
|     Equal Opportunity Employer/Program     |     Auxiliary aids and services are available upon request to individuals with disabilities  •  TDD# 800-259-5154     | 

 
 

   
 
OFFICE OF OCCUPATIONAL INFORMATION SERVICES  

 
 
 
 

WIA Eligible Training Provider Manual 
 

August 2009 
 
 

Bobby Jindal 
Governor 

 
 

Curt Eysink, Executive Director 
Louisiana Workforce Commission 

 
 

Raj Jindal, Director 
Information Technology 

 
  

Michael “Dino” DeMarte, Director 
Research and Statistics Division 

 
 

1001 North 23rd Street 
P. O. Box 94094 

Baton Rouge, Louisiana 70804-9094 
(225) 342-3141, (888) 302-7662 

FAX (225) 219-7759 
 

Visit our Web site at www.LAWORKS.net 
 

 
 
 
 
 
 
 
 
 

 
 
 

http://www.laworks.net/


|     Equal Opportunity Employer/Program     |     Auxiliary aids and services are available upon request to individuals with disabilities  •  TDD# 800-259-5154     | 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The total cost of publishing 100 copies of this public document, including first printing and reprints, 
was $38.00.  The Louisiana Workforce Commission, Office of Occupational Information Services, 
Research and Statistics Division, P.O. BOX 94094, Baton Rouge LA 70804-9094 published this 
document.  Its purpose is to disseminate information pertaining to labor market developments and 
employment trends under the authority of Part 602.6, Title 20, and Chapter V. of the Code of Federal 
Regulations.  It was printed in accordance with the standards for printing by state agencies established 
pursuant to R. S. 43:31. 
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Our vision 

The Louisiana Workforce Commission will be  
an indispensable provider of workforce solutions. 

 
 

Our mission 
The Louisiana Workforce Commission will lead the development  

of the system that delivers the workforce needed  
by Louisiana’s current and future employers. 
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Preface  
 

The Louisiana Occupational Information System (LOIS) is a comprehensive labor market 
information system created by Act 1 of the 1997 legislative session.  LOIS and its enhancements 
were developed by the Louisiana Workforce Commission’s (LWC’s) Office of Occupational 
Information Services and Geographic Solutions, Inc., of Palm Harbor, Florida.  It was designed to 
provide a broad range of labor market information, including information about post-secondary 
training providers, as well as program performance data (referred to as “SCORECARD”).  

An integral component of LOIS allows training providers to display current information about their 
programs.  This component is comprised of data entry screens, accessible via the Internet, in 
which training providers maintain the school’s profile and program information.    

Through a joint effort between LWC’s Office of Occupational Information Services and Office of 
Workforce Development, these on-line data entry screens evolved into a statewide application 
used in the certification process for program eligibility under the Workforce Investment Act of 
1998.  Those programs that have been approved by a Workforce Investment Board (WIB) are 
eligible to receive WIA adult/dislocated participants who have been issued Individual Training 
Accounts (ITAs).  

This training packet was developed to aid representatives from schools and WIBs on utilization of 
the system.  The packet contains Frequently Asked Questions (FAQs), Internet access 
instructions, examples of Web displays, technical tips, a template for student data collection (to 
process performance outcomes of the program for Scorecard and WIA), and a password 
request/contact information form.  This training packet is available on the LWC Web site at 
www.LAWORKS.net under the Workforce Development tab,  “WIA Eligible Training Provider 
Information”.  
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Acronyms and Definitions  

CIP - Classification of Instructional Program  
 
Completer - A student who has demonstrated the competencies required for a program and has been 
awarded the appropriate certificate or diploma of completion.  
 
CRS – Consumer Reporting System 
 
Eligible Training Provider - An eligible training provider is an organization, entity or institution such as a 
public or private college and university, community based organization, or proprietary school for which 
program(s) have been approved by a Louisiana Workforce Investment Board and submitted to the state 
for inclusion on the statewide eligible training provider list.  
 
ETPL - Eligible Training Provider List  
 
Exiters - All individuals who leave an institution within a given academic year.  This is the sum of all 
completers and non-completers.  
 
ITA – Individual Training Account  
 
LAVOS – Louisiana Virtual One Stop  
 
LOIS – Louisiana Occupational Information System  
 
LWC – Louisiana Workforce Commission  
 
LWIC – Louisiana Workforce Investment Council 
 
Non-completer - An individual who, for a variety of reasons, has withdrawn from an institution within a 
given academic year without obtaining a degree or certificate.  
 
Program - Training services consisting of one or more courses or classes that, upon successful 
completion, lead to a certificate, an associate degree, a baccalaureate degree, or a competency or skill 
recognized by employers.  
 
Program Year - Refers to the calendar period between June 1 of one year and May 31 of the following 
year.  
 
Scorecard - The performance based data on post-secondary training programs in the state, and is based 
on the employment tracking of students who exit the program.  
 
WIA – Workforce Investment Act  
 
WIB – Workforce Investment Board (also called LWIB for Louisiana WIB) 

1
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Frequently Asked Questions  

1.  What is WIA?  The Workforce Investment Act (WIA) of 1998 was established to further the 
education, and increase the occupational skill attainment of adults and dislocated workers.    

2.  What is ITA?  Individuals are given Individual Training Account (ITA) vouchers, which they 
can use at an Eligible Training Program of their choice.  

3.  How can my institution become a certified training provider under WIA?  To apply for 
program eligibility, you must be licensed or exempt from licensure, complete a password 
request form, fill out an on line application, and be approved by a Louisiana Workforce 
Investment Board (LWIB).     

4.  When is the deadline to apply for eligibility?  Local WIBs meet throughout the year and will 
review any new applications they receive. 

5.  When will I need to reapply for certification?  Providers will need to apply annually to have 
their program(s) initially certified or recertified.  The ETPL is in effect between January 1 and 
December 31 of each calendar year.  It is recommended that applications be completed no 
later than November 1 each year in order to assure that a program that meets or exceeds the 
state minimum performance standards remains on the ETPL from year to year.  

6.  How long does it take to become certified once my application is completed?  The 
local WIBs have no later than 60 days from the date that the application is received to 
make a determination on eligibility.  If approved, LWC has 30 days to verify the information 
and place the program on the statewide eligible training provider list (ETPL).   

7.  How will I be notified that my program has been approved?  You may check program 
eligibility status by logging into the Virtual One-Stop using your user ID and password. From 
the main menu choose “Reports” then choose “Program Review Status”.  

8.   How do I find the statewide eligible training provider list (ETPL)?  The Internet gateway 
is through LWC’s homepage at www.LAWORKS.net, select “Louisiana Virtual One-Stop” 
from the top right menu.  Next, select Education and Training from the options for 
“Workers”, and then choose Training Providers and Schools.  Keep “Louisiana” for area 
and “All Providers” for provider type.  An alphabetical listing of all training providers in LOIS 
will be displayed.  Click on the name of a Training Provider or School then scroll down to the 
program information.  A red check mark will appear for all eligible WIA programs.    

9.   Under what conditions will a training provider be denied?  The application will be denied 
if it is not completely filled out or upon a determination by a LWIB that a complete application 
does not meet the performance measurements.  In the case of an eligibility denial, the LWIB 
must issue a written determination to the provider.  
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Frequently Asked Questions – continued  

10. What are the State Minimum Performance Standards for Certification or 
Recertification?  Each program must meet the state-imposed minimum performance 
standards in order to remain on the statewide ETPL.  The Louisiana Workforce Commission 
has established the state minimum performance levels, as indicated below.    

1) Program Completion Rate 30%  

The total number of individuals completing the applicable program divided by the total 
number of individuals exiting the program (completers and non-completers).    

Transfer Students –Students who leave one program and enter another program are 
counted as transfers.  The follow up on the student will occur in the transfer program.  
Such students are not included in the computation of completion rate for the original 
program. 

2) Employment Rate 50%   

The number of all exiters from the applicable program that obtained unsubsidized 
employment in the first quarter subsequent to exiting the program, divided by the total 
number of exiters in the reporting period.    

3) Hourly Wage $ 8.00   

The average wage expressed as an hourly rate, of all individuals exiting the applicable 
program that obtained unsubsidized employment.   

11. Who needs to provide performance data for WIA?  Proprietary training providers and 
Community based organizations must submit student data to determine if they meet 
performance measurements.  The Board of Regents submits student data for all public 
institutions.  In order to be initially placed or remain on the statewide ETPL for January 1 - 
December 31, 2009, training providers must submit data on all completers for program years 
2007-2008 and all enrollees for 2008-2009.  

12. Is performance data required for “new programs”?  A “new program” will be required to 
submit student data for the first year in which adequate performance of program graduates is 
available.  A “new program” shall be defined as a program that did not exist in the previous 
year for a unique training provider, CIP code and degree type.  These programs would be 
exempt from meeting the eligibility performance standards until such time as a training cycle 
has been completed.  

13. What does the term “Student” include?  In this instance, “Student” means anyone who 
enrolled in the program – including those who completed the program and those who did not.  

14. How do I submit student enrollee information?  Student data must be entered in the 
format presented on page 19 of this document.  The data can then be saved to disk and 
mailed or emailed with attachment to Tequila Perkins at tperkins@LWC.LA.GOV.  

3
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Frequently Asked Questions – continued  
 
15. Is student information protected?  Although you are sending data on individuals, LWC is 

not permitted to place information on the Web that allows any individual identification.  Only 
statistical information will be displayed, and LWC will not display any statistic derived from a 
pool with less than five individuals.  

 
16. What is the process for tracking program participants?  LWC has a process in which 

students’ Social Security Numbers (SSNs) are cross-matched against unemployment 
insurance wage records that cover most businesses in the state.  LWC also cross-matches 
SSNs against other databases, and is continually working on ways to expand the 
SCORECARD/follow-up process.  

After LWC matches against its databases, a “no match” list of students for whom no 
information could be found is produced.  This list is returned to the training provider.  The 
provider then has the opportunity to track those “no match” students/enrollees and report to 
LWC whether they are employed.  This employment information must be verifiable.    

17. What supplemental data can I submit to verify the employment status of students who 
exited the program?  If a program meets the minimum completion rate and hourly wage rate, 
but does not meet the employment rate, you will have the opportunity to submit 
documentation verifying the employment status of students who exited the program.  
Verifiable documentation includes a paycheck stub, W-2 form, a written letter from the 
employer on letterhead stating employment, a form 1099, and any other documentation stated 
in the Workforce Investment Act.  

18. What happens if I forget my password?  Contact the LWC Scorecard Unit, and request a 
new password.  If you suspect an unauthorized person has access to your password, notify 
the LWC Scorecard Unit immediately.  

19. What is an Institution Code?  This is simply a unique 10-digit number created by LWC to 
identify a training provider and to link all the pieces of information together.  

20. What is a CIP code?  Classification of Instructional Programs, or CIP, is similar to the Dewey 
Decimal System but developed by the U.S. Department of Education to categorize 
instructional programs.  If your institution does not use CIP codes, LWC will work with you to 
determine the correct classification.  For more information on CIP2000, go to 
http://nces.ed.gov/pubs2002/cip2000  

Notice that CIP descriptions displayed on the Web default to the program descriptions 
established by the federal government unless you enter your own program description.  

21. Who can we call if we have problems or need help?   
Louisiana Workforce Commission  
LWC Scorecard Unit  
1001 North 23

rd

 St. Baton Rouge, LA 70804 –9094  
Office: 225-219-7760 Fax: 225-219-7759        
Email: tperkins@LWC.LA.GOV 
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Eligible Training Provider Check List 
 

PLEASE NOTE: For more details, refer to WIA Instruction Number 20 Addendum 1 
available at www.LAWORKS.net  > Workforce Development link  > Eligible Training 
Provider Information.  

Setting up an Account (New Training Providers Only)  

 “Proprietary schools” only, excluding cosmetology and real estate, must be licensed or 
determined exempt from licensure through the Louisiana Board of Regents.  A 
“proprietary” school is defined as any business enterprise operated for a profit or on a 
nonprofit basis which maintains a place of business within this state or which sells or 
offers for sale any courses of instruction in this state.  You may contact Carol Marabella at 
225-342-4253 for more information on the licensure requirements.  

 Complete and fax the password request/contact information form to 225-219-7759.  The 
form is located in the “WIA Eligible Training Provider Manual”.  Proprietary schools must 
also fax either an exemption letter or a copy of their license, along with the form.  

 Upon receipt by LWC, a User ID and password will be assigned to your institution after 
you register at the LAVOS sign-in page.    

Student Data Submission  

Requirements for calendar year 2009 program eligibility:  

 Submit the 2008-2009 student enrollment and completer data and the 2007-2008 
student enrollment data to LWC.    

 Submit a Data Certification Statement (available on the LAWORKS Web site) along 
with your data.  

 Public Institutions: The Board of Regents and the Louisiana Community and 
Technical College System will submit student data for all credit programs.  

 New Training Providers Only: A school that is new to our system is typically exempt from 
the performance requirements, and the program(s) will be considered “new” for the first 
year.  

 New Programs: A “new program” will be required to submit student data for the first year 
in which adequate performance of program graduates is available.  

School Information  

 From the www.LAWORKS.net homepage, select Virtual One-Stop from the top right 
menu then sign on using your User ID and password.  Review and edit information for 
your institution by selecting “Manage Provider Profile” from the main menu.  
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Eligible Training Provider Check List - continued 

Program Information  

• To add a new program into the system, select “Manage Institution Programs”, then 
select “Add New Provider Services.”  

• After you have entered your program information, select the “Save Program” button 
(located on the last page of the online application).  This will allow you to save the 
information you have entered and return later to make any changes before applying for 
WIA.  

• To edit a program, select “Service Program” then select “Edit . . . details”.  Select 
“Program” and make necessary changes to existing programs.  When finished, click 
“Save” to save your changes. 

• To delete a program you are no longer offering, select Service Name then select “Edit 
Program/Service details” and change the status to inactive.  Click “Save” to save 
your changes.  

 
 
Applying for WIA  

  To apply or reapply for WIA approval make sure that “Yes, This is a WIA Program” radio 
button is selected in the General Information section and scroll down to the 
Program/Service Application Confirmation section to agree to the confirmation statement 
and select “Yes, submit this program for WIA Approval” then “Save”.      

  If you are applying for a program that is new, call our office and let us know that you have 
entered a program(s) into the system.  Our office will forward the “new status” information to 
the WIB.  

Points to Remember  

 You can apply throughout the year for WIA program eligibility, but in order to be eligible at the 
beginning of a program year (January 1- December 31), you must complete all required 
information and apply by November 1.  

 To maintain accurate program information you are able to update program information at any 
time, just follow the edit instructions above.  

 Please remember that PROGRAMS, not providers, are being certified, therefore, a provider 
may have some programs that are certified and some that are not.  An application must be 
completed for each program.  Applications will be considered by the applicable WIB(s) 
within the regional labor market area in which the programs are geographically located.  
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WIA YEAR 9 
 ELIGIBLE TRAINING PROVIDER LIST (ETPL) 

DATES TO REMEMBER   
 

Reference period for student data:  
Completers  - June 1, 2007 through May 31, 2008  
Enrollees – June 1, 2008 through May 31, 2009 

 
 
 
July 31, 2009 
Deadline to submit student enrollment and completer data to LWC (Academic year June 1, 2007 through 
May 31, 2008) and (Academic year June 1, 2008 through May 31, 2009) student enrollment data.  The 
“Data Certification Statement” must accompany the data submission.  This form may be found at 
www.LAWORKS.net - Workforce Development tab then select Eligible Training Provider Information. 
 
July 31, 2009 through August 31, 2009 
LWC prepares program performance reports, based on all participants, for review by the Louisiana 
Workforce Investment Council. 
 
September 2009 
The Louisiana Workforce Investment Council reviews reports/sets minimum performance levels based on 
complete 2007-2008 data and preliminary 2008-2009 data for all participants. 
 
October 2009 
LWC posts "preliminary" WIA performance on the Consumer Reporting System (CRS).  
 
October, 2009- December 31, 2009 
Training providers submit supplemental employment data to LWC.  
(Refer to WIA Instruction Number 58 available at www.LAWORKS.net - Workforce Development Tab – 
Eligible Training Provider Information. 
 
September 2009 – December 31, 2009 
LWC includes supplemental employment data in performance calculations and posts revised performance 
in CRS. 
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WIA Year 9 Dates to Remember - continued 
 
 
August 2009 – December 31, 2009 
Local WIBs review and approve training providers or programs for the year 10 ETPL. 
 
December 31, 2009 
WIA-ETP list for year 9 expires.  LWC archives year 9 list. 
 
January 1, 2010 
Effective date of year 10 ETPL.  Eligible programs are posted on LAWORKS Web site. 
(January 1, 2010 through December 31, 2010) 
 

 
 
 

PLEASE BE REMINDED THAT APPLICATIONS WILL BE ACCEPTED FOR LOCAL REVIEW 
THROUGHOUT THE CALENDAR YEAR. 

 
 
 

 
 
 
 
 
 

 
 

Visit our Web site at www.LAWORKS.net 
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Internet Access to Training Provider Component 

 

 
                             

 
 

 
 
 
 

Go to www.LAWORKS.net 
and select Louisiana 
Virtual One-Stop.  

Select Workforce 
Development to access 
more information on WIA  

Select Eligible Training 
Provider Information  
for more information on 
the WIA Eligible Training 
Provider List (ETPL). 

9

To enter the Virtual One-
Stop to add or update 
program information, 
select Louisiana Virtual 
One-Stop in the 
“Miscellaneous” section. 

or 

http://www.laworks.net/
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Internet Access to Training Provider Component - continued 

 
 

   

 
 
 
 
 
 
 
 

To enter Louisiana’s Virtual 
OneStop:  

Enter User ID and 
Password.  

*Remember that the 
Password is case sensitive.  

**If you forget your User ID or 
Password or have difficulty 
accessing your information, 
please contact LWC staff at  
225-219-7760.  

10

Login then  
Select  
 
Manage 
Institution 
Programs 
 
Scroll to the 
bottom of the page 
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Internet Access to Training Provider Component - continued 
 
Adding a New Program to the Consumer Reporting System 
 

 

 

 
 

Select  
Add New Provider Services 

Service Type Information 
 
Select  
Service Type = PS CRS 

11

Scroll to the bottom of 
the “Manage 
Institution Programs” 
page 
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 Internet Access to Training Provider Component - continued 
 

 
 

        

 

 General Information 
 
Search for CIP CODE 
 

Choose from the following: 
• Programs by Keyword 

 

Choose from the following: 
• Program Listing 
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Internet Access to Training Provider Component - continued 
 

   
 
 

 

 
 
 
  
 
 
 
 
 
 

 

Choose from the following: 
• Programs by Program Code 

 
Click search result that aligns with 
your program 

Enter Program/Service Name 
 
Green Job Training?  Yes or No 
 
WIA Program?    Yes this is a WIA Program 

No this is a non-WIA Program 
 
Choose completion level 
 
Choose credential attained 

Date program first implemented 
 
Pell grant eligible? 
 
Service Information 
 
Duration (length of program) 
 
Duration type (Semesters, hours, 
weeks, etc.) 

13
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 Internet Access to Training Provider Component - continued 
 
 

  

 
 
 
 

                                     

 
 

Course Information 
 
Class time (How many hours) 
Minimum Class Size = 5 
Maximum Class Size = 25 
Number of Instructors 
Class Frequency (daily, bi-weekly, 
etc)

Qualification, Prerequisites and 
Equipment 
Describe the qualifications of all instructors in 
200 words or less: 
(You may put as many words as you like or 
simply one word.  For example: licensed) 
 
Describe the minimum entry level 
requirements or prerequisites in 200 words or 
less (see page 14) 
 
Describe any equipment used in this program 
and its adequacy and availability in 200 
words or less (See page 14) 
 
Please provide a reasonable explanation 
regarding why this is a new program.   
This program is new to LWC ETPL. 

14
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Internet Access to Training Provider Component - continued 
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SAVE 

Program Service Occupations 
 
Click Edit  
Occupation Details 
 
SAVE 
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            Internet Access to Training Provider Component - continued 
 

  
 

  
 

  

                 
 
 

Program Service Cost 
Details 
 
Click Edit Cost Details 
 

 
Click Add Cost Items 
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Click 
Total CRS Training Costs 
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