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	Application Instructions

	
	Employment and Training for Self-Sufficiency (ETSS) 

Grants



GENERAL INSTRUCTIONS – How to Apply
Section 1
Programs
Employment and Training for Self-Sufficiency (ETSS) grants are available through the Department of Workforce Services to provide employment and training opportunities that help income eligible individuals develop skills so they can increase their wages.  Applications are to be prepared by a training provider in partnership with a business in need of workers, and the local DWS Workforce Center.  Eligible entities are encouraged to submit a proposal under one of the following program options below.  Applications that do not demonstrate a strong partnership shall be considered non-responsive to the application requirements and shall not be considered for funding.
Program Option #1
Gender Wage Disparity

Gender wage disparity programs are designed to decrease the gender wage gap in Wyoming by providing females with training in non-traditional occupations.  Life-skills training and group, individual or couples counseling is a mandatory component for programs funded under this option. 
Program Goal #2
Vocational Job Training


Vocational training programs are designed to prepare individuals to enter high-demand occupations with better wages.  Life-skills training and group, individual or couples counseling is a mandatory component for programs funded under this option. 
Section 2 
Application Format Requirements

The Department of Workforce Services shall screen all applications in order ensure compliance with the requirements of the application process.  Any application that does not meet the mandatory requirements or follow the provided format will be considered non-responsive and will receive no further consideration for funding.

The application in its entirety must be submitted electronically, in MS Word format via email to dwsetssapps@state.wy.us   The emailed application must include the cover page, signature page, narrative, budget worksheet and budget narrative, and all attachments and/or support letters.  Any scanned documents will be submitted in .pdf or .jpg format.  In addition to the scanned copy forwarded with the application, original signed documents must be forwarded through mail, overnight delivery, or in person.  DWS will not scan application documents.  Applications which cannot be emailed in their entirety will be returned without action.
A separate application must be submitted for each training program.
The text of the application must be typed with a standard font size of 12, double-spaced, on one (1) side of a standard (8.5 x 11 inch) white page.  Margins must be one (1) inch on all sides.  The application narrative shall not exceed ten (10) pages.  Number all application pages and clearly label attachments or enclosures.  Use of graphs, maps, and tables is permitted.  The Application Cover Page, charts, exhibits, the Budget Worksheet, and supporting documentation are not counted toward the ten (10) page limit.  

Applications will be accepted from any entity, except State or Federal agencies.  

The training provider and DWS Workforce Center may be required to make a presentation supporting their application.
Section 3
 
Participant Eligibility

Programs funded with ETSS grants must serve eligible participants.  An eligible participant is an individual in a family with a dependant child or dependent children that has an income at or below 185% of the Federal Poverty Guidelines (FPG) for the family size.  To be eligible, the participant must be a resident of Wyoming.

185% FPG amounts are shown in the following table (figures are rounded to the nearest dollar).

185% of the Federal Poverty Guidelines

	            Family Size
	Monthly Income
	Yearly Income

	1
	1,603
	19,240

	2
	2,158
	25,900

	3
	2,713
	32,560

	4
	3,268
	39,220

	5
	3,823
	45,880

	6
	4,378
	52,540

	7
	4,933
	59,200

	8
	5,488
	65,860


For family units of more than eight (8) members, add $555 to the monthly income amount and $6,660 to the yearly income amount for each additional member.

Section 4

Program Design and Training Model Requirements

All programs funded with an ETSS grant shall:

· Target job placement in high-demand occupations;

· Include life-skills training, and group, individual, or couples counseling, if applicable;

· Address job skills such as successful on-the-job behaviors, teamwork, punctuality and maintaining a positive attitude;

· Provide training on filling out a job application, resume preparation, writing skills and interviewing methods;

· Provide participants with skills required for employment in the occupation or field for which they are being trained; and
· Assure there is a probability of success for participants to earn a projected family income of 220% of the FPG.

Section 5

Case Management

Case management increases a participant’s probability successfully completing an employment training program and entering and remaining employed.  Better outcomes, utilizing both case management and supportive services, can be achieved by focusing on a more adequate screening and selection process and by providing quality services to a smaller number of participants.

Case management is a mandatory component for programs funded with an ETSS grant and these services shall be delivered using a “family-centered” model.  The family centered model:

· Focuses on the family as a whole;

· Works with families as partners in identifying and meeting needs;

· Identifies, enhances, and uses family strengths to solve the problems which compromise the family’s functioning and well-being;

· Utilizes a family service plan to include strategies to alleviate problems;

· Determines appropriate goals and steps needed to achieve the goals;

· Provides timely, flexible, coordinated and accessible services; and
· Provides, coordinates and makes referrals to other community services.

Section 6

Reporting Requirements

Entities receiving ETSS funds shall agree to provide the following reports:

Monthly Participant and Program Performance Reports

This report must be submitted within twenty (20) days after the end of each month for the previous month.  The report will be standardized and the format will be provided.  The report shall include, but not be limited to the following information:

· The participant name, address, and social security number;

· The number of participants being served;

· The type of occupation in which the participant is being trained;
· The location where training is taking place;

· The dates that services begin and end for each participant;
· The program exit date and reason for leaving if the program is not completed;

· Whether or not the participant has completed training;  
· Whether or not the participant is employed within 90 days of leaving the program;

· The participant’s date of employment placement;

· The name and address of employer, and 

· The participant’s hiring wage.

Wage data will be verified using Unemployment Insurance (UI) information.

Monthly Financial Invoice

As ETSS programs are operated on a cost-reimbursement basis, program contractors shall submit a monthly invoice, with supporting documents, including all receipts documenting ETSS related expenses, within twenty (20) days after the end of each month for the previous month.  The invoice form is standardized and provided to each contractor.

Cost Performance Report

An annual cost performance report will be due forty-five (45) days after the end of each contract ends.  A summation of all expenses by line item will be submitted using the monthly financial invoice format.  A narrative must be provided if expenditures are less than ninety percent (90%) of the funds granted.  The narrative must explain the circumstances as to why funding goals were not met.  

Final Program Report

A final program report will be due forty-five (45) days after the contract ends.  The report shall comprehensively detail the results of the training program.  The report shall also include:

· The number of participants served;

· The types of occupations in which participants were trained;

· Total expenditures;

· A brief synopsis of the services provided;

· Wage earning information of participants before and after training;

· Reasons why participants didn’t complete training, if applicable;

· Program performance outcomes; and
· Program evaluation results.

Section 7

Performance Outcomes

Performance outcomes measure the program’s effectiveness in helping participants learn skills which will allow them to attain high-demand jobs that provide a wage that helps their family achieve self-sufficiency.

The effectiveness of the training programs will be measured through the following performance standards:
· Wage Progression Rate is the percentage difference between the earnings of participants prior to entering the program compared to their earnings after completing the program.

90% of those who enter training shall be producing a higher income after completing training than they were producing before the training.

· Placed in the Industry is the percentage of individuals who enter employment during or after completing training who are working in the same industry in which they were trained. 

85% of those who enter employment during or after training shall be working in the same industry in which they were trained.

· Livable Earnings Rate is the percentage of individuals who are in a family that has an income of at least 220% FPG after completion of training.

80% of those who participate in training shall be in a family that is earning wages of at least 220% FPG after completing the training program.

Provide detailed information on why your program methods will be effective in meeting these outcomes. 

220% FPG amounts are shown in the following table:
220% of the Federal Poverty Guidelines

	                  Family Size
	Monthly Income
	Yearly Income

	1
	1,907
	22,880

	2
	2,567
	30,800

	3
	3,227
	38,720

	4
	3,887
	46,640

	5
	4,547
	54,560

	6
	5,207
	62,480

	7
	5,867
	70,400

	8
	6,527
	78,320


For family units of more than 8 members, add $660 to the monthly income amount and $7,920 to the yearly income amount for each additional member.

Additionally a report will be due forty-five (45) days are the completion of each training program.  The report shall contain the following:

· The number of participants who enroll in and complete the training as well as the participants who acquire employment and achieve an increase in wages;

· A professional evaluation and final progress report for each participant’s family;

· Information about the detailed study and analysis of the program completed by the contractor and how the findings will be used to improve the program; and
· Any information that pertains to changes in hourly wages, childcare, food stamps and healthcare subsidies before and after training so that levels of reliance on State funding may be evaluated. 

Section 8

Contract and Payment

Entities receiving ETSS funds shall consent to the following requirements:
· Contractors shall comply with all Federal and State regulations, policies, guidelines, and requirements which pertain to the ETSS program;

· Contractors shall enter into a contract with DWS.  No payment shall be made for services performed before the date upon which the last required signature is affixed to the contract;

· No application will be considered that modifies, in any manner, any of the provisions, specifications or minimum requirements set forth in these instructions; and
· No funds will be reimbursed to contractors prior to signing a contract.  Programs shall be operated on a cost-reimbursement basis with the contractor billing DWS twenty (20) days after the end of each month for the previous month.  

Section 9

Administrative Costs Limit
Administrative costs are limited to four percent (4%) of the total allowable direct costs.  Administrative costs are defined as the costs necessary to perform overall general administrative functions and coordination of those functions.  This includes:

· Accounting and payroll functions;

· Salaries and indirect costs associated with performing administrative functions;

· Supplies, travel, postage, utilities and office space related to the administration of a program;

· Activities related to eligibility determinations;

· Preparation of the program plan, budget, and schedules;

· Program monitoring and audits of service functions;

· Technology/management information systems (including data tracking for performance) not related to payroll, personnel, or other administrative functions; and
· Any contractual administrative costs.

The following are considered to be non-administrative costs:

· Direct cost of providing program services including client activities assessment, case management, etc.;

· Salaries and indirect costs associated with performing service functions;

· Supplies, equipment, travel, postage, utilities and office space related to performing of service functions; and
· Evaluations of service functions.

Section 10

Unallowable Program Costs

The following are examples of Unallowable Program Costs:
· Purchase of vehicles;

· Purchase, lease, or rental of equipment;

· Purchase of businesses;

· Renovation, construction, or purchase (including payment of a mortgage) of a building used for program operation;

· Payment of bad debts, or interest payments as a result of credit agreement;

· Medical Services;

· Payment of stipends to program participants without prior authorization from DWS;

· Payment of ongoing basic needs (cash, food, or housing) beyond four (4) months;

· Services/materials determined to be inappropriate in their relation to program delivery;

· Gifts;

· Lobbying efforts by personnel being paid by these funds;

· Supplanting funds or satisfying a required State matching requirement in other programs;

· Purchase of alcohol and/or drugs; and

· Services provided to individuals without a dependent child(ren).

Section  11        Cost of Salaries and Related Benefits
The cost of salaries and related benefits should be calculated only for the percentage of time personnel work on ETSS funded activities.  For example, a project director may be employed full time, but only four (4) hours per week are allocated for ETSS funded activities.  Only the four (4) hours per week can be considered as an allowable cost, not the entire annual salary.  

Program operations are allowed for only the percentage of time the facility is utilized for services related to ETSS.  For example, a contractor may receive funding from multiple sources.  Only the amount of time the applicant(s) facilities are used for ETSS services can be allocated as an ETSS expense.  ETSS funds must not be used to subsidize a facility’s operations for other programs.

Section 12

Attachments and Other Documentation

Partnerships with local businesses are vital to helping place participants who have completed program training.  Include letters of support from the business partner(s) that will be interviewing and hiring the program participants.  Each letter will include the number of trainees that the business needs to hire as a result of the training program.

Include any other documentation that supports any section of the narrative or better explains information provided in the application.

Section 13
Contact Information
Questions regarding these application instructions or the application itself must be submitted electronically to the following individual:

Jeff White, ETSS Program Manager

Department of Workforce Services


Business Training & Outreach Division (BTO)

122 West 25th Street

Herschler Building, 2nd Floor East

Cheyenne, WY  82002-0060

Telephone: (307) 777-5739

Fax: (307) 777-5857

E-mail:  jwhite3@state.wy.us
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