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	ATTACHMENT "A"            Employment and Payrolls - Employment and Wages by County - Private Sector - Third Quarter 2008

 

 

	
	# of Reporting
	   1st Qtr                  2nd Qtr                   3rd Qtr
	 Qtrly Avg
	Percentage
	Initial Dollar

	
	Units
	
	Employment
	Share
	Share

	 
	 
	 
	 
	 
	 
	 
	 

	ANNE ARUNDEL
	14,167
	199,090
	198,401
	196,601
	198,031
	9.75%
	$24,366

	 
	 
	 
	 
	 
	 
	 
	 

	BALTIMORE CITY
	13,464
	262,566
	263,221
	262,325
	262,704
	12.93%
	$32,323

	 
	 
	 
	 
	 
	 
	 
	 

	BALTIMORE COUNTY
	21,257
	322,262
	321,029
	318,084
	320,458
	15.77%
	$39,429

	 
	 
	 
	 
	 
	 
	 
	 

	FREDERICK
	5,828
	79,391
	79,311
	78,776
	79,159
	3.90%
	$9,740

	 
	 
	 
	 
	 
	 
	 
	              ($20,000)

	MONTGOMERY
	32,435
	382,215
	379,897
	375,892
	379,335
	18.67%
	$46,673

	 
	 
	 
	 
	 
	 
	 
	 

	PRINCE GEORGE'S
	15,347
	230,554
	230,066
	228,310
	229,643
	11.30%
	$28,255

	 
	 
	 
	 
	 
	 
	 
	 

	CARROLL
	4,726
	49,178
	49,068
	48,685
	48,977
	 
	 

	HOWARD
	8,552
	132,848
	132,620
	130,527
	131,998
	 
	 

	MID MD TOTAL
	13,278
	182,026
	181,688
	179,212
	180,975
	8.91%
	$22,267

	 
	 
	 
	 
	 
	 
	 
	 

	CECIL
	1,920
	23,512
	23,464
	22,792
	23,256
	 
	 

	HARFORD
	5,524
	66,605
	66,554
	66,026
	66,395
	 
	 

	SUSQUEHANNA TOTAL
	7,444
	90,117
	90,018
	88,818
	89,651
	4.41%
	$11,031

	 
	 
	 
	 
	 
	 
	 
	              ($20,000)     

	CALVERT
	1,834
	18,017
	17,793
	17,631
	17,814
	 
	 

	SAINT MARY'S
	1,960
	28,390
	28,321
	28,214
	28,308
	 
	 

	CHARLES
	2,893
	33,205
	33,197
	32,875
	33,092
	 
	 

	SOUTHERN MD TOTAL
	6,687
	79,612
	79,311
	78,720
	79,214
	3.90%
	$9,746

	 
	 
	 
	 
	 
	 
	 
	              ($20,000)

	CAROLINE
	696
	7,597
	7,471
	7,356
	7,475
	 
	 

	DORCHESTER
	745
	9,463
	9,445
	9,323
	9,410
	 
	 

	KENT
	732
	7,288
	7,315
	7,175
	7,259
	 
	 

	QUEEN ANNE'S
	1,480
	12,043
	11,945
	11,659
	11,882
	 
	 

	TALBOT
	1,691
	18,269
	18,000
	17,717
	17,995
	 
	 

	UPPER SHORE TOTAL
	5,344
	54,660
	54,176
	53,230
	54,021
	2.66%
	$6,647

	 
	 
	 
	 
	 
	 
	 
	              ($20,000)

	WICOMICO
	2,686
	39,184
	39,232
	39,038
	39,151
	 
	 

	WORCESTER
	2,194
	26,178
	25,799
	22,799
	24,925
	 
	 

	SOMERSET
	444
	4,373
	4,333
	4,289
	4,332
	 
	 

	LOWER SHORE TOTAL
	5,324
	69,735
	69,364
	66,126
	68,408
	3.37%
	$8,417

	 
	 
	 
	 
	 
	 
	 
	              ($20,000)

	GARRETT
	936
	10,420
	10,405
	10,203
	10,343
	 
	 

	ALLEGANY
	1,643
	22,847
	22,979
	22,900
	22,909
	 
	  

	WASHINGTON
	3,367
	57,075
	57,250
	56,753
	57,026
	 
	 

	WESTERN MD TOTAL
	5,946
	90,342
	90,634
	89,856
	90,278
	4.44%
	$11,108

	 
	 
	 
	 
	 
	 
	 
	              ($20,000)

	STATE TOTAL
	146,521
	2,042,570
	2,037,116
	2,015,950
	2,031,877
	100%
	$313,312


ATTACHMENT “B”

MARYLAND BUSINESS WORKS (MBW)

DEPARTMENT OF LABOR, LICENSING AND REGULATION
Policies and Procedures

INTRODUCTION AND BACKGROUND INFORMATION

Maryland Business Works (MBW) Maryland Works is an effort to support employer strategies for upgrading the skills of currently employed workers.  The program provides funds to businesses to train incumbent workers in specific skills needed by the business or industry. Training projects shall result in the worker’s acquisition of transferable skills or an industry-recognized certification or credential, and are intended to lead to potential career growth and increased wages. Initiatives directed at English as a Second Language (ESL) courses or activities designed to address a need for Adult Education are also allowable and encouraged activities. Wage gain and/or job creation are strongly considered when proposals for funding are reviewed. MBW is intended to be responsive to business needs as well as provide appropriate and effective training for incumbent workers.   

The Maryland Department of Labor, Licensing and Regulation (DLLR) will provide $1,000,000 dollars in funding for the training of incumbent workers in Program Year 2010.  Projects will be employer-based, targeted to specific employee needs, and require a dollar-for-dollar match from the employer.  This employer match, in conjunction with the federal WIA dollars allows for the development of training projects valued at two million dollars.
ELIGIBILITY AND TARGET CRITERIA 

Private sector employers (For-Profit and Non-Profit) are eligible to participate in the program.  Funds will be targeted for training projects in the following industry sectors: Healthcare; Manufacturing; Aerospace; Bioscience; Construction; Education; Finance/Insurance; Hospitality & Tourism; Information Technology; Transportation & Warehousing; Retail; Professional/Business Services and/or any Green Industry.  In addition any industry requiring “Green Occupational Skills” and/or Small Businesses (those with less than 50 full time employees) will also qualify for use of MBW funding.  All applicants must be headquartered or have at least one permanent physical location in Maryland.  Funds awarded to business applicants must be expended on employees working at the applicant’s Maryland facilities. Training will be approved only for full-time positions that offer benefits. A possible exception to this requirement is a situation where a part time employee receives MBW funded training and, as a direct result of the training becomes a full time employee with benefits.  
Prior to submitting an application for funds, Local Workforce Investment Area (LWIA) staff must work with businesses and state/local economic development officials in their local jurisdictions to discuss the business plan, training needs and other available business services that are available to support/assist the business.  Training providers are not eligible to apply for MBW funding on behalf of a business.  

Each local area may establish procedures to prioritize training projects.  For example, local areas may give priority to employers who commit to promotions and/or wage increases; commit to hiring new employees; allow workers to access training during work hours; offer other support services to employees during training, etc. LWIAs may also decline submission of proposals from certain small businesses when the training needs are considered to be non-essential and/or low priority for that area (i.e. cosmetology). 
The DLLR has established a $4,500 funding cap level that may be awarded to a specific trainee for a project or series of projects during the program year. In extenuating circumstances, the MBW review team will consider training proposals that exceed the $4,500 level but strong documentation must be provided by the local area to support such a request. This documentation must include substantial wage gain and the creation of additional jobs. In addition, there will be a maximum state funding cap level of $30,000 for awards to a specific employer for a project or series of projects during the program year. A continued revision in PY 2010 operations will allow an employer to receive up to $50,000 in funding when there is job creation and wage increases as a direct result of MBW funding; documentation must be provided by the local area to support such a request. In lieu of state requirements, LWIAs are allowed to establish lower funding caps on cost per trainee, cost per business project, and/or total funding for a specific employer. Such policies shall be forwarded to the State review team for review and approval.
TRAINING REQUIREMENTS AND ALLOWABLE USE OF FUNDS

Training activities must be specific to the job, increase the occupational skill levels of existing workers, and relate to the strategic goals and objectives of the company. Also strongly encouraged are initiatives directed at English as a Second Language (ESL) courses or activities designed to address Adult Education needs. Local areas are encouraged to access existing ESL and Adult Education instruction offered by existing Adult Education Programs in their local jurisdiction.    

The training needs and costs must be reasonable, necessary and clearly related to the purposes and activities of the project as described in a training plan that is developed by the business applicant in conjunction with the local workforce investment area.  
The following types of activities and items are allowable training costs:

· Classroom-based training, including training that is designed to meet the specific requirements of a business, college courses that are specific to the individual’s job duties are allowable but must not exceed (in total) six months in duration;

· In-house staff training;   

· Instruction provided by consultants; 

· Books and training materials; and

·  Initial proficiency testing (for approved curriculum)

Maryland Business Works’ funds may not be used for introductory classes, safety, first aid, or leadership skills. Basically, MBW should provide training that will directly result in the enhancement of job-related, occupational skills. The MBW approval process will also include a closer review of proposals that do not result in wage increase and/or job creation. Please be reminded that MBW training may only be provided to full time employees who are receiving benefits from the employer.

MBW funds may be used for up to 50% of the training costs; the business is responsible for the remainder of the costs. In addition, funds cannot be used for capital costs, purchase of equipment, trainer travel expenses, curriculum development, payment of employee wages and/or benefits while in training, nor wage subsidies. In addition, funds may not be used for trainee support services such as child care, transportation costs, lodging costs or meals. Training costs that are part of a recently purchased system upgrade are considered part of that system purchase and not allowable. 

In addition to training costs, local workforce investment areas are also allowed to expend up to 10 percent over and above the approved portion of the training costs to support activities associated with the development, oversight and management of MBW training projects.  

Preference will be given to projects directed at employees on the lower end of the wage spectrum. The proposed trainee’s wage should not exceed $80,000 per year with the following exceptions:

(1)
If the majority of the employees involved in training are making less than $80,000 per year, and are involved in the same training, a limited number of additional employees can make over $80,000 and receive the same training.


(2)
A small company is expanding and can document training will result in significant expansion and/or jobs creation.

Training projects will not be considered if the business is not ready to begin training activities immediately. Business applicants must be prepared to enter into contract negotiations, and immediately begin training upon execution of a contractual agreement with the LWIA.  To ensure funds are expended in a timely manner, training contracts shall be awarded for training programs that last no longer than six months. Multiple requests from an employer for the same trainee must not exceed the six month total (for combined trainings).  The State review team may approve exceptions if a local area provides justification for the need to exceed the six-month training period.  The State review team may approve such requests if the justification is reasonable and if the training will be completed and funds expended in a timely manner.  
EXPECTED OUTCOMES AND BENEFITS

As a result of an award of funds, the business will take the necessary steps to make provisions for the training of incumbent workers in specific, job-related skills that result in the workers’ acquisition of transferable skills or an industry-recognized certification or credential.  Training programs that address Adult Education and/or English as a Second Language (ESL) are also strongly encouraged. Benefits of training for incumbent workers include:
· Maryland employers become more productive, profitable and competitive;

· Employment stability for workers with upgraded skills;
· Career growth and increased wages for workers through training in Adult Education, ESL, skills that are transferable or an industry-wide recognized certification or credential program; and

· Development of promotional tracks and workforce growth within existing businesses.
ADMINISTRATIVE PROCEDURES

Distribution of Funds to Local Workforce Investment Areas

Funds will be made available to Maryland’s twelve Local Workforce Investment Areas to develop training projects directly with private sector employers.  Twenty five percent of the funds will initially be allocated by formula to the local areas.  The distribution formula will take into account the number of private sector (for-profit and non-profit) employees in each local jurisdiction. In addition, there will be a minimum initial allocation of $20,000. The balance of funds will be held at the State level for distribution to local areas that have a demonstrated need for additional training dollars. When supplemental MBW funds are available, DLLR will evaluate requests from LWIAs for additional funds and make additional dollars available based on documented training needs and a review of prior performance of the local area. This review will include a review of past obligations, expenditures, and compliance with timely reimbursement to employers.
MBW Program Year 2010 funds will be provided through new grants.  The necessary paperwork (brief narrative and signed signature sheets) should be sent to DLLR (attention Ron Windsor - Room 209) as soon as possible. LWIAs shall continue to use the existing requisition for cash procedures that have been established for WIA grants. 

Business Application Review and Approval Process

LWIA staff must work with businesses and/or state/local economic development officials in their local jurisdictions to discuss the business plan, training needs and other available business services that are available to support/assist the business.  Eligible businesses shall develop projects (training plans), select the most appropriate training vendor, and submit applications for MBW funding directly to the appropriate LWIA using the procedures and processes established by the local jurisdiction.  

Staff from the local area shall review the application to ensure that the proposal meets all of the minimum program requirements established by both the State and local area. After the LWIA has completed the MBW Application Checklist and certified that the proposal meets minimum program requirements, the application for training funds and the MBW Application Checklist are to be forwarded electronically to MBW@dllr.state.md.us for review at the State level. For subsequent proposals where (an employer has previously been awarded MBW funds) the revised checklist will require clarification and verification on total participant levels, prior outcome goals, and employer satisfaction survey completion.  The respective LWIA director must be electronically copied on all proposals (this implies approval on their part). 

DLLR will review all applications once each week on Wednesday.  All proposals submitted by close of business on Tuesday will be reviewed the following day. Projects will be reviewed based on the criteria outlined in the MBW Application Checklist. Proposals seeking retroactive funding will not be approved. DLLR will notify the LWIA representative within 2 working days of their decision. Once approved, LWIA staff is responsible for notifying the business and executing a contract with that business and overseeing the training project.  As previously stated, training contracts shall generally be awarded for no longer than a six-month period. 

The successful business applicant is responsible for taking the necessary steps to make provisions for the training of its employees in specific skills that result in the workers’ acquisition of skills. The business is also responsible for providing acceptable documentation to verify successful completion of training and actual payment for training as well as any performance/outcome information required as part of the training plan.  The employer must ensure timely invoicing for completed training or face loss of funding. 

Request for Reimbursement (Payments to Businesses)

After a contract has been formally executed, funds shall be provided to the business applicant by the LWIA on a cost reimbursement basis.  Prior to receiving reimbursement for fifty percent of the training costs, the business must provide the following:

· Proof of successful completion of the approved training; and

· Proof of payment by the employer for approved training.

We strongly encourage the local areas to require the employer to pay all of the training costs up front and be reimbursed for 50 percent of the costs after the employee successfully completes the approved training.  However, to allow for some flexibility, if the LWIA determines that an employer is unable to pay for all of the training costs up front, the LWIA may request approval from the DLLR to allow an alternative payment method.  Alternative payment methods could include: (1) the LWIA paying the training vendor for the total costs of training with the employer reimbursing the local area for 50 percent of the costs; or, (2) the employer paying the training vendor 50 percent of the costs with the LWIA paying the training vendor 50 percent of the costs.  However, please note that the employee must successfully complete the approved training for the costs to be allowable under the MBW program.    

MBW funds must be invoiced by the employer within ninety (90) days of training completion. Any approved MBW funds not invoiced within that time period will be considered null and void. Local Workforce Investment Areas must ensure compliance with this requirement or risk loss of future funding.

Management Information Requirements / Performance Outcome Information

At a minimum, the local Workforce Investment Areas shall be required to track and report the following information regarding trainees and training activities:

· Names and SS#’s of trainees; 

· Type(s) of training programs /courses taken by each individual; and

· Training completion information for each individual including the acquisition of a recognized certification, credential and/or other positive outcomes such as promotion/wage increase information).

· If applicable as part of the business training plan, the LWIA shall document and report the following outcome information:

· Number of trainees receiving job promotions;  

· Number of trainees retaining jobs as a result of training program;

· Pre-wage and post-wage information by individual;   

· Other jobs created as a result of training program; and

· Other economic benefits of the training program.
· The LWIA must ensure completion of an “MBW Employer Survey” for each project.  The survey must be completed by the employer and a copy forwarded by the LWIA to the DLLR within 30 days after the completion of training.  The LWIA shall work with an authorized representative of the employer to complete the survey by one of three methods: by mail; electronically via www.dllr.state.md.us/employment/MBW.htm); or through a telephone interview. No subsequent training proposal will be approved for an existing MBW employer if there is a delinquent “MBW Employer Survey”.    
The LWIA must provide DLLR with periodic updates related to obligations, de-obligations, and expenditures on specific MBW funded projects. These updates must be provided at least quarterly and more frequently if desired by local staff. Traditional quarterly financial reporting will be required.
Division of Workforce Development and Adult Learning


1100 N. Eutaw Street


Room 209


Baltimore, MD 21201











WORKFORCE INVESTMENT FIELD INSTRUCTION (WIFI) No. 10-09, Change # 1








DATE:		June 2, 2010





TO:		Maryland Workforce Investment Area (WIA) Grant Recipients





SUBJECT:	Maryland Business Works (MBW) PY 2010





REFERENCES:	Workforce Investment Field Instructions #10-09 (Maryland Business Works)





BACKGROUND 


INFORMATION:   WIFI # 10-09 as recently issued, outlined the policies and procedures for the operation of the Maryland Business Works (MBW) initiative for Program Year 2010. Two paragraphs were inadvertently omitted from that directive. Those paragraphs are attached in a revised “Attachment B” and included separately below. This was simply an omission and the operational MBW policies and procedures remain unchanged from the prior year.





ACTION TO


TO BE TAKEN:  	Local WIA grant recipients should review the revised MBW Policies and Procedures. Starting on page 2 of “Attachment B”, the following two paragraphs have been included in BOLD font:





The following types of activities and items are allowable training costs:





Classroom-based training, including training that is designed to meet the specific requirements of a business, college courses that are specific to the individual’s job duties are allowable but must not exceed (in total) six months in duration;


In-house staff training;   


Instruction provided by consultants; 


Books and training materials; and


 Initial proficiency testing (for approved curriculum)





Maryland Business Works’ funds may not be used for introductory classes, safety, first aid, or leadership skills.





Basically, MBW should provide training that will directly result in the enhancement of job-related, occupational skills. The MBW approval process will also include a closer review of proposals that do not result in wage increase and/or job creation. Please be reminded that MBW training may only be provided to full time employees who are receiving benefits from the employer.
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