Skilled Worker Awareness Training Program (SWA)

What is Washington Skilled Worker Outreach, Recruitment, and Career Awareness Training
Program (SWA)

Overview: Washington SWA Program is created to increase the state’s skilled workforce by raising
awareness of, and enrollment in, accredited educational, occupational, state-approved pre-
apprenticeship, apprenticeship, and similar education and training programs. These programs:
Educate and train individuals to perform skills needed in the workforce and award industry or state
recognized certificate, credentials, associate degrees, professional license, or similar evidence of
achievement but not including bachelor’s or higher degree.

Under the grant program, Commerce must award matching grants to eligible applicants that will
engage in outreach and recruiting efforts to increase enrollment in and completion of worker
education and training programs. Recipients must provide a matching cash contribution of two
dollars for each one dollar of the grant. The recipient’s match may not be in the form of in-kind
contributions.

Eligible Applicants: Any government entity or any nongovernment entity, association, or organization
that offers, or plans to offer, a skilled worker awareness program and has partnered with an industry
to either offer or fund a skilled workers awareness program. Private vocational schools are not
eligible. The Applicant must be licensed to perform work in Washington State. They must also be
registered and maintain their status as a for profit or nonprofit entity, with the Secretary of State’s
Office.

SWA grants are used to:

. Raise awareness of the state’s worker training programs; and
. Increase the skills of citizens through education, training, certifications, and employment.
The Department of Commerce administers the grant program, application process and contracting.

Contact: Jaclyn Woodson, Program Manager

Jaclyn.woodson@commerce.wa.gov
360-725-4049

1011 Plum St. SE

P O Box 42525

Olympia, WA 98504-2525

Grant applications are accepted annually January 1 — February 21. Beginning 2018

Grant award amounts: Highest priority for 2018 grant funding will be given to awarding 2 to 3 grants
in the range of $20,000-35,000. Proposals for smaller grant awards ranging from $1,000-5$20,000 will

be considered. All proposals must have a $2 cash match for every $1 in grant funds awarded.
*Commerce has the discretion to negotiate dollar amounts of approved awards.

Grants are awarded April 1 each year following the application submittal deadline.

Contract Performance period: Contract Execution —June 30, 2019.
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Reporting requirements will be for two (2) subsequent years, following the end date of the

contract.

This document contains information, criteria, and application materials needed to apply for the
Skilled Worker Awareness Program funds. Only complete applications submitted within the
acceptance timeframe will be considered for funding.

Milestones

Dates

Applications available January 1

Applications due

February 21

Applicants notified of award by April 1

Grants begin

APPLICATION PROCESS

Upon contract execution

What do | need to include with my application?

- Budget, including narrative page and information on leveraged resources
0 Administrative costs may not exceed 10% of the total budget.

- Specific items to address in narrative questions
0 Brief description of the project, including project goals
0 Project information

Description of how the State matching grant will be used to provide outreach,
education, and recruitment for training program

Description of the training programs the applicant plans to promote.

Skills taught by training program

Number of years the training program has been in operation

Description of how the training program will or does address reaching a broad
diverse audience, including populations with barriers as identified in the state's
comprehensive workforce training and education plan, through their
recruitment and outreach effort. Under the plan, 14 populations were
designated as those with barriers:

Displaced Homemakers Youth in, or formerly in, Foster Care
Low-Income Individuals English Language Learners

Native Americans, Alaska Natives, Migrant/Seasonal Farmworkers
and Hawaiians

Individuals with Disabilities Individuals within Two Years of
Exhausted TANF Eligibility

Older Individuals Single Parents/Pregnant Women

Ex-Offenders Long-Term Unemployed

Homeless Individuals Veterans

“Other Groups” Designated by the Governor
Description of how the program will or does address reaching underserved
and/or rural communities, if applicable. Underserved and Rural communities
are defined as: any group, area, population, or community that has
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disproportionate access to resources and/or disproportionate needs for
resources.
=  Enrollment information for the training program

=  Projected enrollment

= |f program has been in existence: past, current and projected enroliment.
Provide estimated increases in enrollment with matching grant award; and
applicant must provide a comparison of the number of participants who
complete the program over a five-year period, if available.

= How the training program will or does address specific industry needs or gaps in
the workforce.

= Description of intended or existing partnerships with industry members,
including those where training program participants will have the opportunity to
earn income or credit hours.

= Costs, or the anticipated costs, to implement the Skilled Worker Awareness
Program.

=  Matching grant dollars the applicant will commit, with description and
documentation of confirmation.

= |f the applicant already has an awareness program, describe existing resources
the applicant has invested in recruiting, outreach, and funding of its skilled
workers awareness program.

APPLICATION REVIEW PROCESS

The Skilled Worker Awareness Program review committee will convene to assess proposals that meet
minimum criteria to be considered for funding. The review committee will make recommendations to
the Director of Commerce based on the evaluation criteria established.

Recommendations will be forwarded to the Director for final approval. Applicants will be notified via
email from Commerce program staff regarding proposal status prior to April 1 of each year.

GRANT FUNDS

Recipients of the grant must provide matching cash funding. The recipient’s match must be two dollars
for each one dollar of the grant. The recipient’s match may not be in the form of in-kind contributions.

Grant recipients may not use matching grants for tuition subsidies or to reduce tuition for any training
program.

Allowable Costs:

All expenditures submitted for reimbursement under this grant must be necessary and reasonable for
the approved grant project.

The following expenditures are explicitly prohibited. Funds from State matching grants may not be used
for:

- Tuition subsidies or to reduce tuition for any training program.
- Alcohol
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Cash Match:

Required documentation: Quarterly funding match report. A report of grant recipient’s total cash match
contributed is required at the end of each quarter, before any grant payment will be issued. All costs
expended for program purposes must be tracked regardless of funding source. All allowable matching
expenditures should be reported even when the total of those expenditures is greater than the two
dollar to one dollar match requirement. Tracking total match expenditures assists in more accurately
representing total investment for legislative reporting.

Goods & Services:

Required documentation: Documentation of payment of invoice for goods and services purchased that
were used directly in the engagement of outreach and recruiting efforts to increase enrollment in and
completion of worker education and training program.

Travel:

Required documentation: Documentation of payment for travel directly related to the engagement of
outreach and recruiting efforts to increase enrollment in and completion of worker education and
training program.

Since these are state funds, travel will be reimbursed at the current per diem rates.
Invoicing:

Funds for this grant must be claimed on a reimbursement basis. No payments in advance of or in
anticipation of goods or services provided under this grant shall be requested or paid. All costs must be
reported for the period incurred.

Reimbursement requests must be submitted quarterly. All costs must be submitted for reimbursement
with the following deadlines.

INVOICING DEADLINES

For Expenses incurred: Invoices no later than:
April 1 —June 30 July 15

July 1 — September 30 October 15

October 1 — December 31 January 15

January 1 - March 31 April 15

Expenditure Accounting:

The grant recipient shall maintain all financial records according to generally accepted accounting
procedures (GAAP) and have internal financial control systems in place to ensure that expenditures
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against the grant are reasonable and appropriate and that accounting records sufficiently and properly
reflect all costs expended in performance of the matching grant.

Monitoring:

Commerce program staff may schedule monitoring visits during and after the grant period to evaluate
the fiscal progress and performance of the program and provide technical assistance. The purpose of
monitoring is to ensure statutory and contractual compliance on the part of grant recipients. To ensure
compliance with grant requirements and to ensure that financial records support program expenditures,
Commerce staff may schedule on-site visits.

- Audit Requirements
If a Skilled Worker Awareness Program grant and/or program are audited by an agency,
a copy of the audit report(s) must be submitted to Commerce within 30 days of
issuance.

REPORTING REQUIREMENTS
Quarterly:

Each grant recipient shall submit a quarterly report to the grant review committee on the outcomes
achieved. Commerce will provide the reporting template. The report will require the grant recipient to
report on the following measurable outcomes quarterly:

- The manner in which the grant recipient has used the matching grant for outreach and
recruitment.

- The number of participants enrolled in and the number of participants who completed the
training program being promoted, both before the matching grant was awarded and since the
matching grant was received.

- The number of participants who obtained employment in an industry for which the participant
was trained under the training program promoted by the recipient, including information about
the industry in which the participants are employed.

- The number of participants recruited.

- The manner in which the grant recipient has reached populations with barriers and the outcome
of such outreach.

- The manner in which the grant recipient has reached underserved/rural communities, if
applicable.

- Number of individuals registered as apprentices (if applicable)

Reports must be submitted quarterly with invoice requests, based on the deadlines outlined under
invoicing deadlines.

Annually:
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Each grant recipient shall submit an annual report to the grant review committee on the outcomes
achieved. Commerce will provide the reporting template. The report will require the grant recipient to
report on the following measurable outcomes:

- The manner in which the grant recipient has used the matching grant for outreach and
recruitment.

- The number of participants enrolled in and the number of participants who completed the
training program being promoted, both before the matching grant was awarded and since the
matching grant was received.

- The number of participants who obtained employment in an industry for which the participant
was trained under the training program promoted by the recipient, including information about
the industry in which the participants are employed.

- The number of participants recruited.

- The manner in which the grant recipient has reached populations with barriers and the outcome
of such outreach.

- The manner in which the grant recipient has reached underserved/rural communities, if
applicable.

- Participant wage data

Grant recipients will complete annual reports due by July 15 following the year the matching grant was
first awarded and two subsequent years after. The reporting template will be emailed by Commerce to
the grant recipient by early June of the year the report is due.

Legislative Reports:

Each year beginning December 1, 2019, and by each December 1 thereafter, the grant review
committee will submit an annual report to the governor and appropriate committees of the legislature
in accordance with the reporting requirements in RCW 43.01.036. The legislative report will include the
annual reports submitted by the grant recipients and the following information:

- The number of matching grants awarded in the prior year, including the amount, recipient, and
duration of each matching grant

- The number of individuals who enrolled in and completed training programs promoted by each
grant recipient

- The number of individuals who obtained employment in a position that uses the skills for which
they were trained through a training program promoted by a grant recipient

- Any other information obtained from the grant recipients’ quarterly and annual reports

BUDGET REVISIONS

Commerce must approve any revisions to matching grant budget, if there is more than a 10% variation
in expenditure levels by main budget categories.

RECORDS RETENTION
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Financial management systems shall reflect accurate, current, and complete disclosure of financial
results of each state funded project/program. Grant recipients are to maintain books and records,
supported by source documentation, that sufficiently and properly reflect the source of funds and all
costs expended for program purposes. These records and financial statements are subject to inspection,
review, reproduction, and/or audit by Commerce or its designees for at least six years after the dispersal
of funds, the termination or expiration of the grant, or the resolution of litigation or audits related to the
program, whichever is latest.

In addition to financial records and supporting match documentation, the following documentation
must be retained by the grant recipient.

- Trainee Records
Trainee records must be retained for each program participant, to include but not
limited to: training enrollment and attendance records, pre- and post- assessments,
accomplishments, certificates of completion, credentials, degree achieved, licenses or
any similar evidence of achievement/completion of training. Also records of training
participants employed and in what industry.

TERMINATION

This matching grant may be terminated by Commerce upon giving notice in writing to the grant recipient
at least thirty (30) days in advance of the date of termination. If the grant is terminated for any reason,
all reports and data gathered by grant recipient prior to termination shall at the option of Commerce,
become property of Commerce. If termination occurs pursuant to this section, reimbursement to grant
recipient shall be made on the basis of work performed prior to the effective date of termination as
mutually agreed upon by both parties. Determination of final adjustments, either payments or refunds,
shall also be mutually agreed upon by both parties.

- Termination for Cause
If for any reason, the grant recipient violates any terms and conditions of the program,
Commerce will give the grant recipient notice of failure or violation. Grant recipient will
be given the opportunity to correct the violation or failure within thirty (30) days. If
failure or violation is not corrected, this grant may be terminated immediately by
written notice from Commerce.

- Funding
In the event funding from the state or other sources is withdrawn, reduced, or limited in
any way after the effective date of the matching grant and prior to normal completion,
Commerce may terminate the grant under the “Termination” clause, without the thirty-
day notice requirement; in lieu of termination, the grant may be subject to
renegotiation at Commerce’s discretion to reflect new funding limitations and
conditions.
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APPLICATION INSTRUCTIONS

Application Submittals
Commerce requires applicants to submit both an electronic and hard copy application.
Electronic Submittals

Applicants are required to submit an electronic copy of the application to the Program Manager at the
email address noted below and it must be received by 12:00 p.m. (PST) on 2/21/2018.

Commerce will send a receipt of confirmation once it receives an application, however the agency does
not assume responsibility any e-mail delivery problems.

Hard-copy Submittals

Applicants are also required to submit one complete hard copy application with original signatures to
the Program Manager. Hard copy applications, whether mailed or hand delivered, must be received by
the Program Manager at the address noted above no later than 5:00 p.m. (PST) on 2/21/2018.

Applicants should allow adequate mail delivery time to ensure timely receipt of their application.
Commerce assumes no responsibility for delays caused by any delivery service.

Late applications in either electronic or hard-copy will not be accepted and will be automatically
disqualified from further consideration. Both copies must be received by the deadlines for an
application to be considered.

Failure to respond to any portion of the procurement document may result in rejection of the
application as non-responsive. All applications and any accompanying documentation become the
property of Commerce and will not be returned.

Submission of an application does not guarantee that applicants will receive funds.
Application Evaluation Procedure

Applications will be reviewed and ranked by the Skilled Workers Awareness Program Review
Committee, on the following:

1. Likelihood to reach a broad and diverse audience, including populations with barriers as
identified in the state’s comprehensive workforce training and education plan, through
recruitment and outreach efforts.

2. Likelihood to reach audiences from underserved and/or rural communities as defined as any
group, area, population, or community that has disproportionate access to resources and/or
disproportionate needs for resources.

3. Degree to which program design collaborates with and utilizes Centers of Excellence within

the community and technical college system.

4. Likelihood to significantly increase enrollment and completion of the training program the
applicant plans to promote.

5. Whether program helps fill existing needs for skilled workers in the market.

8|Page

Skilled Worker Awareness Training Program Guidelines and Application Materials



6. Demonstration of the following elements, in this order: Evidence the applicant will provide
monetary contributions from its own resources and that the applicant has secured: an
industry partner; or monetary contributions from an industry partner, conditional job
placement guarantees, or articulation agreements.

Successful Applicants must have a valid and current Washington State Business license.

Successful Applicants must not be debarred from entering into business with, or receiving funds from,
the federal government.

Evaluation and Selection Process
General criteria used in the selection process include:

1. Description of how the matching grant will be used to provide outreach, education, and
recruitment for training program.
2. Description of the training programs the applicant plans to promote
- Skills taught by training program
- Number of years the training program has been in operation
3. Enrollment information for the training program
- Projected enroliment
- If program has been in existence: past, current and projected enrollment. Provide
estimated increases in enrollment with matching grant award; and applicant must
provide a comparison of the number of participants who complete the program
over a five-year period, if available.
4. How the training program will or does address specific industry needs or gaps in the workforce.
5. Description of intended or existing partnerships with industry members, including those where
training program participants will have the opportunity to earn income or credit hours.
6. Description of intended or existing partnerships with local Workforce Development Council or
ADO (Associate Economic Development Organizations).
7. Costs or the anticipated costs to implement the Skilled Worker Awareness Program.
8. Matching grant dollars the applicant will commit.
9. If the applicant already has an awareness program, describe existing resources the applicant has
invested in recruiting, outreach, and funding of its skilled workers awareness program.
Unsuccessful Applicant Notification

Unsuccessful Applicants will be notified by e-mail.

Debriefing of Unsuccessful Applicants

A debriefing conference may be requested from an unsuccessful Applicant. The request must
be received by the Program Manager within three business days after receiving email
notification.

Discussion will be limited to a critique of the requesting Applicant’s application. Comparison
evaluation of the other proposals will not be discussed. A debriefing conference may be
conducted in person or on the telephone and will be scheduled for a maximum of one hour.
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