computer Skills Workshop – ELL

Are you ready to get a job now? Fast track yourself into Job Readiness! The
Job Readiness Certification Course is designed to give you hands on tools
that will increase your chances of getting hired. At the end of the 5 day
course you will have a completed resume, formal critique and practice on
interviewing with staff and employers, tips on job search strategies, tips on
keeping a job, nationally recognized Career Readiness Certification, and
special access to a Job Readiness Alumni Job Club.

Computer skills workshop designed for English Language Learners.

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Computer Skills Workshop - Spanish/ Computación e
Internet en Español
Computer Skills Workshop for Russian Speakers
Interview workshop - Spanish / Entrevista de trabajos
en Español
Job Club for Russian Speakers
Job Search Essentials

Aprenda como usar la computadora, correo electronico y como navegar en
el internet.

x
Aprenda el tipo de entrevistas de trabajo que existen.Preguntas que le
pueden hacer y sugerencias de como contestarlas

x
x

Advanced Job Search Workshop to learn how to market your skills,
understand the hidden job market & networking. Learn about Proactive and
Reactive job search.

Job Search for Mature Workers

Support and job search networking for individuals over 50 years of age

Know Your Market

Learn how to use OLMIS to gather information regarding occupations,
industries and the general labor market conditions that can impact career
planning.

Learning Lab – ELL

x

Scheduled time in the Learning Lab for English Language Learners to work
on specific learning objectives including WIN lessons, basic keyboarding,
mouse, online learning for computers, and math skills. Lab time also
available for English Language Learners.

Microsoft Word in Spanish

Word in Spanish: Beginning Word, learn to create and format a document.
Offered in Spanish.

Social Networking

Social networking technology, like Twitter, Linked In, and Facebook, can be
the key to finding your next opportunity! This exciting workshop will teach
you how to use Social Networking tools to support your job search and
build a professional network.

x

x
x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Keep It Fresh

Workplace Math

Improve Your Locating Information Skills Workshop

Rosetta Stone Workshop for ELL

Surviving Job Loss
Available at WSPM SE
Discover Your Road to Success

Feeling like you have tried everything? Keep your job search fresh! This
dynamic workshop was designed based on topics requested by our WSPM
customers! This workshop will focus on a different topic each month.

Focused on math used on the job in a variety of industries, this workshop
provides basic math instruction, GED math preparation and higher level
occupational math. This workshop prepares you to be more successful on
the NCRC math assessment.
Many jobs require locating information skills and the NCRC assessment for
locating information can be challenging. This workshop prepares you to be
more successful on the NCRC and shows you how to locate information in
various work related materials.
Use the popular language software, Rosetta Stone, to improve your English
language skills. Designed for English language learners from beginning to
advanced levels.
Resources, tools and motivation for transitioning through job loss.

Tired of hearing “no” from employers due to your criminal background? In
this on-going workshop you will learn how to discuss your background with
employers and address other skills needed to obtain employment in a
changing and challenging job market.

x

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Individualized Job Placement Orientation
The Customized Placement Orientation reviews the application process for
receiving targeted job placement assistance and is open ONLY for
individuals with criminal backgrounds.

x (starting 6/1/12)

A one part resume workshop for job seekers with a criminal background,
including an overview of how to write a resume, overview of a cover letter
and hands-on experience on the computer.

x (starting 6/1/12)

Resumes for Job Seekers with a Criminal Background

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Placing the Long-Term
Unemployed
Developing an integrated, systematic programs
to place the long-term unemployed in our
region.
WSPM 4/19

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities.
To place a free relay call in Oregon dial 711.
This program financed in whole or in part with funds provided by the U.S. Department of Labor.

Process
ASSIGNMENT (4/9)

• Assemble development team of OED, WSI & 1B participants
• Identify data needs & develop high-level recommendations for RLT on 4/18

RESULTS

• Robert, Bruce, deDrae, Kay, Sean & Cheryl (met 4/12)
• Input/ideas from meeting captured and categorized into 5 recommendations

NEXT STEPS

• RLT prioritize/eliminate recommendations. (4/18)
• Feedback back from RLT to development team (4/18)
• SWAT Team Assignments & Expectations (4/23)

Customer Data First
TYPE OF INFO

SOURCE

Demographics 99weekers Region wide and by Center
• Education level
• Basics skills level
• Language
• Industry focus
• Occupation

iMS

•
•
•

Anonymous REA
Participant
Survey, collected
over 3-week
periods.

•
•
•

Wage expectations, requirements
Other means of income while unemployed
Survival job during any period after leaving “regular”
employment
Search strategies and techniques, which one have led to
interviews or job offers
Customer perception of what’s preventing him or her of
getting a job.
Comfort with using computers

Challenges emerging during REA interview

• Mary Lewis
• Kristin K. Jones

How might we use this
data/continue to collect
this info consistently.

Staff Survey
May not be necessary
pending demographic info
above

• Periodic surveys of engaged Center customers

Periodic surveys

Research Guided Selection & Build Out
RECOMMENDATIONS:

• Connect Dots Between Transferable Skills & OJT
Opportunities

[East]

• Bring focus on LTUE to Current Products

[SE?]

• Develop “Tool Kits” Base on Customer

[Tualatin]

• Develop programs to involve Job Seeker in relevant
resume enhancing activities

[B-H]

• Broadcast “New Products” to Marginally Engaged

[Central]

RECOMMENDATION

Connect Dots Between Transferable Skills
& OJT Opportunities
BUSINESS - Listing

JOB SEEKER – Transferable Skills

• Assure Job Listings are
written with wiggle room
• Review long-open OJTs, work
with business to change

• Update iMS profile
• Identify jobs willing to do
• Identifying and talking about
transferable skills

REQUIRES:

• Staff training: Skills and OED Staff
• Establishing guidelines & expectations

RECOMMENDATION

Bring focus on LTUE to Current Products
POSSIBLE SOLUTIONS:

• Regionalize Keep it Fresh Workshop
• Helps job seekers stay engaged, motivated & develops networking skills
• Supplement with LinkedIn Support

• Handout/Workshop/Online Modules
For example: “How to Structure Your Work Week”
• Point to Job Clubs

• Formalize sharing of BKMs between Centers

• How to search iMatchSkills for OJTs
• Job Readiness Course – Roll-out
• Work w/staffing agencies (WSI Biz Service is looking into.)

RECOMMENDATION

“Tool Kits” Based on Customer Profiles
POSSIBLE SOLUTIONS:

• Position REA meeting as job search counseling
• Provide relevant job search information in relevant way.
• In addition to OLMIS data
• What has/has not been effective, stories, data in
situations similar to theirs

RECOMMENDATION

Involve Job Seeker in relevant resume
enhancing activities”
POSSIBLE SOLUTIONS:

Type of activity may vary by industry/occupational interest.

• Volunteer opportunities: Develop matching program
process or work w/existing organization
• Unpaid internships (e.g., administrative training
in WSPM offices)
• Pin-point candidates for short-term training
• Online research for WSPM evaluating workshops on
Resume etc.

RECOMMENDATION

Broadcast “New Products”
EXAMPLES

• OJTs to people who have not been in a Center since June
• Co-hort training to “matched” groups that would include
LTUE

Next Steps
NEXT STEPS

• SWAT Assignments & Expectations & Constraints (4/23)
• Gather Information
• Develop Proposal
1. Situational Analysis
2. Solutions
3. Implementation Plan (Timeline, Resources, Dependencies)
4. Metrics
• SWAT Report Out to RLT (possibly at OED Management Mtg)
• Approve plan go ahead

Product -Title
Available at All Centers
Career Exploration Workshop

Product Description
Develop a career goal by exploring your skills, aptitudes and experience and
matching them to current industry and occupational trends. This class is
taught in two formats -- a single four-hour class or a series of two, two-hour
classes. Please note: In order to sign up for this workshop you must first
save a budget in the Prosperity Planner.

Career Link Courses

6-8 week course designed to provide career exploration and skill building
opportunities to gain employment in a targeted career environment.

Internship-Work Experience ( Orientation)

An Internship that provides a job seeker who lacks work experience the
opportunity to improve job readiness, gain exposure to work in the area of
his/her interest, and develop some resume experience. The goal is to
prepare a job seeker for future employment.

Internship-WorkSource Temp to Hire (Orientation)

Interview Workshop

An internship that provides a job seeker the opportunity to overcome an
employment stigma (such as a history of long term unemployment or
criminal record) by proving him/herself on the job during a demonstration
period where WorkSource is paying the intern’s wages and serving as the
employer of record. The goal of WorkSource Temp to Hire employment
internship is for the intern to be hired for regular employment at the end of
the demonstration period. Therefore, WorkSource Temp to Hire
internships are only offered in connection with a regular, unsubsidized job
opening.
Making a professional impression during an interview is essential to getting
hired. This 2- 1/2 hour workshop reviews interview basics and teaches you
how to capably handle questions.

active

X

Aligned Partner
Customers Only

Aligned Partner
Customers Only

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Job Club

Job Search Workshop

Job Readiness Course

Open Skills Lab

Resume Workshop

This energizing workshop provides you tips and tools to improve job search
techniques. Plus, it gives you an opportunity to network with other job
seekers and share job leads.

x

Learn strategies to increase your job search effectiveness. This workshop
includes pointers on how you can use iMatchSkills® and other sources as
part of your efforts.

x

Are you ready to get a job now? Fast track yourself into Job Readiness! The
Job Readiness Certification Course is designed to give you hands on tools
that will increase your chances of getting hired. At the end of the 5 day
course you will have a completed resume, formal critique and practice on
interviewing with staff and employers, tips on job search strategies, tips on
keeping a job, nationally recognized Career Readiness Certification, and
special access to a Job Readiness Alumni Job Club.
Supported lab time to work independently on materials from Workplace
Computer, Workplace Math or Workplace English workshops. Self paced
lessons available without workshop attendance. Other learning activities
available including keyboarding, GED prep, WIN lessons and career
research.

x

x

Knowing about strategies and formats for resumes will help you make
decisions about how to present your accomplishments in the most
compelling way.

x

Workplace Computer - Basic

This course provides introductory instruction on using the computer, the
Internet, MS Windows and email.

x

Workplace Computer - MS Office

This course provides introductory instruction in Word, PowerPoint and
Excel with additional self paced lessons for Access and
intermediate/advanced levels of each program.

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Workplace ESL (English as a Second Language)

This six week, six hour per week multi-level workshop provides English
language instruction using job search and workplace topics. Includes basic
computer skills and language software instruction.

NCRC Orientation/Registration

Learn about the National Career Readiness Certificate (NCRC) assessment.
A growing number of employers are using NCRC assessments to quickly
identify qualified job candidates. The NCRC gives you a tangible way to
document your work skills and stand out to an employer. Find out how to
study for the assessment, how to sign-up and take the assessment and how
to it use the certification to help your job search. The NCRC Orientation
Workshop must be attended before you can take the NCRC assessment.

x
(not available at
Tualatin)

x

National Career Readiness Certificate AssessmentApplied Math

This assessment documents your skills level in how you apply mathematical
reasoning, critical thinking and problem-solving techniques to work related
problems.

National Career Readiness Certificate Assessment Reading for Information

This assessment documents your skill level in how you read and use written
text in order to do your job. Written texts include letters, directions, signs,
notices, policies and regulations.

x

National Career Readiness Certificate Assessment Locating Information

This assessment documents your skill level in how well you use graphics
such as charts, graphs, and tables to find information you need for your job.

x

Training Information: Resources to Plan and Pay for
Training

Do you know you need training but aren’t sure how to pay for it? Attend
this workshop to learn about funding resources, including scholarships
available through WorkSource.

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

On-the-Job Training Orientation

WSPM Scholarship Application

Available at WSPM Tualatin
Social Networking for Job Search

Available at WSPM Beaverton-Hillsboro
High Tech Networking Group

Informational Interviewing - Tape

On-the-Job Training (OJT) is a resource available to you as a WorkSource
customer. In this workshop you will learn about the program and how you
can use OJT to market yourself to potential employers. By attending this
workshop you will also be identified as interested in this resource and
placed in an OJT recruitment pool. This pool will be prioritized when
matching OJT opportunities to customers.

x

Learn about the occupational training funding available through
WorkSource Portland Metro. This workshop introduces you to the types of
occupational training available and the process for applying for training
tuition support. Please note: You must live or work in Multnomah or
Washington county in order to be eligible for this support.

x

Learn how to use Social Networking tools to support your job search, build
an online professional network, conduct company specific research and
access exclusive job opportunities.

x

Weekly meetings to support individuals from high tech companies in the
process of finding employment. Job search skills and job leads are shared
weekly.
Informational interviewing is a way
to increase your job opportunities using your network. Learn how to
incorporate informational interviewing into your job search.

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Job Seeker Support & Networking

Discover Your Road to Success

Resumes for Job Seekers with a Criminal Background

Individualized Job Placement Orientation -Court
Referred

Individualized Job Placement Orientation
Available at WSPM Central
Resume Review

Network with local professionals who present each week on a different
topic related to job search and professional development. Fine-tune your
resume and interviewing skills with the support of group members and
guests.
Tired of hearing “no” from employers due to your criminal background? In
this on-going workshop you will learn how to discuss your background with
employers and address other skills needed to obtain employment in a
changing and challenging job market.
A one part resume workshop for job seekers with a criminal background,
including an overview of how to write a resume, overview of a cover letter
and hands-on experience on the computer.
The Customized Placement Orientation is for ONLY for court referred job
seekers accessing targeted job placement assistance through the WSPM
Partner Referral.

The Customized Placement Orientation reviews the application process for
receiving targeted job placement assistance and is open ONLY for
individuals with criminal backgrounds.
Third level of our Resume Writing Series. Get feedback on your completed
resume! Please note: In order to attend this workshop you must first attend
either Resume Workshop or the Art of Resumes Workshop.

x (partner site)

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

The Art of Resumes

This is the second level of our Resume Writing Series. Learn from a
Professional about what employers are looking for in a quality resumes. This
workshop is conducted by Pathfinder Writing and Career Services. Please
note: In order to sign up for this workshop you must first attend the
Resume Workshop.

WorkSource Registration

This workshop is designed for people who need more staff assistance
enrolling in WorkSource services.

Social Networking

Do you use the power of online Social Networking? Employers do!!
• Come see how to securely take your existing skills and experience, and
build your online professional profile that never sleeps using tools such as
Twitter, Linked In, and Facebook.
• Together we’ll be learning about the growing strength of online socialmedia tools and how to use them to network yourself professionally, and
apply for all the jobs that are trying to find you.
• Join us in our newest workshop, Social Media for Hire, to add the online
power you need to move you forward in connecting with employers today!

Job Readiness Course

Available at WSPM East
Computer Skills Workshop – ELL

Are you ready to get a job now? Fast track yourself into Job Readiness! The
Job Readiness Certification Course is designed to give you hands on tools
that will increase your chances of getting hired. At the end of the 5 day
course you will have a completed resume, formal critique and practice on
interviewing with staff and employers, tips on job search strategies, tips on
keeping a job, nationally recognized Career Readiness Certification, and
special access to a Job Readiness Alumni Job Club.

Computer skills workshop designed for English Language Learners.

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Computer Skills Workshop - Spanish/ Computación e
Internet en Español
Computer Skills Workshop for Russian Speakers
Interview workshop - Spanish / Entrevista de trabajos
en Español
Job Club for Russian Speakers
Job Search Essentials

Aprenda como usar la computadora, correo electronico y como navegar en
el internet.

x
Aprenda el tipo de entrevistas de trabajo que existen.Preguntas que le
pueden hacer y sugerencias de como contestarlas

x
x

Advanced Job Search Workshop to learn how to market your skills,
understand the hidden job market & networking. Learn about Proactive and
Reactive job search.

Job Search for Mature Workers

Support and job search networking for individuals over 50 years of age

Know Your Market

Learn how to use OLMIS to gather information regarding occupations,
industries and the general labor market conditions that can impact career
planning.

Learning Lab – ELL

x

Scheduled time in the Learning Lab for English Language Learners to work
on specific learning objectives including WIN lessons, basic keyboarding,
mouse, online learning for computers, and math skills. Lab time also
available for English Language Learners.

Microsoft Word in Spanish

Word in Spanish: Beginning Word, learn to create and format a document.
Offered in Spanish.

Social Networking

Social networking technology, like Twitter, Linked In, and Facebook, can be
the key to finding your next opportunity! This exciting workshop will teach
you how to use Social Networking tools to support your job search and
build a professional network.

x

x
x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.

Keep It Fresh

Workplace Math

Improve Your Locating Information Skills Workshop

Rosetta Stone Workshop for ELL

Surviving Job Loss
Available at WSPM SE
Discover Your Road to Success

Feeling like you have tried everything? Keep your job search fresh! This
dynamic workshop was designed based on topics requested by our WSPM
customers! This workshop will focus on a different topic each month.

Focused on math used on the job in a variety of industries, this workshop
provides basic math instruction, GED math preparation and higher level
occupational math. This workshop prepares you to be more successful on
the NCRC math assessment.
Many jobs require locating information skills and the NCRC assessment for
locating information can be challenging. This workshop prepares you to be
more successful on the NCRC and shows you how to locate information in
various work related materials.
Use the popular language software, Rosetta Stone, to improve your English
language skills. Designed for English language learners from beginning to
advanced levels.
Resources, tools and motivation for transitioning through job loss.

Tired of hearing “no” from employers due to your criminal background? In
this on-going workshop you will learn how to discuss your background with
employers and address other skills needed to obtain employment in a
changing and challenging job market.

x

x

x

x

x

x

WorkSource is an equal opportunity employer/program. Auxiliary aids and services available upon request to individuals with disabilities. To place a free relay call in Oregon dial 711. This program
financed in whole or in part with funds provided by the U.S. Department of Labor.
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Service Definitions

A

dult Basic Education (ABE)
ABE classroom instruction with structured, formal written curriculum designed to
systematically address a basic skill deficiency. Classes may be self-paced with individualized
instruction. The length of instruction depends on student needs. Student progress is monitored and
testing is done to measure student progress.


ABE Classes
ABE registration tuition and/or fees paid by WIA or partner funds. ABE must be identified in a
participant’s service plan, and lead to vocational training.



ABE Referral
Participant referred to local ABE programs as a result of discussion with WSPM skill team staff.
No requirement of service plan and payment responsibility for classes is assumed by participant.

Assessment
The diagnostic evaluation of a participant’s interests, aptitudes, abilities, educational and vocational
history, and existing skills that lead to the development of an on-going plan for the removal of barriers
to employment and the attainment of the individual’s career goals.


Basic Skills
Those skills that include reading, writing, and the skills involved in math applications, computing
and solving problems in English. CASAS or TABE assessments determine basic skill levels. Where
a participant is assessed to be below the 9th grade level, they are Basic Skills Deficient.



Initial Skills Review
The State-managed standardized skill assessment for WorkSource participants that provides basic
skill level information regarding participant abilities in three areas: Reading, mathematics, and
locating information in the workplace. Locating information differs from reading comprehension
or recall of written material by being more goal-directed, more selective in the use of text, and
less dependent on declarative knowledge.

C

areer Exposure Course
Short-term courses (40 hours or less in length) that provide career exploration and skill
development in a specific occupation. Courses also include contextualized instruction in the
basic skills required for the targeted occupations and job readiness instruction.

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300
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Topic: Service Definitions

Credential (Certificate)
Credentials or certificates are awarded by training providers, licensing boards or industry associations
in recognition of an individual’s performance of measurable technical and/or occupational skills
necessary to gain employment or advance within an occupation. Technical or occupational skills are
based on standards developed or endorsed by employers or industry associations; degree or diploma
requirements are established or endorsed by the Oregon Department of Education. Training programs
depicted on Oregon’s and Region 2’s Eligible Training Provider List (ETPL) note whether a certificate or
credential is available upon successful completion of the training or subsequent certification testing.

E

ligible Training Provider List (ETPL)
A statewide roster of training programs and providers specifically certified to meet the
requirements of the Workforce Investment Act. Through its Local Workforce Investment Board
Region 2 establishes an Eligible Training List that is a subset of the state’s ETPL and lists training
programs specific to the industries targeted by the Board as high growth and high demand with Region
2’s labor market.
Employment Verification
The confirmation from a participant, an employer, or through a State record cross-match that the
participant is employed during or within a particular period of time, as defined by a grant, program or
performance measure. Employment verification requires the collection of the following data in I-Trac:
o
o
o
o

Employment Start Date
Employer Name
Industry
Position

This data may be collected through any of the following means:
o Staff attestation through the Training Graduate Placement process; Research 13; Skill Team
contact)
o Customer attestation through the completion of the Job Card or Job Verification link on the
WorkSource Portland Metro website
The employment must also be confirmed as required by the program or performance measure using ITrac’s Employment Confirmation control. State UI wage match confirmations will be used to verify
employment without the detailed data described above.
Additional guidance can be found in the WSPM Employment Tracking procedures.
Engaged Customer
An enrolled WSPM participant who completed one or more qualifying services.
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ESL (English as a Second Language) Instruction
Structured, formal written basic skills curriculum designed to systematically improve an individual's
understanding of and use of the English language Instruction is provided by an individual with
specialized education or training in the delivery of ESL services. See also, Workshops – Workplace
English as a Second Language (ESL) for additional service option.


ESL Classes
ESL registration tuition and/or fees paid by WIA or partner funds. The instruction should be
identified in an individual’s service plan and lead to vocational training. This is appropriate for
individuals who have low levels of English proficiency and are not suitable for the Workplace
English Workshop.



ESL Referral
Participant referred to local ESL programs as a result of discussion with WSPM skill team staff. No
requirement of service plan and payment responsibility for classes is assumed by participant.

G

ED (General Equivalency Degree) Instruction
Structured, formal written basic skills curriculum designed to systematically address basic skills
deficiencies and/or lead to passage of GED tests and award of a GED Certificate and if paid by
WSI, must be part of a Training Plan. Classes may be self-paced with individualized instruction. The
length of instruction depends upon student needs. Instruction is provided by an individual who has
specialized education or training and is certified to deliver the GED basic skills curriculum.
Individualized electronic instruction though computer-based systems may be a delivery system but it
must include regular access to, and assistance from, instructors. Student progress is monitored and
testing is done to measure student progress.


GED Classes
GED registration tuition and/or fees paid by WIA or partner funds. Instruction should be
identified in an individual’s service plan and lead to vocational training.



GED Referral
Participant referred to local GED programs as a result of discussion with WSPM skill team staff.
No requirement of service plan and payment responsibility for classes is assumed by participant.

I

ndividual Service Plan (ISP)
See 1:1 Individual Training Plan Development

Individual Training Account (ITA)
A financial obligation by the WorkSource program to support with WIA funds classroom-based training
or instruction in a program that is on the Eligible Training Provider List. ITAs may include the costs of
tuition, fees (school, lab, etc.), and books required for the training program. Refer to current Regional
Program Standards for more information.
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Individualized Job Placement
Staff-developed job opportunities for participants with identified and specific employment barriers.
Placement must result in permanent and unsubsidized employment consistent with the participant’s
vocational objective as defined in their employment plan.
Internship
An activity of short-term training or assessment of a participant’s interest or skill in a particular
position or profession that takes place in the employer’s workplace.


Internship – WorkSource Temp To Hire
An internship that provides a job seeker the opportunity to overcome an employment stigma
(such a history of long-term unemployment or criminal record) by proving herself on the job
during a demonstration period where WorkSource is paying the intern’s wages and serving as the
employer of record. The goal of WorkSource Temp to Hire employment internship is for the
intern to be hired for regular employment at the end of the demonstration period. Therefore,
WorkSource Temp to Hire internships are only offered in connection with a regular, unsubsidized
job opening.



Internship – Work Experience
An internship that provides a job seeker who lacks work experience the opportunity to improve
job readiness, gain exposure to work in the area of her/his interest, and develop some resume
experience. The goal of a Work Experience Internship is to prepare a job seeker for future
employment. Therefore, it should fit into a larger career plan and course of engagement in
WorkSource services.

N

ational Career Readiness Certificate (NCRC)
A nationally-recognized career aptitude certificate that validates an assessment of participant
skills in Mathematics, Reading for Information and Locating Information (interpreting charts,
graphs, maps).


National Career Readiness Certificate Orientation
Provides an overview of the National Career Readiness Certificate testing process and is a
prerequisite for registering for testing in Mathematics, Reading for Information and Locating
Information. Orientation includes registration into upcoming NCRC assessments.



National Career Readiness Certificate Assessment
Individuals take proctored assessments at WSPM Centers; those who earn the NCRC receive a
portable certificate to verify their skills. The certificate is awarded at four skill levels based on the
results of the assessments: Bronze, Silver, Gold and Platinum.
o Applied Mathematics Measures the skill people use when they apply mathematical
reasoning, critical thinking and problem-solving techniques to work-related problems
Worksystems, Inc.
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o Reading for Information Measures the skill people use when they read and use written text
in order to perform job tasks. The written texts include memos, letters, directions, signs,
notices, bulletins, policies and regulations
o Locating Information Measures the skill people use when they work with workplace
graphics, including comparing, summarizing and analyzing information found in charts,
graphs, tables, forms, flowcharts, diagrams, floor plans, maps and instrument gauges.

P

roducts – 1:1 Services
A variety of services available through the WorkSource Center designed to address specific
needs of participants. These products use WSPM curriculum where available and follow Region
2 standards for frequency, prerequisites, and outcome goals. 1:1 products are accessed by participants
who completed a related workshop but did not meet the goal, or by participants who need immediate
assistance and cannot wait for the next available workshop.


1:1 Individual Training Plan Development
The session with staff where a plan for skill attainment required to secure employment is
developed or modified. The plan is a document that identifies:
o Employment goals and objectives and the combination of services that can assist the
participant in reaching them.
o Planned training opportunities, education and/or skill development, including identification
of the responsible parties.
o Support services and other planned activities or resources needed to accomplish the
employment goals, including identification of the responsible parties.
Individual Training Plans are required to be reviewed with the participant and updated on a
regular basis to reflect changes in goals, barriers or service needs.



1:1 Job Coaching
Individualized guidance about general job search and acquisition techniques that prepare a
participant to be successful in securing employment. Examples include assistance with resume
development, professional resume review, and interview preparation.



1:1 Resource Assistance
The staff engagement with a participant to define, review and justify, recommend and approve a
support service payment.



1:1 Service Planning
A staff session that provides guidance on any one or combination of the following activities:
facilitated career learning and assessment of career or training plan development needs.
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1:1 WIA Documentation
The session with staff where the participant’s WIA eligibility is documented through the
collection, review and photocopying of required documents that support certain eligibility
elements. Note: This is an automated service when the WIA Documentation process has been
completed.

Prosperity Planner
An on-line budget and career planning tool that helps users create a realistic basic budget, identify
potential work supports, and create “test budgets” to help determine whether the career or job they
are considering will pay enough to support them. The Prosperity Planner also calculates the wage the
individual must earn to be self-sufficient. In combination with guided instruction, the Prosperity
Planner can demonstrate the value of continuing education and entering a career with potential for
growth. The Prosperity Planner is found at www.worksourceportlandmetro.org.


Prosperity Planner Enrollment and Exit Budgets
Individuals receiving financial assistance for training or support services through WorkSource
Centers are required to complete and save Enrollment and Exit budgets using their current,
actual income and expense information. Staff must designate a saved budget as an official
Enrollment budget or Exit budget by accessing the budget through I-Trac. Participants may
complete an Exit budget by following the “Did you find a job” link at
www.worksourceportlandmetro.org.

Q

ualifying Services
Qualifying services are those that are considered in determining the level of engagement of a
participant in WorkSource services. See Definitions Addendum to determine which specific
services are considered ‘Qualifying.‘

R

apid Response
On-site contact with employer and employee representatives within a short period of time
(preferably 48 hours or less) after becoming aware of a current or projected permanent closure
or substantial layoff. These services may include:
o Providing information on and facilitating access to available public programs and services to
affected employees;
o Promoting and providing assistance to establish labor-management/worker adjustment
committees that facilitate regular communication throughout the layoff/closure and that
clarify the needs of employees for pre or post layoff assistance;
o Providing emergency assistance adapted to the particular closure or layoff.
Refer to Regional Program Standards, Lay-off Assistance Projects.
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Registration
The process implemented through the WorkSource Oregon Management Information System (WOMIS)
registration program for collecting required data and eligibility information for Wagner-Peyser and WIA
Title IB Adult and Dislocated Worker Program participants.

S

upport Services
Financial support that assists participants in overcoming barriers to success in the achievement of
their education, training and/or employment goals. Available support services and the rules
governing their provision are defined by Region 2 policy. To the greatest extent possible programs
should address support service needs through the leverage of resources and partnerships with other
community programs, resources and service providers.


Referral to Dress for Success
Dress for Success is a community-based organization which provides interviewappropriate clothing at no charge to individuals associated with member agencies. Dress
for Success referral is the first option for participants needing assistance with interview
attire who may be served through the organization.

T

raining
An organized program of study that provides education and vocational skills that lead to
proficiency in performing functions required by certain occupational fields at entry,
intermediate or advanced levels, or leads to credentials required by employers in the occupational
field.


Occupational Skills Training
Delivered in a formal, classroom setting and more than 40 hours in length.



On-the-Job Training (OJT)
Training provided under a contract with an employer. Through the OJT contract and
training plan, occupational training is provided for the participant in exchange for the
reimbursement of up to 50 percent of the wages paid during the training period.
Additional rules and requirements are associated with OJT; reference Region 2 policy, OJT
Development Manual, and WSPM OJT Regional Procedures.



Short Term Vocational Training
Training that is less than 40 hours in length and provides a skill upgrade for a skill used in the
fulfillment of job duties or in preparation for Occupational Skills Training. The skills must be
needed to secure or retain employment in the Targeted Industries, as identified by the Region 2
Workforce Investment Board.

Training Graduate
A Participant who completes an Occupational Skills Training with a ‘complete’ or grade of D or better
(passing).
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W
o
o
o
o

elcome Process
A customers’ completion of the following set of universally accessible activities:
Registration through the WorkSource Oregon MIS (WOMIS) (see Registration)
ID verification by WorkSource staff
Completed iMatchSkills record
Debrief for Next Steps

Workshops
Workshops assist participants in developing the job search or basic skills needed to be competitive in
the labor market.


Centrally-Delivered Workshops
Delivered at WorkSource Centers by centralized staff using a common curriculum and on a
frequency that is dependent upon demand.



Orientations
Workshops designed to provide information to participants about specific WSPM
programs and activities that require prerequisite work by participants to access.



Standard Workshops
Workshops delivered in every WorkSource Center using WSPM curriculum (where
available) and following regional standards for frequency, prerequisites, and outcome
goals.
o Career Exploration assists participants in developing career goals by exploring their skills,
aptitudes and experience and matching them to current industry and occupational trends.
o Individualized Job Placement Orientation reviews the application process for receiving
targeted job placement assistance.
o Internship Orientation provides information in two sessions on steps participants need to
take to have a successful Internship, including being matched to a worksite that will meet
their goals and interests, how to problem solve typical issues that may impact Internship
success, and completing necessary documentation.
o Interview Workshop teaches job seekers to make a professional impression during an
interview by discussing types of interviews and strategies for successfully communicating
skills and experiences.
o Job Club provides job seekers with tips and tools to improve job search techniques, and
creates an opportunity to network with other job seekers and share job leads.
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o Job Readiness Course is designed to give participants hands on tools that will increase their
chances of getting hired. At the end of the 5 day course participants will have a completed
resume, formal critique and practice on interviewing with staff and employers, tips on job
search strategies, tips on keeping a job, nationally recognized Career Readiness
Certification, and special access to a Job Readiness Alumni Job Club.
o Job Search Workshop teaches strategies which can be used to increase job search
effectiveness. The workshop includes a variety of strategies for conducting an on-line job
search, including a review of iMatchSkills, and the role of resumes, cover letters, and
interviews in a successful job search.
o On-the-Job Training Orientation provides information about the OJT program and how
OJTs can be used to self-market to potential employers. By attending this workshop
participants will also be identified as interested in this resource and placed in an OJT
recruitment pool. This pool will be prioritized when matching OJT opportunities to
participants.
o Open Skills Lab is supported lab time for participants to work independently on materials
from Workplace Computer or Workplace English workshops or on self-paced lessons.
o Resume Workshop teaches strategies and resume formats for presenting accomplishments
in the most compelling way.
o Training Information: Resources to Plan and Pay for Training provides information about
funding resources, including scholarships available through WorkSource.
o WSPM Scholarship Application Orientation provides information about the occupational
training support available through WorkSource Portland Metro and the process for applying
for training tuition support.
o Workplace Computers – Computer Basics provides introductory instruction on using the
computer, the Internet, MS Windows and email.
o Workplace Computers – MS Office provides an introductory instruction in Word,
PowerPoint and Excel with additional self paced lessons for Access and
intermediate/advanced levels of each program.
o Workplace ESL provides English language instruction using job search and workplace topics
within the WSPM Centers. A CASAS listening pre-test is used to determine job seeker
suitability.
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Supplemental Workshops
Designed and facilitated by each WorkSource Center to meet the specific needs of their
participant base. Ad hoc workshops do not have established frequency, prerequisites or
goals, but a Center may only offer them after the minimum criteria are met for Standard
Workshops. Service Categorization designation is determined during Supplemental
Product Approval process.

Service Categorization Definitions
The types of services received by ps through the WorkSource system determine levels of enrollment,
performance reporting and documentation requirements. Definitions for services that are tracked and
reported carry a Service Categorization. Service category definitions align with State policy and
Department of Labor (DOL) reporting requirements. The Addendum to these Regional Program
Standards provides additional detail.


Self-Service/Informational
Services or activities available to all customers with little or no staff involvement; may be
delivered through self-service or staff-facilitated methods or processes. Participants are
in WIA participant counts that align with Wagner-Peyser participant counts and are not
WIA enrolled or in WIA performance reporting because they have not received a WIA Staff
Assisted service.



Staff Assisted
Services or activities in which the staff involvement is specific or personalized; available to
participants that complete Welcome. At the point of service receipt the participant is
enrolled in WIA and report in WIA performance. There is no requirement for
documenting eligibility.



Intensive
Services or activities that are designed to determine appropriate/additional training or
skill development needs, provide a short-term prevocational or education or require that
a payment is made on behalf of the participant. Requires at least one Staff Assisted
service and eligibility documentation.



Training
Services where the participant receives WIA-, partner- or discretionary grant- funded
occupational skills training from an eligible training provider or employer. Available to
participants who have qualified for and received an Intensive service.
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Reference







Definitions Addendum
I-Trac Data Entry Manual
Regional Program Standards – Support Services
Regional Program Standards – Training-Occupational Skills
Regional Program Standards – Performance Measures – WorkSource Portland Metro System
Regional Program Standards – WSPM Products
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Definitions Addendum – Service Category & I-Trac Data Entry Guide
Category/
Qualifying

Product/Service

Extends
Participation

I-Trac Tab/
Control

Documentation
Required

Adult Basic Education (ABE)
ABE Payment

Intensive/
Yes

Yes

ABE Referral

Staff Assisted/
No

Yes

Basic Skills

Staff Assisted/
No

Yes

Initial Skills Review

Core/
No

Yes

Intensive/
Yes

Yes

ESL Payment

Intensive/
Yes

Yes

ESL Referral

Staff Assisted/
No

Yes

GED Payment

Intensive/
Yes

Yes

GED Referral

Staff Assisted/
No

Yes

Services/
Intensive
Payments
Services/
Staff Assisted

Yes
No

Assessment

Career Exposure Classes

Assessments/
Basic Skills Tests
Assessments/
Initial Skills
Review
Services/
Intensive

No
No
Yes

English as a Second Language (ESL)
Instruction
Services/
Intensive
Payments
Services/
Staff Assisted

Yes
No

GED (General Equivalency Degree)
Instruction
Services/
Intensive
Payments
Services/
Staff Assisted

Yes
No

Internship
Work Experience
WorkSource Temp-to-Hire

Worksystems, Inc.

Intensive/
No
Intensive/
No
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Yes
Yes

Services/
Internship/ OJT
Services/
Internship/ OJT
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Yes
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Definitions Addendum – Service Category & I-Trac Data Entry Guide
Category/
Qualifying

Product/Service

Extends
Participation

I-Trac Tab/
Control

Documentation
Required

Training
Classroom Occupational Training

Training/
No

Yes

On-the-Job Training (OJT)

Training/
No

Yes

Short Term Vocational Training

Intensive/
No

Yes

Products – 1:1 Services
1:1 Individual Training Plan
Development

Staff Assisted/
No
Staff Assisted/
No
Staff Assisted/
No
Staff Assisted/
No

1:1 Job Coaching
1:1 Resource Assistance
1:1 Service Planning

Intensive/
No

1:1 WIA Documentation

Intensive/
No
Staff Assisted/
No

Support Services
Referral to Dress for Success

Yes
Yes
Yes
Yes
Yes
No
Yes

Services/
Training
Payments
Services/
Training
Payments
Services/
Training
Payments
Services/
Staff Assisted
Services/
Staff Assisted
Services/
Staff Assisted
Staff

Yes

Yes

Yes

No
No
No
No

Services/
Intensive
(automated)
Payments/
Direct Payments
Services/
Staff Assisted

Yes
Yes
No

Workshops – Standard
Career Exploration
Individualized Job Placement
Orientation
Interview Workshop
Job Club
Job Search Workshop
Worksystems, Inc.

Staff Assisted/
Yes
Staff Assisted/
No
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
Yes
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Yes
Yes
Yes
Yes
Yes

Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
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No
No
No
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Definitions Addendum – Service Category & I-Trac Data Entry Guide
Category/
Qualifying

Product/Service
NCRC — Orientation/
Registration/Tests
Open Skills Lab
Resume Workshop
WSPM Scholarship Application
Orientation
Workplace Computers —
Computer Basics
Workplace Computers — MS
Office
Workplace ESL
Workshops – Supplemental

Worksystems, Inc.

Extends
Participation

Staff Assisted/
No
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
No
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
Yes
Staff Assisted/
Varies

1618 SW First Avenue, Suite 450

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

I-Trac Tab/
Control

Documentation
Required

Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops
Services/
Workshops

Portland, OR 97201
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No
No
No
No
No
No
No
No
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Regional Overview
Worksystems manages or coordinates access to regional initiatives and occupational training programs funded
through a variety of resources, including discretionary grants which may be delivered outside WorkSource
Portland Metro (WSPM) Centers. Although these programs may be implemented regionally, they are
intended to connect to WorkSource customers through the Centers. Regional performance is based on this
intent.

WorkSource Performance Measures
These performance measures provide a means of evaluating the effectiveness of participant access to special
initiatives, programs or training opportunities funded by Center or region resources. Individual Center goals
related to these performance measures will be included in Center contracts. Refer to Regional Program
Standards: Service Definitions for additional information or more detailed definition of measurement
elements. All measures will be calculated monthly and program year-to-date for the period based on data
entered in the I-Trac customer record.


Regional Distribution: The distribution of participants served across WSPM Centers.




Engagement: The percentage of Engaged participants served in the Region. For this measure an Engaged
participant is one who has completed one or more Qualifying services.




Number of participants enrolled at a given center
Total number of Region 2 participants

Number of engaged participants served
Total number of participants served

Skill Level Distribution: Of enrolled participants, the distribution across education/skill levels:
o High school diploma/GED or less
o Some post-secondary but less than associates degree, and
o Associates degree and higher.




Number of participants served at each education/skill level
Total number of participants served

Training Completion Rate: The percentage of Training Completers.


Number of Training Completers______________
Total number of participants who ended training
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Training Completers Employment Rate: The percentage of Training Completers who are confirmed to be
employed within one year of training completion.


Number of Training Completers who are confirmed employed within 1 year of completing training
Total number of Training Completers

Reference




Regional Program Standards – Service Definitions
Center program year funding contracts – Performance Plans
Quarterly Performance Measures Report
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WSPM Welcome Procedures for Mainstreaming & Walk-In Customers
PROCESS OVERVIEW

WorkSource Portland Metro (WSPM) serves a diverse customer population with varied
expectations, employment needs and job seeking competence. The Welcome Process is
critical to helping each of our customers understand and engage with WSPM’s job search and
employment services in a way that best addresses those needs.
Per OED direction, the Welcome Process is used to assure that unemployment claimants have
identified their employable skills, know what skills they may need to develop to be more
employable, and know how to get the support they need to get the best job possible with
their skills.
While Customers can begin the Welcome process online outside a Center, they will need to
visit a WSPM Center for Date of Birth Validation and Debrief.

Welcome
Procedure
Objectives

To provide relevant information to each WPSM customer so that job
seekers can identify next steps in their career plan, and sign up for the
specific WorkSource services that will help him or her achieve career
goals.
The Welcome process includes:
□ Customer registration
□ Creating or updating his or her iMatchSkills profile
□ An Initial Skills Review
□ A one-on-one debrief by a Welcome team staff member.
□ Date of Birth Validation
□ WorkSource products/services
During the debrief, the Welcome team member:
□ Identifies next-step(s) in the job seeker’s career plan
□ Determines how the career plan might be supported by WorkSource
products and services
□ Schedule any specific Next Steps that are to be taken at WSPM .

Target
Audiences

Job seekers seeking employment and/or training services from WorkSource
Portland Metro.

Prerequisites

Identification for Date of Birth of Validation is required to officially
complete the Welcome Process and be eligible for staff-assisted services.
Customers without sufficient ID can enroll in iMatchSkills, use the selfservice and informational services and resources.

Page | 1

The following materials are given to customers during the Welcome
Process
Customer
Materials

Required:
□ WSPM Menu of Services
□ Self Employment Assistance Program (SEAP) handout
□ Calendar of Center programs and workshops
□ Welcome Process evaluation form
□ Occupational Summary from OLMIS
□ Center’s Welcome Registration Tracking Form
Optional:
□ Job Readiness Checklist and relevant information sheets.
□ UI eligibility information
□ iMatchSkills ID business cards
□ Job Seeker tip sheet

Total Time

 Two to three hours for customers completing the entire Welcome
process at a WSPM Center
 15-20 minutes for customers completing debrief and customer
validation if registration, iMatchSkills and Initial Skills Assessment
are completed off site.

Set-Up

 Welcome Process activities are conducted throughout the workday.
However, Greeter staff will tell job seekers starting the Welcome
process after 3:00 p.m., that there may not be enough time to
complete the Welcome process by the Center’s closing time. These
Customers should be given the option to begin the process and
return to the Center to complete unfinished steps, or begin the
process offsite and return to the Center for debrief and validation.
 Welcome team member should wear their WorkSource Portland
Metro name tag.

COMMON ACCOMMODATIONS
When a customer discloses a disability and requests a reasonable accommodation during
Welcome, the Welcome staff should provide the accommodation while following the usual
Welcome flow. Examples of common accommodations include providing additional one-onone assistance to customers with mobility issues that prevent them from using a computer
without assistance, or allowing customer-provided aides to assist customers through the
Welcome process.
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Steps in the Welcome process should only be deferred when a specific reasonable
accommodation is requested by the customer. For example, a customer with a learning
disability may want to review printouts of the registration material with a trusted third party
and return to the Center at a later date to complete the Welcome process.
Accommodation arrangements should be made in advance when a customer with a disability
requests an accommodation prior to visiting the Center for Welcome.
For more information about common accommodations, see the accommodation procedures
section of the WSPM procedures manual.
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WELCOME PROCESS: Greeter Desk
Greeter
Welcomes
Customer



The Greeter welcomes the customer and inquires about the nature of
the customer’s visit.



The Greeter checks customer’s Welcome Process status in WOMIS to
determine what, if any, Welcome steps the customer have been
completed1.

Start the
Welcome
Tracking form

The Greeter completes the Customer Information section of the Center’s
Welcome Registration tracking form with the following:
□
□
□
□
□
□

Customer name
Date and start time of visit
Customer’s language preference
Customer’s attested level of computer skills
UI claimant
Veteran status

The greeter may write the Customer’s iMatchSkills user ID and password on
a WorkSource iMatchSkills business-sized card and give it to the customer,
or the greeter can provide the customer a print out with the same
information.
Check
iMatchSkills &
i-Trac Records

Greeter Sets
Customer
Expectations



If the customer is already registered with WorkSource Oregon, the
Greeter locates the customer’s Job-Seeker ID and writes the number
on the tracking form.



The Greeter informs/reminds the customer that he or she will need
proper documentation. The list of acceptable documentation can be
found in WOMIS.



If a customer does not have an acceptable form of identification, the
Greeter will let the customer know that while most of Welcome can
still be completed, the customer will need to return to the Center with
an acceptable form of documentation to receive the full-range of
WorkSource Services.

The Greeter provides a brief overview of the Welcome Process and its five
major steps:






Customer Registration
iMatchSkills registration
Initial Skills Review
Date of Birth Validation
Debrief (includes scheduling Next Steps)

1

If the customer’s WOMIS Welcome Process Status indicates that the customer completed the Welcome Process or
Initial Skills Review (ISR) within the previous 12 months, the customer will not have to retake the ISR. The Greeter
should note the ISR scores on the Welcome Registration Tracking form.
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The greeter reminds the job seeker of expectations of the Welcome
process and repeats that it could take two to three hours to complete.
The Greeter may provide the Customer their iMatchSkills user ID and
Password on a WorkSource wallet card or a print out of the information.

Customer Goes
to Registration
Area

When the Greeter has completed the initial sections of the Welcome
Registration form, the Greeter, or other WSPM staff, escorts the customer
to the Center’s Registration area.

Customers
Needing
Assistance

If at the Greeter Desk, a customer discloses a need for one-on-one
assistance the Greeter notifies Welcome team staff lead worker to assist
with making the accommodation.
When appropriate, the Greeter gives customers who have insufficient
English language skills to begin the Welcome process the option of waiting
for a bilingual staff member, or to use the language line. (See Appendix D
for Language line instructions.)
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WELCOME PROCESS: Registration Area
This section reviews:
1. Customer Registration
2. Updating or creating an iMatchSkills profile
3. Completing the Initial Skills Review
These three Welcome steps occur at the computer in the Center Registration area.
The Welcome staff invites customers to ask for assistance at any point during these steps.
New Customers
Not Claiming UI

When a customer is a non-claimant, the Welcome staff ushers him
or her to a computer and directs the customer to begin the process
by selecting Sign In or Create an Account on the WSPM Welcome
Screen at www.WorkSourcePortlandMetro.org.
When the WorkSource Oregon login screen appears, the customer
selects New User Click here.
The customer can continue Customer Registration in English or
Spanish. It is important that the customer’s preferred language
is selected at this point. The rest of the Customer Registration
screens will display the selected language.
The customer follows on-screen instructions to create a user name
and password. Once the user name and password is created, the
customer will see a message instructing them to login to WOMIS
using their new username and password. This customer
authentication step brings up the WOMIS screen. The customer
clicks on Next to continue.
The customer logs in and completes the on-line forms. The
customer finalizes registration by clicking I agree at the end of the
Registration Agreement.
Note: If a customer clicks I do not agree, a warning notice appears.
It explains that none of the information the customer entered in the
forms will be saved if the customer does not agree and chooses to
exit.

Error Messages

If a “new” customer receives a registration error message it could
be that the customer’s name and social security number have been
collected. To resolve error messages you may need help from your
Center’s WOMIS Subject Matter Expert. Do not encourage
customers to create another registration using their SSN as a
way around the error message.

Customers with an
Existing Job

Previously registered WorkSource customers visiting the Center to
update their file need to click on the tab that says Sign In or Create
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Seeker Account

an Account on WSPM Welcome Screen at
www.WorkSourcePortlandMetro.org.
When the option to continue Customer Registration in English or
Spanish appears, it is important that the customer’s preferred
language is selected. The rest of the Customer Registration
screens will display the selected language.
The customer selects “begin” on the Welcome screen that appears,
and enters their user name and password when the log-in screen
appears. The customer completes the forms.
The customer completes Customer Registration by clicking I agree
at the end of the Registration Agreement.
Note: If a customer clicks on I do not agree a warning notice will
appear. It explains that none of the information the customer
entered in the forms will be saved if the customer does not agree
and chooses to exit.

Selective Service

If a male customer is unsure of his Selective Service registration
status, he can access the selective service site directly from
Customer Registration in WOMIS. For more details regarding
Selective Service questions, see Appendix A.

iMatchSkills &
Initial Skill Review

After registration is complete, the WOMIS interface directs the job
seeker is to complete the Initial Skills Review (ISR) and iMatchSkills
profile. WOMIS will display a Welcome page that shows the
customer’s progress through the five Welcome steps by check
marks.
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A Customer can complete/update his or her iMatchSkills profile and
take the ISR in any order, but both must be completed before the
Date of Birth Validation and Debrief steps.
Welcome Staff ask the job seeker to notify them once the Skills
Review sections and IMatchSkills profile are completed.

iMatchSkills Profile A Welcome Team staff member reviews the customer’s iMatchSkills
profile for completeness and assists the customer in making his or
her profile more polished, professional, and effective.


When reviewing the profile, Welcome staff will pay particular
attention to sections such as Job Preferences, Occupations,
Occupational Skills, and Work History.



Customers should understand the importance of the information
as it applies to their job search.

A Welcome Team staff person demonstrates the matching process
and describes how to apply for jobs listed in iMatchSkills (i.e.,
WorkSource referrals and self-referrals).


After the demonstration, a Welcome Staff person asks the
customer if he or she could run a job match request in
iMatchSkills. Customers who express doubts are coached through
the steps on a search relevant to their profile.



At the end of the iMatchSkills debrief, a Welcome staff member
initials the iMatchSkills Review on the Welcome registration
form.
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If the customer is an UI claimant, the Welcome staff must assure
the customer’s iMatchSkills profile summary view has the green
“Basic Registration Complete” message at the top. An incomplete
profile could stop payment of customer’s UI benefits.


To update a customer’s profile status, navigate to the Add
Services Line and check the Welcome Process complete box.



Once the customer’s profile is updated, the Welcome staff
member initials the appropriate place on the tracking form.



When the customer has completed his or her iMatchSkills
profile, Welcome staff reviews the profile to insure that all
important information has been included.

A Welcome team staff person checks the iMatchSkills
Profile/Update box on the Welcome Registration Tracking form to
indicate that the customer’s iMatchSkills profile is complete.
Careful attention is given to sections such as Job Preferences,
Occupations, Occupational Skills, and Work History.

Initial Skills Welcome Staff tell customers that the Skills Review scores help
Review WSPM staff offer appropriate services and emphasize that the
scores are not used to determine job eligibility.
Before the customer begins the ISR review, a Welcome Staff person
should point out the ISR user interface features including the scroll
bars, calculator, and the math fact sheet.
The ISR is available in Spanish and English. Click on Revise Sus
Habilidades for Spanish.
Available Welcome team and resource room staff in the Registration
area address customer questions and resolve issues that arise.
If a customer has previously completed the ISR and the scores in
their file are a year old or older, Welcome Staff will need to reset
scores in WIN so the customer can retake the assessment.
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ISR Deferral A deferral to completing the ISR is appropriate if:


The job seeker refuses to take the assessment



There is a time restriction



There is a language barrier



The job seeker lacks sufficient computer skills



The website not available



The job seeker is an NCRC certificate holder

During debrief the Welcome staff will note in WOMIS the reason
that the customer’s Skills Review was deferred.
A Welcome staff team verifies that both sections of the ISR have
been completed and initials the Welcome Registration Tracking
form that the Skills Review is complete.

CompletingiMatch
Skills & Initial Skill
Review

Welcome staff directs customers to log off of all screens. Then, a
staff member escorts the customer to the Welcome Team waiting
area to wait for debriefing.
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WELCOME PROCESS: DEBRIEF
Debrief is the final step of the Welcome process. Debriefs are handled by the Welcome team
staff. A Welcome Team member greets the job seeker in the waiting area and escorts him or
her to a desk where the one-on-one Debrief will occur.
When the Debrief Complete has been selected in WOMIS, the customer record will become
available for data entry into I-Trac as long as WOMIS has determined the customer to be Adult
or Dislocated Worker eligible. It takes about five minutes to make the customer record
available for data entry in i-Trac. Welcome staff should complete the debrief activities in a
sequence that allows for the five minute to elapse before it is necessary to enter Next Steps in
the I-Trac. (See Region 2 Data Entry Clarification, Appendix B.)

One-on-One
Debriefs

The Welcome team staff member lets the customer know what to
expect during debrief. When appropriate the Welcome Staff
person will:

□

Complete DOB Validation

□

Review the customer’s iMatchSkills profile

□

Complete data entry in iMatchSkills. Note: the “Welcome
Process Completed” box in the iMatchSkills JS-Add Services
area must be checked. This data is essential for UI
coordination. (Appendix B)

□

Discuss the customer’s ISR scores

□

Review Job Readiness Checklist with the customer (Optional,
see Appendix C.)

□

Discuss the Self-Employment Assistance (SEA) program

□

Provide Unemployment Insurance (UI) information exchange

□

Review OLMIS Occupational Summary handout discussion with
the customer

□

Provide the customer the Center’s packet of information

□

Explain Center resources

□

Review Menu of Services

□

Complete WOMIS data entry

□

Enter identified Next Steps in i-Trac.

□

Discuss next steps in employment plan or skill plan for a
referral
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Date of Birth
Validation

At the start of debrief the Welcome Team staff person validates
the customer’s date of birth using the acceptable documents
provided by the customer.
If a customer does not have correct documents for Date of Birth
(DOB) Validation, A CRE Debrief that meets Claimant
Reemployment Requirements (CRE) should be provided. Welcome
team staff should encourage the customer to revisit the Center as
soon as possible to complete DOB Validation so that he or she can
fully benefit from WSPM services. UI Claimants who complete
Welcome without having their DOB validated are only eligible for
Wagner Peyser and self-serve services.
If there is a discrepancy between the date of birth on the approved
document and the date of birth on the Customer Registration form,
the Welcome team staff should change the date of birth on the
Customer Registration to match the date of birth on the document.
If the customer claims that the date on documentation is incorrect,
the Welcome staff should still change the date and let the
customer know that he or she will need to get the date changed on
the document and revisit the Center with the corrected document
to have the DOB changed in their Customer Registration record.

Completing
Welcome

To finalize the Welcome process during debrief, the Welcome team
member:
 Answers any customer questions.
 As appropriate refers customer:


To Veteran Services



To WSPM Products (See Cheat Sheet, Appendix D)

 As appropriate recommends:


Self-administered skills development activities(See
Appendix F)



The customer take the NCRC

 Wishes the customer well in their job search
 Asks the job seeker to complete the Customer Satisfaction
survey and return it to the Center’s designated collection point.
 Completes the Welcome Registration Tracking form and places
completed tracking form in Center’s designated area.
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Refer to Veteran
Services

When the job seeker indicates Veteran status, a referral to
Veterans Services is appropriate. Welcome team staff will follow
established Center guidelines for Veteran Services.

Refer to Account
Rep

When a Job Seeker is employment ready and seeks referrals or job
search assistance, the job seeker is referred to an Account Rep for
next steps.

Refer to Skills
Development or
Next Steps

When the Initial Skills Review indicates a skill level of thee or
lower, the Welcome Team Staff can give the customer the Next
Steps for Developing Skill handout (See Appendix F). This
document points the customer to self-administered resources
available online and through WIN coursework. Customers can also
be directed to Open Skills Lab, or Foundational English.

Debriefing NonEnglish Speakers

If the customer does not speak English, and the Center has staff who
speak the customer’s language, the Welcome staff can check the
availability of bilingual staff members.
If staff member who speak the customer’s language are not
immediately available, the customer can choose to wait. If the
customer chooses to wait, the Welcome staff should provide the
customer an estimated wait time.
Staff should note the customers preferred language and initial the
Welcome Tracking Form. On the back of the Tracking form, the
Welcome staff also notes the reason the customer is waiting, and the
time the customer begins waiting.

Language Line

If no immediate help in the customer’s language is available, Welcome
staff should also suggest communicating through an interpreter over
the language line. (How to use the language line is described in the
Appendix E.)


If a customer speaks a language not available through the language
line, the Welcome staff person should call the Communication
Department to schedule an appointment

At any time the customer can choose to debrief in English.
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APPENDIX A
SELECTIVE SERVICE
Close attention should be paid to the Selective Service question. If the customer
reports not having registered with the Selective Service, check their status on the
Selective Service website (www.sss.gov).


Customers who have truly not registered must provide explanation. Acceptable
reasons include having entered the country after turning 26, being institutionalized
for the whole time period from ages 18-26, or not being aware of the requirement
to register. Disabled persons and undocumented workers are not automatically
exempt.



Customers who should have registered but did not, cannot complete the Welcome
Process and should be directed to our Resource Room. They may contact the
Selective Service in order to resolve the situation if they desire.



Customers providing acceptable reasons for not registering must answer “No” and
the Welcome Team member should provide the Center’s i-Trac super user(s) with
the customer’s name, JSID, reason for not registering, and status as either
Dislocated Worker or Adult. The customer’s i-Trac provider will be changed by the
administrator.
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APPENDIX B

Region 2 Data Entry Clarification
Welcome Process

Welcome Process – WOMIS Data Entry
Effective May 2011, WOMIS is the primary date entry system for the Welcome Process. Activities should
be entered using WOMIS staff tools. The status of each element can also be seen in the WOMIS
Customer Profile screen. Welcome Process elements include:






Self-Registration in WOMIS through customer attestation
iMatchSkills Profile Completed
ISR Complete or Deferred
DOB Validated
Debrief Complete

Once the Debrief Complete has been selected, the record will become available for data entry into I-Trac
as long as either Adult or Dislocated Worker eligibility = Yes.

NOTE: The system requires approximately 5 minutes (+/-) to update and make the customer
record available in I-Trac for data entry. The debrief complete process should be completed in
a manner that allows for this time to elapse before it is necessary to enter Next Steps in the ITrac record (see below).

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

503.478.7302 fax

www.worksystems.org

Welcome Process – iMatchSkills Data Entry
In addition to the above information being entered in WOMIS, the “Welcome Process Completed” box in
the iMatchSkills JS-Add Services area must be checked – when it has been checked, services
“Interviewed,” “Job Search Activities,” and “Career Guidance Provided” will also automatically check.
This data entry is essential for UI coordination purposes.

Welcome Process – I-Trac Data Entry
The only data that is required to be entered into I-Trac is the Next Steps identified through the debrief.
This data entry is essential to calculate/support the “Next Steps set at Debrief” performance measure
each Center has.
Next Steps can be entered as a registration in a workshop (either signed up by Welcome Staff or
customer signing up through WorkSource Portland Metro). Workshop scheduling will automatically
enter the service as a Next Step into I-Trac.

If the customer’s next step is a scheduled 1:1 meeting with WorkSource staff, that service must be
entered by Welcome Team staff.

NOTE: If Welcome Staff leave the workshop scheduling or service data entry in the hands of
either the customer or other Center staff they run the risk of the service not be entered or the
workshop not being scheduled and which will impact performance.
ISR scores may be manually entered into I-Trac at any point during the enrollment period if the staff
person working with an individual customer feels it is helpful to have the scores in the I-Trac record. It is
not a requirement that these scores be entered, as they are available for view at the WOMIS Customer
Profile (see above). Centers should not set up a Welcome Process that requires the scores be manually
entered at Welcome. Instead it should be at individual staff discretion on a customer-by-customer
basis.
1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

503.478.7302 fax

www.worksystems.org

APPENDIX C
JOB READINESS CHECK LIST (OPTIONAL)

APPENDIX D
WELCOME REFFERRAL CHEAT SHEET
(Available on WSPM Google docs site. File name: Welcome_Cheat_Sheet_08_22_2011.docx)

APPENDIX E
LANGUAGE LINE USE
Obtain headsets and splitters to phone from the labeled filing drawer by the Welcome Team
entrance and connect these to the phone (sanitize and return neatly after use).


Dial 1-800-874-9426.



A voice prompt will ask you to enter your 6-digit Client ID #542020.



You will then be asked to press 1 for Spanish or 2 for all other languages. You may also
press “0” or stay on the line for assistance to determine which language is needed.



A Language Line staff member will then ask you the following:





Organization Name: Oregon Employment Department



Gresham Field Office #102 and your extension #_____.

You will be connected with your Interpreter and told the Interpreter ID #.
 Note the Interpreter ID # in order to report problems or exceptional service.



Brief the Interpreter on what you are trying to do and what needs to be accomplished.
 It is important to keep the customer engaged throughout the welcome process.
Address your questions to the customer rather than telling the interpreter to “ask
him/her....” Inform the customer what you are doing and why, so they are not
simply ob

WSI Reviewer Name: __________________
Center: _____________________________
Date: ______________________________
Applications being considered: ☐Aligned Partner

☐General WorkSource (Non-Aligned Partner)

OCCUPATIONAL SKILLS TRAINING DECISION-MAKING
WSPM Review Element
Training Review Team included Manager and at least two Career
Specialists.

Yes/No

Comments
Who was present for the review?
Manager
Career Specialist 1
Career Specialist 2
Employment Team member
RBS team member

Manager provided team with information about fund availability.
Team discussed qualifications of each applicant.
Career Specialist representing applicant used notes from Training
Review Worksheet to inform discussion.
Up-to-date information on training-related employment was
presented and discussed.
After discussion, team reviewers independently assigned a score to
each applicant.
Team member scores for each applicant were averaged and one
team score was recorded on Training Review Form.
Priority of Service was used if scores are the same and funds are
limited.
Recommendation recorded on Training review form for each
applicant.
Training Review Log was completed.

What employment information was presented and discussed?

Reviewer Name: ____________________________
Center: ____________________________________
Date of Review: _____________________________

FACILITY/GREETER/WELCOME PROCESS
Elements for Review by Service Area

Yes/No

Questions/Comments

FACILITY/RESOURCE ROOM
Center is clearly identified as a WorkSource Portland Metro
Center through external signage.
Staff were clearly identifiable as part of the WorkSource Center.
Information on WorkSource services and other services was
available for customers in lobby and/or Resource Room.

Job Listings
Job Fairs
NCRC Information
Partner Agency information
Community Resources
Competitive grant opportunities
Other:

Materials were available in multiple languages.
Staff were available in the Resource Room to assist customers.

Staff helped customers as questions came up or as customers
requested assistance.
Customers sometimes had to wait for assistance.
No staff were assisting in Resource Room.

Resource Room was being used for self-directed job search
activities.

How did staff monitor resource room?

GREETER
A greeter was present at the receiving area to greet and direct
customers.
Greeter asked each customer about the reason for their visit.
Greeter determined whether customer had already completed
Welcome.
Greeter provided overview of Welcome process.
Greeter gave an estimate of the wait.

How long did customers wait between arrival at the Center and
beginning of Welcome process?

Greeter answered questions about WorkSource services,
processes and policies accurately and knowledgeably.
WELCOME
All new customers completed common intake.
Staff reviewed completed or updated iMatchSkills profiles.
Staff presented Initial Skills Review to customers as a way to
determine appropriate services.
Welcome staff answered questions about WorkSource services,
processes and policies accurately and knowledgeably.
Welcome process was completed in 2 hours or less.

2

WSI Reviewer Name: _L. Bean_________________
Center: __B/HB___________________________
Workshop Occurrence Reviewed: ___2X a month____(e.g. Tuesday 2/16 12:30 PM 4:30 PM East Training Room)
Workshop Facilitator: Click here to enter text. Team: ☐Skills
☐Employment
☐Welcome
Agency: ☐OED

☐WIA Contractor

SCHOLARSHIP APPLICATION WORKSHOP
WSPM Review Element
Staff used standardized materials:
 WSPM Scholarship Application Powerpoint Presentation
 Handout of Powerpoint slides provided to customers
 WSPM Occupational Training Application provided to customers
 Training Provider Research Worksheet
 Informational Interview Worksheet
Staff covered all material in the Powerpoint Presentation.
Staff presented material in clear and organized manner.

Yes/No

Staff encouraged customers to actively engage in workshop.

YES

Staff answered questions about WorkSource services, processes
and policies accurately and knowledgeably.

Yes

Staff managed the workshop so that adequate time was available to
review each customer’s self-assessment and provide next steps.

n/a

Staff reviewed self-assessments.

n/a

Customers who can move forward without assistance were told to
complete application and schedule a Work Source Advising
meeting.
Customers who need assistance in applying for ITA funding were
scheduled for appropriate service.

yes

Staff provided My Next Steps Half Sheet.

no

Staff provided Workshop Evaluation Sheet.

no

Y
Y
Y
Y
Y
Y
YES

Comments

Describe any material that was not presented clearly or presented differently
from the WorkSource PowerPoint.

What questions did customers ask?
ETPL and provider questions, details re: info interviews, how often the review
committee meets.

Good guidance on research and packet completion. Instructed to call for WS
Advising appt. and ph # given.

n/a

Although the presenter did provide NCRC practice info sheet.

WSI Reviewer Name: __________________
Center: _____________________________
Staff Name: ________________________
Agency: ☐OED
☐WIA Contractor

WELCOME DEBRIEF
WSPM Review Element

Yes/No

Comments

Staff reviewed Initial Skills Review (ISR) results with customer.

Staff promoted skill development resources for customers whose
ISR result is 1-4.

WIN coursework
Computer Basics (Foundational Skills)
Microsoft Office (Foundational Skills)
Workplace ESL (Foundational Skills)
Open Skills Lab

Staff promoted NCRC for customers whose ISR result is 3 and
above.
Staff reviewed customer responses on Welcome Job Readiness
Checklist.
For every “No” answer on Welcome Job Readiness Checklist, staff
provided an appropriate next step.

List any next steps given in response to a “No” answer on Job Readiness
Checklist.

Staff reviewed the customer’s iMatchSkills profile for completeness.

What guidance was provided to improve profile?

Staff demonstrated iMatchSkills job matching process and
described how to apply for jobs in iMatchSkills.
Staff provided appropriate guidance on next steps.

What did customer express interest in?
Job search
Job listings
Training
Workshops
Support services
Career information
Other:

WELCOME DEBRIEF
WSPM Review Element

Staff provided information and answered questions about
WorkSource services, processes and policies accurately and
knowledgeably.
Next steps were scheduled in i-trac.

Yes/No

Comments
What next steps were recommended?
Career Exploration
NCRC
Resume Workshop
Interview Workshop
Job Club
Training Information
Workplace ESL
Computer Workshop
Other:

WSI Reviewer Name:
Center:
Date:
Career Specialist Name:

WORKSOURCE ADVISING
WSPM Review Element

Staff determined reason for customer
visit.

Yes/No

Comments/Questions

What was the reason for the customer’s visit?
☐
☐
☐
☐

Staff reviewed customer i-trac record
and iMatchSkills.

What customer data did staff use to inform discussion?
☐
☐
☐
☐

Staff engaged customer in discussion of
goals to be achieved through
WorkSource or progress on established
goals.

Assistance with or review of WSPM Occupational Skills Training Application
Development of a career plan or review of progress in a career plan
Guidance on Next Steps
Other:

Initial Skills Review results
Workshops attended or planned
Work history
Other:

What types of goals discussed:
☐
☐
☐
☐
☐

Employment
Skill upgrade
Occupational Skills Training
On-the-Job Training
Other:

WSI Reviewer Name: __________________
Center: _____________________________
Workshop Occurrence Reviewed: ________________________________________________(e.g. Tuesday 2/16 12:30 PM 4:30 PM East Training Room)
Workshop Facilitator: Click here to enter text. Team: ☐Skills
☐Employment
☐Welcome
Agency: ☐OED
☐WIA Contractor

TRAINING INFORMATION WORKSHOP
WSPM Review Element
Staff used standardized materials:
 WSPM Training Information Powerpoint Presentation
Staff covered all material in the Powerpoint Presentation.
Staff presented material in clear and organized manner.

Staff encouraged customers to actively engage in workshop.

Staff answered questions about WorkSource services, processes
and policies accurately and knowledgeably.

Yes/No

Comments

Describe any material that was not presented clearly or presented differently
from the WorkSource PowerPoint.

What questions did customers ask?
Did staff have customers logon to and use any of the computer-based
resources?
CIS
Other:
Classroom Training
OJT
How WorkSource makes ITA funding decisions

Staff gave adequate mention to non-WIA resources for training.

Comment:

Staff promoted next steps.

Scholarship Information workshop
WorkSource Advising
OJT Orientation
Open Skills Lab
Career Exploration

Staff provided customers Next Steps and Resources Sheet.

WORKSOURCE ADVISING
WSPM Review Element

Staff provided guidance to customer on
strategies, services and resources to
help meet goals.

Yes/No

Comments/Questions

What types of strategies were discussed or recommended?

What WorkSource services were discussed or recommended?

What community resources were discussed or recommended?

Staff guidance was relevant to the
customer’s goals and needs.

Comment:

Staff used an Individual Service Plan
(ISP) document or other document with
goals.
Next steps were scheduled.

Individual Service Plan document
Aligned Partner Career and Resource Plan
Other
What next steps were scheduled?

Staff entered appropriate service in itrac.

☐ WorkSource Advising ISP
☐ WorkSource Advising No ISP

Session lasted no more than 45
minutes.

PY11 WorkSource Portland Metro
Center Review

Goal

Regional One-Stop Committee
Enhance the effectiveness of the public workforce
system by aligning and coordinating
resources/services, engaging partners, and
connecting job seekers to high-demand, high-growth
jobs.

2011-2012 Outcomes

Focus: Quality assurance and continuous improvement of
the regional public workforce system
Goals for Program Year 2011:
1. Develop integrated framework for business services
2. Continue to standardize and systematize regional
services
3. Ensure that integration model functions effectively in
changing environment
4. Provide professional development opportunities for
Center staff
5. Move to certification process.

Role of the Board
Charter/certify WorkSource Oregon
Centers OWIB Certification Policy
Oversee the success of the local
integrated system Compass Policy

Establish standards for overseeing the
area’s workforce system Consortium Agreement
between City of Portland, Washington and Multnomah counties

Report on Goals for PY11
1.Develop integrated framework for
business services
2.Continue to standardize and systematize
regional services
3.Ensure that integration model functions
effectively in changing environment
4.Provide professional development
opportunities for Center staff
5.Move to certification process during PY11

Goal 1: Develop Integrated
Framework for Business Services
• OED, WSI & WIA provider Workgroup
developed recommendations to:
•
•
•
•

Improve business engagement
Increase placements of engaged customers
Improve integrated team effectiveness
Increase capture rate of overall placements

• Approved by Regional Leadership
• Governor’s Back to Work On-the-Job
Training program enabled implementation of
processes.

Goal 2: Continue to Standardize,
Systematize Regional Services
• Developed job readiness criteria and
implemented process to identify and
support job-ready customers
WSPM Workshops
• Launched Training Information Workshop
• Revise regionalized OJT Orientation
• Revised Scholarship Applications Workshop
• Standardized and regionalized Workplace
English Workshops (ESL)

Goal 3: Ensure that integration
functions effectively in changing
environment
• In face of cuts early in year, WSI and
OED remained committed to serving
common customer
• Delivery of 1:1 jobseeker services
reduced
• Implemented new services with new
resources: National Career Readiness
Certificate & Governor’s Back to Work
On-the-Job Training Initiative

Goal 4: Provide professional
development opportunities for
Center staff
• Due to severe budget cuts, professional
development was not prioritized in this
year’s budget. However, WSI staff provided
extensive training and technical assistance
to support new service rollouts.

Goal 5: Move to Certification
Process in PY 2011

PY11 Center Review

Background:
WorkSource Portland Metro
Measure

Total

Jobseekers Served

69,523

Jobseekers entered employment

34,756

Average Six-Month Earnings

$16,000

US Department of Labor data based on 4 rolling quarters ending 9/30/2011

Background
“Service Integration” means that WSI
resources and OED are operationally
merging at the Center level
WSI and OED leadership have reached
agreement about the roles, responsibilities,
process, and standards of the integrated
system

The Center Review process compares the
on-the-ground implementation of the
integrated model to the agreed upon
standards

Background
The Center Review covers areas of
agreement that define the integrated
model. The review does not include the
following:
●

Formal performance measures

●

Integration of partners beyond WIA
and OED

●

Areas of service that have not yet been
incorporated into the integrated model

Methodology
• Review of Adherence to Standard Roles,
Responsibilities, and Procedures
• 75-criteria review tool

• Review of Quality of Service Delivery
• Review Tool for each Product & Process

• Methods
•
•
•
•

On-Site Observation
Analysis of Customer Survey Data
Analysis of Data on Service Outputs & Outcomes
Interviews with Center Staff

PY11 Review Summary Findings
• There is adherence to the integrated model across the
system with small variances.
• Jobseeker customers report high satisfaction.
• Training investment decisions are made within target
industries and use labor market information. However,
there is limited connection to real time business
intelligence around emergent hiring needs or
consideration of training provider performance.

• Level of service to non-native speakers of English varies
widely.
• Integrated process for increasing placements of engaged
customers is achieving results.

Adherence to Integration Model:
Rating Summary

WSPM
Center

Program Year 2010

Program Year 2011

Criteria
Met

Criteria
Met

Percent
Score

Percent
Score

East

74/75

99 %

74/75

99%

Southeast

71/75

95 %

73/75

97%

Central

69/75

92 %

73/75

97%

BeavertonHillsboro

70/75

93 %

74/75

99%

Tualatin

69/75

92 %

74/75

99%

Customer Feedback: Welcome
Welcome Survey Response Comparison
3.95
3.85
3.75

BH

East

BH
Tual

3.65

East

SE

Central

SE

Central

3.55
3.45
3.35
Oct-Dec '10

Oct-Dec'11

Tual

• 7 Questions
• 4 Point scale
• 21,160
Surveys
received

Customer Feedback: Welcome
CENTRAL “…What felt like a negative situation I came
out feeling positive due to the wonderful staff here.
Thank you!”

EAST “I had no idea so many resources were available
- beyond job search... wow!”
SOUTHEAST “I have never been in a public office that
was run so professionally!”
TUALATIN “Being out of work is very hard on me and
you all treated me well. Thank you.”
BEAVERTON/HILLSBORO “Kimberly …went above and
beyond and definitely saved me time and future
hassle.”

Standard Workshops/Services
Customer Attendance by Program Year (Q1 & Q2)
30000
27500

PY10

25000

PY11

22500
20000
17500
15000

PY11

12500
10000
7500
5000

PY10
PY10 PY11

2500
0

PY11

PY10

Resume/Interview/Job
Club/Other Workshops

Training

WorkSource Advising

Other 1:1 Services

Top WorkSource Services
Interview Workshop
6%
Resume Workshop
8%
High Tech
Networking
12%

Percent Attendance by Service

National Career
Readiness
Certificate
Assessments
41%

Training
16%

Open Skills Lab
17%
Jobseeker attendance at workshops, access of training and other services was 73,880 during the first two
quarters of the Program Year 2011.

Workshop Attendance Distribution
Percent of Total Customer Attendance at Workshops and
Products by WorkSource Center
BeavertonHillsboro
29%

Southeast
19%
Central/New
Columbia
13%

East
28%

Tualatin
11%

Customer Feedback: Workshops
4 Point Scale indicating
agreement/disagreement

• This workshop will help me make my resume
more effective.
• In this workshop I learned how to customize my
resume to target specific opportunities.

• The workshop well organized and flowed well.
• The information was presented in a clear,
engaging manner.
• The workshop instructor was knowledgeable
and helpful.
• The materials provided during the workshop
are useful.
• The activities taught me ways to perfect my
resume.

RESUME WORKSHOP -1,558 Total Surveys
3.75
3.70
3.65
3.60

3.55
3.50

# of Surveys 235
Central

734 Averaged Annual
203 Score233
East

Southeast

Beaverton-Hillsboro

153
Tualatin

Supplemental Workshops
Number of Title Offerings by Center
Tualatin
Beaverton-Hillsboro

PY11

Southeast

PY10

East
Central

0

5

10

15

20

Supplemental Workshop Attendance by Program
Other
Year (Q1&Q2)
Workshop for English
Language Learners
Keep It Fresh

PY11

High-Tech Networking

PY10

Ex-offender Job Club

0

2000

4000

6000

Job Readines

Center-developed and targeted at
particular customer segments based
on demand—offered at a single
location but open to all customers.
Successful supplementals are adopted
as standard and offerings expanded.
PY10 – PY11 Comparison
• Decline in number of supplemental
workshop offerings
• Increase in customer attendance
Top PY11 Offerings
• Beaverton-Hillsboro
High-Tech Networking
• East
Keep It Fresh: Rotating Job Topics
• Southeast
Discover Your Road to Success:
Job Club for Ex-Offenders

Progress on Areas of Improvement
from PY10 Review
Findings from PY10
•

•
•
•

Progress during PY11

Inconsistent implementation •
of required Welcome
elements
•
Service load uneven
between functional teams
Common administrative
systems lacking
Variance in workshop
presentation quality

•
•

Centers made adjustments to bring
Welcome implementation into
adherence.
More balanced service load achieved.
However, number of customers
seeking Skills Team advising rose as
1:1 services declined.
Common administrative systems
continue to be a challenge
Centers made workshop
improvements. More attention
needed to quality control by Center
managers.

Recommendations
1. Certify all 5 Centers
2. Integrated Business Services: Continue to develop integrated
framework for business services/employment services. Increase
strategies for connecting engaged customers to employment.
3. Services for English Language Learners: Develop the necessary
partnerships, policies, staff training, and service standards to ensure
a high quality of services to all customers.
4. Occupational Training: Develop stronger connection to real time
business intelligence around emergent hiring needs and
consideration of training provider performance into training
investment decisions. Ensure that Pell and other training resources
that are leveraged for WorkSource customers are captured in
reporting about services.
5. WorkSource Staff Training: Provide training opportunities for
Center staff in areas where they're being stretched.

ATTACHMENT B

Local Workforce Area/Region: 2/Worksystems, Inc.
Direct Services Plan
Complete the following tables displaying how core and intensive services will be delivered and funded by the partners within the One-Stop Centers and
affiliate sites identified. These tables should aggregate WIA Title1-B, Wagner-Peyser and other workforce partner staffing and infrastructure costs, at a
minimum.

Systems Investments (Current)
One Stop Centers and
Affiliate Sites
(Identify by Location)

Infrastructure Costs
include: Rent,
Utilities,
Maintenance,
Technology,
Marketing, etc.

Personnel Costs

Services

Core
WSPM BeavertonHillsboro
WSPM Central
WSPM East
WSPM Southeast
WSPM Tualatin
Affiliate: New
Columbia

Attachment B – Worksystems, Inc.

Other

Total Costs

Intensive

$ 407,450

$ 2,020,733

$ 404,069

$ 2,832,252

$ 647,858
$ 625,091
$ 294,254
$ 574,629

$ 2,892,908
$ 2,682,747
$ 629,619
$ 2,483,869

$ 782,478
$ 730,969
$ 225,698
$ 1,321,813

$ 4,323,244
$ 4,038,807
$ 1,149,571
$ 4,380,311

13,215

$ 131,885

$ 145,100
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Total Staff Levels in FTEs (Current)
One Stop Centers
and Affiliate Sites
(Identify by
Location)
WSPM BeavertonHillsboro
WSPM Central
WSPM East
WSPM Southeast

WSPM Tualatin
Affiliate: New
Columbia

WagnerPeyser
Staff

WIA Core Services
WIA
Other
Title 1-B
Partners
Staff
(identify)

WIA Intensive Services
WagnerWIA
Other
Peyser
Title 1-B Partners
Staff
Staff
(identify)

19

2.21

4.88

26
26
Included
in East
(parent
office)
24

2.52
2.78

8.16
6.36

2.97

8.77

1.42

6.37

.67

1.57

Included
in Central
(parent
office)

WagnerPeyser
Staff

Other
WIA
Title 1-B
Staff

Other
Partners
(identify)

Management & Administrative Staffing Across All One Stop Centers and Affiliate Sites (Current)
Management/Administrative Staff (Identified by Partner,
i.e., Wagner-Peyser, Title I-B, TANF, etc.)
Management Staff – Title I-B
Management Staff – Wagner-Peyser
Administrative Staff – Title I-B
Total for the LWIA

Attachment B – Worksystems, Inc.

Total FTEs
3.45
1.0
1.0
5.45
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ATTACHMENT C

Local Workforce Area/Region: 2/Worksystems, Inc.
Annual Costs in Dollars (Planned over Next Two Years)
*Forecast for planning purposes only.

One Stop Centers and
Affiliate Sites
(Identify by Location)

Infrastructure Costs
include: Rent,
Utilities,
Maintenance,
Technology,
Marketing, etc.

Personnel Costs

Services

Core
WSPM BeavertonHillsboro
WSPM Central
WSPM East
WSPM Southeast
WSPM Tualatin
Affiliate: New
Columbia

Attachment C – Worksystems, Inc.

Other

Total Costs

Intensive

$ 384,757

$ 1,972,670

$ 147,352

$ 2,504,779

$ 578,620
$ 589,233
$ 240,456
$ 553,379

$ 2,828,481
$ 2,655,297
$ 524,694
$ 2,483,869

$ 553,494
$ 395,491
$ 91,183
$ 1,056,339

$ 3,960,595
$ 3,640,021
$ 856,333
$ 4,093,587

$13,215

$ 131,885

$ 145,100
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Staff Levels in FTEs (Planned over the Next Two Years)
*Forecast for planning purposes only.
One Stop Centers
and Affiliate Sites
(Identify by
Location)
WSPM BeavertonHillsboro
WSPM Central
WSPM East
WSPM Southeast

WSPM Tualatin
Affiliate: New
Columbia

WIA Core Services
WagnerWIA
Other
Peyser
Title 1-B
Partners
Staff
Staff
(identify)

WIA Intensive Services
WagnerWIA
Other
Peyser
Title 1-B Partners
Staff
Staff
(identify)

19

2.21

3.98

26
26
Included
in East
(parent
office)
24

2.52
2.78

7.78
5.86

2.97

6.89

1.42

6.37

.67

1.57

Included
in Central
(parent
office)

WagnerPeyser
Staff

Other
WIA
Title 1-B
Staff

Other
Partners
(identify)

Management & Administrative Staffing Across All One Stop Centers and Affiliate Sites (Planned over the Next Two Years)
*Forecast for planning purposes only.
Management/Administrative Staff (Identified by Partner,
i.e., Wagner-Peyser, Title I-B, TANF, etc.)
Management Staff – Title I-B
Management Staff – Wagner-Peyser
Administrative Staff – Title I-B
Total for the LWIA

Attachment C – Worksystems, Inc.

Total FTEs
3.45
1.0
1.0
5.45
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ATTACHMENT E

Local Workforce Area/Region: 2/Worksystems, Inc.
WORKFORCE INVESTMENT ACT TITLE I-B
BUDGET, PARTICIPANT and PERFORMANCE PLAN for PY12

Service
Categories

Adults

Dislocated
Workers

Youth

Projected
Number of
Participants
Who Will
Receive at
Least One
Staff-Assisted
Service*

13,000

65,000

1,082

Participant
Carry-In by
Program Year
(e.g. X# = PY 10;
X# = PY 11)**

3,787

17,675

221

Funding
Allocation

$3.5 m

$3.7 m

$3.3 m

Indicator of
Performance
(TEGL 17-05)

Entered
Employment
Rate
Retention Rate
Average
Earnings
Entered
Employment
Rate
Retention Rate
Average
Earnings
Placement in
Employment or
Education
Attainment of a
Degree or
Certificate
Literacy and
Numeracy Gains

LWIA
Performance
Target

57,%
80%
$12,500
57,%
80%
$12,500
70%

69%
31%

Adults and Dislocated Workers
*This is the total projected number of Adults (or DWs) who will receive services funded under Title I
other than self-service or informational activities.
** Total number of Adults (or DWs) enrolled in previous year/s carried forward, by Program Year.
Youth
* This is the total projected number of Youth planned to be enrolled in the Program Year.
** Total number of Youth enrolled in previous year/s carried forward.

NOTE: This attachment must be submitted for each year of the plan and attached to any
modification request to CCWD.

Attachment E – Worksystems, Inc.
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ATTACHMENT E

Local Workforce Area/Region: 2/Worksystems, Inc.
WORKFORCE INVESTMENT ACT TITLE I-B
BUDGET, PARTICIPANT and PERFORMANCE PLAN for PY13

Service
Categories

Adults

Dislocated
Workers

Youth

Projected
Number of
Participants
Who Will
Receive at
Least One
Staff-Assisted
Service*

15,000

60,000

1,082

Participant
Carry-In by
Program Year
(e.g. X# = PY 10;
X# = PY 11)**

5,000

16,000

400

Funding
Allocation

$3.4 m

$3.6 m

$3.2 m

Indicator of
Performance
(TEGL 17-05)

Entered
Employment
Rate
Retention Rate
Average
Earnings
Entered
Employment
Rate
Retention Rate
Average
Earnings
Placement in
Employment or
Education
Attainment of a
Degree or
Certificate
Literacy and
Numeracy Gains

LWIA
Performance
Target

57,%
80%
$12,500
57,%
80%
$12,500
70%

69%
31%

Adults and Dislocated Workers
*This is the total projected number of Adults (or DWs) who will receive services funded under Title I
other than self-service or informational activities.
** Total number of Adults (or DWs) enrolled in previous year/s carried forward, by Program Year.
Youth
* This is the total projected number of Youth planned to be enrolled in the Program Year.
** Total number of Youth enrolled in previous year/s carried forward.

NOTE: This attachment must be submitted for each year of the plan and attached to any
modification request to CCWD.

Attachment E – Worksystems, Inc.
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Informational Interview Worksheet
Name: _________________________________________

Date: _________________

Instructions:
Please provide documentation from at least one (1) potential employer that indicated that the training
you are requesting is required for your targeted occupation.
Name:
Occupation / Job Title:
Interview #1 (required)
Employer name:
Phone:
Person contacted:
Types of Training Required and Comments from employer:

Suggested Questions for Informational Interviews:
The following are some suggestions as to what to ask, but remember that the best question is one that is
worded the way you speak, so feel free to change the wording to suit you.
What education, skills, and training do you seek in the ideal candidate? ________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Do you generally hire full-time for this position? ___________________________________
Are there specific schools or training programs that you would recommend?____________
_________________________________________________________________________________
Does this job have any special requirements such as travel, shift work, special licenses, etc.?
_________________________________________________________________________________
Do you know of other employers who hire for this or similar occupations? _________________
_________________________________________________________________________________
What is your entry level salary range? _______________________________________________
Are there advancement and educational opportunities? _________________________________
Does your company offer internships? _________________________________________________


Recommended Question

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor and the American Recovery ad Reinvestment Act.

Worksource Portland Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals
with disabilities. To place a free relay call in Oregon dial 711
Updated 12/15/09-PH

Interview #2 (Optional)
Employer Name:
Phone:
Person Contacted:
Types of Training Required and Comments from employer:

Suggested Questions for Informational Interviews:
The following are some suggestions as to what to ask, but remember that the best question is one that is
worded the way you speak, so feel free to change the wording to suit you.

What education, skills, and training do you seek in the ideal candidate? _______________
_________________________________________________________________________________
_________________________________________________________________________________
Do you generally hire full-time for this position? __________________________________________
Are there specific schools or training programs that you would recommend? ___________________
________________________________________________________________________________________
Does this job have any special requirements such as travel, shift work, special licenses, etc.? ______
________________________________________________________________________________________
Do you know of other employers who hire for this or similar occupations? _________________________
________________________________________________________________________________________
What is your entry level salary range? _______________________________________________________
Are there advancement and educational opportunities? ________________________________________
Does your company offer internships? _______________________________________________________



Recommended Question

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor and the American Recovery ad Reinvestment Act.

Worksource Portland Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals
with disabilities. To place a free relay call in Oregon dial 711
Updated 12/15/09-PH

Occupational Skills
Training Application

Section IV: Job Search Post Training
The applicant should be committed to completing the training and seeking employment after training is
completed.
Name of Applicant:

1. Describe your job search plans during and after completing this training?

_____________________________________________

Date: _________________

Please note: Funds are limited and approved based on a competitive application process. Completion of this worksheet does not guarantee funding for proposed training.
 A copy of my resume is attached to this application.

I have read, understand, and agree to the terms and conditions outlined in this document.
Signature
Printed Name

Date

Applicant Criteria:
Because funds are extremely limited, not all qualified applicants will receive funding. To meet the
minimum qualifications, applicants:
 Must need training in order to reach career goal.
 Must complete the WorkSource registration process and WIN Skills Review.
 Should have adequate funds to support himself or herself while in training.
 Should be willing to making a financial contribution to the cost of the course.
 Should be committed to completing the training and seeking employment after training is completed.
 Must work or live in Multnomah or Washington County.
 Must agree to the following, if funded:
 Provide the WorkSource staff with the copy of the diploma, certificate, or other proof of
completion of the training.
 Complete and save Prosperity Planner enrollment budget prior to training and an exit
budget after attaining employment, and contact WorkSource Center staff once this step
is completed.
 Meet with WorkSource Staff to discuss job search strategies within a month of completing
the training program.
Application and Registration Details:
 All applications will be reviewed by a Center Review Team using regional standards.
 Training requests should be made and approved in advance. Training costs cannot be paid or reimbursed retroactively. Please leave plenty of time for the application and approval process.
 The applicant is responsible for registering for the training in a timely manner. Late registration
fees or penalties will not be funded by the program.
 Funding is approved term-by-term based on satisfactory completion (C or higher) of previous
term.
 The applicant is required to contact WorkSource prior to withdrawing from class or training program. WorkSource Portland Metro will not provide applicant funds for re-enrollment in that class
or training program unless WorkSource Portland Metro has been refunded 100% of awarded
funds.
I attest that I:
 live in Multnomah or Washington county
 worked in Multnomah or Washington county

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor. WorkSource Portland Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals
with disabilities. To place a free relay call in Oregon, dial 711

4

Signature

Date

This program financed with funds provided through Worksystems, Inc. from the U.S. Department of Labor. WorkSource Portland
Metro is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. To place a free relay call in Oregon, dial 711.
OST APP 5-29-10 TP-F

Section I: Occupation Details

Section III: Financial Details

1. Target Occupation:
2. Please explain why training or retraining is necessary for you. Does it build on your existing
skills or is it a new occupation and skill set?

3. Is the occupation projected to be growing (in demand) in our local labor market?
 Yes
 No
Research the occupation to determine projected growth in Portland Metro Area through the Oregon
Labor Market Information Systems (OLMIS). Website: www.olmis.org


A copy of the OLMIS page verifying projected growth is attached to this application.

If the training program is Pell Grant-eligible, the applicant must apply for the Pell Grant. If approved,
the Pell Grant must be used in place of WorkSource funds for the training. WorkSource funds may make
up any gaps in training costs and available Pell funds.
The applicant must complete and save a budget using the Prosperity Planner before entering training and
after completing training and finding employment. The enrollment budget should demonstrate that the
applicant has adequate funds to support himself/herself during training.
1.Have you applied for Financial Aid/Scholarship, including Pell Grant? Website: www.fafsa.ed.gov
 Yes
 No
If No, Explain:




Classes are not Financial Aid eligible
Will not qualify for Financial Aid (Explain):

If Yes, Explain:





Application Pending. Date applied:
Approved (attach copy of award letter)
Denied Pell Grant (attach copy of denial letter)

4. Conduct Informational Interviews: Contact at least one (1) potential employer who hires for the
type of position for which you are requesting training funds. Interview the employer to determine
his/ her advice regarding training recommendations and minimum requirements for this occupation.
 A copy of Informational Interview worksheet is attached to this application.

2. Complete the Prosperity Planner Website: https://www2.worksourceportlandmetro.org
Sign in as a Return User by using your WorkSource Oregon Registration Username and Password. Do not
sign in as a guest. Remember to save your Prosperity Planner budget before exiting and print out the
Prosperity Planner Final Report to bring to your next meeting.


Section II: Training Details
The training program must be on the Region 2 Eligible ITA Training Programs list. This list is a subset of
the State Eligible Training Provider List and includes those training programs that support the Region 2
Target Industries. An optional Training Provider Research worksheet is available if you need help selecting a program.
1. Is the training Program on the Region 2 Eligible Training Provider List?
Website: https://www2.worksourceportlandmetro.org/etl/Default.aspx
 Yes
 No


A printout of ETPL page with training provider is attached to this application.

2. Which of the following Region 2 Priority Industries does your occupation fall within?





Bioscience
Distribution and Logistics
Green Building
Healthcare

3. Program information:
Program Name:
Training Provider:
Training Start Date:
Total Training Cost:
CIP Code:


.






Metals Manufacturing
Software
Renewable Energy and Clean Technology
Occupation supporting priority industries (e.g., accounting, office support):_______________________________
(name of occupation)

Copy of Prosperity Planner Final Report is attached to application.

a. Do the results of your Prosperity Planner budget indicate that you will be able to successfully
complete the training without withdrawing due to financial hardship?
 Yes
 No
b. Do the results of your Prosperity Planner budget indicate you will be able to make a financial
contribution to the course?
 Yes
 No
c. Do you have reliable transportation for attending training?
1. What is the distance to the training/school from your home? __________# miles (roundtrip)
Use the following website to determine number of miles: maps.yahoo.com
2. How do you plan on paying for transportation to and from school?

d. Do you have children that require childcare while you are in training?
 Yes

 No

If yes, complete the following:

1. Calculate the total cost of childcare during your training per week.
Expected Completion Date:
Classroom Hours Per Week:

2. What is your plan for childcare and potential added expense while you are in training?

Credential Type:

A copy of Training Provider Research worksheet is attached to this application.
2
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Topic: Priority of Service
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Regional Overview
The Workforce Investment Act of 1998 stipulates that in the event funds allocated to a local area for
Adult employment and training activities are limited, priority shall be given to recipients of public
assistance and other low-income individuals for intensive services and training services. The Local
Workforce Investment Board does declare that WIA funds are limited in Region 2 because there are
not enough funds available to serve the numbers of un- and under-employed people in the Region, and
thus priority service should take place when working with WIA Title 1B Adult funds.
The Jobs for Veterans Act (JVA) of 2002 establishes a priority of service requirement for covered
persons in qualified job training programs.

Policy
The Local Workforce Investment Board sets this priority of service based on Federal requirements and
the Oregon Workforce Investment Board’s (OWIB) Self-Sufficiency Policy, dated June 26, 2008. This
guideline does not replace eligibility requirements. The Local Workforce Investment Board has
determined that there exists in our local area a sizeable group of individuals that lack economic selfsufficiency. Therefore, priority of service for WIA program participants will be:
 JVA covered persons (veterans and eligible spouses, including widows and widowers) (WIA Adult
and Dislocated Worker programs)

 Public Assistance Recipients and other low-income populations (WIA Adult program)
 Unemployed Individuals (WIA Adult program)
 Employed Individuals who seek assistance through the WorkSource system (WIA Adult program)
The OWIB self-sufficiency policy applied here states:
“Employment itself is not a guarantee of self-sufficiency. Due to the ever-increasing skill
requirements of employment at all levels, all Oregonians can benefit from increased
skills. Therefore no Oregonian seeking assistance through WorkSource Oregon shall be
considered to be self-sufficient.” (Emphasis added.)

Reference
Workforce Investment Action Final Rules 20 CFR §663.600 through §663.640
Training and Employment Guidance Letter No. 10-09, Priority of Service for Veterans and Eligible
Spouses
OWIB WorkSource Oregon Self-Sufficiency Policy, June 26, 2008

Worksystems, Inc.

111 SW Fifth Avenue, Suite 1150

Portland, OR 97204

503.478.7300

Training Review Form
Customer Name:

I-Trac ID

_________________

WSPM Skills Team Member
Customer Readiness
Based on the training application submitted by the customer, circle “Yes” or a “No” to indicate whether each of the
criteria listed below has been met. If you do not have the information necessary to respond to an item, circle “No.”
Yes/No

The customer’s current skills and this proposed training supports a strong re-employment
plan.

Yes/No

The customer’s Prosperity Planner budget demonstrates financial need.

Yes/No

The customer’s Prosperity Planner budget demonstrates that he or she will have sufficient
income or supports to live on during training and the re-employment period.

Yes/No

The customer has completed and submitted a Pell Grant application or can show that
proposed training is not eligible for Federal Student Aid.

If the customer meets all four criteria indicators, attach the customer’s Occupational Skills Training Application and
their Prosperity Planner Budget, check the customer’s I-Trac record, complete the I-Trac Information section below and
submit to your center’s Training Review Team. All criteria must be met in order to submit application to your center’s
Review Team.
For each “No” indicate what the customer might do to increase the likelihood of an affirmative response.

WSPM Skills Team Member Signature ______________________________ Date_________________

I-Trac Information
Before submitting to your Center Training Review Team review the customer’s I-Trac record. Based on I-Trac,
indicate which of the items below are true for this customer.
5. 

This customer is a Public Assistance Recipient and/or low income in I-Trac

3. 

This customer is a veteran or the spouse of a veteran

1.

 This customer is listed as unemployed in I-Trac
 Enter the sum of item numbers to get a Priority of Service score.

Eligibility
 This customer is eligible for WIA Adult funding only
 This customer is eligible for WIA Adult and Dislocated Worker Program funding

Rev. 1/15/2010

Team Review
When the Career Specialist determines that a customer meets the criteria for consideration of training investment,
the request must be reviewed by the Center’s Training Review Team using the criteria below.
The Training Review Team must include the WIA Manager and at least 2 other staff. To evaluate whether sufficient
funds are available, the WIA Manager must provide the Training Review Team the center’s YTD budget against
planned expenditures. Approval of funding for training must be based on availability of funding to provide yearround training services.
 Applications should be considered at consistent intervals. All applications submitted to the Training Review
Team by the center’s Career Specialists during a prescribe interval must be considered during the same meeting.
 Applications are organized into a scale of suitability. Priority of Service becomes a consideration on the scale
only in the event of a tie between applications and funds are not sufficient to grant both applications.
Team Review Assessment
1 2 3 4 5 6 7 8 9 10
1= little or no benefi t
likely
10 = very significant
benefit likely

Yes/No

If training is successfully completed, what is the benefit of the proposed training
compared to the cost of training? Include these considerations in your deliberations:
projected demand for occupations related to proposed training, affect the
occupational training requested by the customer is likely to have on his or her
employability, improvement in customer’s situation made possible by the training
program.

(Yes = 2)

Would the average starting wage for occupations associated with this training
enable the customer to meet the self-sufficiency wage requirement reported in
their Prosperity Planner?

Yes/No

Is this a request for funds to support a current ITA customer’s continued training?

(Yes = 2)

Summary of Considerations

Team Review Assessment

= ________ (Sum of number ratings in Team Review Assessment)

Priority of Service Indicator

= _________ (From page 1)
Use this indicator in your decision making in the event that several qualified applicants under consideration in same
application pool at your Center receive the same score in the Team Review Assessment, and funds are insufficient to grant all
qualified applicant requests.
Recommendation

□
□
□

Funding Recommended - Amount $ _______________
Refer customer back to Partner for further information (see comments).
Customer’s plan is to be reconsidered in future team reviews .

Comments regarding recommendations:

Review Team Member Signature _____________________________ Date of Review__________
Rev. 1/15/2010
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Regional Overview
Occupational Skills Training services are available when a customer requires new or upgraded skills in
order to secure or retain employment in a demand occupation or growth industry that provides a
career path leading toward self sufficiency.
Occupational Skills Training is administered and funded in one of two ways:
On-the-Job Training Agreements (OJT): An OJT is an agreement between the WorkSource
program and an individual employer who agrees to act as a training provider. The OJT is a hire‐first
program; the trainee is actually an employee of the company that has agreed to provide the training.
The employer is compensated for the extraordinary costs associated with training participants and the
costs associated with the lower productivity of the participants during the training period.
Individual Training Accounts (ITA): An ITA is a financial obligation by the WorkSource program to
support classroom based training or instruction in a program that is on the Eligible Training Provider
List. ITAs may include the costs of tuition, fees (school, lab, etc.), and books required for the training
program.
The Region 2 Workforce Investment Board, through the Regional Competitiveness Committee,
identifies Target Industries where the investments in Occupational Skills Training will focus. The Target
Industries established October 2009 are:








Green Building
Bioscience
Metals Manufacturing
Renewable Energy & Clean Technology
Healthcare
Software
Distribution and Logistics

The Regional Competitiveness Committee reviews the list each year and makes adjustments as
appropriate.
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Regional Program Requirements
Prerequisites: Customers who seek to participate in Occupational Skills Training must complete the
following prerequisite services (there are no exceptions to this requirement):
 Welcome Process
 WorkSource Advising
 Occupational Skills Training Application
 Training Provider Research Worksheet
 Informational Interview (1)
 Saved Prosperity Planner Enrollment Budget
OJT Requirements: If it is determined that the best and appropriate method of training for the
customer is through an OJT Agreement, refer to the OJT standards and procedures, including the OJT
Development Manual, for direction and the necessary forms and additional requirements to establish
an OJT.
ITA Requirements: If it is determined that the customer is best served with an ITA these additional
requirements must be considered and met:
 The training program must be on the Region 2 Eligible ITA Training Programs list. This list is a
subset of the State Eligible Training Provider List and includes those training programs that
support the Region 2 Target Industries.
 Customer meets the qualifications and prerequisites established for the training by the training
provider.
 If the training program is Pell Grant‐eligible, the customer must apply for the Pell Grant. If
approved, the Pell Grant must be used in place of WIA funds for the training. WIA funds may
make up any gaps in training costs and available Pell funds. A plan must be in place to
recapture training funds paid out and subsequently covered by a Pell Grant (except the portion
of the Pell Grant assistance provided to the customer for education‐related expenses not paid
by the ITA).
 After completing training, the customer must complete and save a Prosperity Planner exit
budget.
 In addition to the invoices from the training provider, the following documentation must be
maintained in the financial files attached to the ITA payment:
 A copy of the Region 2 Eligible ITA Training Programs list depicting the selected training.
 A copy of the customer’s Training Recommendation form.
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Refer to the WorkSource Portland Metro Procedures Manual for additional guidelines and procedures,
including documentation and I‐Trac data entry requirements.
Exceptions: Exception requests will be considered based on an individual customer situation. An
exception may be granted to access a training program on the State’s Eligible Training Provider List but
not included in the Region 2 Eligible ITA Training Programs list or a training that meets the Region’s
Eligible Training Provider List Exceptions policy. Such requests for exceptions must be approved in
writing by the Center Operator. A copy of the email request and approval is to be maintained with the
financial documents along with a copy of the ETPL depicting the training program or the
documentation substantiating compliance with the ETPL Exceptions policy requirements.
Consideration of exceptions will be based on supportive information such as local labor market data
including employer contacts which indicate a growth industry and in‐demand occupations; existence of
a hiring commitment; and training provider’s placement rates for program completers.

Reference
Workforce Investment Act Final Rules 29 CFR §663.300‐410 and §663.700‐710.
WorkSource Portland Metro Procedures Manual
Training – Regional Eligible Training List Exceptions Standard Operating Procedures
Training – Eligible Training Provider List Exceptions LWIB Policy
On‐the‐Job Training Regional Program Standards
On‐the‐Job Training Development Manual
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Regional Overview
The purpose of an On-the-Job Training contract (OJT) is to assist businesses in training and retaining
skilled, productive workers. OJT’s may be used to help train newly hired employees, eligible current
employees and employees hired to regular permanent employment through a staffing service
relationship. OJT’s are described in the Workforce Investment Act (WIA) §101(31). These Regional
Program Requirements outline how an OJT Agreement and subsequent Training Plans are to be
developed by Region 2 contractors.
In addition, all contractors are provided with the Region 2 OJT Development Manual, which includes
detailed information on OJT development with guidance relative to the product’s rules and regulations
along with samples of the referenced forms.
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Regional Program Requirements
1. Structure
OJT Agreements are signed by employers and WSI contractors. OJT agreements are non-financial.
When a Trainee is identified and determined eligible, a Training Plan is completed, and at that point
training funds are obligated.
The OJT payment to the employer is divided into two parts: 1) Training completion and expected
continued employment at thirty (30) or more hours per week; and 2) continued employment
through the ninety (90) day retention period and expected continued employment at thirty (30) or
more hours per week.
The total OJT reimbursement amount may never exceed 50% of the Trainee’s gross earnings during
the training period, or $5,000 whichever is less. Up to half the OJT reimbursement, not to exceed
$2,500, is paid at the end of the training if all conditions for a Training Payment are met (see No. 9
Invoices below).
The remainder of the OJT reimbursement is paid at retention if all conditions for a retention
payment are met (see Invoices No. 9 below). The total OJT reimbursement obligation – the sum of
the training payment and retention payment amounts – should be calculated and shown on the top
of the Training Plan and is the amount obligated for the training activity.
2. Trainees
OJTs may be written for newly hired employees (within 2 weeks of the hire date) or for current
employees who require additional training to advance in their salary structure, to a new position or
to a position eligible for benefits. All OJT trainees must be determined WIA eligible and enrolled in
the WIA program.
3. Forms and Paperwork
The following standard OJT forms will be used, inserting the name and contact information of the
contractor where indicated. The forms are provided as Word Document Forms and are designed to
be created on a computer and printed for signature.









On-the-Job Training Employer Checklist
On-the-Job Training Agreement and Rules – Separate Staffing Service Version
On-the-Job Training Plan and Instructions – Separate Staffing Service Version
On-the-Job Supplemental Training Plan
On-the-Job Training Plan Modification
On-the-Job Training Invoice – Training Period – Separate Staffing Service Version
On-the-Job Training Invoice – Retention Period – Separate Staffing Service Version
On-the-Job Training Exceptions

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

LWIB Policy 
Regional Program Standards 
Date: June 1, 2011
Page 3 of 10

Topic: Training – On-the-Job Training Contracts

There are also two file documentation checklists to provide guidance: OJT Participant File
Documentation Checklist and Employer OJT Documentation File – Participant Tracking and
Checklist.
4. Employer Checklist
Complete the Employer Checklist when an employer is interested in entering into an OJT
Agreement. OJT agreements cover both new hires and eligible, current employees. The checklist
should be updated when the business is sold or transferred, when any other major changes
affecting training, hiring or job retention occur, and at least every other year. Every employer must
have a completed, current and signed checklist on file.
The first thirteen items on the Employer Checklist are informational and designed to trigger
discussion around the employer’s business and workforce needs. The second eight items are
regulatory and may prevent writing the OJT if an irresolvable problem surfaces (refer to the OJT
Development Manual for additional details). When the employer representative signs the form,
they are attesting to the validity of the regulatory information. The Employer Checklist becomes a
part of the OJT Agreement by reference.
This initial discussion should consider each employer’s circumstances. For example, relocation
need not be discussed with a locally owned grocery store which has been at the same location for
ten years. Relocation should be discussed with a national firm with many subsidiaries which is just
breaking ground in the area. (See Checklist item No. 20)
5. Agreement and Rules
An On-the-Job Training Agreement is completed after the Employer Checklist has been finalized,
and any issues that may have surfaced have been resolved.
Note: If the employer has entered into OJT’s in the last two (2) years, the retention rate must
either be adequate or an acceptable corrective action plan must be in place. A 75% retention rate
is presumed to be adequate. If a lower retention rate has occurred (See Checklist item No. 21), a
reasonable explanation or a corrective improvement must be documented. If fewer than five OJT’s
have completed in the last two years, the small sample size should also be considered. This
calculation is to take into consideration all OJTs written within our Region – if you have an
employer that indicates they’ve used OJTs in the past, check in with your WSI contract liaison to
determine Regional experience (if any). Refer to the OJT Development Manual for further detail
and information.
The Agreement will cover any positions that have been identified for which the employer expects
to need help filling and which are likely to require On-the-Job training, as well as positions which
are now filled by eligible adults, dislocated workers or youth who need training to retain
employment and advance.
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The Agreement and OJT Rules should be reviewed and discussed with the employer to assure they
understand the intent of the Agreement as well as the restrictions that apply. Both the employer of
record and the WIA contractor sign the OJT Agreement (see Employer Checklist item #5).
6. Training Plan and Instructions
The Training Plan is the document which obligates training funds for a trainee and outlines the
planned training activities to be accomplished during the training period. Instructions for making
the skill assessments are included on the form.
All trainees must be determined WIA eligible, been newly hired by the employer (within two weeks
of the hire date) and determined to require training in order to meet the employer’s entry-level
standards for the position. Or the trainee may be a current employee who has been determined
WIA eligible and needs training to advance to a new position.
“Skills to be Learned” should be documented in the Training Plan. Put the skills in plain English,
basing the score primarily upon the supervisor’s judgment. Training is presumed to be needed
when the Skills to be Learned “Starting Capability” scores are either a “1” (beginning) or a “2”
(intermediate) and can be raised to a “3” (skilled) by the end of the training period. Exceptions
may be granted on a case-by-case basis.
For new hires, the job should be expected to last at least a year and provide at least thirty (30)
hours of work each week. The wage in the training plan should be at least $10.00 per hour plus a
benefit package that includes at least medical insurance with an employer contribution toward
premiums. Exceptions may be made on a case by case basis. A current employee must also, as a
result of successfully completing the OJT:




Expect a wage gain of 50 cents per hour or more by the end of the training period; or
expect an upgrade to a new position, and the employer will “backfill” with a new hire for the
employee’s previous position through the contractor when training is complete; or
a case-by-case exception is granted by the contractor. Examples of exceptions might include
(but are not limited to) a worker who has a disability and requires retraining, medical benefits
and regular employment status are gained as a result of the training, or a layoff can be
averted through retraining.

Training need, training completion, and training length are determined trainee by trainee, using the
OJT Training Plan Instructions. The duration of the training period should be estimated as follows:


The contractor representative, working with the employer, determines the job title for the
position to be trained for, referencing the Occupational Network (O-Net).



From O-Net, SVP parameters are obtained. It is within these parameters that the length of
training is set (see OJT Development Manual Section VI.D).
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The contractor representative should consider the training needs of each participant.



An OJT must be limited to the period of time required for a participant to become proficient
in the occupation for which training is being provided. In determining the appropriate length
of the contract, consideration must be given to the skill requirements of the occupation, the
academic and occupational skill level of the participant, prior work experience, and any
disability.



No OJTs should be written with a training period of less than four weeks or more than 26
weeks. Exceptions may be made on a case-by-case basis.



A current employee may receive an OJT if they are determined eligible and additional skills
and abilities are needed. The OJT “Starting Capability” score and planned gain by the end of
the training period document the need for additional skills and abilities and justify the writing
of an upgrade OJT.

7. Supplemental Training Plan
Supplemental training tied to training on-the-job may be negotiated using the OJT Supplemental
Training Plan. An example is a computer class that would help the trainee better complete their
job duties, and it is scheduled during normal work hours. The employer might agree to release the
trainee for the time and the trainee agrees to take, attend and make satisfactory progress in the
class. Supplemental training is highly encouraged when appropriate and may be paid for, in whole
or in part, by the employer, the contractor or, occasionally by the trainee. WIA training funds may
be used for supplemental training required as a part of the Training Plan.
8. Training Plan Modification
Modifications to the OJT may be executed as needed. The most common modification is extension
of the training period. The second most common modification is a changed training plan. Work
conditions often shift or trainee skills may require new work duties or a position change.
9. Invoices
There are two pay points for OJT obligations – at the completion of training and at the end of the
retention period. The total OJT payment may not be more than 50% of the wages earned during
the training period, or $5,000, whichever is less. One-half of the payment is made at the
completion of training and the remainder paid 90 days later at the successful retention of the
trainee.
Training Period Invoice: Once all of the “Skills to be Learned” listed in the Training Plan have
been scored a “3” (“skilled”), an invoice may be submitted for the training period. The standard for
scoring a “3” is “Meets the Employer’s standard for the Task.” Scoring should consider the
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employer’s normal expectation for an employee in the same position at the same pay grade and
with similar job tenure. Exceptions may be made on a case-by-case basis.
The trainee must still be employed and expected to work at least thirty (30) or more hours each
week in the normal course of business after the training period and retention period. No material
compliance issues may be outstanding.
Complete all components of the training period invoice and use the calculation on the invoice to
compute the appropriate billing amount.
Retention Period Invoice: The remainder of the OJT reimbursement (no more than 50% of gross
wages in the Training Period, minus the Training Payment) may be requested after an additional
ninety (90) days has elapsed after training completion and the trainee has retained employment
which is expected to provide thirty (30) hours of paid work a week or more.
Exceptions may be granted on occasion. An example of a case when an exception should be made
is when a trainee voluntarily switches jobs to increase their pay rate or gain other significant
benefits. If the trainee quits or is fired for cause, disqualifying them from receiving unemployment
compensation, an exception may also be granted, particularly if the employer has a good retention
track record and continues to hire through the WorkSource system.
Total OJT reimbursements for an individual trainee should not exceed the amount obligated as
shown on the top of the Training Plan, including any subsequent modifications.
10. Terminated Trainees
If the Trainee leaves during the training period, the employer will be reimbursed for 50% of the
wages earned during training, prior to separation, only. No retention payment will be paid.
If the Trainee leaves on their own or is terminated for cause during the retention period, the
employer should be reimbursed for all training costs (both the training payment and the retention
payment). A meeting with the employer should try and determine if the trainee actually went to
another employer at an equal or better salary as a result of the training received. Are there
circumstances that need to be addressed in future referrals? Can a replacement re-fill the position,
with or without another OJT?
If the Trainee is laid off during the retention period, the employer does not qualify to receive the
retention payment.
11. Writing a Second OJT for the Same Individual
When training and retention is completed, there may be opportunity to see if an “upgrade” is
possible (increasing pay by 50 cents per hour or more) and if a “backfill” and a new hire can be

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

LWIB Policy 
Regional Program Standards 
Date: June 1, 2011
Page 7 of 10

Topic: Training – On-the-Job Training Contracts

negotiated. If “upgrade” is possible, consider writing a second OJT for the same trainee. Significant
additional training, as documented in a new Training Plan, must be needed.
12. Exceptions
From time-to-time a participant or work conditions may not fit the “OJT” model outlined in this
procedure. Exceptions should not become the norm but may be made when appropriate.
Recognized exceptions include:
A. The trainee is not expected to be fully skilled (all “3”s on the Ending Capability score) at the end
of the training period, but substantial training has occurred and the trainee is expected to be
retained and trained further by the employer. The trainee should have gained a significant
number of score points overall: “1”s to “2”s and some “2”s to “3”s, for example. An extension
of the training period past the 26 weeks may be warranted, or the employer may deem the
participant “trained” to a satisfactory level to maintain employment in the position.
B. A current employee trainee will not achieve a wage gain of 50 cents per hour or more, and no
upgrade and “backfill” is expected. If there are other considerations, such as benefits or lay-off
aversion, an exception may be warranted.
C. The job pays less than $10.00 per hour but a special participant or employer circumstance
exists. For example, medical benefits are provided to a single mother on public assistance or an
employee with a recent prison stay, but the job only pays $9.00 per hour. The employer might
expect to accelerate pay increases through advancement so that trainees hired at $9.00 can
reasonably expect to earn $10.00 by retention.
D. Training is critically needed and results can be measured, but may be for a very short or a very
long period of time.
E. The employer did a good job of training but may not qualify for all or part of the OJT
reimbursement because the trainee quit or was fired for cause.
F. A trainee’s individual circumstances should also be considered. For example, the OJT length or
amount may be adjusted to reasonably accommodate a learning or other disability.
All exceptions should be documented using the On-the-Job Training Exceptions form, and
submitted to the WSI contract liaison for review and approval.
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Staffing Service Relationships
1. Overview
While OJTs are designed to be “hire first” and provide training opportunities in jobs that are
expected to last a minimum of one year, positions that originate through a staffing service can be
valid entry points into long-term permanent/regular employment. Many advanced manufacturing
companies, a Region 2 targeted industry, only bring on their new workers through staffing service
engagements.
All OJT rules defined within these Regional Standards and the OJT Development Manual apply to
OJT contracts written with the involvement of a Staffing Service agency except as noted within this
Staff Services Relationship section.
2. Structure
OJT Agreements for positions that originate with staffing services are signed by the staffing agency,
employer and contractor – a separate Agreement form is provided for Staff Service relationships.
OJT agreements are non-financial. When a Trainee is identified and determined eligible, a Training
Plan is completed, and at that point funds are obligated.
The OJT payment is made directly to the employer and is divided into two parts: 1) Training
completion and trainee hired within 30 days of the training end date as a permanent/regular
employee with expected continued employment at 30 or more hours per week; and 2) continued
employment through the ninety (90) day retention period and expected continued employment at
30 or more hours per week.
The total OJT reimbursement amount may never exceed 50% of the Trainee’s gross earnings paid
by the staffing agency during the training period, or $5,000 whichever is less. Up to half the OJT
reimbursement, not to exceed $2,500, is paid at the end of the training if all conditions for a
Training Payment are met (see No. 4 below).
The remainder of the OJT reimbursement is paid at retention, if all conditions for a retention
payment are met (see No. 4 below). The total OJT reimbursement obligation – the sum of the
training payment and retention payment amounts – should be calculated and shown on the top of
the Training Plan and is the amount obligated for the training activity.
3. Position Standards
In alignment with the current Region 2 OJT program standards, OJT contracts may be developed for
positions that originate with staffing services when:


The employer where the trainee is placed by the staffing service agrees to provide training
and enter into the OJT Agreement.
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The OJT position is expected to transition from temporary to regular employment within 30
days of the end of the training period with the company that is providing the training as the
employer of record.



The position pays a minimum of $10.00 an hour and is scheduled a minimum of 30 hours per
week.



A benefit package that includes at least medical insurance with an employer contribution
toward premiums.
Note: The benefits package is not required during the time the trainee is employed with the
staffing service but must be offered with the permanent/regular position that the trainee will
transition into.

4. Agreement and Rules
An On-the-Job Training Agreement is completed after the Employer Checklist has been finalized,
and any issues that may have surfaced have been resolved.
If the staffing service has entered into OJT’s in the last two years, the rate of trainees that transition
into permanent/regular employment must be either adequate or there must be an acceptable
corrective action plan in place. A 75% transition rate is presumed to be adequate. If a lower
transition rate has occurred (see Checklist item No. 21), a reasonable explanation or a corrective
improvement must be documented. If fewer than five OJT’s have transitioned in the last two years
the small sample size should also be considered.
If the employer has entered into OJT’s in the last two years, the retention rate for the employer
must either be adequate or an acceptable corrective action plan must be in place. A 75% retention
rate is presumed to be adequate. If a lower retention rate has occurred (see Checklist item No. 21),
a reasonable explanation or a corrective improvement must be documented. If fewer than five
OJT’s have completed in the last two years the small sample size should also be considered. This
calculation is to take into consideration all OJTs written within our Region – if you have an
employer that indicates they’ve used OJTs in the past, check in with your WSI contract liaison to
determine Regional experience (if any). Refer to the OJT Development Manual for further detail
and information.
The Agreement will cover any positions that have been identified for which the employer expects
to need help filling and which are likely to require On-the-Job training, as well as positions which
are now filled by eligible adults, dislocated workers or youth who need training to retain
employment and advance.
The Agreement and OJT Rules should be reviewed and discussed with the employer (and any
involved staffing agency) to assure they understand the intent of the Agreement as well as the
restrictions that apply. The employer of record, the staffing agency and the contractor sign the OJT
Agreement (see Employer Checklist item No. 5).
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5. Trainee not hired by Employer
If the Trainee completes all required training within the planned training period (including any plan
modifications) but is not hired as a permanent/regular employee of the company within 30 days of
the end of the training period, payment will not be made to the employer.
Because the participant received occupational skills training through the OJT it will be considered
an internship and the service tracking in I-Trac should be adjusted accordingly.
I-Trac Instructions: On the Services Tab  Internship/OJT Control  change Service from OJT to
Internship.
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Policy Statement
The overriding goal of Worksystems, Inc. (WSI) Procurement Policy and associated standard operating
procedures is to promote full and open competition in all purchases and ensure that:
 All goods and services are acquired in a cost effective manner.
 Contracts are established with legitimate parties that have demonstrated an ability to perform
in a responsible and responsive manner.
 There is a review process in place to avoid purchase of unnecessary or duplicate items,
including analysis of lease versus purchase options.
 Purchasing processes comply with the provisions of applicable Federal, State, and Local laws,
rules, and regulations.
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Code of Conduct
The Code of Conduct adopted by the Local Workforce Investment Board and WSI applies to all
activities and transactions conducted under these policies.

Excluded Items
Purchase of the following items are excluded from this procurement policy:





On‐the‐Job Training (OJT) contracts
Customized Training contracts
Training provided by Eligible Training Providers
Items included in WSI’s Travel, Expense and Reimbursement Policy

Procurement Levels
WSI separates procurement into two levels:
Level 1 – Purchases less than $100,000: Requires a minimum of three (3) documented quotes
(written or verbal). A Purchase Request and cost or price analysis is required if the purchase is over
$1,000. When it is in the best interest of WSI, a negotiated procurement can be done for Level 1
purchases.
Level 2 – Purchases $100,000 or over: A negotiated procurement is used for all purchases of
$100,000 or more.
Purchases of $1,000 or less do not require procurement documentation.
Procurement may not be artificially divided or fragmented to avoid open and free competition or
compliance with these policies. When additional purchases of the same or similar product or service
within one program year create an aggregate purchase in excess of $100,000 the purchase must be re‐
procured using Level 2 standards.

Purchase Authorization
All purchases over $1,000, except for common office supplies purchased through an established
agreement, require authorization as established in WSI Signature Authority. The Purchase Request is
the documentation of appropriate purchase authorization.

Capital Equipment
Capital equipment is defined as tangible, nonexpendable personal property having a useful life of more
than one (1) year and an acquisition cost of $5,000 or more per unit, including all costs related to the
property’s final intended use. A purchase must be identified as capital equipment at the time the
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Purchase Request is executed. When required by the funder, documented pre‐authorization from the
applicable funding source will be required before the purchase process may begin.

Lease versus Purchase Analysis
Where applicable, an analysis will be made of lease versus purchase alternatives to determine which
would be most beneficial, economical and practical for WSI, the program and the funding source.
Capital leases (lease‐to‐own) are treated as capital equipment and, when required by the funder must
have documented pre‐authorization from the applicable funding source prior to execution.

Cost and Price Analyses
A Cost or Price Analysis (whichever is appropriate to the purchase) will be completed for all
procurement actions over $1,000.
 A price analysis is completed when price is the only factor considered in the purchase.
 A cost analysis is required for a the purchase of a program of services with a variety of elements
or when there is a multi‐faceted project that has a number of different project deliverables or
pricing elements as opposed to the purchase of a commercially priced “product.”
All cost and price analyses must clearly document how the cost incurred is reasonable, allowable, and
allocable to the appropriate program or funding source(s).

Negotiated Procurement
A negotiated procurement is a public process that solicits proposals or bids from potential contractors
and utilizes a formal evaluation and selection process. Bidders’ conferences are not required, but may
be held at WSI’s discretion.
Separation of Duties: WSI staff who develop the solicitation and/or will be the ultimate contract
liaison for the selected proposal(s) may not manage the negotiated procurement process. They
may be one of a panel of reviewers, but may not be the sole reviewer and may not be the decision
maker in the selection. Additionally, they may not accept incoming proposals on behalf of WSI, nor
may they distribute proposals to review panelists, collect panelist evaluations, or submit the final
recommendation to the final decision authority.
Solicitation Public Notice: A public announcement of the availability of the solicitation is made
in a manner that reaches a broad range of potential respondents, including small, minority and
women‐owned businesses. The announcement will include a brief description of the purchase,
directions to access the full solicitation, response due dates and, if applicable, details of a bidders’
conference.
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Solicitation: All solicitations for goods or services will be open for at least 30 days. The
solicitation document will include, at minimum, these components:
 A clear and accurate description of the project’s Statement of Work or product technical
specifications.
 Term, including all available extensions. This timeframe must align with the contract
language.
 Definition of required deliverables and/or measures of performance.
 Description of the evaluation criteria and selection process.
 WSI standard Administrative Details.
 Response requirements, including evaluation weighting detail.
Evaluation: All negotiated procurement responses will be evaluated against the criteria identified
in the solicitation. Consideration will be given to the contractor’s record of past performance,
financial and technical ability and accessibility to other resources. When appropriate, evaluation
committees may include community or WIB representation.
Selection: Award(s) will be made to the respondent(s) whose proposal is determined to be most
advantageous to WSI and possess the best potential to perform successfully. The selection will be
based on a comparative assessment of proposals against all evaluation criteria in the solicitation.
Any and all bids or offers may be rejected when it is in WSI’s interest to do so. Whenever possible
WSI will contract with small, minority‐ and/or women‐owned business enterprises.
Appeal Process: All negotiated procurements will include the appeal process with associated
communication channels and timelines for review and decision. WSI’s appeal process is:
 The appeal must relate to what the respondent considers a flaw in the Evaluation
Committee’s funding recommendation process. All appeals are public information.
 The organization/individual filing the appeal must specify the basis of the appeal and
provide an alternative the appellant would find acceptable. Proposal rating scores may not
be appealed. The mere fact that a proposal was not recommended for funding is also not
open to an appeal, nor is a complaint about the amount of funding granted. The appeal
must be a violation of the process established for the solicitation.
Appeals will be accepted for three (3) business days following award notification(s). The Executive
Director and Director of Business Operations will review the appeal and issue a written response
that is intended as a complete and final answer.
No contract can be awarded until any protest regarding the procurement is resolved.
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Partnership Agreements
When partnership can strengthen a proposal WSI will work with partners to submit a grant application
or consider the partnership and potentially award funding to the partners when the following has been
documented through a separate Partnership Agreement:
 A statement that the organizations jointly developed the proposal, including that expectations
of each partner involved in the Agreement were established as part of this joint development.
 A description of the specific program components that are covered by the Agreement; an
Agreement may tie itself to a solicitation response to address this.
 An acknowledgement that project outcomes and performance are dependent on all of the
partners of the Agreement and the work performed by each partner organization is integral to
success.
 Evidence of the partners’ commitment of funds, staff, resources, etc., to the project and an
acknowledgement of ultimately sharing liability and responsibility through contractual
agreements. The Statement of Work and related budgets must reflect the partnership.
Any change to the specific program components covered by the Agreement will fall outside the
Partnership and must follow applicable procurement policies and procedures.

Failed Procurement
A failed procurement occurs after a negotiated procurement solicitation results in less than two
qualified responses. A failed procurement may be awarded as a sole source purchase when a review of
the market has determined that the scope of the solicitation and expanse of announcement was
appropriate.

Sole-Source Purchases
A “Sole‐Source” purchase is the solicitation of a proposal from a single‐source. Sole‐source purchases
may only be considered with a “Failed Procurement” (see above) or when it has been determined that
competition is not feasible because one or more of the following circumstances apply:
 The item or service is available from only one source – or
 Public exigency exists and Negotiated Procurement would take too long to reduce or remove
the danger – or
 The awarding agency provides written authorization for the specific noncompetitive
procurement.
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Sole‐source purchasing is to be minimized. When used, the sole‐source purchase must be documented
as having met the requirements of this policy. A cost or price analysis is required.
Sole‐source contracts will be reviewed and evaluated to ensure the sole source circumstances continue
to apply before an extension may be granted. Sole source contracts may not have multiple‐year
extensions written into the agreement. Any contract extensions must re‐document the application of
the sole‐source circumstances outlined above.
All sole source purchases must be approved by the Executive Director or designee.

Cooperative Purchases
Cooperative purchases involve the collective solicitation and purchase of common goods or services by
multiple entities through a shared procurement process. When WSI enters into a cooperative
purchase, the procurement process must meet the standards set out in this policy.

Procurement Records
Documentation will be maintained that supports all procurements covered by this policy. At minimum
documentation will include:






The signed purchase request.
The solicitation and scope of its announcement – or
Copies or a summary of the quotes secured.
The basis for contractor selection including, when applicable, signed evaluation scoring forms.
Selection explanation when an award is made under a failed procurement or sole‐source
purchase.
 The cost or price analysis, as applicable.

Contractual Agreements
WSI will determine the most appropriate type of contractual agreement to be used based on the type
and scope of the purchase and relationship with the contractor – cost reimbursement, fixed unit price,
or cost plus fixed fee and subrecipient versus vendor. A contract term, including all approved
extensions, cannot exceed five (5) years. Extensions may be granted if performance has been met or if
contractor is receiving technical assistance and demonstrating improvement in meeting performance.
New budgets and performance will be negotiated for each extension year.
Contractual agreements will have provisions that characterize a sound and complete agreement. All
contractual agreements will contain appropriate certifications, assurances, clauses and conditions as
required by applicable federal, state and local laws and regulations.
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All agreements with state or local governments will be cost‐reimbursement. If a fixed‐price agreement
with a non‐profit agency results in revenues in excess of actual costs incurred, the excess revenues are
program income; any such fixed‐price agreement will reference this requirement.
Contract pricing where profit may exist will include negotiation of a reasonable fee in excess of costs
based on meeting or exceeding related, identified performance goals. The fee cannot be negotiated as
a percentage of the contract and can only provide a reasonable level of profit.

Contract Effective Dates
Contracts issued as a result of procurement activities will not carry an effective date earlier than:
 The grant/funding effective date.
 The effective date listed in the solicitation or if no date is listed then the date of the
documented procurement decision.
The contract effective date is the latest of these options.

Contract Monitoring
Contract monitoring will be undertaken to ensure conformance with the terms, conditions and
specifications of the contract and provide for adequate and timely follow up of all purchases.

Standard Operating Procedures
It is recognized that elements of the Standard Operating Procedures related to this Procurement
Policy, including but not limited to forms and supporting documents, may evolve over time. As such,
some documents may be of somewhat differing formats and provide somewhat different information.
It is the intent that all procedures and associated documents will always be fully compliant with policy
and all related regulatory provisions.

Regulatory References
This document considers the standards set forth in the following Federal, State, and WIA rules and
regulations:






Public Law 105‐220 Workforce Investment Act (WIA) Sec.184(a)(2)(A)
Workforce Investment Act (WIA) Regulations 20 CFR 667.200(a)(1)through (7)
Title 29 Code of Federal Regulations, Part 95, Sections 40 through 48, Procurement
29 CFR Part 95, Appendix A, Contract Provisions
One‐Stop Comprehensive Financial Management Technical Assistance Guide, Chapter II‐10:
Procurement
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Regional Overview
Lay-off Assistance (LOA) Projects are specially funded grants intended to temporarily expand service
capacity at the local levels by providing time-limited funding assistance in response to a significant
dislocation event which creates a sudden need for assistance that cannot reasonably be expected to be
accommodated within the on-going operations of the formula-funded Dislocated Worker program.
There are four different types of projects that are supported by different types of grants with
potentially different rules:
State Funded Lay-off Assistance: The State holds a certain amount of WIA dislocated worker
formula funds back in order to provide targeted, localized support of significant dislocations around
the state during a program year. When Region 2 is faced with a qualifying event, WSI will make a
determination as which type of fund, or combination of funds, to apply for.
There are three types of project funds WSI may apply for:
 Rapid Response funds are available for the provision of pre-layoff services. Pre-layoff services
may include the provision of worker information sessions, the establishment of a layoff
transition team, hiring peer support advocates, providing on-site workshops, establishing and
staffing an on-site resource room and staff time to explore layoff aversion strategies. Prelayoff services are provided at the company level and do not require participant enrollment.
 Gap Fill funds are used when WSI applies for a National Emergency Grant (NEG) (see below for
additional detail) from the Department of Labor (DOL). The intended use of these funds is the
same purpose as the proposed NEG project – they are designed to fill the “gap” between the
NEG application and the actual award of the NEG. If an NEG is awarded, Gap Fill funds are
typically returned to the State so that the funds can be used to support the activities of other
Gap-Fill projects that are awaiting an NEG award determination. If the NEG is not awarded, the
State has the discretion to make the funds permanent to the project.
 Additional Assistance funds are used to temporarily expand service capacity to address the
needs of a specific group of workers impacted by a layoff or closure that does not meet the
threshold of an NEG application, and where dislocated worker formula funding is not available
or inadequate to meet these needs. Generally Additional Assistance funds are a permanent
award to the Region and are aligned with other project funding.
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National Emergency Grants: These grants are awarded through the DOL for significant dislocations.
WSI determines if the event meets the criteria and if so, submits the application with a project
description. Awards are generally made on a multi-year basis. These funds are used to leverage other
funds available (such as Trade Act and WIA) and support staff engagement with the workers to provide
assistance in developing a course of action for re-employment. Services may include all assessments to
help the worker identify skill gaps, workshops to enhance job search and basic skills, and may provide
funds for support services and vocational or occupations skills training expenses (training funds are
driven by the rules of the grant award).
These Regional Program Standards apply to all LOA projects implemented in the Region, regardless of
the source of funding.

Regional Program Requirements
Regional Program Standards: Unless otherwise outlined within this document, all Regional
Standards and procedures apply to contractors implementing LOA projects.
Eligibility Determination: All potential participants in LOA projects must complete the Welcome
Process and be determined eligible for and enrolled in the WorkSource Dislocated Worker (DW) fund.
Once DW eligibility has been established through the State’s common intake system (WOMIS), and the
first WIA service provided to enroll the participant as a dislocated worker, WorkSource staff may
document the participants’ eligibility for the
lay-off assistance project, including that the
participant meets the grant requirements for
dislocation. This is generally done through
the affected employee list secured from the
company. The list should not be duplicated
but maintained in a locked file on-site for
authorized staff access.
From time to time lay-off assistance projects
are secured for workers from multiple
employers, or dislocated workers with certain
characteristics (such as length of time
unemployed). When this is the case, instruction will be provided as to the appropriate method for
determining the applicant’s eligibility for the LOA project.
Once the DW enrollment appears in the customer’s I-Trac record, the record may be updated to add
the LOA or NEG project fund. If the customer was determined DW eligible at the time they completed
the Welcome Process follow the steps outlined below for documenting eligibility and finalizing an LOA
or NEG enrollment.
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If the customer was originally determined
eligible for the WIA Adult grant only, staff will
need to assist them in updating their customer
registration record in WOMIS to accurately
reflect their eligibility for DW status. At the
“Manage my Account” link, the customer should
affirmatively answer the question “Have you
been laid-off within the past two years” and after clicking “Yes” they should add their last day worked
where prompted. Completion of these fields will change the eligibility in WOMIS to DW.
Update these Responses in Customer Profile

Eligibility Documentation: For a participant to be served by a LOA project grant they must provide
evidence of the following via photocopy of an acceptable document; staff are to use the Lay-off
Assistance Project Eligibility
Documentation Checklist to organize the
information. All information is to be
entered into I-Trac as an element of the
LOA project grant enrollment:


LOA Project Eligibility: Staff notes on the documentation checklist that the participant is a
dislocated worker (this is reflected on the WSO Registration Tab in the I-Trac record – refer to Page
2 Eligibility Determination) and is on the affected employee list (or meets the other grantestablished eligibility requirements). No photocopies are required of the screen or affected
employee list, but eligibility monitoring will review that both these elements were in place at the
time of project eligibility determination.



Name and Birth date: A photocopy of one of the following documents must match the name and
birth date in the customer I-Trac record. This information will pre-fill in I-Trac with information
based on the customer registration and the ID presented at the time of registration at the WSPM
Center. If the form of ID being presented to copy for eligibility in the LOA grant is different, simply
change the document in the drop down to reflect the document being copied.
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Baptismal certificate
Birth certificate
DD-214 Military Separation Record
Government issued ID
Hospital record of birth

Passport
Public assistance record
School record or identification card
Driver’s License
Tribal record



Legal to work in the US: Photocopy documents as required on the Federal Form I-9, Employment
Eligibility Verification.



Selective Service Registration: Males born on or after January 1, 1960 and who are at least 18
years of age must present evidence that they have complied with Section 3 of the Military Selective
Service Act. A photocopy of the DD-214 Military Discharge Record will serve as documentation, or
a photocopy of the Selective Service Registration Card. If neither is available, the registration
should be verified at https://www4.sss.gov/regver/verification1.asp and a printout of the
verification page included in the file as documentation.
If the customer cannot show they have complied, they must complete and sign the Selective
Service Registration Applicant Statement attesting that their lack of registration was not knowing
and willful. The attestation is the document to keep with the registration information.
If the customer willfully chose not to comply with Section 3 of the Military Selective Service Act, has
not registered for selective service and will not sign the attestation they are not eligible for grantfunded services.



Veteran Status: If the customer has indicated in their record that they are a Veteran, a copy of the
DD-214 Military Discharge Record is required as documentation. If the documentation is not
available, indicate “No Document – Eligible/Not Prioritized” in I-Trac.
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If no document is provided, the customer is eligible to be enrolled in the grant but is not eligible to
receive Veteran’s Priority of Service status and will not be reported to the DOL as a Veteran.
All documentation copies should be attached to the completed checklist and filed in a secure, locked
file and is subject to monitoring review.
To finalize the LOA project enrollment, add the first grant-funded service to the I-Trac record. The first
service may be back-dated as appropriate up to the start date of the LOA project grant.
Dual Enrollment Projects: When the LOA project is a Dual Enrollment project the primary purpose is
to provide funding for employment-related assistance for trade-certified dislocated workers, such as
career counseling, case management and supportive services not authorized under the Trade Act. If an
activity or service is allowable under Trade Act that is the first source of funding; LOA project grants
will be utilized to fill gaps for services not allowed by Trade Act funding.
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Support Services: To ensure that LOA projects provide the necessary support to participants,
Regional Standards for Support Services for LOA project grant participants have been established and
are to be followed for all grant enrolled participant support service payments.
Prerequisites: Participants who seek support services must complete the following prerequisite
activities:
 Welcome Process
 Enrollment into WIA and the LOA project grant fund
 Prosperity Planner enrollment and exit1 budget
Necessity: The support must be necessary to enable the customer to engage in education, skill
upgrade, training, job search activities, or employment.
Limits: Where appropriate, LOA project grants establish a cost-per-participant support service limit
(cost-per). Participant support services may exceed the cost-per established by the grant by up to
25 percent. For example if the grant sets the support service at $2,000 cost per participant, an
individual participant may receive up to $2,500 in support services during the life of the grant (if all
other requirements outlined below are met).
Any support services provided a participant over the established grant support service cost-per
must be approved by both the site manager and the WSI grant manager. In no circumstances can
expended support service funds exceed the grant contract budget. This limit is for the life of the
grant and is not re-set each program year.
Support services are not an entitlement; individual customer household situations are to be
considered in the review and approval of payments. Excluding bus tickets all support services must
be accessed through 1-on-1 Resource Assistance as described in the WorkSource Portland Metro
Procedures Manual.
Definitions: WorkSource Centers in Region 2 may provide the following support services with LOA
project grant funds — if the support service is not defined below it is not allowable for payment
with grant funds under this policy, either due to Regional restrictions or because the support is not
allowable under WIA rules.
Auto Insurance: Support service payment may be provided for auto insurance coverage required
by the State of Oregon or Washington and can only be justified in a situation where, without the
insurance, the participant would not be able to travel to the training site and/or place of
employment. The vehicle must be titled and registered in the participant’s name.

1

The Prosperity Planner exit budget is to be completed by the Participant upon exit from program services.
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Auto Repair: Funds may pay for repair and replacement of essential parts and safety equipment to
an automobile only if it can be verified there is no other reasonable way for the participant to
transport himself/ herself to a training or work site. The vehicle must be titled and registered in
the participant’s name, be properly insured and it must be verified by a reputable mechanic that
the repairs are needed. Original invoices/receipts are required for car repair payments. Quotes or
work orders will not be accepted for payment receipts.
Child Care: Child care costs for a child(ren) under age 11 during the time the participant is engaged
in WorkSource services — including travel to and from the service delivery site. Due to the high
cost and limited resources this support should only be considered on a case-by-case basis.
A spouse, sibling, or other family member residing within the same household may not be paid
with support service funds to provide childcare for the participant’s children. Costs for care of a
child over age 11 may only be paid if the child has a documented disability and may not be left
alone. A child care log (completed by the participant and signed by the child care provider) is to be
used to track the costs being reimbursed. The log must be included in the financial documentation
for the payment.
Clothing: Clothing and/or footwear for interview, work or training; such as a uniform or a
particular type of work shoe required for the job by an employer or required of trainees by the
training provider. Utilize community resources such as Dress for Success for interview attire
whenever possible.
Medical/Dental/Optical: Covered expenses might include medical testing/treatment (but not druguse testing), prescriptions, mental health testing, counseling. WIA funds cannot be used for costs
associated with services to participant family members.
This service should be limited to the minimum required to permit the person to participate in
training, job search, accept employment, or maintain employment. All reasonable alternatives
should be researched by the participant, including lower cost providers, such as Oregon Health
Plan, County Health Dept., etc. All participants without health care coverage must apply for the
Oregon Health Plan.
Parking: When necessary, to enable the participant to engage in services, i.e. college campus
parking fees.
Personal Care: Where it is apparent that a participant could maximize their potential for
employment by obtaining grooming needs, e.g., haircut, shaving, personal hygiene; support
services maybe used ensure preparedness for job interview and/or entering or maintaining
employment.
Professional Organization Membership and Licenses/Certifications/Test Preparation: Items that
ensure participant is prepared for a job interview, entering employment, and/or licensure or
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certification exams or has increased access to employment opportunities, including cost for
professional licenses (including a state-issued driver’s license when required for the job),
certifications, identification (state identification card), test preparation materials, business,
technical, and professional organizations, etc.
Relocation: When a participant accepts a job offer at a location out of the WorkSource service area
(i.e. more than 50 miles), grant funds may be used to share in the cost of moving to that location
(i.e. U-Haul costs). A written, bona fide job offer must be documented to qualify for relocation
support services.
Rent Assistance: Grant funds may be utilized to assist with rent payments; funds may not be used
to pay interest charges or late fees associated with past-due rent expense. Clear verification (copy
of rental agreement) of charges due and residency is required. In order to be considered for
support service payment, staff must determine that the situation would impede the participant’s
ability to conduct an efficient job search, maintain employment or participate in training without
the rent assistance, and that the participant has a plan for future payments. Mortgage or other
payments that contribute to the purchase of real property that the participant owns are not
allowed (e.g. house, car, boat). Payment must be made to the lease-holder.
Test Fees: Test fees must be tied to training; justification must be provided (i.e. ABE/GED,
certification testing following training) and maintained with financial documentation for the
payment.
Tools: When employees are required to purchase their own tools for employment, this cost may
be covered by support service payments. Tools or equipment that would normally be supplied by
the employer, i.e., computers, industrial equipment, stationary, machinery, safety equipment, etc.,
may not be paid with support services. A bona fide, written job offer must be provided prior to the
approval of funds for tool purchase; maintain this with financial documentation for the payment.
Transportation: Participants may receive only one type of transportation assistance – bus
pass/tickets or gas card – at any given time for travel to a job interview, training or employment.
Generally passes or gas cards are used to support customers engaged in occupational skills training
and tickets are used to assist customers in returning to the WorkSource Center to access particular
workshops and appointments with staff.
Utilities: Utility assistance may be provided to assist a participant in stabilizing their living situation
in order to conduct an efficient job search, maintain employment or participate in training. The
original bill must be provided before payment can be approved, with verification that the utilities
are for the participant’s personal residence. WIA funds may not be used to pay interest charges or
late fees associated with past due utility expense. Payments must be made to the vendor.
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Program Administrative Requirements:


Each WorkSource Center must establish a process to ensure proper fiscal procedures are
followed, including using a Support Service request form to initiate payment, paying from
original invoices or child care logs, securing original receipts, and a signed acknowledgment
of direct payments made to reimburse customers.



Documentation of support services, including approvals for support services provided in
excess of the grant cost-per, is maintained in the financial records attached to the payment
record. A copy of the customer’s Prosperity Planner enrollment budget must be maintained
with this financial documentation.



Each WorkSource Center must establish and follow a process for reconciling pre-purchased
support services (i.e., bus passes, pre-paid gas cards, retail store vouchers, etc.). This
reconciliation must occur at least quarterly (monthly preferred), with the documentation
maintained on-site and made available during monitoring reviews.



Support service payments/reimbursement must be made from funds during the program
year in which they were incurred.

Follow the WorkSource Portland Metro Procedures Manual guidelines and procedures for E-File
documentation and I-Trac data entry requirements.
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Regional Overview
Lay-off Assistance (LOA) Projects are specially funded grants intended to temporarily expand service
capacity at the local levels by providing time-limited funding assistance in response to a significant
dislocation event which creates a sudden need for assistance that cannot reasonably be expected to be
accommodated within the on-going operations of the formula-funded Dislocated Worker program.
There are four different types of projects that are supported by different types of grants with potentially
different rules:

State Funded Lay-off Assistance
The State holds a certain amount of WIA dislocated worker formula funds back in order to provide
targeted, localized support of significant dislocations around the state during a program year. When
Region 2 is faced with a qualifying event, WSI will make a determination as which type of fund, or
combination of funds, to apply for.
There are three types of project funds WSI may apply to the State for:
 Rapid Response funds are available for the provision of pre-layoff services. Pre-layoff services may
include the provision of worker information sessions, the establishment of a layoff transition team,
hiring peer support advocates, providing on-site workshops, establishing and staffing an on-site
resource room and staff time to explore layoff aversion strategies. Pre-layoff services are provided
at the company level and do not require participant enrollment.
 Gap Fill funds are used when WSI applies for a National Emergency Grant (NEG) (see below for
additional detail) from the Department of Labor (DOL). The intended use of these funds is the same
purpose as the proposed NEG project – they are designed to fill the “gap” between the NEG
application and the actual award of the NEG. If an NEG is awarded, Gap Fill funds are typically
returned to the State so that the funds can be used to support the activities of other Gap-Fill
projects that are awaiting an NEG award determination. If the NEG is not awarded, the State has
the discretion to make the funds permanent to the project.
 Additional Assistance funds are used to temporarily expand service capacity to address the needs
of a specific group of workers impacted by a layoff or closure that does not meet the threshold of
an NEG application, and where dislocated worker formula funding is not available or inadequate to
meet these needs. Generally Additional Assistance funds are a permanent award to the Region and
are aligned with other project funding.
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Topic: Lay-off Assistance Projects

National Emergency Grants
These grants are awarded through the DOL for significant dislocations. WSI determines if the event meets
the criteria and if so, submits the application with a project description. Awards are generally made on a
multi-year basis. These funds are used to leverage other funds available (such as Trade Act and WIA) and
support staff engagement with the workers to provide assistance in developing a course of action for reemployment. Services may include all assessments to help the worker identify skill gaps, workshops to
enhance job search and basic skills, and may provide funds for support services and vocational or
occupations skills training expenses (training funds are driven by the rules of the grant award).

Procedures
Applying for a LOA Project Grant: All LOA Project grant applications will follow WSI’s process for review
and approval as laid out in the Signature Authority; approved applications are submitted as directed by
CCWD for approval and funding (for State grants) or review and submission to the DOL (for NEGs). When
appropriate or necessary, WSI’s Executive Director may elect to apply directly to DOL for NEGs.
Contracting LOA Projects: LOA Project grants will be assigned to the appropriate WorkSource Center WIA
contractor (based on location of employer or impacted workforce) for service delivery and will be assigned
both a program and fiscal contract liaison. A statement of work will be developed for the grant separate
from the WIA formula funded services in order to most appropriately outline the requirements of
delivering the LOA Project grant-funded services.
Reporting: LOA Project participant data will be reported through the MIS channels established with the
State for WIA reporting; I-Trac will be used to track customer eligibility documentation, enrollments and
services. Fiscal is responsible for the financial reporting (Form 9130) and the LOA Project program contract
liaison is responsible for the timely submission of the NEG Quarterly Performance Report (QPR Form 9104).

Reference
WIA Final Rules, 20 CFR Part 671
Federal Register, Volume 69, No. 81, April 27, 2004, Pages 23052-23081
TEGL No. 19-08 – National Emergency Grants funded with American Recovery and Reinvestment Act of
2009 Resources
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Performance Plan

Youth Workforce Development System Enrollment and Performance
CONTRACTOR annual enrollment capacity: XXX
75% of full capacity level must be met by January 1, 2012 and full capacity level must be met by
April 1, 2013. Once capacity is achieved, CONTRACTOR will maintain capacity throughout the
period of the contract by enrolling new youth whenever full program exits occur.
CONTRACTOR has 100 days from the date of a full program exit to bring on a new enrollment.
Intensive Stage Performance Measures
Assessed work ready
Attainment of a secondary credential (GED or high school diploma)
Gains in basic skills – OSY
Gains in basic skills - ISY
Placement in employment or post-secondary education or training
Retention and Advancement State Performance Measures
Retention or Advancement as measured by:
 Attainment of 18 or more college credits; or
 Employment retention for at least 2 consecutive quarters; or
 Advancement in employment as demonstrated by gain in earnings,
hours/week, benefits or promotion to a higher level position
Basic skills sufficient
Industry recognized occupational certificate, GED or HS Diploma

Goal
75%
70%
40%
70%
75%
Goal

70%

60%
70%
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Section I: Introduction
Worksystems, Inc. (WSI) is an experienced non-profit that pursues and invests resources to
improve the quality of the local workforce. WSI designs and coordinates workforce
development programs and services delivered through a network of partners to help people get
the skills, training and education they need to go to work or advance in their careers. We are
pleased to present a Request for Proposals (RFP) from qualified and experienced organizations
to deliver youth workforce services in the City of Portland, and Multnomah and Washington
Counties.
Over the past nine months, WSI has been engaged in the development of a new Youth
Workforce System. This system has been developed in collaboration with the City of Portland,
another funder of post-secondary and career workforce development services for low income
youth in the City of Portland. The new system represents an alignment between WSI and City
of Portland Youth Workforce efforts. In developing the system WSI has also sought feedback
through a collaborative community consultation process to further shape and refine the
system. WSI is committed to continuing to convene other funders of youth education and
workforce services to further align towards common goals.
The funding streams include Workforce Investment Act funds provided by the U.S. Department
of Labor (DOL) through the State of Oregon; Community Development Block Grant (CDBG)
funds awarded to the City of Portland by the U.S. Department of Housing and Urban
Development and designated by the City as youth workforce funds; and City of Portland
General Fund designated as youth workforce funds. WSI will administer all three funding
streams and will continue to seek investment from other funders to support growth and
development of the system. The Youth Council of the Workforce Investment Board will review
responses to this RFP and make recommendations for awards to the Executive Committee of
the Workforce Investment Board.
Total funding is estimated to be $3,030,000 for the period July 1, 2012 through June 30, 2013.
Additional years’ funding will be contracted for up to four one-year extensions (through June
30, 2017) at a funding level to be determined each year based on available funds and
contractor performance.
WSI is seeking qualified and experienced organizations to provide workforce development
services to low-income and barriered youth who are disconnected from traditional high schools
or lacking the basic skills and credentials to enter college or career pathway employment. The
purpose of the Youth Workforce System is to prepare young people for successful careers
through development of academic and life skills, provision of rich work-based learning
experiences and success in employment and college. The goal is for all youth to have a career
pathway job or be on a path to complete post-secondary education with the life skills necessary
to stay on course.
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Our investments are primarily targeted to support career readiness, career exploration, work
experience, post-secondary transition and support, retention and advancement support, and
the case management needed to guide youth on a planned progression through these activities
and experiences toward achievement of their career goal. This RFP is a vehicle for aligning
these key investments with other community investments in education and the preparation
and support of youth to create an integrated services model that embraces and offers a holistic
approach.

Section II: Youth Workforce System
As the new Youth Workforce System has been developed it has been guided by the following
principles:


Equity: We are committed to providing access to services for youth most in need and
those who traditionally have been underserved. We seek to fund services for culturally
and geographically diverse populations and ensure that services are delivered close to
the need.



Youth-Centered: We know the importance of providing opportunities for youth to build
trusting relationships with adults who have high expectations for them. We are
committed to funding a system that focuses on the individual needs and goals of each
youth and holds programs and youth to high standards for achievement.



Continuous Quality Improvement: We support practices that are effective and proven
to work. We believe that high quality programming leads to the best outcomes for
youth. We commit to ongoing review of how the system is working through continuous
improvement and seek similar engagement from our funded partners.



Sustainability: We are best positioned as a community to obtain competitive funding,
increase employer engagement, and bolster youth success when we have clarity of
roles, shared outcomes, and funding partner alignment.

The Youth Workforce System is designed to provide multiple points of access for low-income
and barriered youth to competency-based programs tailored to their individual goals and needs
that prepare them for successful careers. The system relies on a network of experienced youth
providers that use effective program design and practices based on youth development
principles and are committed to collaborative system-building.
WSI’s role is to oversee the Youth Workforce System, provide professional consultation to
funded partners, leverage relationships with regional employers to support and invest in the
system, and to develop, coordinate and administer system-wide resources that serve the
network of funded youth programs and their youth. WSI will define the Youth Workforce
System’s Work and College Readiness Competencies and evaluate their implementation. The
Competencies will incorporate proficiencies needed for youth to be ready for the workplace,
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college, and transition to adulthood. WSI will be actively engaged in providing local, industryvetted labor market analysis to the Youth Workforce System. This will include ongoing training
and information for youth program staff about career opportunities in targeted and high
growth industries that are likely to lead to sustained, living wage employment.
Under this RFP, WSI will fund multiple Service Coordination contractors serving culturally and
geographically diverse populations to provide a series of required components and services to
youth. We will also fund one or two Work Experience Intermediary contractor(s) to function as
a clearinghouse for work experiences—one of the key components that youth must be able to
access.
The Work Experience Intermediary contractor(s) will hold all of the Youth Workforce Systemfunded wages for paid work experiences and will serve as Employer of Record for these
opportunities. Paid work experience slots will be provided to youth served by Service
Coordination contractors through negotiation with WSI. The Intermediary contractor(s) will
serve as Employer of Record for opportunities developed by Service Coordination contractors.
Through the Work Experience Intermediary contractor(s), WSI will leverage relationships with
business and industry in support of the Youth Workforce System, create efficiencies in
administration and communication, and provide access for youth to a richer set of work
experiences that match their career plans and level of work readiness, and include private
sector placements. This will allow Service Coordination contractors to focus their efforts on
preparation, transition, retention and advancement activities.
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This is a visual representation of the Youth Workforce System that describes the roles and
responsibilities of Service Coordination contractors, Work Experience Intermediary
contractor(s) and WSI.

Worksystems







Regional industry engagement & business sponsor development
Dissemination of labor market reconnaissance
BizConnect – database of career related learning experiences
Resource development
Support system-wide quality standards
Work & College Readiness Competencies development

Service Coordinators







Individual Career Plan development
Leverage secondary educ. services
Career exploration, work readiness
training & work based learning
opportunities
Post-secondary prep. & navigation
Job search assistance & placement
Retention and advancement of
youth in work/post-secondary
placement
Provision of support to address
barriers & access resources

WEX Intermediary

Youth












Employer of Record
Worksite development
Business satisfaction
Training for businesses
SummerWorks coordination
Youth progress &
performance monitoring
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Eligible applicants or a consortium of eligible applicants may apply for one or both of the
contracts. WSI will negotiate final budgets with the successful bidders based on the proposed
budgets and final funding amounts.
Estimated Amount Available for Service Coordination Contracts
Multnomah County
$1,800,000
Washington County
$616,000
 Annualized slot allocation: $2,500*
 Minimum slots for youth: 80
 Minimum contract amount: Applicants must propose contracts with a minimum budget
of $200,000.
 Maximum service time: 3 years total (2 years intensive stage/1 year retention and
advancement stage)
 Funding amount: Successful respondents may be awarded a contract for an amount
less than proposed.
*Participants include all youth at the intensive and retention/advancement stages
Estimated Amount Available for Work Experience Intermediary Contracts
Contract serving Multnomah and Washington Counties $614,000*
Contract Serving Multnomah County only
$460,000*
Contract Serving Washington County only
$154,000*
*At least 65% of funding must be dedicated to youth wages, workers compensation and
payroll taxes.

Section III: Contractor Eligibility, Performance and Reporting Requirements
Eligibility and Qualification Requirements
Eligible applicants include non-profit organizations, private sector entities, public school district
funded alternative schools, community colleges, and faith-based organizations. We are seeking
organizations with significant capacity and demonstrable youth workforce development
experience and outcomes with low-income and barriered youth. A group of two or more
eligible applicants may submit a consortium proposal. For awarded consortium proposals, WSI
will contract with one lead organization.
Service Coordination Contractor Qualifications
 Demonstrated history of workforce development with low-income and barriered youth.
 Ability to reach the target population and deliver services close to areas of high need.
 Leveraged secondary educational programming and resources dedicated to developing
academic skills of participants.
 Pass Administrative Capacity Requirements
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Work Experience Intermediary Contractor Qualifications
 Demonstrated ability to administer work experiences for low-income and barriered
youth.
 Demonstrated organizational and administrative capacity to manage a large scale work
experience program.
 History of strong relationships with employers in the community and demonstrated
ability to recruit business to support youth workforce development activities.
 Pass Administrative Capacity Requirements

Performance Requirements
Service Coordination Contracts
Service Coordination contractor performance will be evaluated with the Progress and Success
Indicators (below). These indicators are designed to demonstrate likely success in achieving the
goal of completion of post-secondary education or entry into a career pathway job. The focus
of youth programs should be providing high-quality career planning and support to help youth
meet the end goal. Progress Indicators will be measured at the end of the Intensive Program
Phase. Success Indicators will be measured at the end of the Retention and Advancement
Phase. Not all indicators will apply to every youth. Applicable indicators will be based on each
youth’s Individual Career Plan and education and basic skills level on entry into the program.
Progress Indicators:
 Work readiness as verified by Work Experience Intermediary
 Attainment of secondary credential (GED or High School Diploma)
 Literacy and numeracy skills gains
 Attainment of basic skills sufficiency
 Attainment of National Career Readiness Certificate
 Placement in career pathway job based on Individual Career Plan
 Placement in post-secondary education or training
Success Indicators:
 Employment for 6 months or more in a Career Pathway job based on Individual Career
Plan
 Advancement in Employment as demonstrated by gain in earnings, hours, or benefits
 Attainment of 18 College Credits
 Attainment of an Industry-recognized Occupational Certificate
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Work Experience Intermediary Contract(s)
The Work Experience Intermediary contractor(s) will be held to the following performance
measures:
 Work experience placement rate: number of placements/number of opportunities
 Median time to placement
 Work experience completion rate
 Employer satisfaction
Reporting Requirements
All successful respondents for both types of contracts will be required to enter youth services
and outcomes into the I-Trac Information Management System. All contractor staff will be
required to complete the I-Trac user training provided by WSI. Contractors will also be required
to submit a program narrative on a quarterly basis documenting performance, challenges and
program improvement recommendations.

Section IV: Program Design Requirements
Target Population
The target population is low-income and barriered youth ages 16-21 and certain youth ages 2224, specified below, who are disconnected from traditional high school or lacking the basic skills
and credentials to enter college or career pathway employment. For example:


Low-income youth who have dropped out of high school and are interested in furthering
their education and preparing for the workforce;



Low-income youth who have earned a high school diploma or GED but are unemployed
or underemployed; or



Low-income youth who face barriers to successful completion of high school and
transition to post-secondary training or career.

We intend to serve a broad spectrum of youth that reflects the demographic diversity of our
community. Specifically we seek to serve youth who have few or no supports or resources to
assist them in pursuing a career plan that involves post-secondary education or career pathway
employment and youth who are working in connection with public systems on complementary
plans for overcoming barriers to self-sufficiency.
A limited number of youth who are aged 22 to 24 years at the time of enrollment may be
served by programs awarded under this RFP if they are also receiving services as part of
Multnomah County’s Homeless Youth Continuum or from the Multnomah County collaboration
between Department of Community Justice and Department of Human Services focused on
gang-affected youth and their families.
Low-income is defined as the poverty line or seventy percent (70%) of the Lower Living
Standard Income Level, whichever is higher (see resource document “Youth Workforce System
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Definitions”). Youth who are homeless or living in foster care and youth who are receiving
public assistance payments or food stamps or in families receiving this assistance are
considered low-income for the purpose of determining eligibility.
Geographic Area
Awards will be made to organizations serving youth in the City of Portland, Washington and
Multnomah Counties. We have a strong interest in funding services for culturally and
geographically diverse populations and ensuring that services are available in high need areas.
In Portland and Multnomah County, for instance, poverty is shifting and becoming more
concentrated in the eastern part of the county. Through our funding decisions, we will seek to
achieve a balance of services across the metropolitan area.

Service Coordination Program Description
We seek Service Coordination proposals that incorporate the following components.
Supportive and individually tailored case management should accompany delivery of each of
the components.
Individual Career Plans: An Individual Career Plan must be developed for each youth that
documents career interests, educational needs, short- and long-term goals and steps to meet
these goals. Funded youth programs should be prepared to adopt and use a common I-Tracbased Individual Career Plan template that incorporates the Work and College Readiness
Competencies.
Leveraged Educational Services: All programs must integrate secondary educational services
with workforce development services. This may include a public school district-funded program
or other program that leads to a high school diploma or GED. Educational Services can be
provided by the applicant or by another organization. This component of the proposal is to be
leveraged as part of a comprehensive strategy for serving youth. Youth funds awarded under
this contract cannot be used to support personnel and other costs of delivering a GED or High
School Diploma program. Programming should be designed in such a way that youth can
demonstrate a level of proficiency that would best ensure successful transition and retention
into a postsecondary educational pathway or occupational skills training program.
Career Exploration and Work and College Readiness Training: All programs must provide
career exploration and work and college readiness training. Career exploration includes
activities designed to inform youth of career options available to them in their fields of interest
and in demand in the region. All programs must deliver training that incorporates the Youth
System’s defined Work and College Readiness Competencies.
WSI will work with funded programs to ensure that the Work and College Readiness
Competencies, valued by employers and supported by research, are incorporated into program
design. In addition, WSI will provide access to BizConnect, a centrally-coordinated
clearinghouse of business volunteers that offer a variety of career-related learning
opportunities upon request.
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Work Experience: Work experiences funded by the Youth Workforce System can only be
accessed through the Work Experience Intermediary contractor. Service Coordination contract
funds may not be spent on work experience wages. A youth must successfully complete work
readiness training and be verified as work ready by the Work Experience Intermediary to access
a subsidized work experience slot. The Service Coordination contractor’s role in the interface
with the Work Experience Intermediary is to:





Provide work readiness training
Identify eligible youth for opportunities
Provide wrap-around support, as needed
Provide youth with follow-on support and coaching post-completion

A Service Coordination contractor may choose to utilize negotiated subsidized work experience
slots for an opportunity that it develops independently with an employer partner. In addition,
Service Coordination contractors may offer work experience opportunities in Social Purpose
Enterprises they manage or on work crews. The Youth Workforce System will pay wages for
these types of work experiences as long as half of the slots are available for youth from other
funded programs. A limited number of slots will be available to use for these kinds of
experiences.
Post-Secondary Placement, Navigation and Support: For youth pursuing post-secondary
education, we expect programs to provide services that support and prepare youth for
successful transition from completion of High School Diploma or GED into post-secondary
education or training.
Job Search Assistance and Placement: For youth pursuing career pathway employment, we
expect programs to provide job search and placement assistance, financial planning assistance,
and continued career preparation support.
Retention and Advancement Supports: We expect all programs to provide robust retention
and advancement supports for youth once they have entered college or gained employment.
Program Stages: The Youth Workforce System is designed to deliver service through four
different program stages. Service Coordination contractors will provide the following:


Orientation: Each youth receives information about the program, related activities and
expectations.



Enrollment: Eligibility is conducted and youth begins participation in the program.



Intensive Program Stage: Each youth can receive up to two years of intensive program
services. Each youth participates in activities and receives services from the program
related to the development of competencies and skills, and completion of short- and
long-term goals as reflected in the Individual Career Plan. The intensive program stage
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is complete when a youth attains a secondary credential and/or transitions to college or
begins employment in a career pathway job.


Retention and Advancement Stage: Each youth must receive one year of services
following transition into college or employment. During this stage, we expect all
programs to provide robust retention and advancement supports for youth. Specific
retention and advancement activities proposed by funded applicants will be
incorporated into contracts and reviewed on an ongoing basis.

Duration of Services: Awarded programs will offer services year-round. Youth can receive
services for a maximum period of three years. Programs should tailor services to the individual
needs and goals of each youth. Not all youth will progress through the program or achieve
outcomes at the same rate.

Work Experience Intermediary Program Description
WSI is seeking organizations with successful experience in administration of paid work
experiences for low-income and barriered youth to submit proposals to operate a centralized
clearinghouse of work experiences designed to serve youth programs funded under this RFP
(Service Coordination Contractors). The role of the Work Experience Intermediary is to
administer work experience opportunities co-developed with WSI through relationships with
business and industry. Beginning in the summer of 2013, this contractor will also manage the
SummerWorks program which includes the provision of work readiness training and placement
of youth in work experiences in the public and private sector. Through a dedicated staff, WSI
will develop work experience opportunities to be administered by the Work Experience
Intermediary. The Intermediary will play a supplemental role in development of opportunities.
Key roles and responsibilities include:












Develop work experience opportunities for youth.
Maintain a clearinghouse of subsidized and unsubsidized work experience
opportunities.
Maintain a list of work experience-ready youth referred by Service Coordination
contractors.
Provide employer-of-record services for work experiences.
Process payroll.
Assess youth readiness for work experience to criteria designated by WSI.
Match youth to appropriate work experiences.
Deliver training for and advise worksite supervisors.
Coordinate worksite placements and troubleshoot problems that arise.
Act as the intermediary between the employer and the referring youth program.
Provide feedback to Service Coordination contractors regarding the readiness of youth
referred and feedback from businesses who hosted youth.
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Section V: Proposal Narrative Content and Evaluation Criteria
Service Coordination Contract
Section A: Executive Summary (0 points)
Provide a brief summary of your proposal no longer than one-page that includes:
 Target population
 Service delivery location
 Funding requested
 Description of key services and activities
 Partners, if this is a consortium application

Section B: Organizational Capacity and Demonstrated Success (20 points)
 Briefly summarize your organization’s mission, history, and organizational structure.
Indicate on an attached organizational chart where the proposed program fits.


Describe your experience operating educational and workforce development programs
for low-income and barriered youth.



Describe specific quantifiable outcomes of past educational and workforce development
programs for low-income and barriered youth and any recent efforts you have taken to
improve program performance.

Section B Evaluation Criteria:
 Clearly stated mission that aligns with the goal of the Youth Workforce System


Demonstrated experience and effectiveness administering educational and workforce
development programs for low-income and barriered youth



Evidence of program history of positive outcomes in education and workforce
development for low-income and barriered youth and a commitment to continuous
improvement

Section C: Target Population and Geographic Area (5 points)
 Describe the youth population you propose to serve. Identify their strengths, needs,
and barriers.


Describe your experience delivering services to your target youth population.



Discuss outreach strategies to bring participants into the program.

Section C Evaluation Criteria
 Proposed youth population fits criteria under Target Population
 Demonstrated knowledge of youth to be served, including strengths, needs and barriers
 Demonstrated experience serving the targeted youth population
 Evidence that outreach strategies are sufficient to reach targeted population
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Section D: Program Design and Components (45 points)
In this section, describe a typical youth experience from outreach and enrollment through
program completion. Include a visual to demonstrate program flow. Discuss how and when
youth will access services from the key components listed below and discussed earlier.
Supportive and individually tailored case management should accompany delivery of each of
the components.


Development of Individual Career Plans (10 points)
o Describe your process for ensuring that the plan is a “living” document that will
guide youth participation in program services and mark progress toward their goals.
o Describe how you will integrate career planning into the two program stages: 1)
Intensive Program stage and 2) Retention and Advancement stage.



Leveraged Services (10 points)
o Describe the required educational services that you are leveraging to support your
program.
o Describe strategies you will employ to ensure that youth gain academic skills
necessary to pursue and complete postsecondary education.
o Demonstrate other leveraged services you intend to deploy to support the program.



Career Exploration, Work and College Readiness Training, and Work Experience (10
points)
o Describe the career exploration activities you intend to provide. Include a discussion
of curricula, tools, resources and how they are appropriate for low-income,
barriered youth.
o Describe stages and activities that you will deploy to prepare youth for postsecondary training and/or career pathway job.
o Describe your plans to integrate work experience into program design.



Post-secondary Preparation, Navigation and Support; Job Search Assistance and
Placement; Retention and Advancement Support (15 points)
o Discuss the supports you provide for college exploration, college entry, and financial
planning.
o Describe how you will assist youth in finding career pathway employment.
o Describe services to be provided to youth during the Retention and Advancement
stage of the program.
o Describe how the program will lead to or demonstrate progress toward the goal for
all youth to have a career pathway job or be on a path to complete post-secondary
education with the life skills necessary to stay on course.
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Section D Evaluation Criteria
 Program flow is clear, organized, and designed to progress youth through a sequence of
skill and competency building along a progression toward their long and short term
career goals


Evidence that youth will have access to a rich variety of services and supports at every
stage of the program



Evidence that program focuses on individual needs and goals of youth through an
intensive, ongoing career planning and coaching process



Demonstrated plan for providing an engaging and rich set of career exploration
activities.



Program design includes strong educational component that is clearly integrated with
and supports the workforce development components of the program



Program proposes substantial leverage of other resources and supports that will
increase the likelihood of youth reaching the goal



Program articulates strategies and supports for job placement and job search assistance.



Program design includes plan for robust provision of services to youth in Retention and
Advancement stage which demonstrates understanding of barriers to successful
retention of youth in college or employment and proposes strategies to address and
overcome these barriers

Section E: Management and Staffing: (20 points)
 Describe the roles of staff on your team who will be implementing the proposal. Include
FTE you anticipate and key duties for each position. Include staffing for leveraged
components of the program that will not be funded by this award.


Indicate staff to youth participant ratios in all key aspects of your program, including
leveraged components (e.g. case management, alternative school).



Discuss your organization’s overall staffing and management structure and the extent to
which this adequately supports program operations and goal attainment.

Section E Evaluation Criteria
 Discussion of staffing clearly describes program oversight and staff responsibilities


Evidence that staffing is sufficient to support all required program design components
and provide significant level of one-on-one guidance and coaching



Demonstrated organizational focus on diversity and cultural competency

Section F: Budget Narrative Workbook (10 points)
The budget workbook is a detailed narrative for use in the proposal process and must be
included in the application. Please note that the budget narrative workbook contains several
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worksheets (each with a separate tab at the bottom of the open file). Successful respondents
may be asked for supporting cost documents at the time of contract negotiation. Consortium
applicants see further instruction below.
Eligible costs include: Personnel, operating, administrative and support for youth participation
in the program. Youth participant costs may include support services, incentives, postsecondary education tuition, occupational skills training leading to an industry certification, and
related fees and materials.
Funds cannot be used to pay for the cost of personnel delivering a GED or High School Diploma
program. Pre-enrollment activities other than orientation that are designed to screen youth for
fit with the program may be provided if they are not funded by the WIA grant.
WSI will provide training and guidance on the use of and specific limitations for the three funds
in this RFP (WIA, CDBG, and City of Portland General Funds).
Section F Evaluation Criteria
 Costs are reasonable and staffing aligns with services described

Section G: Consortium Applications (0 points)
Consortium applications must include responses to this section.


Describe the consortium and identify each member’s roles and responsibilities – attach
an executed Partnership Agreement and identify the lead partner/fiscal agent.



Describe your past experience working with the identified partner(s).




Describe why these partnerships support your ability to meet the desired outcomes.
Describe how you will evaluate the overall effectiveness of the partnership.

Budget workbooks must be completed and submitted by all partners. The lead partner/fiscal
agent workbook should reflect the entire program budget including all partner subcontracts.
Each subcontracting partner must complete a workbook for their share of the costs reflected in
the subcontract line of the lead partner/fiscal agent budget workbook. The review and
evaluation will be based on all submitted budgets.

Work Experience Intermediary Proposal Narrative Format and Evaluation Criteria
Section A: Organizational Capacity/Demonstrated Success (20 points)
 Briefly summarize your organization’s history, mission, and organizational structure.
Indicate on an attached organizational chart where the proposed program fits.


Describe your experience operating educational and/or workforce development programs
for low-income youth.
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Describe your experience in administration of paid work experiences for the targeted youth
population. Include specific quantifiable outcomes.



Describe your knowledge of and experience with applicable Federal, State and local rules
governing the employment of minors.



Describe your history of developing relationships and implementing partnerships with local
employers.



Demonstrate your organizational and administrative capacity to manage a large scale work
experience program including performing employer of record function, processing payroll,
and other associated administrative tasks.
Section A Evaluation Criteria
 Demonstrated experience and effectiveness administering educational and/or
workforce development programs for low-income and barriered youth including
administration of paid work experiences
 Evidence of program history of positive outcomes in administering paid work
experiences for low-income and barriered youth
 Demonstrates significant capacity to manage large scale work experience program
including knowledge and experience in rules governing employment of minors.
 Demonstrated effectiveness in working with employers

Section B: Program Design/Components (40 points)
 Identify the geographic region you are proposing to serve: Multnomah County only,
Washington County only, or both Counties.


Describe factors you will consider for screening and matching youth to work experience
opportunities. Include key elements to a successful match.



Describe your approach to ensuring effective worksite relationships.



Describe your approach to the interface with Service Coordination contractors that refer
youth. Describe any barriers or problems you anticipate may arise and how you will address
them.



Describe how evaluation of youth and worksites will be conducted and relayed to
appropriate parties.



Provide a description of the typical experience of an individual youth from referral to
completion of a work experience.



Identify any leveraged resources and specific roles and responsibilities of any partner
agencies.
Section B Evaluation Criteria
 Proposal clearly articulates a vision for work readiness that emphasizes youth and
employer needs
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Demonstrated understanding of factors that lead to successful matching of youth to
worksites and ongoing support to ensure youth success and employer satisfaction



Clearly described plan and effective strategies for ongoing and positive employer and
Service Contractor relationships including mechanisms for communication, provision of
feedback, and problem-solving



Evidence of leverage that enhances program activities and outcomes

Section C: Management and Staffing (20 points)
 Describe the roles of staff on your team who will be implementing the proposal. Include
FTE you anticipate and key duties for each position.


Describe systems and processes you will utilize to ensure hiring documents are complete
and compliant with all State and Federal laws, timecards are completed and authorized by
youth and worksite supervisor, collected and submitted; how pay checks will be
disseminated to youth and the frequency of the payroll cycle (i.e., weekly; bi-weekly; etc.).
Section C Evaluation Criteria
 Staffing plan clearly describes program oversight and staff responsibilities including but
not limited to program delivery, assessment of youth work readiness, worksite
monitoring, coordination with Service Coordination contractors, worksites, and WSI.
 Effective systems in place to ensure successful implementation of administrative roles
and responsibilities including timely and accurate payroll administration.

Section D: Budget Narrative Workbook (20 points)
The budget workbook is a detailed narrative for use in the proposal process and must be
included in the application. Please note that the budget workbook contains several worksheets
(each with a separate tab at the bottom of the open file). Successful respondents may be asked
for supporting cost documents at the time of contract negotiation.
The majority of the funds in this contract are designated for youth wages (minimum
wage/$8.80 plus worker’s compensation insurance and payroll taxes) and the remaining funds
are intended to pay for personnel, operating and indirect, based on a 65% wages/35%
operations split. We estimate that 200 youth could be served in Multnomah County and 67
youth could be served in Washington County.
Section D Evaluation Criteria
 Costs are reasonable and staffing aligns with services described
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Administrative Capacity
All respondents for both types of contracts must submit one set of the Administrative Capacity
documentation requirements. Only the lead partner/fiscal agent for a Consortium proposal
need submit the documentation.
WSI cannot enter into contract negotiations with an organization that is not legally established
to conduct business within the State of Oregon or debarred, suspended, proposed for
debarment, declared ineligible, or voluntarily excluded from participation in this transaction by
any Federal department or agency. Organizations meeting this minimum standard will be
evaluated for Administrative Capacity.
A determination will be made as to the organization’s administrative capacity for managing
contracted Federal funds. A set of documents must be submitted to WSI along with the
program service delivery proposals. Only one set of administrative capacity documents need
be submitted.
Successful respondents will be required to provide additional administrative documentation or
assurances in line with Federal requirements prior to completion of contract negotiations. The
list of required contracting documentation will be provided upon request.
The administrative requirement documentation includes:


Copy of documentation proving legal entity (for example, certificate of incorporation,
501(c)(3) letter, etc.)



One reference that can attest to the organization's ability to administer State, Federal,
Local (public) or foundation funds through a contractual arrangement



Organization’s most recent audited financial statements and management letter



Current cost allocation plans for direct and indirect costs and, if applicable, a copy of the
most current approved Federal indirect cost rate



Organization’s current insurance coverage for: General Liability, Worker’s
Compensation, Motor Vehicle, Property and Equipment, and Employee Dishonesty



Current job description(s) and resume(s) for staff in financial management or oversight
position(s) with responsibility for performing key grant accounting and financial
reporting functions



A copy of the organization’s current Financial Administration policies and procedures, or
fiscal guidelines



Timekeeping policies and procedures that address allocation of employee time by
activity and funding source



Assurance of ability to track and report leveraged funds and contributed services in
compliance with Federal reporting requirements
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Section VI: Proposal Review Process
Proposals will be evaluated by the Youth Council of the Workforce Investment Board based on a
scoring matrix using the elements described above and previous performance. The Youth
Council’s recommendation will be reviewed by the Executive Committee of the Workforce
Investment Board where provisional funding decisions will be made.
During the evaluation process, the committee may, at its discretion, request additional
information or clarification from any or all respondents, or may request an oral presentation,
which may be considered in making funding decisions.

Section VII: Bidders Conference
A Bidders Conference will be held to review this RFP and the submission process. Interested
parties are encouraged to attend, but attendance is not mandatory to submit an RFP response.
The Bidders Conference will be held:
March 8, 2012
1:00 to 3:00 p.m.
Worksystems Inc.
1618 SW First Ave, Suite 450, Columbia Room
Portland, OR 97201
This meeting location is accessible to persons with disabilities. Request for accommodations for
persons with disabilities should be made at least 48 hours before the meeting to Edie
Timmermans at 503-478-7355 or by email at etimmermans@worksystems.org. To place a free
relay call in Oregon dial 711.

Section VIII: Proposal Submission
Proposals must be submitted as follows:


Format: Proposals should be no longer than 12 pages, single sided. Font size of 12
point is preferred. Page limitation excludes Proposal Cover Sheet, Budget Narrative,
Administrative Capacity submission, organizational chart, youth program flow chart and
consortium response.



Where and When to Submit: Worksystems, Inc. must receive the proposal and all
related documents marked “(Name of Applicant) Youth Workforce System” no later
than Monday, April 9, 2012, 12:00 noon PST. The Cover Pages must be signed by an
individual authorized to represent the organization, to act on its behalf and to legally
bind it in all matters related to the RFP. Submit one (1) original with signature, along
with (6) six copies of the entire proposal package to:
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Worksystems, Inc.
1618 SW First, Ave, Suite 450
Portland, OR 97201.
Additionally, please send an electronic copy of the proposal (in pdf) and the budget
workbook (in Excel) to etimmermans@worksystems.org. WSI will send an email
confirmation to the address on the cover page acknowledging receipt.


Proposal Package: Complete proposal packages will include:
o Completed Proposal Cover Sheet
o Proposal Narrative, including organizational chart and youth program flow chart
o Completed Budget Narrative Workbook
o Completed Administrative Capacity Cover Sheet
o Administrative Capacity Checklist and related documents

It is the respondent’s responsibility to ensure the submission was received. If a WSI email has
not been received it is the respondent’s responsibility to follow-up with another email or
telephone call before 12:00 noon, April 9, 2012. Late proposals will not be considered.

Section IX: Award Notification
Provisional award results will be sent via e-mail by May 3, 2012.
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Section X: Administrative Details
Issuing Organization

Federal Awarding Agency

Available Funds

Worksystems, Inc.

U.S. Department of Labor
U.S. Housing and Urban Development Department

$ 3,030,000

Available Funding Sources

Workforce Investment Act funds provided by the U.S. Department of Labor (DOL) through the
State of Oregon; Community Development Block Grant (CDBG) funds awarded to the City of
Portland by the U.S. Department of Housing and Urban Development and designated by the
City as youth workforce funds; and City of Portland General Fund designated as youth
workforce funds.
CFDA Numbers

Agreement Form

14.218, 17.259

Cost Reimbursement Contract

Services

WSI is requesting proposals for delivery of services through the Youth Workforce System in
Multnomah and Washington Counties and the City of Portland. Successful respondents will
enter into contract negotiations with WSI based on their proposal and the system design
requirements. .
Contract Amounts Available

Estimated Amount Available for Service Coordination Contracts
Multnomah County
$1,800,000
Washington County
$616,000
Estimated Amount Available for Work Experience Intermediary Contracts
Multnomah and Washington Counties $614,000
Multnomah County only
$460,000
Washington County only
$154,000
RFP Term

The cost reimbursable contract agreements awarded through the RFP will be funded for the
program year 2012 (PY12) which runs July 1, 2012 through June 30, 2013. Up to four
extensions will be available for subsequent program years’ at WSI’s sole discretion.
Contractors performance will be a factor considered in agreement extension, as will funding
availability.
Administrative Requirements

All contractors must meet a minimum level of administrative and fiscal capacity in order to
contract with WSI. To qualify an organization must pass the administrative qualification
review. Based on the information presented, reviewers will determine if the organization has
the financial capacity to administer a cost reimbursement contract comprised of public funds.
WSI will also contact references, consider contracting history with WSI, review for
technological capability and verify that neither the organization nor its principals are presently
debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded
from participation in this transaction by any Federal department or agency.
Public Record Disclosure

Respondents are advised that most documents in the possession of WSI are considered public
records and subject to disclosure under the State Public Records Law (ORS 192.410-192.505).
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INQUIRIES
All questions related to this solicitation are to be submitted electronically via email with the
subject “Youth Workforce System RFP Inquiry” and sent to: etimmermans@worksystems.org.
Questions received after the solicitation has been published and before close of business April
3, 2012, will be responded to within 48 hours by posting in the “Questions and Answers”
section for this RFP at www.worksystems.org Funding Opportunities section. Questions
received after April 3, 2012 will not be answered.
COSTS OF PREPARATION
Costs for developing the proposals are solely the responsibility of the respondents. WSI will not
provide reimbursement for such costs.
WITHDRAWAL
A submitted RFP response may be withdrawn at any time. A written request to withdraw the
response must be submitted electronically to: etimmermans@worksystems.org.
APPEALS
The following process has been established to address appeals:


The appeal must be due to what the respondent considers a flaw in the Evaluation
Committee’s funding recommendation process.



The appeal must be submitted in writing by May 8, 2012. Appeals must be sent to:
etimmermans@worksystems.org. All appeals are public information.



The organization/individual filing the appeal must specify the basis of the appeal and
provide an alternative the appellant would find acceptable. Proposal rating scores may
not be appealed. The mere fact that a proposal was not recommended for funding is
also not open to an appeal, nor is a complaint about the amount of funding granted.
The appeal must be a violation of the process established for the solicitation.

During any part of the review or consideration, the appellant may be asked to clarify or amplify
statements or to provide proof of claims or other statements. Any such requests must be fully
responded to within the time designated by WSI. In the event an appellant fails to respond, the
appeal will be dismissed and no further appeal will be accepted.
WSI’s Executive Director and Chief Operating Officer will review the appeal and issue a written
response that is intended as a complete and final answer to the appeal.
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TIMELINE
DATE
March 2, 2012
March 8, 2012
April 9, 2012, Noon (Monday)
April 23, 2012 – April 27, 2012
May 2, 2012
May 3, 2012 – June 30, 2012
May 8, 2012
July 1, 2012

ACTIVITY
RFP solicitation available on WSI website
Bidders Conference
Proposals, related documents and
Administrative Capacity package due to WSI
Review and selection period
Executive Committee/Workforce Investment
Board Action: Recommendations formalized by
the Board
Provisional award notification/contract
negotiation begins
Appeal period closes
Contract start date

RESOURCE DOCUMENTS
 Budget Narrative Workbook (Excel format)
 Budget definitions
 Youth Eligibility Requirements
 Administrative Capacity checklist
 Submission Cover Page (proposal and administrative capacity)
 Contract Terms and Conditions template
 Partnership Agreement template (consortium applications only)
 Youth Workforce System Definitions

Worksystems, Inc. (www.worksystems.org) is a non-profit agency that accelerates economic growth
in the City of Portland, Multnomah and Washington counties by pursuing and investing resources to
improve the quality of the workforce. We design and coordinate workforce development programs
and services delivered through a network of local partners to help people get the skills, training, and
education they need to go to work or to advance in their careers. Our partners include employers,
labor groups, government, community colleges, high schools, community-based and economic
development organizations. Since 1998, Worksystems has invested nearly $300 million in our
community.
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Level 1 WEX
Pre-WEX
Career Exploration

WBL Curriculum
Company tours/
guest speakers

Supported Work
Opportunity

Customer-service
and basic workreadiness skills

Job shadows/
informational
interviews

"Suit up/show up"

Work-readiness
training

Limited duration
(60-120 hrs)

social purpose/
work crews

Not tied to career
pathway

Level 2 WEX

Level 3 WEX

Paid Internship

Job-Ready Pool

External
placement
Ongoing job
coaching
May be 1st job
Limited to
moderate duration
(120+ hours)
Matched by skill/
availability - career
interest secondary
Increase workreadiness skills

Pool of prioritized
entry-level
positions
Work readiness
refresher
Must have
successfully
completed Level 1
or Level 2 WEX

Level 4 WEX
Career-Pathway
Internship

Paid or unpaid
internship in a
defined career
pathway
Leverage retention
supports for postsecondary youth

Seasonal or parttime employment

Access to OJT or
ITA for careerpathway trajectory
youth

Build work history
& earn $

Job seeker
assistance
Networking and
continued career
preparation
support

Revised 8/29//12

Youth Workforce Development System

Youth Workforce Development System -- College & Career Readiness Competencies
Score Boxes
B
E
N
C
H
M
A
R
K
S

Proactive Communication

Reliability

Level 4 Career
Advancement

 Crafts business correspondence that is complete, clear and
uses appropriate conventions.
 Seeks collaboration with colleagues and supervisors to
address concerns and solve problems.
 Expresses concerns and describes problems or challenge
s/he is experiencing in a professional manner

 Proactively establishes due dates and assignments
expectations with supervisors
 Seeks to understand or learn new skills or knowledge that
will enable tasks to be completed more efficiently and or
effectively

Level 3 Persistence/
Retention

 Asks clarifying questions.
 Takes notes to remember or learn new information.
 Displays appropriate body language.
 Rephrases and confirms understanding of what is being said.
 Checks-in regarding performance on new assignments. 

Notifies supervisors and affected stakeholders of
assignment changes or problems in a timely manner.
 Conducts telephone conversations to relay or gather
information appropriate to workplace assignments.
 States needs and concerns in a way that is clear and
affirmative. 
 Asks for help to complete an assignment or overcome
problems.

Builds workplace relationships and establishes rapport
with supervisors and colleagues
 Listen attentively to supervisors and co-workers, vendors and
customers.
 Makes eye-contact with supervisors and co-workers.
 Presents a positive image via phone, in-person and written
communication.
 Conducts in person conversations in a professional manner
displaying appropriate body language.

Uses communication to participate and contribute to work
teams.

 Understand the importance of work as a priority
 Able to focus and complete assignments
 Understands work place planning and scheduling
conventions.
 Manages time on the job to assure task completion.
 Finds alternatives to roadblock that affect work output or
quality
 Assesses his/her ability to complete assignment and asks
for help or where addition supervision or training might be
required.
 Completes all steps necessary to perform a task.

Adjusts practices and behavior to meet stated
expectations

 Listens attentively and actively
 Acts on communicated information.
 Uses appropriate language in all work related
communications.

Level 2 Work Ready

Level 1 Skill
Development

Level 0 Career
n/a
exploration & Planning

Self-Management

Taking Initiative

 Speaks to how his/her short and long term goals relate to
each other.

Expresses desire to change behavior or acquire new
skill or knowledge to obtain goals.
 Uses reflections on personal behavior and experience to
improve work habits.
 Responds to challenges with ideas and suggestions
 Understands personal needs and requirements that are
required for workplace success/
 Uses feedback from supervisors and co-workers to
improve job performance
 Works to resolves workplace conflicts amicably.
 Identifies situations likely to illicit an emotional response
and develops strategy to handle these situations
 Expresses work-related needs
 Adapts behavior to fit various work situations
 Acknowledges mistakes and works with supervisors to
address and corrects

 Thinks of innovative solutions to solve problems
 Anticipates demand and challenges, develops
contingencies.
 Assists others without prompting of supervisors
 Seeks ways to improve tasks and outcomes

 Completes tasks and/or assignments on time
 Informs supervisors and colleagues of expected and
unexpected schedule changes.
 Is prepared for work and assignments
 Makes and meets commitments to supervisors and
colleagues
 Takes responsibility for the quality of work.
 Address problems or issues in a timely manner that
enables work to continue with a minimum of interruption.

 Maintains composure during workplace conflict, including
receiving criticism, and responds appropriately.
 Works well with others, is respectful ad contributes to
group efforts.
 Articulates personal strengths and limitations to an
employer.
 Accepts and seeks feedback from supervisors and coworkers.
 Lists clear short and long-term goals
 Shows a method for tracking progress toward goals
 Assesses how current activities may affect long-term
goals.


Prioritizes activities and assignments
 Understands and is able to work within required
performance specification and acceptable tolerances
 Demonstrates awareness of surrounding and
limitations

 Shows up to work prepared and on time.
 Takes responsibility for completing assigned tasks.

 Dresses appropriately and practices proper hygiene
 Follows directions and responds appropriately to
supervision.



n/a

n/a

n/a

 Identifies work situations where additional
information or help may be needed to perform a task or
assignment.
 Identifies external situations and barriers that could
affect job performance.
 Figures out how to address/mitigate potential
challenges
 Able to problem solve in an ad hoc manner

Seeks guidance when assignments exceed
ability or time demands. 
 Assists others
 Works collaboratively.

Performs required tasks without external prodding
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Regional Overview
Documentation of engagement in the Youth Workforce Development System (Youth WDS) program
services is managed through I-Trac, the Region 2 Management Information System (MIS). When
entering service activities in I-Trac, use the following definitions to ensure the appropriate service and
corresponding file documentation align with the activities in which the participant is engaged.

Regional Program Definitions

A

ssessment
An objective review of skill levels and/or service needs of a participant, which may include:






Basic academic skills
College and career readiness
Career interests and aptitudes (including interests and aptitudes for nontraditional jobs)
Personal strengths, challenges and life skills

The results of these assessments are applied to the development of an on-going Individual Service
Plan that specifies the sequence of steps and activities the youth will participate in as they progress
through program services that will lead to the achievement of their development, education and,
ultimately, employment goals.


Basic Skills Assessments are standardized test to determine the level at which a participant
computes or solve problems, reads, writes, or speaks English. Tests determine participant’s
ability in each category.



National Career Readiness Certificate (NCRC) is a nationally-recognized career aptitude
certification that validates through assessment a participant’s skills in mathematics, reading
and locating information (interpreting charts, graphs, and maps).



College Entrance Exams are used by post-secondary education institutions to prioritize
students for admission. Entrance exams test student’s knowledge of subjects necessary for
college success.
Exams required by local institutions are:

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

LWIB Policy 
Regional Program Standards 
Topic: Service Definitions – Youth Workforce Development
System

Date: July 1, 2012
Page 2 of 18



COMPASS: A computerized test that helps evaluate test takers’ skills and place them into
appropriate courses. COMPASS offers tests in reading, writing, math, writing essay, and
English as a Second Language (ESL). COMPASS is used by Portland and Clackamas
Community Colleges



ACCUPLACER: Provides test taker with useful information about their academic skills in
math, English, and reading. The results of the assessment, in conjunction with their
academic background, goals, and interests, are used by academic advisors and counselors
to determine course selection. ACCUPLACER is used at Mt. Hood Community College



SAT: Tests students' knowledge of subjects that are necessary for college success: reading,
writing, and mathematics. The SAT assesses the critical thinking skills students need for
academic success in college—skills that students learned in high school. Required by many
four-year colleges and universities



ACT: Assesses high school students' general educational development and their ability to
complete college-level work. The multiple-choice tests cover four skill areas: English,
mathematics, reading, and science. The Writing Test, which is optional, measures skill in
planning and writing a short essay. Required by some four-year colleges and universities.

B

asic Skills Deficient
The participant computes or solves problems, reads, writes, or speaks English below the 9th
grade level or is unable to compute or solve problems, read, write or speak English at a level
necessary to function on the job, in the participant’s family, or in society.
Basic Skills Remediation
Instruction designed to upgrade the reading, writing and math skills of youth who are basic skills
deficient to levels that will allow them to enter postsecondary education beyond the developmental
course level and meet the basic skills requirements for employment. . This service is provided in the
Intensive Stage Program Stage.

C

areer Related Learning Experience(CRLE)
Activities designed to inform youth of career options available to them in their fields of interest.
Activities may include the study of career opportunities in particular fields to identify potential
careers, job shadow, field trips, guest speakers, writing individual learning plans that dovetail with
career pathways and review of local labor market information. Career exploration involves activities
that usually provide exposure to the workplace, connecting classroom learning to work. Services
include:

Worksystems, Inc.

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

LWIB Policy 
Regional Program Standards 
Topic: Service Definitions – Youth Workforce Development
System

Date: July 1, 2012
Page 3 of 18



CRLE-Mock Interview helps participants develop and practice job interview skills. Employers
who regularly interview job applicants (often human resource professionals) set up interview
sessions with participants to help them prepare for future interviews. After the interview
participants are given constructive feedback.



CRLE-Job Shadow allows a participant to follow an employee at their place of business for onehalf day or more to learn about a particular occupation or industry. Businesses who host job
shadows pair a participant with an employee who goes about their regular work while
discussing it with the participant, who then "interviews" the employee about their work and
education, asking questions and recording responses about the duties and responsibilities of
the particular job or career and the prerequisite technical and academic skills.
Job shadowing can help youth explore a range of careers and specific career objectives in order
to select a career pathway. Participants experience first-hand a variety of careers choices so
they can:




Identify career interests
Develop communication skills
Apply a connection between academic classroom work and career goals



CRLE-Company Tour is a site visit with a group of participants to view an organization's facility
and operation. Participants explore career options and the world of work by observing the
worksite and asking questions about jobs, skills, and tasks performed by the employees of the
company. Site visits typically last one to four hours and the group sizes vary.



CRLE-Informational Interview allows a participant to explore a particular occupation and
gather information about the necessary preparation, required knowledge, and other facts that
help participants broaden their vision of career fields, gain exposure to different adult role
models, and understand the connection between school, work, and achieving goals. The
interview can take place in person or by phone.



CRLE-Guest Speakers address participants in a classroom, auditorium or at a community event.
They allow a large group of participants to hear firsthand about a particular occupation,
business, or industry.



CRLE -Community & Service Learning involves a structured workplace or community-based
learning experience through which participants learn and develop by engaging in organized
community service work activities that are designed collaboratively by the program and
participant(s) and address actual community needs.
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Service learning is an instructional method that combines community service with structured
classroom-based opportunities for reflection about that service, emphasizing the connections
between service experiences and academic learning. Participants benefit by acquiring skills and
knowledge, realizing personal satisfaction and learning civic responsibility, while the community
benefits by having a local need addressed. Participants engaged in community or service
learning activities may or may not be paid stipends.
Certificate
Awarded in recognition of a participant’s attainment of measurable technical or occupational skill
necessary to gain employment or advance within an occupation. These technical or occupational skills
are based on standards developed or endorsed by employers. Certificates awarded in recognition of
the attainment of only generic pre-employment or work readiness skills are not included in this
definition. Examples include awards by:


A state educational agency or a state agency responsible for administering vocational and
technical education within a state.



An institution of higher education, including community colleges, proprietary schools, and
others eligible to participate in Federal student financial aid programs



A professional, industry or employer organization [e.g. National Institute for Automotive
Service Excellence, etc.] or a product manufacturer or developer [e.g., Microsoft, Novell, etc.]
using a valid and reliable assessment of an individual’s knowledge, skills and abilities



A registered pre-apprenticeship program



A public regulatory agency, if the certificate is legally necessary for an individual to use an
occupational or professional title or to practice an occupation or profession (i.e., commercial or
personal Drivers’ License, OLCC server permit)



A program approved by the Department of Veterans Affairs to offer education benefits to
veterans and other eligible persons



Job Corp Centers [that issue certificates]



Institution of higher education which is formally controlled or has been formally sanctioned or
chartered by the governing body of an Indian tribe or tribes

Training programs depicted on the State and Region’s Eligible Training Provider List (ETPL) indicate if a
certificate is available upon successful completion of the training; all certificates listed on the ETPL
meet this definition for DOL performance.
College and Career Readiness Assessment and Training
A targeted course of instruction based on comprehensive assessment in the skills essential for success
in post-secondary education, the workplace and life. Competency levels are demonstrated through a
rubric of proficiencies in necessary skills. Youth WDS resources are available to support participants’
progress in four competency areas including curriculum and assessment tools. Strategies include
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workforce case management; post-secondary access activities; career exploration; career related
learning experience (CRLE); Work Experience (WEX); and competency instruction.
The four competency areas in which participants are assessed and training provided include:


Proactive Communication: Proficiencies include demonstrates understanding of the
fundamentals of workplace communication; demonstrates fluency in common forms of
workplace communication; uses communication as workplace tool; communicates to teams,
management, and co-workers clearly.



Self-Management: Proficiencies include understands personal strengths and limitations; sets
and manages short-and long-term goals; manages personal emotions in the workplace; and
demonstrates flexibility.



Reliability: Proficiencies include consistently meets common workplace expectations; exhibits
perseverance; demonstrates integrity; follows instruction; and demonstrates an understanding
of expectations.



Taking Initiative: Proficiencies include demonstrates future thinking and planning by
identifying and overcoming challenges; planning ahead; demonstrates effective time
management skills; and demonstrates the capacity for leadership.

The four assessment levels include:


Level 1 – Skill Development: Demonstrates basic employability skills but improvements needed
in one or more competency domains to be ready for entry-level employment.



Level 2 – Work Ready: Demonstrates baseline competencies needed to be hired for an
external WEX or employment opportunity.



Level 3 – Persistence/Retention: Demonstrates competencies needed to retain employment
and access post-secondary education or training.



Level 4 – Career Advancement: Demonstrates competencies needed for post-secondary
persistence and advancement in career-pathway employment.

Credential
A nationally recognized degree or certificate or state/locally recognized credential. Credentials
include, but are not limited to, a high school diploma, GED, or other recognized equivalents, postsecondary degrees/certificates, recognized skill standards, and licensure or industry-recognized
certificates. See Certificate.
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D
E

evelopmental Education
A course of education instruction, particularly in basic skills, to raise an individual’s general
competency level in order to succeed in college, vocational education/skill training programs
or employment. Course numbers are less than100 level to fall into this definition.
SL (English as a Second Language) Instruction
Comprised of structured, formal written basic skills curriculum designed to systematically
improve an individual's understanding and use of the English language. Instruction is provided
by an individual with specialized education or training in the delivery of ESL services.
Employment Prep Training
Training that leads to the attainment of measurable technical or occupational skill necessary to gain
employment. The certificates provided to denote successful demonstration of skill do not meet DOL
certificate performance standard. Examples of Employment Prep Training include:


CPR or First Aid Certificate: Cardiopulmonary resuscitation (CPR) is an emergency medical
procedure for a victim of cardiac arrest or, in some circumstances, respiratory arrest. First Aid is
emergency treatment administered to an injured or sick person before professional medical
care is available. A certificate is awarded following training by a certified trainer in CPR or first
aid in recognition of an individual’s attainment of measurable technical skills necessary to safely
perform CPR or first aid procedures.



Food Handler Permit: Oregon food service workers are required to obtain a food handler card
within 30 days of beginning work; the permitting process is handled through local counties.
For detailed information and requirements relative to obtaining a food handler’s permit, go to
Multnomah or Washington County Food Handler Web Resources.



http://www2.co.multnomah.or.us/FoodHandlerCard
http://www.co.washington.or.us/deptmts/hhs/env_hlth/food%20safety/fsmain.htm

F
I

ollow-Up
See Retention and Advancement Stage.

n-School Youth
This term is specific to WIA funding and is used for performance reporting and fiscal tracking
purposes. A participant is considered “In-School” if upon enrollment into Youth WDS:




They are attending high school, an alternative secondary school or GED granting program and
have not received a secondary school diploma or its recognized equivalent; or
they are attending post-secondary school and are not basic skills deficient based on an
approved assessment in reading, writing or math.
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Individual Service Plan
The Individual Service Plan (ISP) is developed with each Youth WDS participant and documents career
interests, education needs, short- and long-term goals and steps to meet these goals. Workforce case
managers use a common I-Trac-based template that incorporates work and college readiness
competencies.
Prior to ISP development, a variety of assessments must be conducted to provide critical information
about the participant’s career goals, interests, aptitudes, basic academic skill level, work history, work
and college readiness, and assets and challenges. The analysis and application of this assessment
information is critical to guiding and counseling the participant and assisting them to develop a realistic
plan to reach their career goals.
The ISP is a dynamic document that will change as the participant is provided opportunities to explore
optional careers of interest, through meetings in which the youth receives advice and guidance and
through a variety of work and community-based experiences exploring a range of occupational areas.
The plan should be developed as a professional collaboration between the participant, the workforce
case manager and colleagues who are education and employment specialists.
Every ISP must contain long term education, employment and personal goals and short term strategies
to achieve each goal through participation in and completion of specified education, training and
employment activities. Activities and timelines for starting and completing each activity must be
specified and updated regularly. The activities specified in the ISP should represent a career path, a
connected series of steps that are tied directly to the achievement of the participant’s career goals,
and occur in a sequence that makes sense in terms of the participant’s skill levels, developmental stage
and career interests.
The ISP should be reviewed and updated regularly, as the participant completes (or is unable to
complete) activities as planned and should drive program participation.
Intensive Stage
Activities and services related to the development of competencies and skills, and completion of shortand long-term goals as reflected in the ISP.


Each youth can receive up to two years of Intensive Stage program services.



The Intensive Stage is complete when a youth attains a secondary credential, transitions to
college, and/or begins employment in a career pathway job.

J

ob Search Assistance
Teaches strategies which can be used to increase job search effectiveness. Assistance may include a
variety of strategies for conducting on-line job searches, networking, and the role of resumes, cover
letters, and interviews in a successful job search.
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L

ife Skills
A set of personal skills acquired via teaching or direct experience that are used to handle
problems and questions commonly encountered in daily life. Life skills instruction is included as
part of the Competency Assessment and Training. Strategies used to develop life skills include:


Computer Literacy Courses: Education designed to teach participants how to use very specific
computer operations and applications (such as Microsoft Word, Internet Explorer, and Outlook)
for certain defined tasks.



Financial Literacy Courses: Education designed to teach participants how to make informed
personal financial decisions. Financial literacy is most clearly divided into basic financial
literacy, credit rehabilitation and long-term planning or asset building.



Leadership Development: Activities available to all youth that teach skills necessary to become
a successful, informed and productive adult and encourage other positive social behaviors.



Life Skills Instruction: Instruction to develop life skills in such areas as parenting, conflict
resolution, anger management, citizenship, cultural/ethnic history and heritage, coping
effectively with diversity, personal finance and nutrition/fitness and health.

M

entoring
An activity that links a participant with a qualified role model who effectively builds a caring,
committed relationship with the participant and fosters the development of positive selfesteem, pride in accomplishment and positive life skills. A mentor provides support towards
achievement of the youth’s personal, educational and career goals.


Adult Mentor: Only those adults who have successfully completed a rigorous screening process
and mentor training program – including a criminal background check – are considered to be
qualified. Qualified adult mentors accept responsibility for the relationship and set goals with
the youth for personal growth, educational achievement, career entry and life-long learning.
When appropriate, participants should be linked with an adult mentor for at least 12 months;
which may occur during both program stages.



Peer Mentor: A form of mentorship that takes place in learning environments such as schools,
usually between an older more experienced student and a new student. Peer mentoring is a
good way of practicing social skills for the mentor and helps the mentee adapt to a new setting.



Workplace Mentor: A qualified adult employee approved by their employer who possesses the
skills and knowledge to be mastered by a participant, and mentors them only in the workplace.
Adult workplace mentors instruct participants in job and workplace requirements, coach the
participant regarding workplace performance, challenge and support the participant to perform
well, and work in consultation with the participant’s workforce case manager, classroom
instructor and/or employer.
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ccupational Skills TrainingSee Training.

Out of School Youth
This term is specific to WIA funding and is used for performance reporting and fiscal tracking purposes.
A participant is considered “Out-of-School” if upon enrollment into Youth WDS:



They are not attending secondary school or a GED program; or
they are attending post-secondary school and are basic skills deficient using an approved
assessment in reading, writing or math.

Outreach and Recruitment
Activities designed to inform potentially eligible youth about the availability of education and training
services, including Youth WDS program services but do not include the program services attached to
the Youth WDS program as defined within this document. Appropriate activities may include
information sessions – both at the program site and at partner sites – and targeted recruitment
through partner organizations, schools or agencies. Outreach and recruitment activities lead to
eligibility determination and participation in a more formal orientation session to determine
participant’s interest in and fit with program expectations.
Orientation
An activity provided prior to enrollment to youth who are interested in participating in program
services and who have met the requirements and have been determined eligible (registered) for
program services (this means the record must be in I-Trac and show the applicant eligible but not yet
enrolled in services – see Eligibility- Youth Workforce Development System Regional Program
Standards). Orientation may include:


Program eligibility requirements



The purpose of Youth WDS programs



Information about the other programs in the Youth WDS



A description of the education, training and employment services provided as part of the
program



A description of the flow/sequence of services, including the steps involved in the
development, implementation and revision of the Individual Service Plan



Expectations regarding youth participation in assessments and education and training services,
including the requirements for:


Participation in basic skills education if assessed to be basic skills deficient on reading
and/or math assessments
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Monthly contact with the workforce case manager
Participation in work and college readiness competency training
Other program expectations to be determined by the contractor



A clear written statement of behavioral and conduct expectations for participation in the
program and at the Contractor’s site [Code of Conduct] signed by the youth



A tour of the facility



Prerequisites for job, post-secondary school and occupational skills training placements



Requirements to qualify for support services

P

ost-Secondary Access
Services that support and prepare participants for successful transition from completion of high
school diploma or GED into post-secondary education or training. Access activities may include:



College Entrance Exams: See Assessments.



College Exploration: An organized campus tour that provides exposure to a college campus
environment and enables participants to learn about admission requirements and supports
available that are specific to the college/training provider. College exploration tours may
include overviews of:







College application and admissions process
Academic programs offered
Tuition costs
Academic and career counseling services
Financial aid opportunities and resources
Housing options, if applicable



FAFSA: Free Application for Student Aid. Completion is a prerequisite of all Federal financial
aid programs and usually a prerequisite for private grants and scholarships.



Post-Secondary Admissions-Academic Advising: Responsible for advising all new and
continuing students about college general education and graduation requirements. Advisors
are available to counsel students about educational alternatives, selection of courses and
majors, program changes, new academic opportunities, and special programs.
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Pre-Apprenticeship: A program designed to introduce the basics of a trade to someone with
little or no experience in that specific occupation. The program covers basic tools, materials,
work ethic, and the “tricks of the trade”. Pre-apprenticeship experience, which includes
classroom and hands on instruction, may be helpful to someone desiring to apply to a
registered apprenticeship program.



Scholarship/Grant Applications: The process by which a student applies for financial aid to
pursue post-secondary education; scholarships and grants are financial aid granted to a student
because of merit or financial need in order to pursue his or her studies and may be granted
from private or public sources.

Post-Secondary Persistence Support
See Retention and Advancement Stage/Follow-Up.

R

etention and Advancement Stage/Follow-Up
One year of Retention and Advancement support is to be provided for each participant and
enables service providers to help them:





Maintain regular attendance in post-secondary education and/or training
Work steadily and advance to better jobs
Mature and acquire adult competencies through participation in youth development
activities for an extended period

These retention and advancement services are an essential and integral part of the goal directed,
youth development continuum of program services from Intensive Stage through Retention and
Advancement.
Workforce case managers will maintain their relationship with participants and will provide
comprehensive guidance and counseling during participant’s work or education retention and
advancement stage. Retention and advancement services can include all program services except
payment of occupational skills training which is not allowable during the Retention and Advancement
Stage/follow-up.


Employment Retention and Advancement Support: Tracking the progress of participant in
employment after training and placement, including regular contact with the participants’
employer to provide assistance in addressing work-related issues that may arise. Activities may
include continued Competency Assessment and Training, job coaching, work-related peer
support groups, assistance in securing better paying jobs, and re-placement in employment.


Job Coaching: Training and motivation of participants to ease their transition into a new
work environment after placement; monitoring the employee/employer relationship so that
participants are successful in maintaining the job.
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Post-Secondary Persistence Support: Tracking the progress of participants in post-secondary
education and advising and counseling the student participants about college general education
and graduation requirements. Advisors are available to counsel about education alternatives,
selection of courses and majors, program changes, new academic opportunities, special
programs, and re-placement in post-secondary education and/or training.

S

econdary Instruction
Enrollment of a youth in a secondary school program offered by a public school district or under
contract to a public school district. These programs serve youth who have not been successful in
mainstream “traditional” academic programs and provide instruction leading to a high school diploma
and/or a GED.


Credit Recovery: A structured means for participants to earn missed high school credits in
order to graduate with a high school diploma.



GED (General Equivalency Degree) Instruction: GED instruction includes structured, formal
written curriculum designed to systematically address basic skills deficiencies and/or lead to
passage of GED tests which, when passed, certify that the taker has high school-level
academic skills. Instruction is provided by an individual who has specialized education or
training and is certified to deliver GED curriculum. Individualized electronic instruction though
computer based systems may be a delivery system but must include regular access to and
assistance from instructors. Participant progress is monitored and measured via testing.



High School Diploma Instruction: Structured, formal curriculum approved and required by a
public school district, taught by instructors certified by the State of Oregon that leads to the
award of a high school diploma.

Short Term Vocational Training
See Training.
SummerWorks
A program that supports short-term temporary employment that may or may not be subsidized, occurs
during the summer months and is intended to assist youth to gain work experience and build
workplace readiness skills.
Support Services
Services needed in order to assist the youth to overcome barriers to success in achieving their
education, training and/or employment goals. This may include transportation, childcare, work related
tools, and clothing. To the greatest extent possible programs should address support service needs
through leveraging of resources and partnerships with other service providers.
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T

raining
An organized program of study that provides education and vocational skills that lead to
proficiency in performing functions required by certain occupational fields at entry,
intermediate or advanced levels, or leads to credentials required by employers in an occupational field.


Occupational Skills Training: Training that is delivered in a formal, classroom setting and more
than 40 hours in length.



Short Term Vocational Training: A short-term organized program of study(training that is less
than 40 hours in length) that provides specific vocational skills that lead to proficiency in
performing actual tasks and technical functions required by certain occupational fields at entry,
intermediate or advanced levels. Such training should:


Be outcome-oriented and focused on a long-term goal specified in the Individual Service
Plan
Be part of the services received while enrolled in the Intensive stage of services and
completed prior to moving to the Retention and Advancement stage
Result in award of a certificate




Examples of short term vocational programs include Fork Lift and OSHA certification.
Tutoring
Supplemental academic instruction or study skills training provided to youth to support entry,
retention, and progress in post-secondary education.

W

ork Experience (WEX)
A planned, structured, short-term learning/training experience that takes place in an
employer’s workplace and involves work that is defined by a written, signed training
agreement with the employer that outlines the expectations and responsibilities of all parties and
specifies learning objectives and criteria for demonstrating learning and skills gained. Internships,
service learning and job shadows are also work experience activities.


SummerWorks: See SummerWorks definition.



Year-Round WEX: Work experience activities provide participants with opportunities to
experience “hands-on” learning in the area of career interest, apply classroom learning in a
real-life environment, explore a particular career pathway, industry or occupation and learn
workplace readiness/soft skills and entry level job skills essential for success in the workplace.
Ideally, participants may work in a number of departments or positions during their work
experience and learn about all aspects of the business.
Work Experience activities can be subsidized or unsubsidized. Levels for WEX mirror the
competency levels and utilize the same work readiness competencies and proficiencies.
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WEX Levels include:


WEX 1 – Supported Work Opportunity: A subsidized, highly-supervised training
opportunity most often in a social-purpose enterprise or crew with the objective of
practicing/further developing basic employability skills.



WEX 2 – Paid Internship: A subsidized, limited-duration work experience in an external
placement with the objective of improving employability skills and establishing a work
history.



WEX 3 – Job-Ready Pool: A pool of unsubsidized, entry-level positions (seasonal or parttime) with the objective of continuing to build a work history and earn money for
subsistence (i.e. survival job). Youth must successfully complete WEX 1 and/or WEX 2 to
qualify for referral to WEX 3.



WEX 4 – Career Pathway Internship: A paid or unpaid, limited-duration work experience
with the objective of gaining experience and developing technical skills within a specific
career pathway. Youth should be enrolled in a relevant post-secondary education or
training program.

Workforce Case Management
The primary purpose of Workforce Case Management is to provide comprehensive career guidance
and counseling by educating and working with participants to set achievable personal,
education/training and employment goals and then to guide, counsel, support and coordinate services
and participation as they progress along a skill development pathway leading to achievement of those
goals and economic and personal independence, self-sufficiency and jobs with career potential.
Workforce case management is a youth-centered, goal–oriented process for assessing the need of an
individual for particular services and coordinating access to those services, often across institutional
boundaries. Workforce case management services include:


Pre-screening and orientation of potential participants



Assessment of skills, strengths and challenges and assisting participants in competency
attainments



Creation and implementation of an Individual Service Plan for the achievement of education,
employment and personal goals



Advocacy, coaching, guidance and links to education, training, personal development and social
services and coordination of participation in those services



Teaching participants to access services independently and reduce their dependency on the
case manager
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Leveraging Secondary Instruction services to support the youth’s educational goals.



Providing or connecting youth to post-secondary activities.



12 months of retention and advancement/follow-up services after placement

Workforce case management staff functions include but are not limited to:


Use of education, employment, and competency assessments to inform the development of an
Individual Service Plan that sets achievable goals and describes the immediate and long term
steps that will lead each participant to long term career success.



Motivating, advising and supporting participants in connecting to and following through on
activities and goals identified in the Individual Service Plan and problem solving with
participants to overcome difficulties that impact their participation in planned activities and
ability to achieve their goals.



Providing support services that help the participant overcome barriers to participation in
planned activities and reaching career goals.



Managing a participant’s case file and track, document and report participation and
performance.

WIA - Ten Program Elements
The Workforce Investment Act (WIA) requires that the following program elements be available to all
participants through the program design or by referral to another local program:











Tutoring, study skills, drop-out prevention services
Alternative secondary school offerings
Summer employment
Work experience – paid or unpaid
Occupational skills training
Leadership development
Support services
Comprehensive guidance and counseling
Adult mentoring [for a minimum of 12 months]
Follow-up services [for a minimum of 12 months]
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Youth WDS Definitions Addendum – Service Category & I-Trac Data Entry Guide
Service

Stage

Education
Extend
Service Participation

I-Trac Tab & Control

Assessment – Basic Skills

Intensive

No

Yes

Assessments/Basic Skills
Tests

Basic Skills Remediation

Intensive

No

No

Services/Services

Career Related Learning
Experience (CRLE)

Intensive

No

Yes

Services/Services

Certificate/Credential

Retention &
Advancement

No

No

Outcomes/Credentials

College & Career Readiness
Assessment

Intensive

No

Yes

Assessments/College and
Career Readiness
Assessment

Intensive

No

Yes

Services/Services

Intensive

Yes

Yes

Services/Services

Intensive

Yes

Yes

Services/Services

Intensive

Yes

Yes

Services/Services

Intensive
Intensive
Retention &
Advancement

No
No

Yes
Yes

Services/Services
Services/Services

No

No

Services/Follow-Up

Intensive

No

Yes

Services/Services

Intensive

No

Yes

Services/Internship/Work
Experience

No

No

Services/Follow-Up

No
No
No

Yes
Yes
Yes

Services/Services
Services/Services
Services/Services

No

No

Services/Follow-Up

No
No

Yes
Yes

Services/Services
Services/Services

College & Career Readiness
Training
Developmental Education
Developmental Education –
Math
Developmental Education –
Reading
Developmental Education –
Writing
ESL Instruction
Employment Prep Training
Employment Retention &
Advancement Support
Individual Service Plan (ISP)
Development & Review
Internship
Job Search Assistance
Life Skills
Mentoring
Orientation
Post-Secondary Access
Worksystems, Inc.
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Youth WDS Definitions Addendum – Service Category & I-Trac Data Entry Guide
Service

Stage

Post-Secondary Persistence
Support
Secondary Instruction
SummerWorks

Support Services
Training
Occupational Skills Training
(OST) – Certificate Program
Short Term Vocational Training
Tutoring

Education
Extend
Service Participation

I-Trac Tab & Control

Retention &
Advancement
Intensive

No

No

Services/Follow-up

Yes

Yes

Intensive

No

Yes

Services/Services
Services/Internship/Work
Experience

Retention &
Advancement

No

No

Intensive

No

Yes

Retention &
Advancement

No

No

Intensive

Yes

Yes

Intensive

Yes

Yes

Retention &
Advancement

No

No

Services/Follow-Up

Intensive

No

Yes

Services/Internship/Work
Experience

Retention &
Advancement

No

No

Services/Follow-Up

Intensive

No

Yes

Services/Internship/Work
Experience

No

No

Services/Follow-Up

No

Yes

Services/Services

No

No

Services/Follow-Up

Intensive

No

Yes

Services/Internship/Work
Experience

Retention &
Advancement

No

No

Services/Follow-Up

Intensive

No

Yes

Services/Internship/Work
Experience

Retention &
Advancement

No

No

Services/Follow-Up

Services/Follow-Up
Payments/Direct
Payments
Payments/Direct
Payments
Services/OST/ PostSecondary Education
Services/OST/PostSecondary Education

Work Experience
SC – WEX 1

SC – WEX 2

SC – WEX 3

SC – WEX 4

WEXI – WEX 1
Worksystems, Inc.
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Youth WDS Definitions Addendum – Service Category & I-Trac Data Entry Guide
Service

Stage

Education
Extend
Service Participation
No

Yes

Services/Internship/Work
Experience

No

No

Services/Follow-Up

No

Yes

Services/Services

No

No

Services/Follow-Up

Intensive

No

Yes

Services/Internship/Work
Experience

Retention &
Advancement

No

No

Services/Follow-Up

Intensive
WEXI – WEX 2

WEXI – WEX 3

WEXI – WEX 4

Worksystems, Inc.

I-Trac Tab & Control

Retention &
Advancement
Intensive
Retention &
Advancement

1618 SW First Avenue, Suite 450

Portland, OR 97201

503.478.7300

Local Workforce Investment Board Policy 
Regional Program Standards 
Focus:  Welcome  Employment  Skill Development  Product  Youth  Administrative
Topic: Grievance
 New

Date: June 10, 2004

 Revised

Page 1 of 1

Regional Overview
Each Local Area must establish and maintain a procedure for grievances and complaints according to
requirements of 20 §CFR 667.600 through §667.650. This policy is to guide Region 2 Grievance
procedures.

Policy
Worksystems, Inc. (WSI) and its regional partners are dedicated to a policy of nondiscrimination and
committed to a spirit of affirmative action in the administration of programs and the provision of
services.
In the operation of any program, no person shall be discriminated against or denied benefits as a
participant, administrator or staff person by WSI or its recipients on the basis of race, color, religion,
sex, national origin, age, disability, political affiliation or belief. In addition, no WIA Title IB participants
or beneficiaries shall on the basis of citizenship or status as a lawfully admitted immigrant authorized
to work in the United States or participation in any WIA Title I financially assisted program or activity,
be excluded from participation in, denied benefits of, subjected to discrimination under, or denied
employment in the administration of or in connection with any WIA Title I funded program or activity.
Appropriate efforts shall be made by WSI for outreach to training, placement, and advancement of
disabled individuals in employment and training programs. Auxiliary aids and services will be made
available upon request to persons with disabilities.
If a customer or program administrator or staff person of the Region 2 Workforce system believes they
have been denied services or discriminated against due to any of the above reasons, they have a right
to file a Grievance. Rights and grievance‐filing procedures will be made available at Orientation for
customers and upon employment for staff.

Reference
20 CFR §667.600 through §667.650.
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Regional Overview
These Regional Program Standards is Operational Communication implements the Region 2 LWIB
Grievance Policy as it relates to allegations of criminal fraud, waste, abuse or other criminal activity.
This procedure and Related Documents and Forms will be used by all Region 2 Subrecipients when
processing a complaint or reporting the discovery of fraud, misfeasance, nonfeasance or malfeasance,
misapplication of funds, or other criminal activity.

Procedures
Information and complaints involving criminal fraud, waste, abuse or other criminal activity must be
reported immediately – the same business day the complaint was received or the discovery made –
to the Department of Community Colleges and Workforce Development (CCWD), with a copy to the
WSI Compliance Manager. Information should be reported on the DOL Incident Report (DL1‐156 8/83).
Subrecipients do not have authority to delay reporting, conduct an initial investigation before deciding
to file a report, or determine that a report need not be made.
Fax reports to:

CCWD, Incident Report
WSI, Compliance Manager

1.503.378.8434
503.478.7302

CCWD will submit the report to the Regional Office of Inspector General (OIG) and the Regional
Administrator of the United States Department of Labor (DOL), Employment and Training
Administration (ETA) – which is the only agency authorized to make investigation decisions or delegate
investigation authority for the DOL.
Upon submission of the DOL Incident Report, Subrecipients should initiate whatever action is
appropriate based on the complaint or discovery – notify law enforcement authorities, begin internal
investigations, etc., as outlined in their organizational policies and procedures. If the DOL determines
that they or their designee will engage in an investigation, it will be coordinated with, and likely access
information from, local activities.
Individuals who provide information on allegations of fraud, waste, abuse, and mismanagement of
federal funds in programs administered or funded by the DOL may remain anonymous, ask that their
identity be held in confidence, or provide their names, with no restrictions. The request for
confidentiality must be specified. The DOL policy is to honor request for confidentiality and not to
release any data that would identify such individuals unless required to do so by order of law (e.g.,
court order, subpoena).
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Notification through DOL Incident Reporting System: Customers and staff may also report
incidents through the DOL’s Incident Reporting System. There are several methods through which
allegations may be reported:
 Website Report: Go to www.oig.dol.gov and select OIG Hotline. Complete the HOTLINE FORM
and submit as directed.
 Telephone: Call the toll‐free telephone number: 1.800.347.3756.
 Letter: Write a complaint and send it to:
US Department of Labor
Office of Inspector General
Office of Investigations
Room S5514
200 Constitution Avenue NW
Washington DC 20210

Reference
DOL Incident Report and related instructions, (Form DL1-156)
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Regional Overview
These Regional Program Standards implement the Region 2 LWIB Grievance Policy as it relates to
complaints or allegations of discrimination within a WorkSource Center or with a Region 2
Subrecipient. The procedures and related forms apply to and will be used by all Region 2 WorkSource
Centers and Subrecipients when processing complaints. The term “WorkSource Center” is defined for
purposes of these Regional Program Standards as a location within Region 2 that has at least a WIA
Title 1B funded full‐service program (Adult, DW or Youth) delivered on site, unless otherwise specified.
WSI and its Subrecipients place a high value on customer service and customer satisfaction. Further,
all are dedicated to providing services in a manner consistent with nondiscrimination and committed
to a spirit of affirmative action and equal opportunity in the administration of programs.
These procedures:
1. Provide guidelines for the resolution of complaints on the basis of prohibited grounds of
discrimination or lack of equal opportunity.
2. Directs all Subrecipients to designate an Equal Opportunity Coordinator (EOC) in line with the
requirements of Element 1 of the State MOA for the WorkSource Center or Subrecipient
program.
3. Establishes requirements for each Subrecipient within Region 2 for assuring:


The Subrecipient EOC provides notification to the Regional EOC immediately upon the
receipt of any complaint alleging discrimination; and



each WorkSource Center or WIA program has established a written process assuring that all
customer notification requirements are in place and that procedures for addressing
grievances meet these Regional Program Standards.

Training Provider Approval Process: The response to a grievance or complaint from a training
provider whose application to the ETPL was not approved will follow the process as described in this
document. See the Complaint Procedures section below for guidance and details.
The following procedures align with the requirements of the State MOA.
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Customer Notification
WorkSource Portland Metro Centers: The Equal Opportunity is the Law notice, including contact
information for the Center EOC, is to be posted in the public area of the Center – the Career Center is
the preferred location – where all customers can easily access it.
All Center customers complete the WorkSource Oregon Registrant Program that collects data from
customers for enrollment in appropriate grant‐funded programs. The WorkSource Oregon Registrant
Program also provides the customer with the required notices of rights and responsibilities and
includes the customer acknowledgement. This system is managed by the State of Oregon.
All references to days are defined as calendar days.
WIA Youth Programs: The Equal Opportunity is the Law statement (Form WSI Grievance 5‐09/07)
completed with the contact information for the program’s EOC contact information is to be provided
to each potential participant in WIA services at the time of initial eligibility determination. Reasonable
efforts should be made to assure that the information and complaint procedures are understood by
potential participants. The participant is to sign the form, receive a copy, and the original is to be
retained in the participant file with the eligibility documentation.
Additionally, the notice which includes the contact information for the EOC is to be posted in the public
area of the organization where all customers can easily access it.
All references to days are defined as calendar days.

Regional Equal Opportunity Coordinator
Janice Frater
Compliance Manager
Worksystems, Inc.
111 SW 5th Avenue, Suite 1150
Portland, OR 97204
503.478.7346

Subrecipient Equal Opportunity Coordinator Designation
All Subrecipients will designate an Equal Opportunity Coordinator (EOC) in line with the State MOA
(Element 1) requirements. Designations will be sent to the Regional EOC on the Equal Opportunity
Coordinator Designation form (WSI Grievance 2‐09/07) provided for that purpose. The designation
should be updated as appropriate (if staff changes impact the designation).
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Procedures
Complaints may be filed under this procedure on these bases: allegations of discrimination on the
basis of race, color, national origin, religion, sex, age, disability, political affiliation or belief, and for
beneficiaries only, citizenship and WIA Title I participation.
In addition to the bases described above, complaints may also be filed if an individual believes they
have been intimidated, retaliated against, threatened or coerced because they have:


Filed a compliant under WIA Section 188 (nondiscrimination)



Opposed a practice prohibited by the non‐discrimination and equal opportunity provisions of
WIA



Furnished information to, or assisted or participated in any manner in, an investigation, review,
hearing, or any other activity related to the provisions under 29 CFR 37 (the equal opportunity
provisions of the Workforce Investment Act)



Exercised any rights and privileges under WIA Section 188 (nondiscrimination)

A. Responsibilities
At the local service level, the Subrecipient EOC manages the informal complaint resolution process.
Complaints that are not resolved through the informal resolution process and are submitted in
writing are managed by the Regional EOC in coordination with the State EOO. Any complaint
related to the application process for inclusion on the Eligible Training Provider List will be the
responsibility of the Regional EOC.
When a complaint is filed against a co‐located partner in a WorkSource Center, the Regional EOC
will notify all co‐located partners that a complaint has been received and the basis for the
complaint without revealing confidential information. The Regional EOC also notifies State EOO,
WSI Executive Director and Board Chair.
B. Who May File Complaints and When
Complaints may be filed by an applicant for or participant receiving aid, benefits, services or
training; employees; applicants for employment; eligible service providers; and service providers
that may be attributed a characteristic protected under the WIA.
Generally, there are three types of complaints: (1) Individuals filing on their own behalf; (2)
Individuals or a group filing on a class basis; or (3) A third party complaint authorized by the
complainant in writing.
All complaints must be filed within 180 days of the alleged incident.
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C. The Complaint Process
Informal Resolution: Ideally, complaints and issues will be resolved at the local level where they
are received. Immediately upon notification that someone wishes to lodge a complaint, the staff
member will involve the Subrecipient EOC (or program manager if the EOC is not available) who will
attempt to discover the reason for the complaint and try to resolve the issue.
The Subrecipient EOC should personally meet with the complainant in an area of the Center or
organization that provides confidentiality. At this meeting, the Subrecipient EOC should conduct a
preliminary interview to determine the basis of the complaint, a description of the incident or
allegation, and the circumstances under which the incident occurred (including identifying program
or Center staff who may have been involved).
The Subrecipient should use this, and any further meetings with the customer, to determine if the
issue may be the result of miscommunication or misunderstanding and may not involve
discriminatory acts, and negotiate a resolution. Every attempt will be made to resolve the
complaint or issue at the local level.
This informal process cannot take more than 30 days. However, if resolution through the informal
process would cause the complainant to miss the 180 day filing timeline, the Subrecipient EOC
must assist the customer in preparing and submitting a written complaint as outlined below to
protect the customer’s rights to file a complaint.
Formal Resolution: If the informal resolution process does not address the issues of the
complainant, the Subrecipient EOC will assist them in filing a written complaint.
All complaints must be submitted in writing. The complaint should be submitted on the Workforce
Investment Act Complaint Form (WSI Grievance 1‐09/07), or should contain the following
information:


The complainant’s name and address (or another means of contacting the complainant)



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



A description of the complainant’s allegations. This description must include enough detail
to allow the Regional EOC to decide whether:
 There is jurisdiction over the complaint
 The complaint was filed in time
 The complaint has apparent merit (in other words, whether the complainant’s
allegations, if true, would violate any of the nondiscrimination and equal opportunity
provisions of WIA)
The information the Subrecipient EOC collected during the informal resolution process
should be used to inform the completion of this part of the form.
Worksystems, Inc.
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The complainant’s signature or the signature of the complainant’s authorized
representative

The Subrecipient EOC logs the complaint on the Region 2 Equal Opportunity Discrimination
Complaint Log (WSI Grievance 4‐09/07) and forwards it to the Regional EOC within 1 day of receipt.
The Regional EOC forwards a copy to the State EOO.
Jurisdiction: Upon receipt, the Regional EOC reviews the complaint for jurisdiction with
assistance, if appropriate, from the State EOO. Complaints may be received from individuals who
are employed by or who seek services from local, state, or federal entities that receive WIA Title I
funds.
Any complaint alleging discrimination must meet the following criteria to be considered under
these Regional Program Standards:


The individual making the complaint believes that he/she, or any class of individuals, has
been subjected to discrimination on a basis prohibited by the Workforce Investment Act.



The individual or entity against which the complaint is filed receives financial assistance
under the Workforce Investment Act.



The written complaint is filed within 180 days of the alleged discriminatory act. If received
later than 180 days from when the discriminatory action took place, the complaint may be
closed as being untimely.



The complaint is filed in writing, is signed by the complainant or their authorized
representative, contains the complainant’s name and address (or gives other specific means of
contact), identifies the respondent, and describes the complainant's allegations in sufficient
detail to allow the recipient to determine if the complaint has merit.

If there is no jurisdiction, or multi‐jurisdiction, the Regional EOC will notify the complainant
immediately in writing of the reason(s) why this determination was made, and note the
complainant has the right to file a complaint with the CRC within 30 days of the date on which the
complainant receives the notice.
If the complaint does not involve a program that falls under WIA or falls outside the scope of the
MOA guidelines, the Regional EOC/State EOO will assist the complainant in forwarding the
complaint to the most appropriate agency for resolution. The agency assigned jurisdiction
processes the complaint through its appropriate complaint policies and procedures.
Complaint Acknowledgement: When the complaint falls within the scope of the MOA or is
alleged against the Subrecipient, the Regional EOC will send a written notice to the complainant
that includes:
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An acknowledgment that the complaint has been received



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



Information about alternative dispute resolution options



A complaint process timeline, including that an Initial Notice will be provided within 20 days
and a written Notice of Final Action is due 90 days after the complaint is filed



Option of direct filing with USDOL CRC

The State EOO may assist, if appropriate, in developing this written notice.
Alternative Dispute Resolution (ADR): The first choice for complaint resolution is ADR. The
complainant must be offered ADR options immediately upon receipt of the written complaint. The
choice of whether to use ADR rests with the complainant; the preferred form of ADR is mediation.
The Oregon Dispute Resolution Commission operates a clearinghouse to point disputants toward
ADR resources. The ODRC website can be found at: http://www.odrc.state.or.us/mediators.php
Mediation is a voluntary process during which a neutral third party assists both parties
(complainant and respondent) in communicating their concerns and come to an agreement about
how to resolve a dispute. The mediator does not make decisions, rule as to who is right or wrong,
take sides or advocate for one side or the other. The role of the mediator is to help with
communication so the parties can reach an understanding about how to best resolve their
differences. As the law allows, mediation proceedings and the information shared are confidential
and no information divulged during this mediation may be used in court or any legal or
administrative proceedings.
A party to any agreement reached under ADR may file a complaint with the Director, USDOL CRC in
the event the agreement is breached. If the parties do not reach an agreement under ADR the
complainant may also file a complaint with the Director, Civil Rights Center.
If ADR fails, the complaint will be processed through the regional dispute resolution process.
Regional Dispute Resolution: If an ADR process is declined by the complainant or does not
resolve the complaint, the Regional EOC and State EOO open an investigation. The Regional EOC
has 30 days in which to resolve the complaint.
Investigation: The Regional EOC has up to 20 days to prepare an Initial Notice to the
complainant. All available information relating to the alleged discriminatory actions will be
gathered and reviewed. At a minimum this fact finding will include:
 Discussion with the complainant in order to verify and record all elements of the
complaint
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 Interviews with any witnesses or others who have knowledge of the issue involved
 Review of written and electronic files and records which pertain to the complainant and
the alleged discrimination
 Interviews with the person(s) accused of the act (the respondent)
All aspects of the investigation interviews and research will be documented to assure nothing is
missed and to help with the resolution of the complaint.
Initial Notice: As soon as possible, and not more than 20 days from the receipt of the
complaint (or from the end of the ADR process) the Regional EOC will prepare and send the
Initial Response to the Complainant, which includes:
 A list of the issues raised in the complaint; and
 For each issue, a statement that this issue has been accepted for investigation, or
 A statement that the issue has been rejected and the reasons for the rejection.
If the complaint is not resolved within the first 20 days of filing, the Initial Response is issued
and the Regional EOC continues to investigate and attempt to resolve the complaint for up to
10 additional days.
Resolution: Resolution means that legitimate complaints (those complaints with merit) are
resolved to the satisfaction of the complainant. If the Regional EOC is unable to reach
resolution within 30 days of the complaint, then all information gathered during the local‐level
investigation will be passed to the State EOO. An extension may be requested by Regional EOC,
in consultation with the State EOO, if it appears that the Regional EOC and the complainant are
close to resolution.
Resolution may include such actions as:
 Disciplinary action against the party found responsible for discriminatory action(s)
 Corrective actions
 Sanctions, including the withdrawal of WIA funding
Notice of Final Action: Within 90 days of the receipt of a complaint, a written Notice of Final
Action must be provided to the complainant. If the complaint has been resolved within the first
30 days (see Resolution, above), the Regional EOC prepares a draft Final Notice for review by
the State EOO. The draft Final Notice includes:


For each issue raised in the complaint, a statement of either:
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 The decision on the issue and an explanation of the reasons underlying the decision; or
 A description of the way the parties resolved the issue


Notice that if dissatisfied with the Final Action, the complainant has a right to file a
complaint with the CRC within 30 days of the date on which the Notice of Final Action is
issued.

The State EOO may take up to 30 days to provide technical support on the Final Notice before
the Regional EOC returns the Final Notice to the complainant.
If the complaint was not resolved within 30 days and referred to the State EOO, the
development of the Notice of Final Action will be managed by the State EOO.
D. Determinations
At the conclusion of the investigation of the complaint, the State EOO must take the following
actions:


Determine whether there is reasonable cause to believe that the respondent has violated
the nondiscrimination and equal opportunity provisions of WIA or 29 CFR Part 37; and



Notify the complainant and respondent, in writing, of that determination.

Corrective Actions
If, during the course of investigating the complaint, discriminatory actions are discovered, corrective
action as described in the State MOA (Element 9) will be taken immediately, regardless of whether the
complaint is resolved at the Regional or State level or is filed with USDOL CRC.

Record Maintenance
The Subrecipient and Regional EOC will maintain records regarding complaints and actions taken in
accordance with the Subgrant Terms and Conditions and State policy requirements. The records will
be maintained in a secure area and made available only to those with authorization.
The complaint and any information gathered during the investigation may not be discussed or revealed
to anyone not legitimately entitled to access. (The identity of any individual who furnishes information
relating to or assisting in an investigation, including the identity of any individual who files a complaint,
must be kept confidential to the extent possible. An individual whose identity it is necessary to disclose
must be protected from retaliation.)
Investigators from the USDOL CRC will have appropriate access to any information collected during the
course of a complaint investigation and resolution.
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Reference


WorkSource Portland Metro Workforce Investment Act Complaint Form (WSI Grievance 1‐09/07)



Equal Opportunity Coordinator Designation (WSI Grievance 2‐09/07)



Equal Opportunity Discrimination Complaint Log (WSI Grievance 4‐09/07)



Equal Opportunity Notice (WIS Grievance 5‐09/07)
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Regional Overview
These Regional Program Standards implement the Region 2 LWIB Grievance Policy as it relates to
complaints concerning partner organizations located within a WorkSource Center, Subrecipient
employee complaints related to terms and conditions of employment with the Subrecipient, and non‐
criminal customer complaints that relate to program services, violation of WIA regulations, grant or
other agreements under the Act. The procedures and related forms will be used by all Region 2
WorkSource Centers and Subrecipients when processing complaints.
WSI and its Subrecipients place a high value on customer service and customer satisfaction. The best
and most expedient means to resolve complaints is in an amicable manner as close to the point of
service delivery as possible.
These procedures:
1. Provide guidelines for the resolution of grievances or complaints related to non‐criminal
violations of WIA related to the provision of WIA services.
2. Designates the Regional and Subrecipient Equal Opportunity Coordinators (EOC) as the contact
for complaint resolution.
3. Establishes requirements for each Subrecipient within Region 2 for assuring:


The Subrecipient EOC provides notification to the Regional EOC immediately upon the
receipt of any complaint related to the provision of WIA services or services provided
through a WorkSource Center; and



each WorkSource Center has established a written grievance process that assures
grievances related to WIA or non‐WIA services delivered through the Center are referred to
the appropriate program for resolution, outlines the informal resolution process at the site,
and is in line with these Regional Program Standards.

General: For purposes of Region 2 grievance resolution, all references to days within this document
are defined as calendar days. The 30 day clock to a formal hearing and the 60 day clock to a final
determination begin the day a complaint is received by either the Subrecipient EOC or the Regional
EOC. Time lines may be extended if good cause is shown, or if both parties agree in writing to waive
the timelines.
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A WorkSource Center is defined for purposes of this Regional Program Standard as a location within
Region 2 that has at least a WIA Title 1B funded full‐service program (Adult, DW or Youth) delivered on
site, unless otherwise specified.
A complaint may be withdrawn by the complainant at any time. Such a withdrawal must be in writing.
Notices – WorkSource Portland Metro Centers: All Center customers complete the WorkSource
Oregon Registrant Program that collects data from customers for enrollment in appropriate grant‐
funded programs. The WorkSource Oregon Registrant Program also provides the customer with the
required notices of rights and responsibilities and includes the customer acknowledgement. This
system is managed by the State of Oregon.
Notices – WIA Youth Program Subrecipients: Written complaint procedures are to be provided to
every applicant of WIA Youth services and reasonable efforts should be made to assure that complaint
procedures are understood by participants. The written complaint procedure will include notice that
the complaint must be filed within one year (365 days) of the date of the incident. Utilizing the form
“WSI Grievance 5a‐09/07” will assure compliance with all notice requirements.
Training Provider Approval Process: The response to a grievance or complaint from a training
provider whose application to the ETPL was not approved will follow the process as described in this
Operational Communication, with the Regional EOC responsible for the review (these complaints
would not be referred out to a subrecipient). See the Procedures section below for guidance and
details.
Inquiries: Inquiries should be addressed to the Regional EOC:
Compliance Manager
Worksystems, Inc.
111 SW 5th Avenue, Suite 1150
Portland, OR 97204
503.478.7346

Procedures
A complainant may file a complaint with either the Subrecipient EOC or the Regional EOC. When the
complaint is filed with the Subrecipient EOC, a copy is to be submitted to the Regional EOC within 1 day
of receipt.
Complaints should be submitted on the Workforce Investment Act Complaint Form (WSI Grievance 1‐
09/07) provided for this purpose.
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Processing Complaints: When a complaint is received by a Subrecipient EOC, the following process
should be followed. Complaints received directly by the Regional EOC will be reviewed and referred to
the appropriate Subrecipient EOC for initial review and action, as outlined below. The entire review
and resolution process must be completed within 60 days from the date of the complaint, unless the
timelines have been waived by both the Complainant and Respondent.
The Subrecipient EOC will review the complaint to identify if it relates to 1) a partner program or
organization offering services through the WorkSource Center or system; 2) terms and conditions of
employment with the Subrecipient; or 3) a WIA violation (or violation of a grant or other agreement
related to WIA).
As a result of this review, the Subrecipient EOC will determine the appropriate next steps based on the
type of complaint:
1. Complaints Concerning Partner WorkSource Organization
When the complaint relates to a program or service delivered by a separate agency or organization
within the WorkSource Center, the complaint should be formally referred to the designated contact
for that agency, with a written cover memo requesting appropriate follow‐up. Written notice that
the Complaint was referred to another agency or organization for resolution should be sent to the
complainant within 5 days of receipt of the original complaint. The written notice should be on the
WIA‐Related Complaints, Initial Determination and Resolution form (WSI Grievance 3‐09/07).


Initial Determination: Indicate how and why it was determined that the complaint should
be referred to another organization for resolution.



Referral: Provide the contact name, agency address and contact telephone number of the
agency or organization to whom the referral was made (enclose a copy of the referral
memo sent to the agency).



Resolution: N/A

This notice should be mailed to the Complainant at the address provided on the Complaint form.
2. Complaints Concerning Employment with Subrecipient
When the complaint relates to labor standards violations by the Subrecipient, the Subrecipient EOC
should include the appropriate Human Resources contact in the resolution discussions, follow
Subrecipient personnel policies, procedures and any applicable collective bargaining agreements. If
resolution cannot be found through the Subrecipient process, employees must have the
opportunity to submit the grievance to binding arbitration (if a collective bargaining agreement
covering the parties to the grievance so provides, as applicable). Written notice must be provided
to the Regional EOC when the grievance has been resolved or closed and provide the date of
closure.
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3. Complaints of Violations of the WIA
When the complaint relates to violations of the WIA or related grants or agreements, there are two
types of processes that may be followed:


Informal Resolution Process: Parties to the complaint are afforded the opportunity to
informally resolve the matter. Whenever possible, this is the first choice for complaint
resolution. Both parties may agree, in writing, to waive the 30 day time line for formal hearing
and 60 day time line for a decision in order to attempt to resolve the matter informally. Use
the WIA‐Related Complaint, Resolution Timeline Waiver form (WSI Grievance 6‐09/07) for this
purpose, with a copy to the Regional EOC. The Subrecipient EOC will then begin informal
resolution efforts and investigations. All efforts will be documented and reported in writing.
The Subrecipient EOC will set a date for an informal resolution and issues clarification meeting
within 10 days of the receipt of the complaint. Within 10 days of the completion of informal
resolution, the Subrecipient EOC will provide a written summary and decision of the meeting,
using the WIA‐Related Complaints, Initial Determination and Resolution form (WSI Grievance 3‐
09/07).


Initial Determination: Summarize the complaint and the process used to informally
resolve the problem.



Referral: N/A



Resolution: Describe in detail the resolution that all parties agreed to.

This notice should be mailed to the Regional EOC, the complainant (to the address provided on
the Complaint form), and the respondent (the individual or organization against which the
complaint was made).


Formal Hearing Resolution Process: If dissatisfied with the results of the informal resolution
meeting, the complainant may request a formal hearing. Such requests must be made in
writing and, if no informal resolution was attempted, within 25 days of the date of filing of the
complaint. The request for hearing should be directed to the Regional EOC. The complaint may
be amended, in writing, at any time within 10 days before the formal hearing.
The Regional EOC will schedule the formal hearing within 30 days from the receipt of the
complaint, notify the complainant in writing of the hearing date, time and place, unless the
parties have agreed in writing to waive this time line.
Upon receipt of a request for a formal hearing, the Regional EOC will designate a Hearing
Officer. The complainant or respondent may request a different Hearing Officer be appointed.
The request for a change in Hearing Officer must be filed within 5 days after parties received
notification of the hearing schedule and the designation of the Hearing Officer. No party will be

Worksystems, Inc.

111 SW Fifth Avenue, Suite 1150

Portland, OR 97204

503.478.7300

LWIB Policy 
Regional Program Standards 
Date: October 9, 2008
Page 5 of 7

Topic: Grievance – WIA Regulation Related Complaints

permitted to make more than 1 claim of partiality in any one complaint, and only one request
for designation of an alternate Hearing Officer may be made by either party for each complaint.
In such a case all timelines shall automatically be extended 10 days.
The Hearing Officer coordinates the formal hearing. Both parties are provided an opportunity
to present evidence, cross‐examine witnesses, and be represented by legal counsel. The
hearing is taped, and a record, including all exhibits, will be maintained. The complainant may
withdraw the complaint in writing at any time. The Hearing Officer will provide to all parties a
written recommendation, defining issues, facts, and suggested resolution. If the complainant
or representative does not appear for the hearing, the complaint may be dismissed or the
Hearing Officer may rule on the evidence presented.
Decision by the WSI Executive Director: The WSI Executive Director will consider the
complaint, informal resolution efforts (if applicable), and the Hearing Officer’s
recommendation. The WSI Executive Director will then issue a written decision defining issues,
facts and resolution and forward a copy of the decision to each party. The decision will include
notice that the complainant has the right to request that the State review of the decision. The
decision will be made no later than 60 days after the filing of a complaint, unless extended
upon a showing of good cause or agreement by both parties, in writing, to waive the time lines.
State Recourse Available to the Complainant after Local Review Process: If the
complainant receives an unsatisfactory decision or if WSI fails to issue a decision within the
prescribed timelines, unless the timelines have been waived, the complainant or respondent
may request a review by the State.
The request for State review of the decision must be submitted to:
Commissioner
Oregon Department of Community Colleges and Workforce Development (CCWD)
255 Capitol St. NE,
Salem, OR 97310
The request for State review must be filed within 10 days of the decision of the WSI Executive
Director, or in the absence of a decision within 15 days from the date the complainant should
have received a decision. The State may request all necessary information, including, but not
limited to the following:


Copy of the written complaint/grievance



Written summary and decision from the informal resolution efforts



Tapes of and exhibits from the Hearing



Hearing Officer's recommendation
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WSI Executive Director’s decision

CCWD will follow the procedures established and outlined in their Policy 589‐40.3 Workforce
Investment Act Title 1‐B Non‐Criminal Grievance/Complaint Procedure.
http://www.oregon.gov/CCWD/pdf/WIA1B/589‐40.3.pdf
Federal Recourse Available to the Complainant after State Review Process: Under Title
20 CFR Section 667(a)(1), if the State has not issued a decision with the required 60‐day time
limit, the complainant can file an appeal to the Secretary of Labor. The appeal must be filed
with the Secretary of Labor within 60 days of the receipt of the decision being appealed. The
request for appeal must be submitted by certified mail, return receipt to:
Attention: ASET
Secretary
U.S. Department of Labor
200 Constitution Avenue NW
Washington DC, 20210
A copy of the appeal must be simultaneously provided to the opposing party and:
ETA Regional Administration – Region 6
U.S. Department of Labor
Office of Regional Administrator
P.O. Box 193767
San Francisco, CA 94119‐3767

Corrective Actions
If, during the course of investigating the complaint, it is determined that the Subrecipient or
respondent violated the WIA or related grants or agreements, corrective action as described in WSI
policy will be taken immediately, regardless of how the complaint is resolved.

Record Maintenance
The Subrecipient EOC will maintain records regarding complaints and actions taken in accordance with
the Subgrant Terms and Conditions. The records will be maintained in a secure area and made
available only to those with authorization.

Reference
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WorkSource Portland Metro Workforce Investment Act Complaint Form (WSI Grievance 1‐09/07)



WIA‐Related Complaints, Initial Determination and Resolution Form (WSI Grievance 3‐09/07)



WIA‐Related Complaints, Resolution Timeline Waiver Form (WSI Grievance 6‐09/07)

Worksystems, Inc.
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Portland, OR 97204
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WorkSource Oregon One-Stop Center
Resource Sharing Agreement
July 1, 2012 – June 30, 2013
I.
STATEMENT OF PURPOSE
The purpose of this agreement is to establish the terms and conditions under which the
WorkSource Oregon Partners will allocate costs and share resources at the WorkSource Oregon
Centers located in Region 2. The 6 centers are located at:
WorkSource Portland Metro East
19421 SE Stark, Portland, OR 97030
WorkSource Portland Metro Central
30 N Webster, Portland, OR 97217
WorkSource Portland Metro SE
6927 SE Foster Rd. Portland, OR 97206
WorkSource Portland Metro Tualatin
7995 SW Mohawk, Tualatin, OR 97062
WorkSource Portland Metro Beaverton/Hillsboro
241 SW Edgeway Dr., Beaverton OR 97006
WorkSource Portland Metro Express Center – New Columbia
4610 N Trenton, Portland OR 97203

II.
PARTIES TO THE AGREEMENT
The following partner organizations have agreed to provide services through the Region 2
WorkSource Oregon Centers and to share such costs that are of mutual benefit:
ORGANIZATION
PRIMARY FUNDING
PARTNER CONTACT
STREAM
INFORMATION
Partner A
Andrew McGough
Worksystems Inc
Workforce Investment Act
1618 SW First Ave. Suite 450
Portland, OR 97201
amcgough@worksystems.org
Partner B
deDrae Cottrell
WorkSource Oregon, OED
Wagner-Peyser
30 N Webster
Region 10
Portland, OR 97217
503-798-0150
Dedrae.d.cottrell@state.or.us
III. DEFINITIONS
Agreement Manager: The person named by the partnership and LWIB to be responsible for the
oversight, monitoring, reconciliation and review of fiscal functions of the Resource Sharing
Agreement in accordance with WIA 662.300 and 662.310.
1

System Shared Costs: Those cost that benefits all One-Stop partners even if they are not colocated.
Center Shared Costs: Those costs of the one stop center that benefit multiple partners co-located
at the center and are incurred in support of the services delivered through a one stop. (DOL One
Stop Comprehensive Financial Management Technical Assistance Guide July 2002)

IV.

SHARED COSTS AND BENEFIT

The One-Stop partners have identified shared Center costs which benefit the partners co-located
at the centers. The One-Stop partners have agreed upon the value of the shared Center costs
which benefit the partners co-located at the centers.
CENTER COSTS
Resource Room and Welcome
Services

ANNUAL COST
$1,725,000

Resource Room Computer
Hardware & Software

$382,200

Resource Room Equipment

$34500

Resource Room Internet
Connectivity

$3,840

Resource Room Computer
Maintenance & Support

$70,165

WSI Leads – WSPM
Coordination

$83,007

WSPM Welcome IT Support

$152,550

BENEFITS
All One-Stop partners agree
that they benefit from the
Resource Room and Welcome
services which include the
Greeter.
All One -Stop partners agree
that they benefit from the
Resource Room Computer
Hardware & Software
All One Stop partners agree
that they benefit from the
Resource Room Equipment
All One -Stop partners agree
that they benefit from the
Resource Room Internet
Connectivity
All One -Stop partners agree
that they benefit from the
maintenance of the Resource
Room computers
All One Stop partners agree
that they benefit from the
coordination of WSPM
All One Stop partners agree
that they benefit from WSPM
Welcome IT Support

TOTAL $2,451,262
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V.
ALLOCATION METHODOLOGY
The partners agree that the Center Costs will be allocated based on the number of FTE for each
partner within the Region 2 WorkSource Oregon Centers.
Center Costs
PARTNER
A Worksystems Inc
B WorkSource Oregon, OED
TOTAL

FTE
44.67
94

%
32%
68%
100%

VI.
RESOURCE SHARING PLAN
Each Region One-Stop partner agrees to pay the appropriate share of the agreed upon costs by
contributing cash, or goods and services as follows:
Center Resources Sharing Plan
Cost
Cost
Category

Partner A
32%

Welcome Personnel
Resource Room
Computer Hardware &
Software
Resource Room
Equipment
Resource Room Internet
Connectivity
Resource Room
Computer Maintenance
WSI Leads- WSPM
Coordination
IT Support Welcome &
Resource Room
*Goods and Services –
(De-Brief Assistance to
the Welcome Team)
Total

Partner B

$1,725,000
$382,200

$0
$382,200

68%
$1,725,000
$0

$34,500

$34,500

$0

$3,840

$3,840

$0

$70,165

$70,165

$0

$83,007

$83,007

$0

$152,550

$152,550

$0

$58,142

$58,142

$0

$2,451,262

$784,404

$1,725,000

*Goods & Services = WIA paid staff from the Skill and Employment teams will provide
customer de-brief assistance to the Welcome Team
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AGREEMENT MANAGEMENT
The Agreement Manager responsible for oversight and review of shared costs for the
WorkSource Oregon Center, billing and reconciliation of shared costs, as well as monitoring of
the allocation methodology and funding information is:
Name: Janice Frater
Address: 1618 SW First Avenue, Portland, Oregon 97201
Phone: 503-478-7300
Fax: 503-478-7413
E-Mail: jfrater@worksystems.org
VII. MODIFICATIONS, RECONCILIATION AND ADJUSTMENTS
The partners recognize that modifications may be necessary during the period that the Resource
Sharing Agreement is in effect. Any modification to the Resource Sharing Agreement will be
undertaken collaboratively. Any modifications to this agreement must be in writing and signed
by all the parties as identified in Section II. Oral modifications shall have no effect. If any
provision of the agreement is held invalid, the remainder of the agreement shall not be affected.
All payments shall be made to the Fiscal Agent (Worksystems Inc). No costs will be incurred
until the agreement is signed by all parties. Non-payments will be referred to the Local
Workforce Investment Board for collection. All invoices for costs incurred will be provided to
the Workforce Investment Board for approval, if requested. All payments including non-cash,
goods and services (De-brief assistance to the Welcome Team) will be documented and retained
by the Fiscal Agent for audits or other reconciliations. Goods and Services will be track by
WSPM Center Leadership on a weekly basis and reconciled by the Agreement Manager on a
quarterly basis.
In the event program income is earned at the WorkSource Oregon Center as a result of shared
costs or activities, that income must be distributed to all partner organizations that participated in
the activity and must be allocated using the same basis as described in section V of this
document. Program income will be used to reduce each party’s share of costs or resources
needed to fund the shared costs identified in this agreement so long as it is allowable under the
party’s organization authorizing statues and regulations.
Reconciliation to actual costs and resource sharing will occur quarterly. Final reconciliation can
be realized through the payment of cash or goods and services. Each partner is responsible to
provide supporting documentation for each quarter.
VIII.

DISPUTE RESOLUTION PROCESS

The parties shall first attempt to resolve all disputes informally. Any party may call a meeting of
the WorkSource Oregon Center partners or additional parties involved to discuss and resolve
disputes. Should informal resolution efforts fail, the dispute shall be referred to the Chair of the
Local Workforce Investment Board within 15 days, who shall place the dispute upon the agenda
of a special meeting of the Board’s Executive Committee. The Executive Committee shall
attempt to mediate and resolve the dispute. Disputes shall be resolved in accordance with LWIB
4

by-laws unless such a decision is in contradiction of applicable State and Federal laws or
regulations governing the WorkSource Oregon Center partner agencies.

IX.

TERMINATION

Withdrawal from the agreement requires ninety calendar days written notice to the other parties
and thirty calendar days in the event of a major financial shortfall or non-appropriation of funds.
Furthermore, upon the withdrawal of any party, the future costs associated with this agreement
shall be reallocated among the remaining agencies, and this agreement shall be modified in
writing, accordingly.

X.

TERMS OF AGREEMENT

This agreement shall be in effect July 1, 2012 through June 30, 2013. This agreement will be
reviewed quarterly, and updated as necessary to ensure accuracy.

WORKSOURCE OREGON
RESOURCE SHARING AGREEMENT
AUTHORIZING SIGNATURES





The parties below attest to the following:
Prior year RSA reconciliation has occurred and costs have been allocated.
All parties have reviewed the reconciliation.
Final billings have occurred.
All parties to the RSA shall sign this document for it to be considered complete.

___________________________________
Partner A Organization
Date

___________________________________
Partner B Organization
Date

___________________________________
Representative Name
Signature

____________________________________
Representative Name
Signature
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Allocation Percentages (PY 2012-13)
A
B
Totals

Total FTE
Percent of total FTE
44.67
32%
94
68%
138.67
100.00%

Budget (PY 2012-13)
Shared / Integrated Costs

Partner
Partner Percentages
Total FTE

A
32%
44.67

B
68%
94.00

Totals
100.00%
138.67

WelcomePersonnel
Resource Room Computers
Resource Room Equipment
Resource Room Connectivity
Resource Room Computer Maintenance
WSI Leads - WSPM Welcome Coordination
IT Support staff to WSPM Welcome

$1,725,000
$382,200
$34,500
$3,840
$70,165
$83,007
$152,550

$552,000
$122,304
$11,040
$1,229
$22,453
$26,562
$48,816

$1,173,000
$259,896
$23,460
$2,611
$47,712
$56,445
$103,734

$1,725,000
$382,200
$34,500
$3,840
$70,165
$83,007
$152,550

Totals

$2,451,262

$784,404

$1,666,858

$2,451,262

Total Costs
Shared/Integrated
Totals

$2,451,262
$2,451,262

A
$784,404
$784,404

B
$1,666,858
$1,666,858

Totals
$2,451,262
$2,451,262

Partner

Resource Sharing (PY 2012-13)
Shared / Integrated Costs

Partner
Partner Amounts

Personnel
$1,725,000
Resource Room Computers
$382,200
Resource Room Equipment
$34,500
Resource Room Connectivity
$3,840
Resource Room Computer Maintenance
$70,165
WSI Leads - WSPM Coordination
$83,007
IT Support staff to WSPM (Welcome & Room)
$152,550
Totals $2,451,262.00

Goods and Services
Assistance to the Welcome Team
Total Hours for the full year ($24.00/hr)
Hours per month across all 5 centers
Average per center per month
Average per center per week

Partner

A
$784,404

B
Totals
$1,666,858
$2,451,262

$0
$382,200
$34,500
$3,840
$70,165
$83,007
$152,550
$726,262

$1,725,000
$0
$0
$0
$0
$0
$0
$1,725,000

A
$58,142
2,423
202
40
10

B
$0
$0
$0
$0
$0

$1,725,000
$382,200
$34,500
$3,840
$70,165
$83,007
$152,550
$2,451,262
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WIA Title I-B Statement of Concurrence for the
Local Workforce Investment Area known as
Region 2: City of Portland, Multnomah & Washington Counties
Worksystems, Inc.
Statement of Concurrence
We, the undersigned, do hereby approve and submit this Local Plan, including the Local
Strategic Plan, Compliance Section, and Attachments A-K for the Workforce Investment Act
Title I-B Adult, Youth and Dislocated Worker Programs.
Worksystems, Inc. will be the subrecipient under this Plan.
Worksystems, Inc. will be the Administrative Entity under this Plan.
The length of this Plan will be July 1, 2012 through June 30, 2014.
We assure that all activities entered into by the subrecipient and/or administrative entity with
funds provided under this Plan will be subject to the attached assurances and confined to the
described activities.
Submitted on behalf of the Local Workforce Investment Board and Chief Elected Officials
for this Local Workforce Investment Area:

________________________________________________
Roy Rogers, Commissioner
Washington County, OR Commission
Region 2 Chief Elected Official

___________________

________________________________________________
James Paulson, Chair
Region 2 Workforce Investment Board

__________________
Date

Accepted on behalf of the State of Oregon:

_____________________________________
Cam Preus, Commissioner
(Date)
Department of Community Colleges and
Workforce Development

Statement of Concurrence – Worksystems, Inc.

____________________________________
Laurie Warner, Director
(Date)
Employment Department
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WIA Title I-B Partners Statement of Agreement
Local Workforce Investment Area known as
Region 2: City of Portland, Multnomah & Washington Counties
Worksystems, Inc.
Partners’ Statement of Agreement
We the undersigned do hereby approve and submit this Local/Regional Strategic Plan representing the following
programs:
The length of this Plan will be July 1, 2012 through June 30, 2014.
We agree with the contents of this Plan.
Submitted on behalf of the partners for this Workforce Investment Area.

____________________________________________
(Signature)
(Date)
James Paulson, WIB Chair

____________________________________________
(Signature)
(Date)
deDrae Cottrell, Regional Manager
Employment Department
 WIA Title III (Wagner – Peyser)
 Migrant and Seasonal Farmworkers
 UI
 Veterans
 TAA
WIA Title 1-B
WIA Title II (Adult Education & Family Literacy Act)

____________________________________________
(Signature)
(Date)
Dr. Preston Pulliams, President
Portland Community College
Carl Perkins (Post Secondary)

____________________________________________
(Signature)
(Date)
Dr. Michael Hay, President
Mt Hood Community College
Carl Perkins (Post Secondary)

Partners’ Statement of Agreement – Worksystems, Inc.
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____________________________________________
(Signature)
(Date)
Kimberly Branam
Economic Development

____________________________________________
(Signature)
(Date)
Jerry Burns, SDA 2 Manager
Department of Human Services
 TANF
 Food Stamps Employment and Training Program
WIA Title IV – Vocational Rehabilitation

____________________________________________
(Signature)
(Date)
Bob Tackett, Labor Representative
NW Oregon Labor Council

____________________________________________
(Signature)
(Date)
Nancy Ulsted, Executive Director
Job Corps

Partners’ Statement of Agreement – Worksystems, Inc.
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Region 2 Workforce Investment Board
Minutes
October 12, 2012
1618 SW 1st Ave., Suite 450
Portland, OR

In attendance: James Paulson – chair, Don Jensen – vice chair, John Tydlaska, Roy Rogers, Travis
Stovall, Lila Leathers, Kevin Dull, Elizabeth King, Skip Newberry, Steven Morris, Caryn Lilley, Vickie
Burns, Jodi Guetzloe Parker, Bob Tackett, Jessica Howard, Marc Goldberg, Kimberly Branam, deDrae
Cottrell, Jerry Burns, Val Valfre Jr., Steve Rudman, Ron Hauge, Bobby Lee
Staff: Andrew McGough, Tricia Ryan, Patrick Gihring, John Gardner, Stacey Henriquez
Handouts:
 July Minutes
 Ballots
 Year in Review Expenditures Report
 Rolling 4th Quarter Report
 WIB – Roles and Responsibilities
 Planning Timeline
 2013-2015 Strategic Plan
 Draft Local Workforce Strategic Plan
 Draft Local Workforce Compliance Plan
 Back to Work Oregon OJT Report

Call To Order
The meeting was called to order by Chair James Paulson at 7:35 a.m. Quorum was announced.
EXCERPT FROM FULL MINTUES
Regional Workforce Strategic Plan
McGough reviewed the WIB’s role in developing and approving the regional workforce plan. The
Governor laid out his goals and visions and charged the WIB’s in April with developing regional
workforce plan based on very specific planning instructions and guidelines. The WIB sub-committee
that worked on the plan agreed that we should adopt and align our goals and strategies with the
Governor’s goals and strategies. Our flexibility is in the area of focus when it comes to implementing
progress towards these goals. McGough reviewed a summary of our Strategic Plan and the areas of
focus. McGough explained that once the plan is submitted to the State and approved we will need to
work on the development of the compact and ways to measure our success. Vickie Burns discussed
the amount of work and thought that went into the process.
Tricia Ryan reviewed the Regional Local Strategic Plan that is currently open for public comment and
will be submitted to the State for approval. Ryan explained that we received very specific planning
instructions and guidelines from the State that required each local workforce area to provide a detailed

response as to how each of the OWIBs 3 strategy areas will be implemented locally. The 3 areas are:
Sector Strategies, Certified Work Ready Communities, and System Innovation. The overarching
principles that apply to the entire plan are:

•
•
•

Serve the current, transitioning and emerging workforce
Build on the capacity of WorkSource Oregon Centers
Assure that all Oregonians have the opportunity to succeed
Create a transparent and aligned/integrated workforce system

Ryan reviewed the Sector Strategies portion of the plan. The targeted industry sectors that were chosen by the
Regional Workforce Collaborative are Healthcare, Advanced Manufacturing, and IT/Software. Ryan explained
the 5 phase approach that was developed by the Columbia-Willamette Regional Workforce Collaborative. The
plan details out the specifics of the activities and the deliverables.
Ryan explained that the Certified Work Ready Communities Certification (CWRC) is based on:
•
•
•

Portion of the population earning a NCRC
Portion of the population receiving a soft skills assessment - NCRC “Plus”
Increase in letters of commitment from business

We are pursuing designating Multnomah and Washington Counties as CWRC’s. The plan details how we will
pursue the achievement of the certification criteria, how we will utilize WorkSource Portland Metro (WSPM),
how we will engage businesses, and how we will leverage partners. For example, Multnomah County is
exploring the option of co-investing in WSPM and providing a NCRC for all TANF/JOBS participants.
Ryan explained that the System Innovation strategy is meant to drive continuous improvement to increase
alignment, integration, and effectiveness of the public workforce system without significant additional
resources. The plan details:
Alignment/Integration Opportunities
• Department of Human Services – TANF/JOBS program
• “GED Plus” offered through WSPM in partnership with WIA Title II programs (ABE, ESL) whereby a job
seeker would earn a GED and NCRC at the same time, increasing their marketability
Increased Effectiveness
We will continue our annual Center Certification process that is overseen by the Regional One-Stop Committee
of the Board and approved by the WIB:
• Comprehensive review checklist to assure quality, standardized service delivery and continuous
improvement of WSPM
• On-site certification visits
• Review of customer satisfaction surveys from WSPM customers
• Review of performance data by center
• Secret shopper
The plan also requires we choose 1-3 specific process and services that we will commit to work on locally to
increase coordination and alignment. We selected:
 Career/Work Readiness and Preparation
 Skill Development
 Job Placement

Ryan explained that the Compliance Plan is also currently out for public comment. This is a technical
document that details the rules and regulations that we have to demonstrate compliance with to be
eligible to receive these resources.
Next steps:
• Plan approved by the WIB & submitted to the State October 31
• Convene partners to develop specific strategies, resources, activities and outcomes
• Governance Compacts signed by all parties to outlines roles and responsibilities
• WIB will monitor the plan implementation

Motion: Lila Leathers moved to accept the Regional 2 Local Strategic Plan and Compliance Plan and
authorize submittal of both plans to the Governor’s office. Should public comment be received such
that revisions are necessary to either plan, the Executive Committee is hereby authorized to review and
approve the revised plan(s) via email vote on behalf of the WIB. Ron Hauge seconded the motion.
Motion was unanimously approved.
Meeting was adjourned at 9:28 a.m.

Local Workforce Investment Area known as
Region 2: City of Portland, Multnomah & Washington Counties
Worksystems, Inc.
RECERTIFICATION REQUEST

We certify that we are authorized to request recertification of the Region 2 Workforce
Investment Board for the City of Portland, Multnomah & Washington Counties.
This recertification is for the Workforce Investment Act two-year period beginning July 1, 2012
and ending June 30, 2014.
This request includes documentation demonstrating the Local Workforce Investment Board
Membership composition.
Submitted on behalf of the Local Elected Official(s) for this Local Workforce Investment Area.

________________________________________________
Sam Adams, Mayor
City of Portland
Region 2 Local Elected Official

___________________
Date

________________________________________________
Jeff Cogan, Chair
Multnomah County Commission
Region 2 Local Elected Official

__________________
Date

________________________________________________
Roy Rogers, Commissioner
Washington County Commission
Region 2 Local Elected Official

__________________
Date

Recertification Request – Worksystems, Inc.
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