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Tompkins County Workforce Development Board  
Executive Committee  

MINUTES 
 

Tuesday, February 7, 2023 | TC Workforce Development Board Conference Room 

  

Present:   S. Pronti, J. Matteson, K. Franzese, K. Babuka, B. Nugent 

Excused  

Staff: C. Sponn, D. Achilles 

Guest:  

Call to Order 

Mr. Pronti, Executive Committee Chair, called the meeting to order at 8:16 a.m. 

Approval of Minutes – January 10, 2023 
 

It was moved by Ms. Franzese, seconded by Mr. Matteson, and unanimously 
adopted by voice vote of members present to approve the minutes of January 10, 2023. 

 

Approval of Youth Work Experience Policy 
 

It was moved by Ms. Babuka, seconded by Ms. Franzese, and unanimously adopted 
by voice vote of members present to approve the Youth Work Experience Policy. 

 

Financial Reports – December 2022 

 Ms. Achilles reported the Workforce Development Board Financials for December 
2022 is at 56% due to paying for subscriptions for Chruma (JobEQ) and Arrival to 
Departure yearly programing update for the website.  

 Ms. Achilles reported that the revenue is on track. The Board is waiting for the 4th 
Advance for Summer Youth Employment Program.   

  Ms. Achilles reported the Office of Employment Training December 2022 Financials 
have slightly low percentages. The OET staff wage and fringe are lower than expected 
due to not being fully staffed with 2 opening – Transitional Workforce Specialist (Youth 
Staff) and Workforce Development Coordinator.   
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Ms. Achilles reviewed the December 2022 Desk Review that was received from 
FOTA. Ms. Achilles reported that Mr. Sponn and herself are in conversations and watching 
the 50% expectation for PY21 and PY22 for OS. If the State increases back to the original 
expectations of OS 80% and YWE 20% , OET will have to do outreach to OS youth.  

Ms. Achilles reported last meeting of concerns about WIOA Transitional Jobs 
percentage being above the 10% allowed by WIOA regulations. With additional funds the 
PY21 Transitional Jobs for Adult and DW ended with 9.66%. Currently for PY22 OET is at 
5.60% that will have to be monitored so that PY22 does not go above the 10%.  

Ms. Achilles reported that PY21 is fully expended and now spending PY22 that OET 
has a year and 5 month to expend full allocation. 

Ms. Achilles reported that NY-SCION grant year 1 ended December 2022 with very 
little allocation left. Year 2 NY-SCION NOA has been received. 

Ms. Achilles reported that ER-NDWG grant is expended at 79.97% and have until 
September 30, 2023, to expend all funds. 

Ms. Achilles reported that she is working with Ms. Emery at NYSDOL on 2 customers 
in the Trade Act funding. Ms. Achilles reviewed the information on Trade Act and 
customers that are being served with Trade Act funding.  

 

Committee Updates 

 
Youth Oversight Committee 

 
 Mr. Sponn reported the Youth Oversight Committee has been working on WIOA 
Youth RFP and SYEP 2023 RFP. WIOA Youth RFP was released and will end on February 9, 
2023, and SYEP 2023 RFP was released and will end February 23, 2023.  
 
 Mr. Sponn reported that Ms. Callahan has resigned from OET on February 1, 2023 
 
 Mr. Sponn reported that Mr. Clemons has stepped down from the Youth Oversight 
Committee due to other obligations. 
 
 Mr. Sponn reported that the Committee has reviewed, and some members have 
signed the Transparency & Integrity form and the Conflict-of-Interest form. Mr. Sponn 
will review at Full Board meeting in March 2023. 
 
 Mr. Sponn reported that the Committee is having discussions around possible new 
members. 
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One Stop Operation and Oversight Committee 
 
 Mr. Sponn reported that the One Stop Operations and Oversight Committee have 
been in discussions around living wage. 
 

Governance and Membership Committee 
 
 Ms. Babuka reported the Committee reviewed possible candidates for the 
treasurer vacancies on the Board.  Mr. Sponn reported that the possible candidate is 
unable to fill the treasure vacancy. 
 

Services to Individuals with Disabilities 
 
 Mr. Matteson reported that the Committee will meet next Tuesday, February 14, 
2023. 
 
 Mr. Sponn reported that the Committee had a presentation from Commisssion of 
the Blind by Ms. Kearney and Mr. Stewart. 
 
Director’s Report 
 

MOU Update 
 
 Mr. Sponn reported to the Committee that the Status of the MOU is the same it is 
currently with the Council’s Office at the State. 

 
 Workforce Board and Office of Employment & Training Restructure 
 

Mr. Sponn reported to the Committee that the new restructure was unable to be 
presented at the Legislature meeting in February due to have to reconfigure the firewall 
and getting approval from FOTA and NYSDOL. 

 NYATEP Director’s Meeting   

 Mr. Sponn Reported to the Committee he attended the NYSATEP conference in 
Albany on Wednesday, January 25, 2023 in person. Mr. Sponn reported that this was a 
good opportunity to have discussions with other Workforce Development Directors. Mr. 
Sponn reported that there were conversations around Miro chips technology.  

  IAED Direct to Work Collaboration 

Mr. Sponn reported that he is working with Ms. Szabo from IAED on a 4 week 
program to accommodate soft skills for manufacturing through virtual reality. At the 
completion of the program there will be a incentive for $500.00 

Mr. Sponn shared Tompkins Weekly newspaper with the Committee with Mr. 
Matteson at the Chambers reopening at the new location.  
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Mr. Pronti inquired about BorgWarner and the layoffs that will be happening.  

Mr. Sponn responded that the layoffs will be happening next year and he is 
meeting with BorgWarner next month. 

Mr. Sponn reported that there was 2 interviews for the Workforce Development 
Associates position and the that the candidate had was not appropriate  for what the 
Board is looking for. Mr. Sponn let the Committee know that the position will not be 
posted again, due to that position will not be included on the restructure.  

 

The meeting adjourned at 8:57 a.m.  
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Tompkins County Workforce Development Board 
WIOA YOUTH Work Experience Policy 

 
Purpose 
The purpose of this policy is to define eligibility, assignment, documentation, duration, and salary for 
Work Experiences assigned to youth enrolled in the WIOA Youth Program. Work Experiences can be 
paid or unpaid and are assigned to help job-ready youth learn soft skills such as attendance, teamwork, 
initiative, etc., as well as job related skills they can use to progress towards their career goals. 

 
Background 
At least 20% of the program year’s Youth Fund (net of Admin portion) must be spent in Youth 
Work Experience as set by WIOA Section 129 (c)(4). Allowable Work Experience expenses include 
the following (per TEGL 8-15): 

• Wages and Stipends paid for participation in a work experience; 
• Staff time working to identify and develop a work experience opportunity, including staff time 

spent working with employers to identify and develop a work experience opportunity; 
• Staff time working with employers to ensure a successful work experience, including staff time 

spent managing the work experience; 
• Staff time spent evaluating the work experience; 
• Participant work experience orientation sessions; 
• Employer work experience orientation sessions; 
• Classroom training or the required academic education component directly related to the work 

experience; 
• Incentive payments directly tied to the completion of the work experience; and 
• Employability skills/job readiness training to prepare youth for a work experience. 

All other expenses not defined as above will not be allowable work experience expenses. Supportive 
services are a separate program element and cannot be counted toward the work experience expenditure 
requirement even if the supportive services assist the youth in participating in the work experience (per 
TEGL 21-16). 

 
Policy 
Eligibility: 
All youth assessed as eligible youth under WIOA Section 129(a)(1) and enrolled in the WIOA 
Youth program will be eligible for Youth Work Experience. Youth are required to develop a career 
pathway before beginning a Work Experience. If a youth is unsure of their career goal(s), they should 
complete further career exploration through Career Zone, O*Net Interest Profiler, use of Labor Market 
Information, etc. and/or through Job Shadow experience(s) before beginning a Work Experience. 
Note: Job Shadows can be completed in a couple of hours to a couple of days to expose youth to different 
careers they are interested in but are not sure that they want to pursue. Job Shadows are unpaid, and 
youth can complete as many as necessary to determine their career pathway. 
A youth’s career pathway should be clearly defined in their Individual Service Strategy (ISS) before 
beginning a Work Experience. 
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Definition of the Work Experience: 
According to the Federal Register Vol 81, no. 161-681.600, Work Experiences: 

• are a planned, structured learning experience that takes place in a workplace for a limited period 
of time. 

• may be payed or unpaid, as appropriate. 
• may take place in the private for-profit sector, the non-profit sector, or the public sector. 
• provide the youth participant with opportunities for career exploration and skill development. 
• must include academic and occupational education. The educational component may occur 

concurrently or sequentially with the work experience. Further academic and occupational 
education may occur inside or outside the workplace. 

 
Labor Standards: 
Labor Standards apply in any Work Experience where an employee/employer relationship, as defined by 
the Fair Labor Standards Act or applicable State law, exists. Funds provided for work experiences may 
not be used to directly or indirectly aid in the filling of a job opening that is vacant because the former 
occupant is on strike or is being locked out in the course of a labor dispute, or the filling of which is 
otherwise an issue in a labor dispute involving a work stoppage. 

 
Types of Work Experience: 
Work experiences are meant to be short-term, planned, structured job-related learning experiences. The 
types of Work Experience for eligible youth include the following categories: 
1.) Summer Employment opportunities and other employment opportunities available throughout the 
school year; 
2.) Pre-apprenticeship programs; 
3.) Internships and job shadowing; and 
4.) On-the-job training (OJT) opportunities as defined in WIOA sec. 3(44) and in §680.700 of the same 
chapter. 

 
Reasons for Work Experience: 
1.) Assessment (determine youth’s readiness, skills needed, interests, etc.) Note: Work Experience(s) for 
assessment purposes should be brief (i.e. job shadow, career exploration) and may occur as often as 
needed. It is recommended that a single Work Experience for assessment purposes last no longer than 4 
weeks maximum. 
2.) Skill Gain (i.e. soft or hard skills needed for the youth’s identified career pathway) 
3.) Reference Gain (i.e. development of work history) 
4.) Potential for unsubsidized employment/hire upon completion of the Work Experience 

 
Duration of the Work Experience: 
As Work Experience are meant to be short-term, planned, structured job-related learning experiences, 
there will be a maximum hour limit set for a youth’s lifetime. This should be clearly communicated with 
the youth and with the worksites before a work experience begins. The TCWDB has set local limit that 
each youth is allotted up to a total of 480 hours (i.e. 12 weeks of full time work) of paid Work 
Experience during their enrollment in the WIOA youth program provided funding is available. Note: 
Any unpaid work experiences such as job shadowing does not detract from the 480 hours. 
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Administrative Override: There may be instances where a youth will need more than 480 hours of paid 
work experience support (i.e. youth with disabilities requiring extensive job coaching). Staff must submit 
thorough documentation of support for why additional hours are needed for this youth, with a timeline for 
how many additional hours are needed, not to be extended “indefinitely”. The purpose of the work 
experience is to transition to unsubsidized work; therefore, a detailed plan of transition must be in place 
for any youth determined to need an extension of hours. The use of an Administrative Override is pending 
on funding availability, to be determined on a case-by-case basis. 

 
Education/Training Component: 
At least one education/training component must be incorporated into the Work Experience as defined in 
TEGL 21-16: “workforce preparation activities, basic academic skills, and hands-on occupational skills 
training are to be taught within the same time frame and connected to training in a specific occupation, 
occupational cluster, or career pathway”. Therefore, the education/training component(s) should: 

• directly relate to the Work Experience and assist the youth with their career goals; 
• be clearly defined in the youth’s ISS before the youth starts a Work Experience; 
• occur inside or outside the workplace; and 
• occur either concurrently or sequentially with the Work Experience. 

In keeping with best practice regarding youth development and learning theory, it is recommended that 
the education/training component occur concurrently with the Work Experience and occur inside the 
workplace. 
Note: HSE Classes and general Work Readiness Workshops can not count as the education/training 
component unless it specifically relates the work experience/needs of the youth to obtain their career 
goal(s) and is documented as such in the youth’s ISS and in OSOS Comments. 

 
Fiscal Management: 
Youth will earn at least the NYS minimum wage and agreed amount in contract. Youth counselors 
are responsible for collecting youth’s timesheets, submitting to their fiscal departments, and putting a 
copy of the timesheet in the youth’s paper file. Each youth counselor’s fiscal department will control 
payroll and produce checks, and the youth counselor is responsible for delivering checks to youth. 

 
WIOA Youth priority on Work Experience: WIOA places a priority on providing valuable work 
experiences to youth and has set a 20% minimum budget expenditure to go towards the Work 
Experience. Youth counselors should communicate with their fiscal department and/or direct Supervisor 
to track if they are spending at least 20% of their budget on Work Experience, and to make sure they 
know how much money is left to spend on Work Experience throughout the fiscal year. TEGL 23-14 
states that this 20% minimum is calculated based on overall non-administrative local area youth funds 
and is not applied separately for In School Youth (ISY) and Out of School Youth (OSY). 

 

Procedure 
1.) Assess eligibility of youth under WIOA Section 129(a)(1). Once eligibility in the WIOA Youth 
program is established, all youth must complete: 

• an Objective Assessment (following TCWDB Objective Assessment Policy guidelines); and 
• an ISS which clearly outlines a youths’ career pathway (if career pathway is unknown, refer to 

Eligibility section above for career exploration options). 
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2.) Staff must document the assignment of a Work Experience in OSOS as a Service provided (use 
Achievement Objective tab in the Customer Module, Services Window, Services Tab), and further 
document in OSOS Comments the Work Experience location, start date, job duties, education/training 
component, correlation with career pathway, progress and end date. Any updates to the youth’s ISS 
should be updated in OSOS as well. For further directive, staff should please refer to the “411 on WIOA 
Title I Youth Program Services” (Nov. 2019 updated) document. 
3.) A Work Experience assignment should correlate with the youth’s career pathway, take any 
disabilities/limitations into consideration, and be age appropriate (comply with labor laws). 
4.) Employers providing Work Experiences should complete a Worksite Agreement and copies should 
be kept in the youth’s paper file for access during monitoring procedures. Each worksite should have at 
least one designated Worksite Supervisor who the youth report to, signs timesheets, and provides 
updates/evaluation feedback to the youth counselor. 
5.) Worksite Supervisors and Youth must both sign a completed Job Training Outline which specifies 
the youth’s work experience goals, academic and occupational education components that will be 
incorporated, and a detailed work description (hourly wage rate, number of hours to be worked per week, 
start and end date, general work duties, etc.). 
4.) Copies of timesheets should be kept in the youth’s paper file along with copies of any payroll 
documents. 
5.) Youth counselors are to maintain routine communication with Worksite Supervisors to: 

• determine what new skills the youth has learned; 
• obtain feedback from the worksite supervisor; 
• ensure the youth is complying with their assigned work schedule; 
• determine if the worksite is a good fit for the youth; and 
• determine how long the youth is expected to remain at the worksite. 

If it is determined that the youth is not a good fit for the worksite, or if the youth redefines their career 
pathway, the youth may be reassigned to a new Work Experience. Youth counselors and/or Worksite 
Supervisors have the right to end a youth’s Work Experience early due to any misconduct on the youth’s 
part. 
6.) Evaluation forms should be given to all Worksite Supervisors to complete on a routine basis 
(attaching the evaluation form to the youth’s timesheet is an effective method to encourage evaluation 
completion). Questions/Comments sections can be general or tailored specifically to address specific 
concerns/barriers with the youth’s progress. 
7.) Site Visits should be conducted on a routine basis and can be scheduled in advance to ensure the 
Worksite Supervisor and youth will be available or can be unannounced as the Youth counselor sees fit. 
8.) It is the responsibility of the Youth counselor to meet the needs of the Business (worksite) and 
maintain a successful working relationship while tracking youth’s progress and providing WIOA-based 
Supportive Services and activities to the youth as needed for their success. 
9.) Education/Training Component: see section above re: incorporation of concurrent or sequential 
education/training component; documentation in ISS and OSOS Comments must clearly outline the 
connection of the education/training component to the youth’s identified career pathway. 
10.) The Worksite Supervisor and the youth should be notified at least 1 week prior to the youth’s final 
day of work. Youth should be encouraged to speak with their Supervisor about continuing employment 
or obtaining a professional job reference to aid in their job search. The end date of the youth’s Work 
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Experience should be noted in both the youth’s ISS and in the OSOS Services Tab and Comments 
section. 
11.) Updated record should be kept ensuring youth does not surpass their maximum lifetime allotment of 
480 hours of paid work experience (exceptions to maximum hours apply in the event of an 
Administrative Override occurring; however, detailed records must still be maintained). 



50% of yr.

Fiscal Year 2022 - 2023 Budget Dec-21 Dec-22 YTD Balance

YTD % of 

Budget

Staff Wage 288,229 14,969.10 31,647.80 126,366.21 161,862.79 44%

Fringe 131,474 7,888.70 14,874.50 59,392.16 72,081.84 45%

Rent/Taxes 32,640 1,636.00 2,720.00 16,320.00 16,320.00 50%

Professional Services 1,500 4,500.00 1,500.00 1,500.00 0.00 100%

Office Supplies 2,000 61.33 77.78 1,419.97 580.03 71%

Office Furnishings 1,000 939.96 0.00 365.35 634.65 37%

Heat/Electric 0 194.69 0.00 0.00 0.00 0%

Software/Hardware 1,000 0.00 0.00 269.25 730.75 27%

Computer Equipment 3,000 476.00 0.00 351.49 2,648.51 12%

Postage 35 0.00 0.00 0.00 35.00 0%

Travel Training 6,000 1,548.62 649.00 2,057.76 3,942.24 34%

Local Travel 1,000 0.00 0.00 0.00 1,000.00 0%

Phone 5,000 206.77 295.84 2,485.95 2,514.05 50%

Membership Dues 5,100 0.00 0.00 0.00 5,100.00 0%

Sub Contracts 1,277,299 85,696.03 121,682.38 769,165.10 508,133.90 60%

IT Services 2,100 0.00 0.00 0.00 2,100.00 0%

Books, Subs & Periodicals 700 40.00 0.00 40.00 660.00 6%

Advertising 500 0.00 66.20 66.20 433.80 13%

Program Expenses 6,120 1,513.97 0.00 4,869.67 1,250.33 80%

Printing 3,000 0.00 0.00 148.91 2,851.09 5%

Meeting Expenses (Food, Supplies & Meeting Space) 2,480 0.00 0.00 1,320.00 1,160.00 0%

Total Expenditures 1,770,177 119,671.17 173,513.50 986,138.02 784,038.98 56%

Budget Dec-21 Dec-22 YTD Balance

YTD % of 

Budget

Revenue

WIOA Admin 80,000 5,680.60 3,597.45 15,804.47 64,195.53 20%

WIOA Adult 205,500 11,886.00 12,982.99 105,680.04 99,819.96 51%

WIOA Dislocated Worker 169,000 14,836.98 7,735.94 68,797.38 100,202.62 41%

WIOA Youth 529,000 29,238.46 21,685.98 202,725.79 326,274.21 38%

SYEP 355,751 0.00 0.00 302,389.00 53,362.00 85%

County 292,378 19,732.97 36,310.79 123,840.97 168,537.03 42%

Tourism 13,500 0.00 1,678.96 12,258.14 1,241.86 91%

ER-NDWG 13,200 0.00 89.58 9,542.34 3,657.66 72%

Misc - Park Foundation, Community Foundation, United Way 0 0.00 0.00 162,200.00 0.00 0%

NY-SCION 96,848 0.00 7,431.22 45,037.67 51,810.33 47%

Ticket to Work 15,000 0.00 0.00 0.00 15,000.00 0%

Total Revenue 1,770,177 81,375.01 91,512.91 1,048,275.80 884,101.20 59%

*All Expenditures and Revenue are recorded on a cash basis and as such records may show a shortfall or surplus.

 This is not an operating expense concern.

Tompkins County Workforce Development Board

Budget Statement

31-Dec-22

Expenditures:



50% of yr.

Fiscal Year 2022-2023 Budget Dec-21 Dec-22

2022 -2023 

YTD

2022-2023 

Balance

YTD % of 

Budget

Expenditures

Staff Wage 388,689 41941.98 35317.79 141854.08 246834.92 36%

Fringe 177,190 22103.43 14986.85 62636.03 114553.97 35%

Rent/Taxes 32,810 1315.35 7910.90 14187.59 18622.41 43%

Copier Contract 599 0.00 43.19 213.42 385.58 36%

Phone Maintenance 490 0.00 0.00 0.00 490.00 0%

Office Supplies 418 0.00 0.00 0.00 418.00 0%

Office Furnishings 418 0.00 0.00 0.00 418.00 0%

Postage 348 0.00 0.00 125.80 222.20 36%

Travel Training 6,964 122.15 0.00 1182.36 5781.64 17%

Local Travel 3,621 41.10 102.81 702.77 2918.23 19%

Phone 2948 998.14 159.72 -10044.62 12992.62 -341%

Membership Dues 209 0.00 0.00 0.00 209.00 0%

Books, Subscriptions & Periodicals 2960 0.00 0.00 731.97 2228.03 25%

Computer Software/Hardware 696 0.00 0.00 0.00 696.00 0%

IT Services 2,512 0.00 0.00 0.00 2512.00 0%

Printing 1276 52.66 14.26 259.04 1016.96 20%

Sub Contract 4000 0.00 0.00 0.00 4000.00 0%

Supportive Services 26,000 1299.08 471.50 7880.19 18119.81 30%

Tuition 68058 0.00 8037.00 43954.00 24104.00 65%

OJT 85900 0.00 0.00 2033.03 83866.97 2%

Participant Wages 125000 5081.26 12921.66 85795.69 39204.31 69%

Participant Fringe 14,571 645.32 1485.99 9866.51 4704.49 68%

Total Expenditures 945,677 73600.47 81451.67 361377.86 584299.14 38%

Adm, Adult, IS/OS Youth, DW, ER-NDWG Expenses only in summary

0

Tompkins County Office of Employment Training

Budget Statement

31-Dec-22
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