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*Note:  This handbook is intended for private training institutions.  If your school is a University of Minnesota campus or Minnesota State Colleges and Universities (MnSCU) school, please contact Sarah Sinderbrand at DEED (651-259-7534 or sarah.sinderbrand@state.mn.us) for more information.
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[bookmark: _Toc432159235]Introduction
The Workforce Innovation and Opportunity Act (WIOA) was created by the federal government in 2014 to provide services to individuals who need employment and training assistance to fully participate in the labor force. Under WIOA, the Minnesota Department of Employment and Economic Development (DEED) certifies training and educational programs to ensure that these programs meet the standards established by Minnesota’s employment community.

WIOA certification provides a “stamp of approval” to training programs or courses, indicating that they grant a credential and that counselors or WIOA-funded program administrators may collect that credential in their performance measures if their participant successfully completes the training.  WIOA program administrators may still use WIOA funds to provide training that is not WIOA-certified as long as the training institution is “licensed, registered, or deemed otherwise exempt” by the Minnesota Office of Higher Education (OHE).  They will, however, not be able to collect a credential for training unless it is WIOA-certified.  
[bookmark: _Toc227399576][bookmark: _Toc222812604][bookmark: _Toc432159236]WIOA Certification Conditions 
As a WIOA training provider, you understand and accept that you must:  

1. Offer training programs that provide recognized credentials to students upon completion. Examples of credentials are: a diploma, industry-recognized certificate or licensure, an associate degree, or a baccalaureate degree.  For more information on credentials, see DEED’s Credentials and Training Policy or the Frequently Asked Questions section of this document.  

2. Be listed as an education and training provider and have programs or courses listed with up-to-date information on the state’s Eligible Training Provider List (ETPL). List all training programs or courses that are WIOA-certified and/or waiting for WIOA certification on the ETPL.
 
3. Update all training data at least every two years.  As a training provider, you are also responsible for keeping all information on the list up-to-date and accurate.  Under WIOA, training data on the Eligible Training Provider List must be updated at least every two years.  Eligible training providers must ensure that data is updated at least that often to maintain certification.      

4. Know the appeal process for training certification denial or termination of training eligibility. An appeal must be submitted within two weeks after the service provider receives notification. See form in the Appendix.

5. Meet the requirements of the Workforce Innovation and Opportunity Act. If the eligible training provider substantively violates WIOA or intentionally supplies inaccurate information, as determined by the local workforce council and/or the State of Minnesota, program eligibility may be terminated. Local workforce councils and/or the State of Minnesota may take other corrective actions as deemed appropriate.  Under WIOA, providers on the eligible training provider list must provide certain program information (WIOA Section 122(b)(2)).  Required information under federal law includes:

· Information on recognized postsecondary credentials received by participants
· Information on cost of attendance, including costs of tuition and fees, for participants
· Information on the program completion rate of participants
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There are two basic steps for training providers in applying for WIOA certification:  

STEP 1:  Ensure that your training institution is licensed, registered or otherwise exempt by the Minnesota Office of Higher Education (OHE). This must occur before you can list your training institution on the Eligible Training Provider List (ETPL) or seek WIOA certification.  

STEP 2:  Become listed as an eligible education and training provider on the ETPL and list all programs/courses that you would like WIOA-certified.  DEED is currently using its Career Profile Tool (https://apps.deed.state.mn.us/lmi/cpt/Search) as the state ETPL.  Ensure that all required program/course information and data is up to date.  On the application to be listed on the ETPL, indicate the programs for which you request WIOA certification.  Send it to DEED, Workforce Development Division.  Contact is Sarah.Sinderbrand@state.mn.us.    

[bookmark: _Toc222812606][bookmark: _Toc227399579]Once your training institution has completed the two steps above, DEED will review the application information and make a determination on WIOA certification.  DEED will contact the training provider about the certification decision.  If training certification is denied, the training provider can appeal the decision.  Training providers have two weeks from notification to submit the appeal form.  




Note:  The information in this document is for private educational institutions in Minnesota.  If you are seeking WIOA Certification for a program/course that is part of the University of Minnesota or the Minnesota State Colleges and Universities (MNSCU), please contact Sarah Sinderbrand (651-259-7534) or sarah.sinderbrand@state.mn.us for more information.
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[bookmark: _Toc432159238]STEP 1:  OHE Registration
Check to see if your school is licensed, registered or exempt by the Minnesota Office of Higher Education (OHE) or another qualified state agency. If it is, proceed to Step 2. 

[bookmark: content]You can check your status with OHE through reviewing the List of Licensed and Registered Institutions, which can be found by clicking on the preceding link.  

Minnesota schools and colleges that are not regulated by the Office of Higher Education (and therefore exempt), include (but are not limited to):
· Seminaries and other religious institutions 
· Public institutions (University of Minnesota, and Minnesota State Colleges and Universities) 

The following occupational training providers must be licensed by other state agencies:

	Commercial Driving Schools
	Minnesota Department of Public Safety
(651) 284-2000

	Cosmetology
	Minnesota Board of Barber and Cosmetology Examiners
(651) 201-2742 

	Flight Schools
	Minnesota Department of Transportation
(651) 234-7183 or (800) 657-3922

	Nursing Assistant Training
	Minnesota Department of Health
(651) 201-5000 or (888) 345-0823

	Real Estate and Insurance
	Minnesota Department of Commerce
(651) 296-6319 or (800) 657-3978




Contact OHE to inquire if your training institution is not listed as noted above. Inquire whether your training should be licensed, registered or exempt. This must occur before your program/courses can be considered for WIOA Certification or listed on the Eligible Training Provider List.  





[bookmark: _Toc227399582]Contact:  Alexandra Djurovich, 651-259-3962, Alexandra.Djurovich@state.mn.us 
Questions?  Alexandra Djurovich, Minnesota Office of Higher Education
1450 Energy Park Drive, Suite 350    Saint Paul, MN 55108 USA
Email: Alexandra.Djurovich@state.mn.us  Phone: 651-259-3962  Fax: 651-642-0675
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[bookmark: _Toc432159239][bookmark: _Toc222812607]STEP 2:  Eligible Training Provider List Information & WIOA Certification
Please complete DEED’s WorkForce One School Addition Request form found here: https://apps.deed.state.mn.us/survey/wf1.shtml.  

Then, please complete the ETPL application found at this webpage: http://mn.gov/deed/programs-services/dislocated-worker/counselors/training/index.jsp.  There are separate applications for programs and courses; “course” is defined here as an individual class which might be taken as part of a program or might be taken independently, while a “program” is a set of courses organized as a program.  Applications should be submitted to Sarah Sinderbrand at DEED.  

If the data displayed on the Career Profile Tool has not been updated within the past two years, please be sure to submit updated data. 

If you would like any trainings to be WIOA-certified, please be sure to check YES on the ETPL application question.  Also, make sure that information regarding the credential that the training results in is complete and accurate.   

Once you have submitted an application you should hear back shortly (within five business days) to confirm the application.  At this time clarifying questions about your application may also be asked.  Lastly, the contact person listed on the application will be informed when a determination is made on certification.  
Programs and courses do not have to be WIOA-certified to be listed on the ETPL, but programs do have to be listed on the ETPL to be WIOA-certified.
For any questions, please contact Sarah Sinderbrand at sarah.sinderbrand@state.mn.us or 651-259-7534.

















[bookmark: _Toc222812610]
Questions? Contact: Sarah Sinderbrand at DEED, Workforce Development Division
1st National Bank Building    332 Minnesota Street, Suite E200    Saint Paul, MN 55101-2146  USA        
Email:  Sarah.Sinderbrand@state.mn.us  Phone: 651-259-7534  Fax: 651-215-3842
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Q:  My program/course is WIOA-certified in another state.  Is my program/course WIOA-certified in Minnesota?  

A:  If your program is WIOA-certified in another state and you do not have a physical location in Minnesota, you are WIOA-certified in Minnesota as well. If your institution/program has a physical location in Minnesota, you must be WIOA-certified in Minnesota.  If you are WIOA-certified in another state, program counselors will be able to look up your program at: http://www.careeronestop.org/WiaProviderSearch.asp.  

Please note that DEED will only review applications for WIOA certification from programs/courses that are offered through a training institution that has a physical location in Minnesota.  


Q:  What is the difference between a course and a program?

A:  Courses are individual classes that stand alone.  A program is a collection of courses.  It is most common for training providers to get programs WIOA-certified because of the credentialing requirement; it is more common for a program to provide a credential upon completion than an individual course.  Both programs and courses that provide credentials, however, are eligible for WIOA certification.   
    

Q:  I am a worker who has lost their position.  How do I get retraining assistance through WIOA?

A:  WIOA certification is only for training providers.  If you think you are eligible for WIOA-funded training, visit your nearest WorkForce Center and meet with a counselor.  They will help you get the resources you need to get back into the workforce.  

WorkForce Center locations:  
http://mn.gov/deed/job-seekers/workforce-centers/workforce-center-locations/ 


Q:  What will my application for WIOA Certification be evaluated on?

A:  DEED will evaluate your application based on meeting the conditions described earlier in this information packet.  Namely, that:
1) the institution is licensed, registered, or otherwise exempt with OHE (or other governing state agency), 
2) [bookmark: _GoBack]the programs/courses you are pursuing certification for are listed on the ETPL with all required information (see page 2), and
3) that the completion of the programs/courses provides students with an industry-recognized credential.  Credentials, defined below, are important in certification.  Your programs/courses must provide students with a certificate/degree that employers will recognize as qualifying them for a specific occupation.     




Q:  What is a credential? 

A: Credentials are fully and officially defined in the Minnesota Department of Employment and Economic Development’s Credentials and Training Policy.  A credential is the formal recognition of an individual’s attainment of measurable technical or occupational skills necessary to obtain employment or advance within an occupation. These technical or occupational skills are generally based on standards developed or endorsed by employers.  Educational credentials are most commonly termed diploma, certificate, and degree.  

The range of different types of credentials includes:
     1. Educational diplomas, certificates and degrees; 
     2. Registered apprenticeship certificates; 
     3. Occupational licenses (typically awarded by State government agencies); and
     4. Industry-recognized or professional association certifications; and 
     5. Other certificates of skills completion.

A variety of different public and private entities, such as educational institutions, industries, or occupational certifying organizations have the authority to issue a credential. These entities may include:

     •A state educational agency or a state agency responsible for administering vocational and technical education within a state; 

     •An institution of higher education described in Section 102 of the Higher Education programs authorized by Title IV of that Act (20 USC 1002). This includes community colleges, proprietary schools, and all other institutions of higher education that are eligible to participate in federal student financial aid programs; 

     •A professional, industry, or employer organization (e.g. National Institute for Automotive Service Excellence certification, or a National Institute for Metalworking Skills, Inc., Machining Level I credential) or a product manufacturer or developer (e.g. Microsoft Certified Database Administrator, Certified Novell Engineer, or a Sun Certified Java Programmer) using a valid and reliable assessment of an individual’s knowledge, skills, and abilities; 

     •A registered apprenticeship program; 

     •A public regulatory agency, upon an individual’s fulfillment of educational work experience, or skills requirements that are legally necessary for an individual to use an occupational or professional title or to practice an occupation or profession (e.g., FAA aviation mechanic certification, state certified asbestos inspector); 

     •A program that has been approved by the Department of Veterans Affairs to offer education benefits to veterans and other eligible persons; 

     •Job Corps centers that issue certificates; and 

     •An 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.



Q: Do I have to reapply for certification every year?

A: No. In the past, re-certification was required on an annual basis.  Now, certification is automatically renewed.  It is important to note, however, that keeping information on the ETPL up-to-date is important for maintaining a professional appearance for a training provider and attracting students.  Updating data regularly –defined as no less frequently than every two years - is also legally required under WIOA.


Q: Can Adult Basic Education, GED, or ESL programs be WIOA-certified?

A: No. Adult Basic Education (ABE), GED, and ESL courses/programs are considered “General Education” and are not eligible for WIOA certification.  A training institution that primarily provides ABE may, however, offer courses/programs that are eligible for WIOA certification if they meet the other requirements in this handbook and WIOA Certification Policy.  


Q: What is “Provisional Certification”?

A: Local Workforce Investment Boards (WIBs) have the ability to “provisionally certify” a program or course.  Provisional certification is a probationary period lasting up to five years where a program/course is not-yet-certified, but meets counselor approval.  In provisionally certifying courses/programs WIBs must follow the procedures outlined in this handbook as well as DEED’s WIOA Certification Policy and Credentials and Training Policy.   When provisionally certifying a course/program the WIB must notify and consult with DEED as quickly as possible.   

Q: My training program/course prepares students to take a test that provides a credential, but does not actually include taking the test.  Can my program/course be WIOA-certified?

A:  Programs must include an industry-recognized credential upon successful completion to be WIOA-certified. Some credentials require the successful passage of an exam.
If passing an exam is necessary to receive the credential, and the exam is part of the training program, the program can be WIOA-certified.
If passing an exam is necessary to receive the credential, and the exam is NOT part of the training program, but rather taken independently by the student after the program is completed, then the program cannot be WIOA-certified. WIOA program providers may still pay for the training; it will be entered as “non-credentialed training” in WorkForce One (case management system), as the student will not receive the credential as part of the training program.
If passing an exam is not necessary to receive the credential, the program can be WIOA-certified, as long as the student receives an industry-recognized credential upon program completion. For example: assume a student completed a training program that provided an industry-recognized credential. If that same program also prepared that student to take an exam that would result in an additional or higher-level credential, the program could be WIOA-certified, even if the exam was not part of the program, because completing the program had already resulted in that first credential.

  For more information, see DEED’s WIOA Certification Policy and Credentials and Training Policy.   

Q: Can exams alone be WIOA-certified?

A: Exams on their own will not be WIOA-certified, even if they result in a credential.  WIOA certification is for courses or programs that provide training, above and beyond self-study materials.  Dislocated Worker program providers may still pay for exams and collect any credentials earned afterwards.  To do so, they will enter “credential earned without training” in WorkForce One (case management system).  For more information, see DEED’s Credentials and Training Policy.
[bookmark: _Toc432159244]Appendix: Form for an Appeal of Certification Denial or Termination of Eligibility

Training providers can file an appeal for any program that was denied eligibility or had its eligibility terminated. Training providers have two weeks to submit this form after receiving notification of the denial or termination.  Once the form is received:
1. The appeal is routed to the WIOA program certification unit of DEED.
2. Staff is assembled, reviews the information, and renders a decision within two (2) weeks after receipt of the appeal.  The review will consist of examination of all pertinent data, material presented by the program operator, and any material presented by the appropriate local Workforce Investment Board.
3. The decision is communicated with the program operator.  The decision is final.  

CONTACT INFORMATION
	Training Program Provider:
	

	Institutional Code:
	

	Contact Name:
	

	Address:

	

	Phone Number:
	

	Contact E-mail address
	



PROGRAM INFORMATION
Name of Program for which an appeal is being made 
	



	Program Code
	
	CIP Code
	



APPEAL INFORMATION
	Did the program meet the required data and performance standards?
	YES
	
	
	NO
	



If no, were there extenuating circumstances that prevented the program from meeting the required data and performance standards: (additional space can be added if necessary)

1. Demography of Participants 
	





2. Economic Conditions
	







3. Temporary School Conditions
	





4. Other (additional space can be added if necessary)
	








SIGNATURE
Applicant 
	



Contact Name’s Signature
	



Date Submitted

DEED
	



Received By
	



Date Received

Disposition of the Appeal 
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Questions? Contact: Ryan Merz at DEED, Workforce Development Division
1st National Bank Building    332 Minnesota Street, Suite E200    Saint Paul, MN 55101-2146  USA        
Email: Ryan.Merz@state.mn.us  Phone: 651-259-7589  Fax: 651-215-3842

Questions? Contact: Sarah Sinderbrand at DEED, Workforce Development Division
1st National Bank Building    332 Minnesota Street, Suite E200    Saint Paul, MN 55101-2146  USA        
Email:  Sarah.Sinderbrand@state.mn.us  Phone: 651-259-7534  Fax: 651-215-3842
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