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Assurances (29 C.F.R. §§ 38.25 through 38.27) 

PURPOSE 

The State of Vermont ensures that the equal opportunity and nondiscrimination provisions of the 
Workforce Innovation and Opportunity Act (WIOA) are included in all grants, agreements, and 
applications for financial assistance under WIOA. Each recipient, subrecipient, and service 
provider within the State that applies for WIOA funds shall be committed to full compliance 
with the nondiscrimination and equal opportunity provisions contained within the assurance in 
29 C.F.R. § 38.25. The assurance shall be deemed to be incorporated in every grant, application, 
contract, or other agreement, even in instances where the language of the assurance is not 
incorporated into the instrument. 

NARRATIVE 

The State of Vermont ensures that the language contained in 29 C.F.R. § 38.25 is incorporated in 
every grant, application, contract, or other agreement for WIOA Title-I financial assistance. The 
State accomplishes this by: (1) incorporating the general assurance in every application, contract, 
or other agreement for WIOA Title-I financial assistance; (2) including the assurance as a 
standard contract provision in the State's WIOA Manual; (3) issuing policy letters to recipients 
and service providers; ( 4) monitoring recipients and service providers to ensure that every 
agreement includes the assurances; and (5) reviewing ongoing agreements and instruments to 
determine whether any amendments are necessary to ensure compliance with 29 C.F.R. §§ 38.25 
through 38.27. In all instances, the State ensures that all agreements require the parties to comply 
with: 

(A) Section 188 of the Workforce Innovation and Opportunity Act (WIOA), which
prohibits discrimination against all individuals in the United States on the basis of race,
color, religion, sex (including pregnancy, childbirth, and related medical conditions,
transgender status, and gender identity), national origin (including limited English
proficiency), age, disability, or political affiliation or belief, or against beneficiaries on the
basis of either citizenship status or participation in any WIOA Title I-financially assisted
program or activity;

(B) Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination
on the bases of race, color and national origin;

(C) Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits
discrimination against qualified individuals with disabilities;

(D) The Age Discrimination Act of 1975, as amended, which prohibits discrimination on
the basis of age;

(E) Title IX of the Education Amendments of 1972, as amended, which prohibits
discrimination on the basis of sex in educational programs; and

(F) 29 CFR part 38 and all other regulations implementing the laws listed above.
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The State ensures that the assurance applies to each grant applicant's operation of a WIOA 

Title I-financially assisted program or activity, and to all agreements the grant applicant makes 

to carry out a WIOA Title I-financially assisted program or activity. A provision is included in 

each grant that notifies the applicant that the United States has the right to seek judicial 

enforcement of the assurance. 

The State Includes the Assurance in Every Agreement for Financial Assistance 

The State includes the assurances contained in 29 C.F.R. § 38.25 as a standard provision in 

every application, contract, or other agreement for financial assistance under WIOA. The 

entirety· of the assurance is included in the State's "Attachment A: Assurances and 

Certifications." The assurance is incorporated into the general provisions for negotiated 

fixed-price grants, and as a condition for access to financial assistance under WIOA. 

Additionally, the State will review all WIOA program contract forms to ensure that the 

assurance is included as a standard condition for acceptance of the contract. The State shall 

comply with 29 C.F.R. §§ 38.25 - 38.27 by ensuring that the assurance .is included in any 

instrument reflecting the provision, acquisition, or improvement of personal or real property 

using WIOA financial assistance. As part of its compliance measures, the State will 

periodically review all instruments effecting or recording the transfer of property subject to 

the required assurances. The State shall ensure the instruments include the assurances and 

any covenants required by 29 C.F.R. § 38.27 for the duration of the period required by 29 

C.F.R. § 38.26. All future grants and other agreements providing, acquiring, or improving

real or personal property subject to 29 C.F.R. §§ 38.25 through 38.27 shall be reviewed by

the State Equal Opportunity Officer prior to approval.

The State Includes the Assurance in the WIOA Manual 

The State shall include notice of the required assurances in the WIOA Manual utilized by 

recipient grant managers. The notice provides the entire assurance contained in 29 C.F.R. § 

38.25 and requires that the grant manager ensure that the assurance is included in all 

applications, contracts, or other agreements utilized by the program. 

The State Shall Issue an Annual Policy Letter to All Recipients and Service Providers 

The State shall issue an annual policy letter to recipients and service providers to notify all 

parties that the assurance must be included in every agreement for federal financial assistance 

under WIOA. The letter shall update recipients and service providers on any changes to the 

assurance language and necessary additions to forms and policies. The letter will also provide 

recipients and service providers with notice of the following: by operation of law, the 

assurance is deemed incorporated into every grant, contract, or other agreement for federal 

financial assistance under WIOA, whether or not it is physically incorporated into the 

instrument. 

The State Monitors Recipients and Service Providers for Compliance 

The State monitors the grants, contracts, and other agreements for WIOA Title-I financial 

assistance under WIOA. A Grant Program Monitor visits the State's American Job Centers 
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and inspects documentation to ensure that all plans, contracts, and other similar agreements 

contain the assurances. This inspection is part of a larger equal opportunity review conducted 

by the Vermont Department of Labor (See Supporting Documentation 7-3: EO Monitoring 

Program Questionnaire). 

The State Will Review Agreements to Determine Whether Amendments are Necessary 

to Achieve Compliance 

The State will conduct a comprehensive review of all ongoing agreements to determine 

whether amendments are necessary to incorporate the entire assurance contained in 29 C.F .R. 

§ 38.25. The State Equal Opportunity Officer (EOO) will review all pending and future

agreements for federal financial assistance under WIOA, and finalization of the agreement

will be contingent upon EOO approval.
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Supporting Documentation: Assurances 

1-1 Standardized Grant Attachment A: Assurances and Grant Provisions 

1-2 Workforce Development Form WFD-10 (Cover Page) 

1-3 Grant Monitoring: Program Questionnaire (WIOA Adult) 
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ATTACHMENT A: ASSURANCES AND GRANT PROVISIONS 

PART I. STANDARD STATE PROVISIONS FOR CONTRACTS AND GRANTS (lh:vtsw DECEMBER 15, 2017) 

I. Definitions: For purposes of this Attachment, "Party" shall mean the Contractor, Grantee or Subrecipient, with whom
the State ofVermonl is executing this Agreement and consistent with the form of the Agreement. "Agreement" shall mean
the specific contract or grant to which this form is attached.

2. Entire Agreement: This Agreement, whether in the fonn of a contract, State-funded grant, or Federally-funded grant.
represents the entire agreement between the parties on the subject matter, All prior agreemenls, representations, statements,
negotiations, and understandings shall have no effect.

3. Governing Lnw, Jurisdiction and Venue; No Waiver or Jury Trial: This Agreement will be governed by the laws of 
the State of Vennonl. Any action or proceeding brought by either the State or the P�rty in connection with this Agreement
shall be brought and enforced in the Superior Court of the State of Vermont, Civil Oivision, Washington Unit. The Party
itTevocably submits tu the jurisdiction of this court for any· action or proceeding regarding this Agreement. The Party agrees 

• that it must first exhaust any applicable administrative remedies with respect tu any cause of action that it may have against 
the State with regard to its performance under this Agreement. Party agrees that the State shall not be required to submit to 
binding arbitration or waive its right to a jury trial.

4. So,'ereign Immunity: The State reserves all immunities, defenses, rights or actions arising out of the State's sovereign
status or under the Eleventh Amendment to the United States Constitution. No waiver of the State's immunities, defenses,
rights or actions shall be implied or otherwise deemed to exist by reason of the State's entry into this Agreement.

5. No Employee Benefits For Party: The Party understands that the State will not provide any individual retirement
benefits, group life insurance, group health and dental insurance, vacation or sick leave, workers compensation or other 
benefits or services available to State employees, nor will the State withhold any state or Federal taxes except as required
under applicable tax laws, which shall be determined in advance of execution of Lhe Agreement. The Party understands that
al I tax returns required by the Internal Revenue Code and the State of Vermont, including but nut limited Lu income,
withholding, sales and use, and rooms and meals, must be tiled by the Party, and information as to Agreement income will
be provided by the State of Vermont to the Internal Revenue Service and the Vermont Department of Taxes.

6. Independence: The Party will act in an independent capacity and not as officers or employees of the State. 

7. Defense and Indemnity: The Party shall defend the State 1111d its officers and employees against all_ third party claims or 
suits arising in whole or in part from any act or omi�sion of the Parly or of any agent of the Party in connection with the 
performance of this Agreement. The State shall notify the Party in the event of any such claim or suit, and the Party shall 
immediately retain counsel and otherwise provide a complete defense against the entire claim or suit. The tale retains the 
right to participate at its own e pense in the derense of any claim. The State shall have the right to approve all proposed 
settlements of such claims or suits.

After a final judgment or settlement, the Party may request recoup,m:nt of specific defense costs and may file suit in 
Washington Superior Court requesting recoupmcnt. The Party shall be cnlitlecl to recoup costs only upon a showing that 
such costs were entirely unrelated to the dt:fonsc of any claim arising from an act or omission of the J>mty in connection 
with the performance of this Agreement. 

The Pruty shall indemnify the State and its officers and employees if the State, its officers or employees become legally 
obligated to pay any damages or losses a1·ising from any act or omission of the Party or an agent of the Party in connection 
with the perfom1ance of this Agreement. 
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Notwithstanding any contrary language anywhere, in no event shall Lhe tenns of this Agreement or any document furnished 
by the Party in connection with its performanc<:: under this Agreement obligate the State to (I) defend or indemnify the Party 
or any third party, or (2) otherwise be liable for the expenses or reimbursement, including attorneys' fees, collection costs 
or other costs of the Party or any third party. 

8. Insurance: Before commencing work on this Agreement the Party must provide certificates of insurance to show that 
the following minimum coverages are in effect. lt is the responsibility of the Party to maintain cu1Tent certificates of 
insurance on tile with the State through the term of this Agreement. No warranty is made that the coverages and limits listed
herein are adequate to cover and protect the interests of the Party for the Party's operations. These arc solely minimums that
have been established 10 protect the interests oflhe Stale.

Workers Compensation: With respect to all op1:rations performed, the Party shal I carry workers' compensation insurance in 
accordance with the laws of the State of Vermont. Vem1011t will accept an out-of-state employer's workers' compensation 
coverage while operating in Vermont provided that the insurance carrier is licensed to write insurance in Vermont and an 
amendatory endorsement is added to the policy adding Vermont for coverage puqmses. Otherwise, the party shall secun: a 
Vermont workers' compensation policy, if necessary to comply with Vermont law. 

General liability ,md Property Damage: With respect to all operations performed under this Agreement, the Party shall 
carry general liability insurance having all major divisions of coverage including, hut not limited to: 

Premises - Operations 

Products and Completed Operations 

Personal Injury Liability 

Contractual Liability 

The policy shall be on an occurrence form and limits shal I not be less than: 

$1,000,000 Each Occurrence 

$2,000,000 General Aggregate 

$1,000,000 Products/Completed Operations Aggregate 

$1,000,000 Personal & Advertising Injury 

Automotive Liability: The Party shall carry automotive liability insurance covering all motor vehicles, including hired and 
non-owned coverage, used in connection with the Agreement. Limits of coverage shall not be less than $500,000 combined 
single limit. If performance of this Agrt,ement involves construction, or the transpon of persons or hazardous materials, 
limits of coverage shall not be less than $1,000,000 combined single limit. 

Additional lmured The General Liability and Properly Damage coverages requin:d Cor perfonnance of this Agn:ement shall 
include the State of Vermont and its agencies, departments, officers and employees as Additional Insureds. If performance 
of this Agreement involves construction, or the transpon of persons or hazardous materials, then the required Automotive 
Liability coverage shall include the State of Vermont and its agencies, c..lepartments, officers and employees as Additional 
Insureds. Coverage shall be primary and non-contributory with any other insurance and self-insurance. 

Notice of Cancellutivn or Change. There shall he no cancellation, change, potential exhaustion of aggregate limits or non
renewal of insurance coverage(s) without thirty (30) days wrillen prior written notice to the State. 

9, Ueliance hy the State 011 Representations: All payments by the State Ltnder this Agreement will be made in reliance 
upon the accuracy of all representations made by the Par'ly in accordance with this Agreement, including but not limited tn 
bills, invoices, progress reports and other proofs of work. 
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10. False Claims Act: The Party acknowledges that it is subject to the Vermont False Claims Act as set forth in 32 Y.S.A.
§ 630 el seq. If the Party violates the Vermont false Claims Act it shall be liable to the State for civil penalties, treble
damages arid the costs of the investigation and prosecution of such violation, including attorney's fees, except as th.: samo.::
may be reduced by a court of competent jurisdiction. The Party's liability to the State under the False Claims Act shall not
be limited notwithstanding any agrtJement of the State to otherwise limit Party's liability.

11. Whistleblower Protections: The Party shall not discriminate or retaliate against one of its employees or agents for
disclosing information concerning a violation of law, fraud, waste. abuse of authority or acts threatening health or safety,
including but not limited lo allegations concerning the false Claims Act. Further, the Party shall not require such employees
or agents to forego monetary awards os a result of such disclosures, nor should they be required to report misconduct to the
Party or its agents prior to reporting to any governmental entity and/or the public.

12. Location of State Data: No State data received, obtained, or generated by the Party in connection with performance
under this Agreement shall be processed, transmitted, stored, or transferred by any means outside the continental United
States, except with the express written permission of the State.

13. Records Available for Audit: The Porty shall maintain all records pertaining to perfonnance under this agreement.
"Records" means any wrillen or recorded information, regardless of physical form or characteristics, which is produced or
acquired by the Party in the performance of this agreement. Records produced or acquired in a machine readable electronic
fonnat shall be maintained in that format. The records described shall be made available at reasonable times during the
period of the Agreement and for three years thereafter or for any period required by law for inspection by any authorized
representatives of the State or Federal Govcrnmi;:nt. If any litigation, claim, or audit is started before the expiration of the 
three-year period, the records shall be retained until all litigation, claims or audit findings involving the records have been 
resolved.

14. Fair Employment Pradices and Americans with Disabilities Act: Party agrees to comply with the requirement of21
V.S.A. Chapt�,r 5, Subchapter 6, relating to fair employment practices, to the foll extent applicable. Party shall also ensure,
to the full extent required by the Americans with Disabilities Act of 1990, as amended, that qualified individuals with 
disabilities receive equitable access to the services, programs, and activities provided by the Party under this Agreement.

15. Set Off: The State may set off any sums which the Party owes the State against any sums due the Party under this
Agreement; provided, however, that any set off of amounts due the State of Yennont as taxes shall be in accordance with
the procedures more specifically provided hereinafter.

16. Taxes Due lo the State:

A. Party ui1derstands and acknowledges responsibility, if applicable, for compliance with State tux laws, including
income tax withholding for employees perfonning services within the Slate. payment of use tax on propetty used
within the State, corporate and/or personal income tax on income eamed within the State.

B. Party certifies under the pains and penalties ur pc�jury that, as of the date this Agreement is signed, the Party is in
good standing with respect to, or in full compliance with, a plan to pay any and all taxes due the State of Vermont.

C. Party understands that tinal payment under' this Agreement may be withheld if the Commissioner of Taxes
determines that the Patty is not in good standing with respect to or in full compliance with a plan to pay any and all
taxes due to the State of Vermont.

D. Party also understands the State may set off taxes (and related penalties, interest and fees) due to the State of
Vennont, but only if the Pmty has failed to make an appeal within the time allowed by law, or an appeal has been
tak.:n and finally determined and the Party has no further legal recourse to contest the amounts due.

17. Taxation of Pui·chascs: All State purchases must be invoiced tax free. An exemption certificate will be furnished upon
request with respect to otherwise taxable items.

18. Child Support: (Only applicable if the Party is a natural person, not a corporation or partnership.) Party states that, as 
of the date this Agreement is signed, he/she:
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A. is not under any ohligation to pay child support; or 

R. is under such an obligation and is in good standing with respect to that obligation; or 

C. has agreed to a payment plan with the Vermont Office of Child Support Services and is in full compliance with that
plan.

Party makes this statement with regard to support owed to any and all children residing in Vermont. In addition, if the Party 
is a resident of Vermont, Party makes this statement with regard to suppo11 owed to any and all children residing in any 
other state or territory of the United States.

19. Suh-Agreements: Party shall not assign, subcontract or subgrant the performance of this Agreement or any portion
thereof to any other Party without the prior written approval of the State. Party shall be responsible and liable to the State
for all acts or omissions of subcontractors and any other person perfom1ing work under this Agreement pursuant to an
agreement with Party or any subcontractor.

In the case this Agreement is a contract with a total cost in excess of $250,000, the Party shall provide to the State a list of 
all proposed subcontractors and subcontractors' subcontractors, together with the identity of those subcontractors' workers 
compensation insurance providers, and additional required or requested information, as applicable, in accordance with 
Section 32 of The Vennont Recovery and Reinvestment Act of 2009 (Act No. 54). 

Party �11all include tit!! following provisions ol'lhis Attachment A in all subcoutracts for work pel"i'ormed solely for the State 
of Vermont and subcontracts for work performed in the State of Vermont: Section 10 ("False Claims Act"); Section 11 
("Whistlcblowcr Protections"); Section 12 ("Location of State Data"); Section 14 ("Fair Employment Practices and 
Americans with Disabilities Act'"); Section 16 ("Taxes Due the State"); Section 18 ("'Child Support"); Section 20 ("No Gifts 
or Gratuities"); Section 22 ("Certification Regarding Debarment"): Section 30 ("Staie Facilities"); and Section 32.A 
("Certification Regarding Use of State Funds .. ).

20. No Gifts or Gratuities: Party shall not give title or possession of anything of substantial value (including property,
currency, travel and/or education programs) to any officer or employee of the State during the tenn of this Agreement.

21. Copies: Party shall use reasonable best efforts to ensure that all written reports prepared under this Agreement are
printc<l using both sides of the paper.

22. Certification Regarding Debarment: Party certifies under pains and penalties of perjury that, as of the date that this
Agreement is sigm:d, neither Party nor Party's principals (officers, directors, ownc1s, or partners) arc presently debarred,
suspended, proposed for dcbam,cnt, declared in()ligible or excluded from participation in Federal programs, or programs
supported in whole or in part by Federal funds.

Party further certifies under pains and penalt,ies of perjury that, as of the date that this Agreement is signed, Party is not 
presently debarred, suspended, nor named on the State's debarment list at: http://bgs.vermont.gov/purchasing/debannent 

23. Conflict of Interest: Party shall fully disclose, in writing, any conflicts of interest or potential conflicts of interest.

24. Confidentiality: Party acknowledges and agrees that this Agreement and any and all i11 formation obtained by the Stale
from the Party in connection with this Agreement are subject to the State of Vermont Access to Public Records Act, I
V.S.A. § 315 et seq.

25. Force Majeure: Neither the State nor the Party shall be liable to the other for any failure or delay of performance of
·any obligations under this Agreement to the extent such failure or delay shall have been wholly or prin,:ipally caused by
acts or events beyond its reasonable control rendering performance illegal or impossible (excluding strikes or lock-outs)
("Force Majcure''). Where Force Majeure is asserted, the nonperforming party must prove that it made all reasonable efforts
to remove, eliminate or minimize such cause of delay or damages, diligently pursued performance of its obligations under
this Agreement, substantially fulfilled all non-excused obligations, and timely notified the other party of the likelihood or
actual occurrence of an event described in this paragraph.
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26. Marketing: Party shall not refer to the State in any publicity materials, inl'ormation pamphlets, press releases. research
reports, advertising, sales promotions, trade shows, or marketing materials or similar communications to third parties except
with thi;: prior written consent of the State.

27. Termination:

A. Non-Appropriation: If this Agreement extends into more than one fiscal year of the State (July I to June 30), and
ir appropriations are insufficient to support this Agreement, the State may cancel at the end of the fiscal year, or
otherwise upon the expiration ol' existing appropriation authority. In the case that this Agreement is a Grant that is
funded in whole or in part by Federal funds, and in the event Federal funds become unavailable or reduced, Lhc
State may suspend or cancel lhis Grant immediately, and the State shall have no obligation to pay Subrccipicnt from
State revenues.

B. Termination for Cause: Either party may terminate this Agreement if a party materially bn:aches its obligations
under this Agreement, and such breach is not cured within thirty (JO) days afLer delivery of the non-breaching
party's notice or such longer time as the non-breaching party may specify in the notice.

C. Termination Assistance: Upon nearing the end of the final term or tem1ination of this Agreement, without respect
to cause, the Party shall take all n:asonable and prudent measun:s to facilitate any transition required by the State.
All State property, tangible and intangible, shall be returned to the Slate upon demand nl no additional cost to the
State in a format acceptable to the State.

28. Continuity or Performance: In the event of a dispute between the Party and the State, each party will continue to 
perfonn its obligations under this Agreement during the resolution or the dispute until this Agreement is terminated in 
accnrdam;e with its terms.

29. No Implied Waiver of Remedies: Either party's delay or failure to exercise any right, power or remedy under this
Agreement sh al I not impair any such right, power or remedy, or be construed as a waiver ot' any such right, power or remedy.
All waivers must be in writing.

30. State Facilities: If the State makes space available to the Party in any State facility dming the terrn of this Agreement
for purposes of the Party's performance under this Agreement, the Pa11y shall only use the space in accordance with all
policies and procedures governing access to and use of State facilities which shall be made available upon request. State
facilities will be maue available to Party on an "AS IS, WHERE IS" basis, with no warranties whatsoever.

31. Requirements Pe11aining Only to Federal Grants and Subrecipient Agreements: If this Agreement is a grant that
is funded in whole or in part by Federal funds:

A. Requirement to Have a Single Audit: The Subrecipient will complete the Subrccipicnt Annual Report annually
within 45 days after its fiscal year end, in fanning .the State of Vermont whelher or not a Single Audit is required
for the prior fiscal year. ff a Single Audit is required, the Subrecipient will submit a copy of the audit report to the
granting Party within 9 months. [f a single audit is nol required, only the Subrecipient Annual Report is required.

For fiscal years ending before December 25, 2015, a Single Audit is required if the subrecipient expends $500,000
or more in Federal assistance during its fiscal year and must be conducted in accordance with 0MB Circular A-
133. for fiscal years ending on or after Do:cember 25, '.2015, a Single Audit is required if the subrecipient expcnus
$750,000 or more in Federal assistance during its fiscal year and must be conducted in accordance with 2 CFR
Chapter l, Chapter 11, Part 200, Subpart F, The Subrecipient Annual Report is required to be submitted within ,JS
days, whether or not a Single Audit is required.

8. Internal Controls: In accordance with .2 CFR Part 11, §200.303, the Party must establish and maintain effective
internal control over the Federal award to provide reasonahle assurance thnt the Party is mannging the Federal award
in compliance with Federal statutes. regulations, arJd 1he terms and conditions of the award. These internal controls
should be in compliance with guidance in "Standards for Internal Control in the Federal Government" issued by the 
Comptroller General of the United States and the "Internal Control Integrated Framework", issued by the 
Committee of Sponsoring Organi1:alions ofthi;: Treadway Commission (COSO).

C. Mnndatory Disclosures: ln accordance with 2 CFR Part fl. §200.113, Party must disclose, in a timely manner, in 
writing to the State, all violations of F,;deral criminal law involving fraud, bribery, or gratuity violations potentially
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affecting the Federal a,"ard. Failure to make required disclosures may result in the imposition of sanctions which 
may include disallowam:e or CO$tS incurred, withholding of payments, termination of the Agreement. 
SLISlJension/clebannent, etc. 

32. Requirements Pertaining Only to State-Funded Grants:

A. Certification Regarding Use of State Funds: lf Party is an employer and this Agreement is a State-funded grant
in excess of $1,00 l, Party ce11i tics that none of these State funds will be used to interfere with or restrain the exercise
of Party's <::mployee's rights with respect to unionization.

B. Good Standing Certification (Act 154 ofZ016): If this Agreement is a State-funded grant, Party hereby represents:
(i) that it has signed and provided to the State the form prescribed by the Secretary of Administration for purposes
of certifying that it is in good standing (as provided in Section I 3(a)(2) of Act 154) with the Agency of Natural
Resources and the Agency of Agriculture, Food and M11rkels, or otherwise explaining the circumstances
surrounding the inability to so certify, and (ii) that it will comply with the requirements stated therein.

PART 2. VERMONT DEPARTMENT OF LABOR SPECIAL PROVISIONS 

1. Buclgcl Rcduclions. lf mid-year buclgt:lary n:ductions or rescissions arc enacted by the State of Vermont, the
Depmtment of Labor may seek to modify this Agreement in accordance with available funding or may cm1cel the 
Ag.1c:t111c11i wiU1i11 il,v Ag1CC111-.;i.t' .-; µ1 uvisivns f01 cc1r,ccl:Jtion.

2. Unemplnyment Insurance Com11ensatin11. Recipients of grant and/or contrnct funds must comply with Vermont
Statutes Annotated Title 2 I, Chllph:r 17 concerning unemployment insurance compensation.

3. Conflicl of Interest. Parties will maintain a written code of standards of conduct governing the perfornrnnce of their
employee� c11gaged in the award and administration ofsubagreements. No employee, officer or agent of the Party shall
participate in the outcome of any matter including but not limited to the selection, award or administration of a
subagree111ent (subg1 ant/subcnntract), if a conflict of interest, real or apparent, would be involved. Such a con!lict would
arise when the employee, otlicer, agent, any member of his or her immediate family, his or her partner, an organization
which employs or is about to employ any of the above, has a financial or other inlert:st in lhe maltcr.

4. Monitoi·ing and Reporting Program Performance. Parties are responsible for managing the d11y-to-day operations
of Agreement supported activities. Parties must monitor subagreement suppo1ted activities to assun: compliance with
applicable State requirements and that performam;e goals an; being ad1ieved. Subparty monitoring must cover each
prog1am, function or activity.

5. Equi1)1ne111. Purchase of a piece of equipment costing $5,000 per item or more and having a lite of a year or more
must be submitted to the Vermont DepMrlmcnl of Labor (VDOL) for prior approval. All approved equipment must be
inventoried. tracked anu reported at the completion of the grant. Any equipment purchased by or tiirnished lo the Party by
the State under this Agreement is provided on a loan basis only and remains the property of the State.

6. Program Income. The Party is authorized to utilize the "addition method" if any Program [ncome is generated
througl10ut the duration of this Agreement. The Party is allowed to deduct costs incidental to generating Progrnm lncorne
to al'rive rrt a net Program Income [29 CFR Pait
95.24(c)]; or [29 CFR Part 97.25(c)(g)(2)]

7. Consultants, Consultants may not be utilized under this Agreement without written pre-approval of the State.
C011sultant Ices paid under this Agreement �hall be limited to $585 per day without additional VDUL Grant Manager
approval.

8. Publicity. Nu runcb provided under this Agreement shall be used for publicity or propaganda purposes, l<.>r the
preparation, distribution or use of any kit, pamphlet, booklet, publication, rauio, television or film presentation designed to
s1tppo1t or defeat lcgi5lation pending btfore the Vennont Legislature a11d the Congr,;�s, ex�cpt in presentation to the
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Legislative or Congress themselves. Nor shall Agreement funds he Llscd to pay the salary or expenses of any Agreement 
Party or agent acting for such Party. related to any activity designed tu influence legislation or appropriations pending 
before Legislature or Congress. 

9. Prior Approv:tl/Rcvicw of Releases. Any notices, information pamphlets, press releases. research reports, or similar
other publications prepared and released in written or oral form by the Party under this Agre(mn;nt shall be 
approved/reviewed by the State prior to release, and must clearly state that the program is fonded in whole or in par1 by 
the Vermont Department of Labor.

10. Grant-Funded Employee Conduct. The State reserves the right to discontinue funds lu the Party l'ur all or selected
activities contained in the Agreement should there be egregious conduet by any persons funded in whole or part by the
state.

PART 3. FEDERALLY REQUIRIW ASSURANCES 

Sign and date at the encl of this document to affinn to the Vermont Department of Labor that you and your organization 
meet the requirements stated and commit to abiding by the actions described. 

a. Has the legal authority to apply for Federal Assistance, and the institutional managerial and financial capability
(including funds suffic ien.t to pay the non-federal share of project costs) to ensure proper plan11ing, management
nnd completion of the project described in this application.

b. Will give the awarding agency, the Comptroller Gt:neral of the United States, and if appropriate, the State,
through any authorized reprt:sentative, access to and the right to examine all records, books, papers. or documents
related to the award; and will esLablish a proper accrual accounting system in accordance with generally accepted
accounting practices. The grantee shall maintain records which identify adequately the source 1111d application uf
funds for grant supported activities or in-kind services or funds as required by the matching provisions of29 Cl:R
97.42.

c. Will establish safoguards to prohibit employees from using their positions for a purpose that constitutes or
presents the appearance of personal or organizational conflict of interest, or personal gain.

d. Will initiate and complete the work within the applicable time frnme after receipt of approval of the awarding
agency.

e. As a condition ro the award offornncial assistance, has the ability Lo comply and will comply with all of the
following l't:den1! statutes relating to nondiscrimination and equal opportunity for the duration of the award of
financial assistance: (a) Section 188 or the Workforce Innovation and Opportunity Act (WIOA), which prohibits
discrimination against all individuals in the United States on the basis of race, color, religion, sex (including
pregnan1:y. childbirth, and related medical conditions, transgender status, and gender identity), national origin
(including limited English proficiency), age, disability, ur political affiliation or beliet� or against beneficiaries on 
the bas.is of either citizenship status or participation in any WIOA Title I-financially assisted program or activity;
(IJ) Title VI of the Civil Rights Act of 1964 (P.L. 88.352) which prohibits discrimination on the basis of race.
color or national origin; (c) Se.:tion 504 of the Rehabilitation Act (P.L. 930122), which prohibits discriminntion
against qualified individuals with disabilities; (d) the Age Discrimination Act of 1975, as amended (42 U.S.C.
6101-6107), which prohibits discrimination on the basis of age; (e) Title IX of the Education Amendments of 
1972, as amended (20 IJ.S.C. 1681-1683, and 1685-1686), which prohibits discrimination on the basis of sex in 
educational programs; (f) the Drug Abuse Office and Treatment Act of 1972 (P.L. 92.255) as amended, relating Lo 
nondiscriminalion on Lht:: basis of drug abuse; (g) the Comprehensive Akohul Abuse and Alcoholism Prevention,
Trcat1m:nt and RchabiliLalion Act of 1970 (P.L. 91.616) as amended, relating to nondiscrimination 011 the basis of 
alcohol abuse or alcoholism; (h) 521 and 527 of the Pub I ic Health Service Act or 19 I 2 ( 42 U .S.C. 290 dd.3 and 
290 cc-]). as amended, relating. to confidentiality of alcohol and drug abuse patient records; ( i) Title V 111 of the 
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Civil Rights Act of I %8 (42 U.S.C. 3601 el seq.) as a111ended. relating to 11011discriminatio11 in the sale, rental or 
financing of housing; (i) any other 11ondisc1irni11alio11 provisions in the specifk slalute(s) under which application 
for Federal assistance is being made; (k) Section 188 of WIOA Nondiscrimination and Equal Opportunity (29 
CFR Part 38 and (I) the requirements of any other nondiscrimination statute(s) whid1 may apply to the 
application. 

f. Will comply with 29 CFR part 38 and all other regulations implementing the laws listed in section e of this Part 3.
This assurance applies to the Party's operation of a WTOA fitle I-financially assisted program or activity, and to
all agn:ernents the grant applicant makes to carry out a WIOi\ Title I-financially assisted program or activity.
Party understands that the United States has Lile right to seek judicial enforcement of this assurance.

g. Will comply. as applicable. with the provisions of the Davis-Bacon Act (40 LJ.S C. 276a to 276a 7), the Copeland
Act (40 U,S,C. 276c and 18 U.S,C. 87'L and the Contract Work Hours and Safety Standards /\ct (40.327-333).
regarding labor standards for federally assisted construction subagreements. 

h. Will comply wirh environmental standards which may be prescribed pursuant to the following: (a) institution of
environmental quality control measures under the National Environmental Policy Act or 1969 (P.L. 91. 190)
and Executive Order(EO) 11514; (b) notification of violating facilities pursuant to EO 11738; (c) protection of
wetlands pursuant to EO 11990; ( d) evaluation of flood hazards in flood plair1s in accordance with EO 11988; (c)
assuran,:-e of projec.,t c:nnsi�ti,rwy wilh i11i, npprnve,rl .'itnti, manr1gi,nw.nt pmgrnm rl,�velnperl rmrler the ( ·nastal /nnP
Management Act Df 1972 (16 U.S,C. 1451 cl seq.); (I) conformity ur Fcuernl acLions to State (Clean Air) 
Implementation Plans under Section I 76(c) of the Clem1 Air Act of 1955, as amended (42 U.S.C. 740 I et seq.); 

(g) protection of underground sources of drinking water under the Safe Drinking Water Act of 1974, as amended, 
(P.L. 93 .523 ); and (h) protection of endangered species under the Endangered Species Act of 1973, as amended,
(P.L. 93.205).

1. Will comply with Executive Order I 1246 of September 24. 1965 entitled "f-'qual Employment Opportunity," as
amended by Executive Order 11375 of October 13. 1967.

j. Will comply with awarding agency's requirements and regulations pertaining to patent rights with respect to any
discovery or invention which arises or is developed during or under this contract. 

k. Will comply with awarding agency·s requirements and regulations pertaining to copyrights and rights in dala.

I. Will comply with the requirement lo relain all required records for three years after grantees or subgrantces make
linal payments anu all other pending matters arc closed.

111_ Will comply with mandatory standards and policies relating to energy efficiency which are contained in the state 
energy conservation plan issued in compliance with the Energy Policy and Conservation Act (Pub. L. 94-163). 

n. Will cause to be performed the required financial and compliance audits in accordance with the Single Audit Act 
of 1984 and as specified in 0MB Circular A-13}. Grantee assures that a copy of the final audit which pertains to 
such funds shall be forwarded to VDOL within thi11y (30) days following the final audit's issuance date. 

o. Will comply with the requirement that if any cost charged to or any expenditure of. funds or proeeeds of fiu1ds 
provided under this grant or under previom grant is nut supported, docum,mted or otherwise accounted for by the 
grantee: as required by the grant, Act. Federal Regulalions, or Slate Policy, aml is determined hy VDOL not to be 
an allowable or allocable cost or texpcnditlll'e, such sum shall be due and owing VDOL mid shall be repaid to
VIX)L immediately upon denwnd from non-federal as per 31 CFR subtitle 8, Chapter IX, Paris 900-904 nun 
federal funds.

p. Will comply with the requirement that the grantee is 1·csponsible for the development, approval, operation, and 
monitoring elf all of its subcontract,/,ubgrnnts and slmll impose upon and require that its 
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subcontractors/subgrnntees ndhere to tl1e requirements of29 CFR 97.37, Federal Regulations, State Policy, and 
the terms and conditions of this grant. 

q. Will comply with all Workforce-Innovation and Opportunity Act (WlOA) rules and regulations that apply. 

r. Will comply with 29 CFR Part 97, for State/Local Governments and Indian Tribes; OR 29 CFR Part 95, for
Institutions of Higher Education, Hospitals and other Non-Profit Organizations, whichever pertains.

s. Will comply with 0MB Circular A-87, for State/Local Governments and Indian Tribes; 0MB Circular A-21, for 
[nstitutions of Higher Education; OR 0MB Circular A-122, for Non-Profit Organizations, whichever pertains.

t. Will comply with the Intergovernmental Personnel Act of 1970 (42-U.S.C. 4728-4763) relating to prescribed
standards for merit systems for programs funded under one of the 19 statutes or regulations specified in Appendix 
A ofOPM's Standards for a Merit System of Personnel Administration (S C.F.R. 900, Subpart F). 

u. Wil I comply with the 29 CFR Part 97 .36 as it relates to termination of contracts for cause.

PART 4. SIGNATURE 

Signed Date 

Title 
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1-2

VERMONT DEPARTMENT OF LABOR 
Vermont Application for Eligibility as a Training Provider 

under the Workforce Innovation and Opportunity Act 

Training Provider ____________ _ 
Federal EIN 
Address _______________ _ 

T raining Facilit y Address (if different)

Provider C ontact Person: ________ _ 

Telephone N umber: __________ _ 

Email: _______________ _ 

Title: _______________ _ 

Date: _______________ _ 

Check One: _ Initial Application 
Renewal 

Name & Address of Prospective Student(s) 
(if known) 

1) -- -----------

2) -------- ----

3) -------- ----

The training facility meets the requirements of the Americans with Disabilities Act (ADA)? 
D Yes D No 

Please attach the following items to the application: 
D Program catalog/brochure (specificall y, ref und, EEO and accessibility policies) 
D Currentclass schedule 
□ Assurances and Certifications

Authorized Signature: By signing, I hereby certify that all information provided in this application package 
(including attachments) is ac curate as of the date of submission. I further certify my understanding that any or 
all of the items included in the application may be displayed as part of the Vermont list of WIOA-approved 
training providers. As a potential recipient of funds from WIOA this organization agrees to comply with Section 
188 of the Workforce Innovation and Opportunity Act and 29 C.F.R. Part 38. This organization has read and 
signed Attachment A: Assurances and Certifications, and hereby agrees to the assurances listed in 29 C.F.R. 
§ 38.25.

Certified by: 
Signature 9f Authorized Official 

Typed/Printed Name of Signatory 

Signatory's Official Title 

Date: _____________ _ 

1 

WFD-10 (08/18) 
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11. 

12. 

13. 

14. 

15. 

16. 

17. 

18. 

. 

Career Resource Center• MONITORING TOOL 
. --- . - -- -- � 

PROGRAM QUESTIONNAIRE (WIOA · ADULT) - ------
-. - - --

QUESTION 

Has attendance during training been properly 

documented? 

Are there case notes to demonstrate the progress of the 

participant? 

Does the ITA meet the State policy requirement for time 

duration and cost limitation? 

Does the provider of training services appear in the list 

of eligible training providers? 

Is it documented that the participant has met other 

grant requirements before WIOA funding is made 

available? (Pell Grant, Scholarships, etc.) 

How is the satisfactory progress of the participant In 

training documented? 

Does the participant file contain documentation of 

grievance and complaint procedures? 

For files that Vermont Job Link indicates supplemental 

data, is there an auditable record in the file? 

YES 

□ 

□ 

□ 

□ 

D 

D 

D 

□ 

3 

---
1-

. ---� 

NO N/A PARAMETERS 

Please check attendance records or documentation of 
□ □ attendance in case file. 

D D Please check Case manager's notes providing evidence 

of participant's progress throughout services. 

Please check explanation of procedure for which funding 
D D amount was determined. 

□ □ Please review Training Providers list on VOOL Web site. 

□ □ Please check verification from the educational 

institution, and/or copy offinancial aid application, 

documentation of other funding sources. 

□ □ Please review case manager participant's case T]Otes. 

□ D Please check documentation and signature that the 

participant has received the grievance procedure. 

□ D
Please check documentation of all training services, 

employment verification for 1st, 2nd, and 3rd quarters 

after exit. 

r---
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19. 

20. 

21. 

22. 

Career Resource Center - MONITORING TOOL 
- ---· - . 

PROGRAM QUESTIONNAIRE (WIOA - ADULT) - ·- .
. 

QUESTION 

Are basic and career services made available by the 

Career Resource Center system to all of the follcwing, 

without ellgiblUty requirements and regardless cf the 

area of residency: 

• All employers and Job seekers? 

• Unemployment Insurance Oaimants? 

• Veterans? 

• Migrant and seasonal farmworkers? 

• Individuals with disabilities? 

Does the Career Resource Center system have a 

documented procedure in place which ensures that staff 

provide UI claimants with the opportunity for career 

services? 

Does the Career Resource Center system have a 

documented procedure in place which ensures that 

staff: 

Receive information about UI claimant's ability or 

availability of work offered to them? 

Does the Career Resource Center system have ir place 

policies and procedures which ensure that Careier 

Resource Center operators provide referral to ac:tivities 

which provide supportive services? 

- -

YES NO N/A PARAMETERS 

□ □ □ 

Please review policy and procedure from Central Office. 

D □ □ 
Please review policy and procedure from Central Office. 

□ D D 

Please review policy and procedure from Central Office. 

□ □ D 
Please review the policy and procedure. 
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Career Resource Center - MONITORING TOOL - ---··· .. - <O•-·--·- - ----- ··-----
-

PROGRAM QUESTIONNAIRE (WIOA · ADULT) - . ···---- -
--- ---- - - . 

QUESTION 

23. 

Does the Career Resource Center system have policies 

and procedures in place which demonstrate that: 

• Follow-up services are included in Individual 

Employment Plans (IEPs)7 

24. 
Does the Career Resource Center System have 

documentation which demonstrates that participants 

are determined to be eligible through state priority 

system? 

25. 
Does the Career Resource Center have policies and 

procedures in place which ensure that a participant in a 

program shall not displace other employees: 

• Who are on layoff from similar jobsi' 

• Whom the employer has terminated with the 

intention of filling the position with subsidized and/or 

employees? 
-

• Whose place for promotion is infringed upon? 

26. 
Is there a criteria developed to target those most in 

need of training services (low income or public 

assistance as defined by _WIOA law)? 

I 
- -

YES NO 

D D 

D D 

D D 

D D 

D D 

D D 

5 

I 

N/A 

D 

D 

D 

D 

D 

D 

- --- -

PARAMETERS 

�-
- -- -

Please review policy, procedure and random participant 

files. 

Please review policy and procedure. LWIA must provide 

funding expenditure information. 

Please review OJT general provisions. 

Same as above 

Same as above 

Please review policy and procedure. 
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27. 

28. 

29. 

30. 

31. 

32. 

33. 

Career Resource Center· MONITORING TOOL - .

PROGRAM QUESTIONNAIRE (WIOA-ADULTJ 

QUESTION YES NO 

Does the Career Resource Center system have 
□ □ documentation showing the follow-up services f.:Jr a 

minimum of 12 months following the first day oi 

employment, to registered participants who are placed 

in unsubsidized employment? 

Have formal or informal training programs been 
□ □ established to provide the knowledge and skills 

necessary to determine activities and costs allo1,1•ed? 

Are authorized signatures, (manual or electronic I ::m □ □ 
eligibility documents periodically, reviewed? 

Is access to eligibility records limited to appropna:e 
□ □ persons? 

Are manual criteria checklists or automated pr0t esses □ □ 
used in making eligibility determinations? 

Is the information used in making eligibility D D 
determinations verified for accuracy? 

Are there procedures to ensure the accuracy and 
D □ completeness of data used to determine ellgibili;:;y 

requirements? 

6 

--
N/A 

□ 

□ 

□ 

D 

□ 

□ 

□ 

-- --- -· -

PARAMETERS 

-

Please review policies, procedures, random participant 

files. Ex: Case notes. 

Please check documentation or notes that training has 

been provided to program staff on allowable activities 

(Central Office requirements). 

Please check to see if the participant has signed the 

eligibility form and the form is reviewed for accuracy. 

Please check to see if the records of participants are 

kept in a safe place. 

Please check to see If the eligibility process is performed 

manually or electronically or if both manual and 

electronic processes are used. 

Please check to see if eligibility process is checked by 

staff other than the person who determines eligibility. 

Please check if the Resource Center has a process to 

check the accuracy of participants eligibility. 
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I Career Resource Center - MONITORING TOOL 
---.. -- - ----- - -- - _________ ., -

34. 

35. 

36. 

37. 

38. 

. --

39. 

40. 

.. - -- __ �ROGRAM QUEST1_£�N�IRE (WIDA -ADULT)
-- - .... -- _._ 

--- . --

QUESTION 

-- - -

Are program quality-control procedures performed? 

Are conflict of interest statements maintained for 
individuals responsible for determining eligibility? 

Does the Career Resource Center prohibit discrimination 
based on race, sex, or age In its employment practices? 

Is the date of application captured in Vermont Job Link? 

Are any participants enrolled as underemployed? 

If yes, is there documentation of wages being below the 
self-sufficient wage estimate by Career Resource 
Center? 

If participant is exited, has appropriate follow-up been 
documented? 

Is there sufficient information recorded by Case 
Managers to follow progress of a participant? 

YES 

D 

D 

D 

D 

□ 

□ 

□ 

D 

7 

·-

NO N/A 

D D 

D D 

□ □ 

D D 

□ □ 

D □ 

□ □ 

□ D 

PARAMETERS 

---- ---

Please check to see if the subcontractor has staff (fiscal 
and program quality control staff) designated to ensure 
all program requirements are accurate. 

Please check to see if staff determining eligibility are 
aware of the provisions of "conflict of interest' when 
determining eligibility. 

Please check to see if EEO posters are displayed in the 
reception area of the LWIA office, in the career center or 
wherever WIA services are offered. 

Please confirm the date through the Vermont Job Link. 

Please confirm through Vermont Job �ink or the file of 
the participant. 

Please see participant's file and documentation, or 
check indicator or case notes. 

Please check the case notes for followup. 

please check the info or statements made by Case 
Manager in Vermont Job Link. 
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Equal Opportunity Officers (29 C.F.R. §§ 38.28 through 38.33) 

PURPOSE 

The Governor is required to designate a Statewide Equal Opportunity Officer who reports 

directly to the Governor and is responsible for State Program-wide coordination of compliance 

with the equal opportunity and nondiscrimination requirements in WIOA and 29 C.F.R. Part 38. 

Additionally, every recipient must designate a recipient-level Equal Opportunity Officer who 

reports directly to the individual in the highest-level position of authority for the entity that is the 

recipient. 

NARRATIVE 

Pursuant to 29 C.F.R. §§ 38.28 through 38.33, the State of Vermont has designated a State Equal 

Opportunity Officer (EOO), a recipient-level EOO for each recipient, and Equal Opportunity 

Coordinators for the American Job Centers operating within the State. The State has: 1) 

designated officers as required by 29 C.F.R. Part 38; 2) provided staff and resources to the State 

and recipient-level EOO sufficient to carry out the requirements of Part 38; 3) assigned powers 

and duties to the officers to carry out the requirements of Part 38; 4) published EOO names and 

ensured that EOO names appear on all internal and external communications; and 5) ensured that 

the State and recipient-level EOO have the tools and training to carry out the requirements of 

Part 38. 

Equal Opportunity Officers 

State Equal Opportunity Officer 
Michael Harrington
State EO Officer 
Vermont Department of Labor 
5 Green Mountain Drive 
P.O. Box 488 
Montpelier, VT 05601-0488 
Phone: 802-828-4343 
TTY: 7-1-1 TDD: 1-800-650-4152 

Equal Opportunity Staff Support 

Equal Opportunity Monitor
Rose Lucenti
5 Green Mountain Drive 
P.O. Box 488
Montpelier, VT 05601- 0488
802-828-4321
Rose.Lucenti@vermont.gov

2020 State of Vermont Nondiscrimination Plan 

VDOL Eqiuu Opft&l'Dllllity Offtlmer 
Dirk Anderson, Esq. 
General Counsel 
Vermont Department of Labor 
5 Green Mountain Drive 
P.O. Box 488 
Montpelier, VT 05601-0488 
Phone: 802-828-4391 
TTY: 7-1-1 TDD: 1-800-650-4152 
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Southwestern Vermont Region   
Wendy Morse 
200 Veterans Memorial Drive, Suite 2 
Bennington, VT 05201 
802-442-6376
802-447-2726

Southeastern Vermont Region 
Cindy Delgatto
28 Vernon Street
Suite 212
Brattleboro, VT 05301 
802-522-3280 (mobile)

Northwestern Vermont Region 
Danielle Kane 
63 Pearl Street 
Burlington, VT 05401 
802-863-7676
802-863-7655

2020 State of Vermont Nondiscrimination Plan 

Northeastern Vermont Region
Jen Palmieri 
PO Box 129 
1197 Main Street, Suite 1 
St. Johnsbury, VT 05819-0129 
802-748-3177
802-748-6620

Central Vermont Region
Judy Bourbeau
5 Perry Street, Suite 200
Barre, VT 05641 
802-476-2600
802-476-2628
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State Level Equal Opportunity Officer 

Governor Phil Scott designated Michael Harrington as the State Equal Opportunity Officer 

(EOO). Mr. Harrington serves as the Commissioner of the Vermont Department of Labor. 

Commissioner Harrington is a senior-level employee at the State level and reports directly to the 

Governor on all matters related to the EOO position. The State EOO will oversee the State's 

program-wide education, compliance, and training programs concerning equal opportunity and 

nondiscrimination requirements under WIOA. Mr. Harrington has knowledge of WIOA, federal 

and State laws related to equal opportunity and nondiscrimination, and the practice of 

compliance monitoring. 

Vermont is one of the least densely populated states in the United States. With a population of 

approximately 626,500 people, Vermont ranks as the second least populated state in the country. 

At least 25 U.S. cities have a greater population than the State of Vermont. Appropriately, the 

State operates a Single State Local Area. State staff serves in both the administrative and 

program delivery capacity. The State therefore has not designated full-time State and recipient

level Equal Opportunity Officers. The State has instead designated officers who shall dedicate 

approximately 15% of their time performing equal opportunity duties. 

The State has structured the State EOO and recipient EOO offices to ensure that no conflict of 

interest exists. If a conflict were to arise, managerial or independent contracted support would be 

made available to the Statewide program or recipient. 

The State shall ensure that the State EOO position remains filled. If the position is vacated at any 

time, the Governor will designate a new State EOO and the State will notify the Civil Rights 

Center (CRC) of the change. The State will ensure that at the time a new State EOO is 

designated, the name and contact information for the new State EOO will be promptly published 

in the same manner, materials, and locations as the previous EOO identity was published. 

Equal Opportunity Staff and Resources 

The State assigns staff and resources from various agencies to support the State EOO. The State 

EOO shall have the support of a Staff Attorney and administrative support staff. Each staff 

member shall commit approximately 15% of his or her time to supporting the State EOO. The 

Vermont Department of Labor's EOO shall have the support of a full-time Equal Opportunity 

Monitor and five Equal Opportunity_ Coordinators. The Equal Opportunity Monitor shall assist 

the recipient level EOO with EOO duties, conduct active monitoring of the State's WIOA 

programs, and shall act as the point of contact for the recipient when the EOO is unavailable. 

Both the State and recipient level EOO have the support of State agencies for training, IT, 

monitoring, and clerical needs. 

Equal Opportunity Officer Duties 

The State of Vermont has assigned the following EOO duties: 
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1. advising the Governor and State agencies on the State's nondiscrimination and equal

opportunity program;

2. serving as the State's liaison with the CRC;

3. monitoring all WIOA Title-I financially assisted programs or activities, including One Stop

partners, to ensure that programs are not violating their nondiscrimination and equal

opportunity obligations;

4. preparing monitoring reports and any needed corrective actions;

5. developing policies and procedures to ensure the effective implementation of State

responsibilities under applicable law;

6. conducting or coordinating monitoring investigations;

7. writing reports and formal communications regarding findings of investigations;

8. providing equal opportunity and nondiscrimination resources and referral information for

complainants and general public;

9. reviewing complaints, data, and any available information to discern specific trends or

patterns that could reflect possible, accessibility issues, or need for targeted outreach;

10. providing technical assistance and training to State employees and contractors operating

programs and activities; and

11. overseeing and assisting the development and implementation of nondiscrimination plans

and policy.

The State EOO and recipient-level EOO will assume the duties necessary to carry out the 

requirements of29 C.F.R. Part 38. 

Publication of EOO Name and Contact Information 

The State EOO will ensure that the identity of EO Officers are known to applicants, registrants, 

eligible applicants/registrants, participants, employees, applicants for employment, and interested 

members of the public. The State's "Equal Opportunity Is the Law" poster is distributed by the 

State EOO to all recipients of WIOA funded programs and activities. An electronic form is also 

distributed to the recipients. The electronic form can be edited to include the names and contact 

information for the recipient EOO. The name of the State EOO is included in each agency's 

phone directory and equal opportunity policy manual. Annually, the State EOO will distribute 

equal opportunity and nondiscrimination brochures to each WIOA partner. 

Each recipient will publicize the name of the recipient-level EOO to the State, WIOA partners, 

WIOA applicants, and the public by including the name in the "Equal Opportunity Is the Law" 

poster placed prominently in every recipient location. Further, each recipient shall ensure that 

staff members provide the name of the recipient EOO through internal documents, memoranda, 

and documents distributed during the participant intake process. Finally, the name of the 

recipient EOO shall be included on the recipient web site. 
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Training and Tools Available to State and Recipient-level EOO 

The State EOO attends annual Civil Rights Center training and additional trainings focused on 
nondiscrimination and equal opportunity. The State and recipient EOO and their staffs have 
access to training through the Vermont Center for Achievement in Public Service (CAPS). CAPS 
offers trainings relevant to EOO duties, and maintains a regular schedule of trainings and courses 
for State employees. Additional training shall be made available to EOO and staff as allowed by 
the State's administrative budget. At all times, the State shall ensure that the officers and their 
staffs are provided with the training and resources necessary to maintain their competence. 

The State and recipient EO Officers shall publish training materials that will be used by the 
Equal Opportunity Coordinators to maintain competency. As part of State EOO's system of 
compliance monitoring, the State shall monitor each American Job Center to ensure that the 
Equal Opportunity Coordinators and staff have received the training necessary to maintain 
competency. Additionally, the recipient EOO and the Equal Opportunity Monitor shall ensure 

that the American Job Center managers recieve the Vermont Department of Labor's annual 
training on the safeguarding of confidential information. 

The State Equal Opportunity Officer will communicate regularly with the recipient EOO and the 
Equal Opportunity Coordinators regarding nondiscrimination issues, policies, best practices, and 
training opportunities. 
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Supporting Documentation: Equal Opportunity Officers 

2-1

2-2

2-3

Governor's Designation of State Equal Opportunity Officer 

Vermont CAPS Training Information 

Equal Opportunity Notice (English) 
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VERMONTCFFICIAL.70-. o'/EBSJTE � VElUvlONT 

AGENCY OF ADMINISTRATION 

Department of Human Resources +-::,;s+ 

JOB SEEKERS EMl't.OYEE5 MANAGERS AND �.JP£1NISORS HR PROFESSIONAI.S HOl"/001? l'OPUIARLINKS 

Home 

For Job5eei<Er'3 

For Emplay-e� 

For Manat;ets ,ind S\Jpervisors 

For HR Profession.ls 

Compersation 

l.aoor Rielations. PoHci,;,s and EEO 

Statol'wid-a Training and Develop='flt 

Center for Achiev;:,rnent in Public 5erviee 

SOVLINC 

Superviroty and Manag-,ri�I Programs 

Car.sun:ir.g 

OnlineCl�sses 

Resoom� Cenw 

N= Emp/� Ori.:ntation - NEO 

Talenthxl!rlsition 

St.fling 

Payroll and HR System� 

Workforce Dat. 

Forms dnd Documents 

AbcutlJs 

CLASSROOM ELECTIVES 

CAPS off,;,rs an ,.,.,r-expanding roste,r of t.ioe-to-faa1 ctas�sof ir,ter-,st to employe,ecs. sup,;rwors and 
manage,rs. 5"Jbj,;,ct matter ranges from productivity to communication and conflict mari.;gffilecnt and m.;,y 
i ndude topie:1 on haw state government works. HR rompliar,ce, planning for Mirunent in the states%tem. 
work-liie mlanc,e and stress. and addres'>i ng viofe nc.e in the w,xkplace_ Topic; change ,\ith demand aru 
availability_ 

Gasses taught bsi CAPS staff or other state empla,'l:<es are most often atno d)arge for ernpl-0y1a<1s of state 
gov,,mment. Participants must be al)!)l'OW.d for ttme /N,'JY from their work assif:l\ffl(!nts. Please r�r arrl 
have V"''ll!' illpervisor ap,<O'N at least ten days prtorto the start of tl'.esession so IM, C3tl process your 
information_ SUpeTVisors will need to acce...<s sav LI NC to approve. Yau must be Registered in order to atteoo, 
so please cMcl( your status in SOV L! NC before arriving_ Other cou=s taught by external experts m,iy hil'slle a 
tuitionf£e which must be approved by the enrollees department bdore:enrallment is official Some classes 
JrulY have a materials cost connected to them. These will be invoiced back to the department of the participant_ 

Important State emplo�s,,_tho require special accomodatloo for trainings to be a.cc=lble (mobfllty, 
vision, hearing, etc:...) please contactOHR.�,1;civ In a separate email after registering !t1 ord<"r 
to allow suffiden! time to make arrangements. 

Other govemm«nt emo!O)'(!eS (non-state) m;;y apply to attend CAPS dass,es and will he approved on th� bas Ts 
of availability. In mostc.l'les. there v,i!I be a tuition rate. Toapp� from outside Vermont StateGovm1ment. 
contact our registration desk at 828-2751 or CHR.CAPS@wrmonLgov 

Explore ou, 00 for det2ils oftakingdasses at CAPS, 

Qi(:k l1ereto enter our on-lioo retistration site and review our catalog of courses: 

2020 State of Vermont Nondiscrimination Plan Page I 31 



2-3

EQUAL OPPORTUNITY IS THE LAW 

It is against the law for this recipient of Fedeml financial assistance to discriminate on the following bases: 
against any individual in the United States, on the basis of race, color, religion, sex (including pregnancy, 
childbirth, and related medical conditions, sex stereotyping, transgender status, and gender identity), national 
origin (including limited English proficiency), age, disability, or political affiliation or belief, or, against any 
beneficiary of, applicant to, or participant in programs financially assistt:d under Title l of the Workforce 
Innovation and Opportunity Act, on the basis of the individual's citizenship status or participation in any WIOA 
Title I-financially assisted program or activity. 

The recipient must not discriminate in any of the following areas: deciding who will be admitted, or have 
access, to any WIOA Title [-financially assisted program or activity; providing opportunities in, or treating any 
person with regard lo, such a program or activity; or making employment decisions in the administration of, or 
in connec.tion with, such a program or activity. 

Recipients of federal financial assistance must take reasonable steps to ensure that communications with 
individuals with disabilities are as effective as communications with others. This means that, upon request and 
at no cost to the individual, recipients arc required to provide appropriate auxiliary aids and services Lo qualified 
individuals with disabilities. 

WHAT TO Do IF You BELIEVE You HAVE EXPERIENCED DISCRIMINATION 

If you think that you have been subjected to discrimination under a WIOA Title I-financially assisted program 
or activity, you may file a complaint within 180 days from the date of the alleged violation with either: the 
recipient's Equal Opportunity Officer (or the person whom the recipient has designated for this purpose); 

Dirk Anderson, Vermont Department of Labor. S Green Mountain Dr.. Montoclier VT 05601 

or 
Dirk.Anderson@vermont.gov 802-828-4390 (TTY - 711 / TDD - _1-800-650-4 l 52) 

Director, Civil Rights Center (CR.C), U.S. Department of Labor 

200 Constitution Avenue NW, Room N-4123, Washington, DC 20210 

or electronically as directed on the CRC website at www.dol.gov/crc. 

If you file your complaint with the recipient, you mu�l wait either until the recipient issues a written Notice of 
Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see 
address above). If the recipient does not give you a written Notice of Final Action within 90 days of the day on 
which you !iled your complaint, you may file a complaint with CRC before receiving that Notice. However, you 
must file your CRC complaint within 30 days of the 90-day deadline (in other words, within 120 days atler the 
day on which you filed your complaint with the recipicnl). If the recipient does give you a written Notice of 
Final Action on your complaint, but you are dissatisl'icd with the decision or resolution, you may tile a 
complaint with CRC. You must file your CRC corn plaint within 30 days of the date on which you received the 
Notice or Final Action. 
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Notice and Communication (29 C.F.R. §§ 38.34 through 38.39) 

PURPOSE 

The State of Vermont provides initial and continuing notice that it does not discriminate on any 
prohibited basis. The State is required to provide this notice to all registrants, applicants, eligible 
applicants or registrants, participants, applicants for employment, employees, unions or 
professional organizations that hold agreements with a recipient within the State, any 
subrecipients receiving WIOA Title I financial assistance from a recipient within the State, and 
members of the public. When the State provides the required notice, it ensures that it is provided 
in a manner that is accessible to those with impaired vision or hearing and those with limited 
English proficiency. The State ensures the uniform communication of the equal opportunity and 
nondiscrimination policy through the provision and publication of required notices. 

NARRATIVE 

Pursuant to 29 C.F.R. §§ 38.34 through 38.39, the State of Vermont ensures that notice of equal 
opportunity and nondiscrimination are communicated uniformly by all recipients and service 
providers. The State ensures it is meeting its obligations by: 1) providing notice of equal 
opportunity and nondiscrimination policy to every individual listed in 29 C.F.R. § 38.34; 2) 

. communicating the notice in a manner and form that is equally effective for individuals with 
disabilities and for individuals with limited English proficiency; 3) posting the notice required by 
29 C.F.R. § 38.35 in conspicuous locations utilized by the individuals listed in 29 C.F.R. §38.34, 
including the notice in memoranda and other communications with staff, and publishing the 
notice in employee and participant handbooks; 4) indicating on all publications, broadcasts, and 
other communications that the WIOA Title-I financially assisted program or activity is an equal 
opportunity program/activity and that the appropriate services are available to individuals with 
disabilities; 5) including the notice and a discussion of equal opportunity rights in all orientation 
presentations and introductory materials; and 6) monitoring recipients and service providers to 
ensure compliance with 29 C.F.R. §§ 38.34 through 38.39. 

The State Provides the Equal Opportunity Notice Pursuant to 29 C.F.R. § 38.34 

Every individual listed in 29 C.F.R. § 38.34 is provided with the equal opportunity notice 
contained in 29 C.F.R. § 38.35. A copy of the notice is given to every individual accessing a 
recipient program or activity, and to members of the general public seeking information from a 
recipient program or activity. Case managers maintain a file checklist for each individual that 
includes a discussion of participant rights under the nondiscrimination and equal opportunity 
provisions of WIOA and 29 C.F.R. Part 38. Every participant is informed of their right to file a 
complaint of discrimination with the recipient or the CRC. Furthermore, the entire notice is 
included in the intake form used by every recipient and service provider. Individuals sign a form 
and acknowledge receipt of this information. The signed receipt is maintained in the participant 
file, and Grant Program Monitors check for the signed acknowledgement as part of the annual 
monitoring review (See Supporting Documentation: 3-3 and 7-3). 
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The Notice is Effectively Communicated to Individuals with Disabilities and Individuals 
with Limited English Proficiency 

The State ensures that recipients and American Job Centers are equipped with the necessary 

resources and training to provide the notice to individuals with disabilities and to individuals 

with limited English proficiency. Each American Job Center is equipped with a computer screen 

to enlarge print. The notice will be placed on the machine for people with visual impairments. 

Upon request, the notice will be made available in Braille. Staff at each American Job Center 

receives training on the resources available to individuals with disabilities and is provided the 

necessary resources to communicate the notice effectively to those with visual or hearing 

impairments. The State shall put particular emphasis on the coordination of resources between 

State agencies to ensure that recipient programs have the resources necessary to effectively 

communicate notices to individuals with disabilities or limited English proficiency. 

The State provides the notice in Spanish, French, Arabic, Chinese Traditional, Korean, 

Portuguese, Russian, Tagalog, and Vietnamese. Additionally, the State has contracted with a 

translation service that will translate the notice into any language needed by an individual with 

limited English proficiency. A notice of Interpretive Services poster is prominently posted in all 

American Job Centers. The American Job Centers are provided with a language identification 

card and receive training in identifying and serving individuals with limited English proficiency. 

The State shall review the Limited English Proficiency plan (Policy 12) used for WIOA 

financially assisted activities on a biannual basis. As part of this assessment and review, the State· 

will identify the languages that are likely to be encountered by recipients. The State will identify 

the resources necessary to serve individuals with limited English proficiency and ensure that 

these resources are available to recipients and service providers. 

The State Posts and Disseminates the Notice 

The State ensures that the notice is displayed in a conspicuous public place in all facilities where 

WIOA financially assisted activities are conducted including American Job Centers, training 

providers, and other recipients. The notice is also displayed on the Vermont Department of 

Labor website. 

The State Equal Opportunity Officer will regularly update staff on equal opportunity policy and 

obligations. Staff will receive the notice as part of memoranda concerning the State's equal 

opportunity and nondiscrimination policies. As part of new employee orientation, recipient 

employees are provided with the notice. The notice is also included in the employee handbook 

and materials provided to employees at their orientation meeting. In all instances, employees are 

provided with information relative to the State's equal opportunity and nondiscrimination 

policies, and notices are communicated in appropriate languages and formats accessible by 

individuals with disabilities. 
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The State Includes the Required Notice in Publications, Broadcasts, and Other 

Communications 

The State includes the following statement in all publications, broadcasts, and other 
communications: 

Equal Opportunity is the Law. The State of Vermont is an Equal Opportunity Employer. 
Applications from women, individuals with disabilities, and people from diverse cultural 
backgrounds are encouraged. Auxiliary aids and services are available upon request to 
individuals with disabilities. (TTY/Relay Service 711 - TTD l-800-650-4152). 

This notice is included in all flyers, brochures, and advertisements provided in the State's 
American Job Centers. The Vermont Department of Labor includes the notice on its web pages. 
As part of its monitoring process, the State monitors social media posts made by recipients and 
service providers to ensure that the notice is included. To ensure uniform communication of the 
notice, the State EOO and recipient EOO will provide guidance and training for Equal 
Opportunity Coordinators who oversee location-specific publications and communications. 

The State Requires Recipients and Service Providers to Include the Notice in Orientations 

Each recipient must discuss equal opportunity and nondiscrimination rights as part of the 
orientation for new participants, new employees, and the general public. The State's equal 
opportunity and nondiscrimination policies are included in any orientation presentations carried 
out by recipients and service providers. A copy of the notice, acknowledged by the participant or 
employee, is included in that individual's file. The recipient EOO checks for this acknowledged 
form as part of routine onsite monitoring of the American Job Centers. Where applicants, 
registrants, or employees register through an online system, the individual is required to 
acknowledge the equal opportunity notice before finalizing registration. In every instance, the 
new participant, new employee, or member of the public is provided with notice of the right to 
file a complaint with the recipient or the Director of the CRC .. All orientation materials are 
provided in appropriate languages and in formats accessible by individuals with disabilities. 

The State Equal Opportunity Officer Monitors for Compliance with Required Notices 

The State EOO and recipient EOO actively monitor the publication of required notices. Staff 
from the Vermont Department of Labor check for: 1) the posting of notices in areas frequented 
by the individuals listed in 29 C.F.R. § 38.34; 2) the effective communication of the notice to 
individuals with disabilities and individuals with limited English proficiency; 3) whether 
recipient and service provider staff have been trained to use tools for effective communication of 
the notice to individuals with disabilities and individuals with limited English proficiency; 4) 
whether orientation materials for new participants, new employees, and the general public 
contain the notice; 5) whether each participant and employee has an acknowledged notice in their 
file; and 6) whether the notice has been included in all publications, broadcasts, and other 
materials including social media posts. (See Supporting Documentation: 7-3). 
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Supporting Documentation: Notice and Communication 

3-1 Sample Equal Opportunity Notices 

3-2 Workforce Development Form WFD-3 

3-3 Workforce Development Form WFD-11 (WIOA Case Record Review Checklist) 

3-4 Policy 12 - Limited English Proficiency 

3-5 Translation Service Poster 

3-6 Publications Containing _EOO Statement 

3-6 (A) Workforce Development Opportunities Brochure

3-6 (B) Resource Center Services

3-6 (C) Vermont Job Link

3-6 (D) Veterans Employment and Training Services

3-7 (E) Rapid Response Services

3-7 Vermont Job Link Equal Opportunity Statement 
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EQUAL OPP0RTUN ITY IS THE LAW 

It is againsl the law for this recipient of Federal financial assistance to discriminate on the following bases: 

against any individual in the United States, 011 the basis of race, color, religion, sex (including pregnancy, 

childbitth, and related medical conditions, sex stereotyping, transgender status, and gender identity), national 

origin (including limited English proficiency), age, disability, or political affiliation or belief, or, against any 

beneficiary of, applicant to, or participant in programs financially assisted under Title I of the Workforce 

Innovation and Opportunity Act, on the basis of the individual's citizenship status or participation in any WIOA 

Titl_e I -financially assisted program or activity. 

The recipient must not discriminate in any of the following areas: deciding who will be admitted, or have 

access, to any WIOA Title I-financially assisted program or activity; providing opportunities in, or treating any 

person with regard to, such a program or activity; or making employment decisions in the administration of, or 

in connection with, such a program or activity. 

Recipients offederal financial assistance must take reasonable steps to ensure that communications with 

individuals with disabililies are as effective. as communications with others. This means that, upon request and 

at no cost to the individual, recipients are required to provide appropriate auxiliary aids and services to qualified 

individuals with disabilities. 

WHAT TO Do IF You BELIEVE You HA VE EXPERIENCED DISCRIMINATION 

If you think that you have been subjected to discrimination under a WIOA Title I-financially assisted program 

or activity, you may file a complaint within 180 days from the date of the alleged violation with either: the 

recipient's Equal Opportunity Officer (or the person whom the recipient has designated for this purpose); 

Dirk Anderson, Vermont Department of Labor. 5 Green Mountain Dr.. Montoelier VT 05601 

or 
Dirk.Anderson@vermont.gov 802-828-4390 (TTY - 711 / TDD - � -800-650-4152) 

Director, Civil Rights Center (CRC), U.S. Department of Labor 

200 Constitution Avenue NW, Room N-4123, Washington, DC 20210 

or electronically as directed on the CRC website at www.dol.gov/crc. 

If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of 

Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see 

address above). If the recipient docs not give you a written Notice of Final Action within 90 days of the day on 

which you filed your complaint, you may file a complaint with CRC before receiving that Notice. However, you 

must file your CRC complaint within 30 days of the 90-day deadline (in other words, within 120 days after the 

day on which you filed your complaint with the recipient). lfthe recipient does give you a written Notice of 

Final Action on your complaint, but you arc dissatisfied with the decision or resolution, you may file a 

complaint with CRC. You must file your CRC complaint within 30 days of the date on which you received the 

Notice of Final Action. 
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LA IGUALDAD DE OPORTUNIDAD ES LA LEY 

La ley pruhfbe que esle bencficiario de asistencia financiera federal discrimine por los sigukntes motivos: 
contra cuah1uier individuo en los Estados Unidos por su raza, color, religion, sexo (incluyendo el 
embarazo, el parto y las condiciones medicas relacionadas, y los estereotipos sexuales, el estatus 
transgenero y la identidad de genera), origen nacional (incluyendo el dominio limitado del ingles), edad, 
discapacidad, afiliaci6n o crecncia politica," o contra cualquicr beneficiario, solicitante de trabajo o 
participantc en programas de capacitaci6n que reciben apoyo financiero bajo el Titulo I de la Icy de 
fnnovaci6n y Oportunidad en la Fuerza Laboral (WIOA, por sus siglas en ingles), debido a su ciudadanfa, 
o por su participacion en un programa o actividad que recibe asistencia financiera bajo el Titulo I de
WIOA.

El beneficiario no debera discriminar en los siguientcs areas: dccidiendo quien sera permitido de 
participar, o tendra acceso a cualquier programa o a1.:tividad que recibe apoyo financiero bajo el Titulo I 
de WIOA; proporcionando oportunidadcs en, o tratar a cualquier persona con respecto a un programa o 
actividad semejante; o tomar decisiones de empleo en la administraci6n de, o en conexi6n a un programa 
o actividad semejante.

Los beneficiarios de asistcncia financiera federal deben tomar medidas rnzonables para garanlizar que las 
comunicaciones con las pcrsonas con discapacidades scan tan efectivas como las comunicaciones con los 
demas. Esto signitica quc, a peticion y sin costo alguno para el individuo, los recipientes cstan obligados 
a proporcionar ayuda auxiliary scrvicios para individuos con discapacidades calificados. 

QUE DEBE HACER SI CREE QUE HA SIDO DISCRIMINADO 

Si usted piensa que ha sido discriminado en un programa o actividad que recihe apoyo financiero bajo el 
Tftulo I de WTOA, usted puede presentar una queja no mas de 180 dias despues de la fccha en quc ocurri6 
la presunta violaci6n, ya sea con: El oficial de igualdad de opo1tunidad del recipiente (o la persona que el 
recipicnte haya designado para estc prop6sito); 

Dirk Anderson, Vermont Department of Labor, 5 Green Mountain Dr., Montpelier, VT 05601 

Dirk,Anderson@vermont.gov 802-828-4390 (TTY - 711 /TDD - 1-800-650-4152) 

0: 

Director, Civil High ts Center (CRC), U.S. Dcpm-tmcnt of Labor 

200 Constitution Avenue NW, Room N-4123, Washington, DC 20210 

o electr6nieamente coma indica el sitio web del CRC www.dol.gov/crc.

Si ustcd presenta una queja con el recipii:ntc, ustcd debe esperar hasta que el recipientc emita una 
decision final cserita o que pasen por lo mcnos 90 dias (lo (]LLe ocurra pri111cro), antes d1.: presentar una 
queja con el Centro de Derechos Civilcs (CRC, por sus siglas en ingles) a la direcci6n mencionada 
previamente. Si el beneficiario no le cnlrcga una decision final escrita dentro de 90 dias despues de la 
fecha en que presento su queja, ustcd puede prescntar su queja con el CRC antes que reciba la decision 
final. Sin embargo, es nccesario presentar su queja con el CRC dentro de 30 dias despues de la focha 
Jim ite de 90 dias (en otras palabras, Lientro Lie 120 dias despucs de la fecha en presento la queja con el 
rccipiente). Si el recipiente emite una decision final cscrita, pcro usted no esta satisfecho con el restiltado 
o n:soluci6n, usted pucde rrcsentar una qL1e_ja con cl CRC. Usted dcbc presentar su qucja con el CRC
dentro de 30 dias dcsrucs quc rcciba la decision final escriia.
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LA LOI PRONE L'ECALITE DES CHANCES 

La loi interdit au destinataire de l'aidc financiere federalc de pratiqucr unc discrimination sur lcs bases suivantes: contre 
tout individu aux Etats-Unis, sur la base de la race, la couleur, la religion, le sexe (y compris la grnssesse, l'accouchement 
et les troubles de sante connexes, les stereotypes sexuels, le statut de transgenre et l'identite sexuelle), l'origine nationale 
(y compris en raison de competences limitees en anglais), l'age, le handicap ou l'affiliation politique ou la croyance, ou 
contre tout beneticiaire, postulant ou participant a des programmes financierement aides en vertu du Titre I du Workforce 
Innovation and Opportunity Act (WIOA, Loi sur !'innovation et !es opportunitcs pour la main d'ccuvre), sur la base du 
statut de citoyen de la personne physique ou la participation a tout programme ou activite financierement aides en vertu du 
Titre l du WIOA. 

Le destinataire ne doit pas pratiquer de discrimination dans l'un des domaines suivants: decider qui sera admis, ou aura 
acccs, a l'un des programmes ou l'Lme des activites financieremcnt aides en vertu du Titre I du WTOA, fournir des 
opporlunites ou privilegier toute personne dans le cadre dudit programme ou de ladite activite, ou prendre des decisions 
d'emploi dans le cadre de !'administration dudit programme ou de ladite activite. ou en lien avec ces demiers. 

Les destinataires de !'aide financiere fedcrale doivent prendre des mesures raisonnables pour s'assurer que !es 
communications avec lcs pcrsonnes physiques handicapees sont aussi efficaces que Jes communications avec Jes autres 
pcrsonnes physiques. Cela signifie que, sur demande et sans frais pour la personne physique, !es destinataires sont tenus 
de fournir des aides et des services complernenlairt!S apprupries aux personnes qua! ifiees souffrant de handicap. 

QUE FAIRE SI YOUS PENSEZ AVOm FAIT L'OBJt:T DE DISCRIMINATION 

Si vous pensez que vous avez subi une discrimination dans le cadre d'un programme ou d'une activitc tinancierement 
aidee en vertu du Titre [ du WJOA, vous pouvez deposer unc plainte dans Jes 180 jours suivant la date de la violation 
invoquee, soit aupres du responsable de l'egalite des chances du dcstinataire, soil aupres de la personne que le destinataire 
a des ignee a eel effet ; 

ou du 

Dirk Anderson, Vermont Department of Labor, 5 Green Mountain Dr., Montpelier, VT 05601 
Dirk.Anderson@vermont.gov 802-828-4390 (TTY - 711 / TDD -1-800-650-4152) 

Dircctcur, Civil Rights Center (CRC), U.S. Department of Labor 

200 Constitution Avenue NW, Room N-4123, Washington, DC 20210 

ou par voie electronique, en suivant !es indications donnecs sur le site Weh du CRC a l'adresse www.dol.gov/crc. 

Si vous deposez une plainte contre le destinataire, vous dcvcz attcndrc quc le dcstinatairc cmcltc par c'crit un Avis de 
mesure finale, ou que 90 jours se soient ecoules (en fonction de la premiere de ces dcux edu:am;es a survenir), avant de 
deposer une plainte aLtpres du Centre des droits civils (Civil Rights Center) (voir adresse susrnentionnee). Si le 
destinataire nc vous fournit pas par ecrit un Avis de mesure finale dans !cs 90 jours suivant le jour de depot de votre 
plaintc, vous pouvez deposer unc plaintc auprcs du CRC avant de recevoir eel Avis. Toutefois, vous devcz deposer votre 
plainte aupres du CRC dans lcs JO jours du delai de 90 jours (en d'autres termes, dans !es 120 jours a compter de la date 
de depot de votre plainte aupres du destinataire). Si le deslinataire vous donnc par ccrit un Avis de mcsure finale 
concernant votrc plaintc, mais que vous n'etes pas satisfait(e) de la decision ou de la resolution, vous pouvez deposer une 
plainte aupres du CRC. Yous devez deposer votre plainte au pres du CRC dans !es 30 jours a compter de la date a laquelle 
vous avez re�u I' Avis de mesurc finale. 
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RIGHTS 

VERMONT DEPARTMENT OF LABOR 

Statement of Rights, Benefits, Conditions of Participation 
Complaint and Hearing Procedures 

Equal Opportunity Is the Law 
for the Workforce Innovation and Opportunity Act (WIOA) 

Generally, you have the same rights and protection afforded to similarly employed workers. Revisions in 
programming may sometimes require a reduction in the number of participants served, which may also 
require that your participation be terminated or altered by the Vermont Department of Labor (VDOL). If 
this becomes necessary, in most cases, you will receive a two-week notice of termination, suspension or 
change in work site. 

BENEFITS 

1. If you are enrolled in paid WIOA activities, you will be covered by Workers' Compensation and
General Liability Insurance provided by the VDOL If you are participating in an On-the-Job Training,
your employer will provide required State of Vermont Workers' Compensation.

2. Your participation in a paid WIOA activity will not in itself provide coverage under the Unemployment
Insurance (UI) program with the exception of On-the-Job Training 

CONDITIONS OF PARTICIPATION 

1. Your participation in a paid WIOA activity depends upon timely and continued funding, as well as your
compliance with the rules stated within this document

2. You will be immediately terminated if after your enrollment, it is discovered that you were ineligible for 
paid WIOA activities.

3. You must keep the VDOL staff informed of changes in your employment status, address, or any other 
conditions that affect your ability to participate in WIOA paid activities You will be expected to make 
reasonable efforts to comply with the provisions of a mutually agreed upon employability plan. 

4. While at a WIOA funded training or job site, you may not participate in political activities, such as 
distribution of pamphlets, collecting money for candidates, making political speeches or lobbying.

5. While at a WIOA funded training or job site, you may not participate in activities designed to assist,
promote or deter union organizing.

6. You are prohibited from participating in, or promoting sectarian activities .

. 

7. All participants must notify their work site supervisor or instructor prior to an expected tardiness or 
absence. You must call your job/training site as soon as possible to report any unexpected tardiness or 
absence. 

8. Your refusal to interview for or accept suitable unsubsidized employment may be cause for termination 
from WIOA services. 

1 
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Equal Opportunity Is the Law 

It is against the law for this recipient of Federal financial assistance to discriminate on the 
following bases: 

• Against any individual in the United States, on the basis of race, color, religion, sex
(including pregnancy, childbirth, and related medical conditions, sex stereotyping,
transgender status, and gender identity), national origin (including limited English
proficiency), age, disability, or political affiliation or belief, or, against any beneficiary
of, applicant to, or participant in programs financially assisted under Title I of the
Workforce Innovation and Opportunity Act, on the basis of the individual's citizenship
status or participation in any WIOA Title I-financially assisted program or activity.

The recipient must not discriminate in any of the following areas: 

• Deciding who will be admitted, or have access, to any WIOA Title I-financially
assisted program or activity;

• providing opportunities in, or treating any person with regard to, such a program or 
activity; or 

• making employment decisions in the administration of, or in connection with, such a
program or activity.

Recipients of federal financial assistance must take reasonable steps to ensure that 
communications with individuals with disabilities are as effective as communications with 
others. This means that, upon request and at no cost to the individual, recipients are 
required to provide appropriate auxiliary aids and services to qualified individuals with 
disabilities. 

What To Do If You Believe You Have Experienced Discrimination 

If you think that you have been subjected to discrimination under a WIOA Title I-financially 
assisted program or activity, you may file a complaint within 180 days from the date of the 
alleged violation with either: 

• Dirk Anderson, General Counsel, Vermont Department of Labor, 5 Green Mountain
Drive; P.O. Box 488, Montpelier, VT 05601 (TTY - 711 / TDD -1-800-650-4152) or

• The Director, Civil Rights Center (CRC), U.S. Department of Labor, 200 Constitution
Avenue NW., Room N--4123, Washington, DC 20210 or electronically as directed on
the CRC Web site at www.dol.gov/crc.

If you file your complaint with the recipient, you must wait either until the recipient issues a 
written Notice of Final Action, or until 90 days have passed (whichever is sooner), before 
filing with the Civil Rights Center (see address above), 

If the recipient does not give you a written Notice of Final Action within 90 days of the day 
on which you filed your complaint, you may file a complaint with CRC before receiving that 
Notice. However, you must file your CRC complaint within 30 days of the 90-day deadline 
(in other words, within 120 days after the day on which you filed your complaint with the 
recipient). 

If the recipient does give you a written Notice or Final Action on your complaint, but you are 
dissatisfied with the decision or resolution, you may file a complaint with CRC. You must file 
your CRC complaint within 30 days of the date on which you received the Notice of Final 
Action. 
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SIGNATURE PAGE ACKNOWLEDGING RECEIPT OF INFORMATION 

My signature below acknowledges that I have read or havEl had the following information 
explained to me and I agree to abide by the stated conditions: 

* Statement of Rights, Benefits, Conditions of Participation under the Workforce
Innovation and Opportunity Act.

• Com_plaint and Hearing Procedures for the Workforce Innovation and Opportunity Act.

* Equal Opportunity is the Law Notice unde.r the Workforce Innovation and Opportunity- Act.

Participant Signature Date 

Case Manager Signature Date 

DISTRIBUTION 

Page 1 and 2 to participant 
Page 3 placed into participant's case file after obtaining signatures and dates 
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Vermont Department of Labor 
Administrative Policies and Procedures 

Subject: Guidance for Language Assistance Effective Date: February 1, 2006 

Supersedes Policy Dated: September 26, 2005 

Number 12 

Applicable To: All classified employees, as well as exempt, appointed, and temporary of the 
Department of Labor 

Issued By: Vermont Department of Labor 

Approved By: Patricia A. McDonald, Commissioner 

PURPOSE & POLICY STATEMENT 

The Department of Labor must provide meaningful access lo programs and services to persons with limited English 
proficiency in accordance with Title VI of the Civil Rights Act of 1964 and its amendments, which states: 

"No person ln the United States shall on the ground of race, color or national 
origin, be excluded from participation in, be denied benefits of, or be subject 
to discrimination under any program or activity receiving Federal financial 
assistance." 

VDOL receives Federal financial assistance through a variety of programs and must be in compliance with Title VI 
and Federal Executive Order 13166. 

Individuals who do not speak English or who are limited in their English proficiency (LEP customer) may be unable 
to immediately obtain meaningful access to State services. Thus, once an individual with LEP is identified, VDOL 
will provide appropriate language assistance as soon as possible. 

Supervisory and management personnel are responsible and accountable for the implementation of the language 
assistance policies and procedures. Supervisory and management personnel shall be held accountable for their 
performance. 

Notification Of Free Language Assistance For Accessing State Services 
The appointing authority will provide public notices regarding the language assistance policies and procedures for 
the respective offices. As approved by the appointing authority, signs will be posted in office lobbies and other 
waiting areas in all essential languages as identified by the appointing authority. This signage will inform VDOL 
customers and clients of the availability of free language assistance services for VDOL services and invite them to 
identify themselves as customers in need of language assistance. 

Notification should also be included in• mailings, brochures and other documents, which provide access to services 
and programs. 

Annually, the appointing authority will evaluate which materials should identify Language services are available to 
the customer at no extra charge. 
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Number 12 (continued) 

Assessing Language Assistance Delivery Needs 
While all State agencies and entities must be prepared to provide meaningful access to even one customer in need 
of language assistance, the following guidance may be used to assist appointing authorities in determining what 
aspects of programs and services must be prepared and available on-hand. 

When determining how to provide effective and adequate language service, the following federal four-point 
guidelines (Federal Register, Vol 66, No 11, January 17, 2001) may be_considered: 

A. The number or proportion of LEP individuals eligible to participate or likely to be directly or significantly
affected by the program or activity;

B. The frequency of contact a participant or beneficiary is required to have with the program or activity;

C. The nature and importance of the program or activity to the participant or beneficiary; and

D. The resources available to the department in carrying out the program or activity.

The Appointing Authority or duly designated agent will determine when new programs or activities should be 
conducted In a LEP customer language, or when new forms or l'lOtlces should be published in a Ll::1-' customer 
language 

Language Assistance; Communic"tion with LEP Customers 
There are a number of language assistance tools and services to consider. These must be evaluated with the 
primary goal of providing meaningful access to service and programs. 

Language Identification Cards ("I Speak" Cards) 
All State staff serving customers should be aware of and have access to language identification cards to help 
identify what a LEP customer's language is. Free language identification cards and instructions on how and when 
to use them are available at hUp:/Jwww.ysdoj.gov/crtlcor/Pubs/lSpea1<Cards,pgf. Staff should demonstrate to the 
customer that he/she should point to his/her primary language on the card. Language identification cards should 
be kept at greeter/information counters in all offices. 

Telephone Interpretation Services 
VDOL maintains a contract with Language Line Enterprises (LLE), a telephone interpretation service 
(www .languageline.corn). 877-886-3886. 

In using the Language Line, the attending staff person should remain on the line, and be available to read, in 
English, documents that require interpretation, including notices, administrative decisions, hearing decisions, and 
questionnaires. The staff person should also remain available to answer questions. This language assistance is to 
take place within the same time frame services are delivered to non-LEP customers. 

The attached sheet lists the languages currently supported by Language Line 

Translators & Translation Services 
VDOL is evaluating options and identifying appropriate resources Some divisions have used certain interpreters 
and services in the past and should continue to do so. If the Department contracts with a service at a preferred 
rate, division managers will be notified. 

Written Communication 
Written communication covers a wide range, from mailed notices, to web sites, to forms, to signs and posters, to 
brochures and beyond. 
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Number 12 (continued) 

Multi-language insert to seek assistance: All written communication mailed to customers regarding benefit 
information, adjudication, or hearings decisions, should include a Language Services insert, as determined by the 
appointing authority The insert will notify the customer in designated languages that if the customer does not 
understand this information to contact the appropriate agency. 

Notification of Avallable Free Language Assistance: Notices regarding the availability for LEP customers to receive 
free interpretation and other language assistance will occur in the designated languages in brochures, pamphlets, 
manuals and other materials disseminated to the public and staff as deemed appropriate by the appointing 
authority. 

Contracting for Translation and Interpretation Services: The appointing authority should work to coordinate 
contracts with interpretation and translation service providers to supply the needed translation or interpretations that 
are not performed by bilingual staff. 

Maintaining a List of Translated Documents: The translation of written materials and forms needed to access State 
services will take place using the above mentioned federal four-point guideline. Staff should know how to access a 
complete list of documents that have been translated into languages other than English. 

Use of Website for Communication 
The appointing authority will determine which officially designated website(s) posting(s) need to include languages 
other than English as part of said postings, 

BIiinguai Positions 
The appointing authority, designee or hiring managers may require bilingual skills for a position. Agency personnel 
staff should coordinate with the Department of Human Resources to ensure that specific positions have been 
designated or identified as being bilingual and what language skills are required. When these particular positions 
have been identified and classified, the bilingual requirement will be made a qualification for filling future vacancies 
of these positions 

Staff in designated bilingual positions should be considered part of the agency's team of bilingual staff and may be 
called upon through pre-approval by bilingual staff's immediate supervisor or manager or by appointing authority to 
provide telephone interpretation or written translation services to any location the department conducts business. If 
the bilingual staffs immediate supervisor or manager or by appointing authority determines that it will not negatively 
affect the workload of the bilingual staff person, bilingual staff may provide translation or interpretation services for 
partner programs or services. 

Complaint Procedures 
Complaints received based on discrimination, denial of service or otherwise originative from Limited English 
Proficiency and language assistance issues should be directed to VDOL's Equal Opportunity Officer: 

Ileen McGurran, Department of Labor 
P.O Box 488
Montpelier, VT 05601-0488 
complatnt@labor .state. vt. us
Tel: 802-828-4170
TDD: 802-828-4203
Fax: 802-828-4022

Or complaints may be submitted to: 
Civil Rights Center, The Director 
U.S. Department of Labor 
200 Constitution Avenue, NW 
Room N-4123 
Washington, DC 20210 
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LANGUAGES CURRENTLY SUPPORTED BY LANGUAGE LINE (5/8/04) 

Acholi Hakka Oromo 
Afrikaans Hausa Pampangan 
Akan Hebrew Pangasian 
Albanian Hindi Paplamento 
Amharic Hmong Pashto 
Arabic Hubei Pidgin English 
Armenian Hungarian Polish 
Assyrian Hunanese Portuguese 
Azerbaijani lbanag Portuguese Creole 
Bahnar Ibo Punjabi 
Bambara Icelandic Rhade 

Basque lgbo Romanian 
Belorussian llocano Russian 
Bengali Indonesian Samoan 
Berber Italian Sango 
Bosnian Jakartanese , Serbian 
R11lf!,iri;m .IAp'lnRSA Sh,mnh11i 
Burmese Jarai Sicilian 
Cakchiquel Javanese Sinhalese 
Cantonese Kanjobal Sindhi 
Catalan Kashmiri Slovak 
Chaldean Khmer (Cambodian) Slovenian 
Chao-Chow Korean Somali 
Chavacano Krio Sorani 
Cherokee Kurdish Spanish 
Croatian Kurmanji Swahili 
Czech Lakota Swedish 
Dakota Laotian Szechuan 
Danish Latvian Tagalog 
Dari Lingala Taiwanese 
Dinka Lithuanian Tamil 
Dutch Luganda Telugu 
Estonian Luxembourgeois Thai 
Ewe Macedonian Tibetan 
Farsi Malay Tigre 
Fijian Malagasy Tigrinya 
Finnish Maltese Toishanese 
Flemish Mandarin Tongan 
French Mandinka Toucouleur 
French Canadian Mankon Tshiluba 
Fukienese Marathi Turkish 
Fula Mien Ukrainian 
Fuzhou Mixteco Urdu 
Ga Mongolian Vietnamese 
Gaddang Navajo Visayan 
Gaelic Neapolitan Welsh 
Georgian Nepali Wolof 
German Nigerian Pidgin Yiddish 
Greek English Yoruba 
Gujarati Noiwegian Yupik 
Haitian Creole Nuer 
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Workforce Investment Act 

(WIA) 

The Workforce Investment Act is a

federal training program aimed at 

providing eligible individuals the 

types of training services they need 

to enter or re-enter the workforce. 

The WIA Program provides short

term training opportunities for long 

term solutions. 

Contact Us Today! 
Your local Representative is: 

www.labor.vermont.gov 

Workforce Development Opportunities 

Skills and Career Assessment 

Tools are available to help you take charge and meet your career goals: 

• Self assessment of your skills and interests
• Exploring occupations
• Labor market information and employment trends

• Career planning
• Job search and placement assistance

I Training Options l 
J 

Work Experience: Gain solid work experience. Work temporarily to explore different types of 
jobs. Learn good work habits to be successful in the workplace and obtain a woli( reference You 

are paid through the Vennont Department of Labor. 

Occupational Skills Training: Training ,s designed to help you gain the occupational skills 
needed to perform a specific job and meet the technical needs of the workplace. 

On-the.Job Training: OJT can help you acquire the knowledge and skills needed to be 
successful. You are hired by an employer and the Vennont Department of Labor reimburses the 
employer tor some of the costs associated with training you. 

Equal Opportunity is the Law 

The Stole of Vermont 1s an Equal Opportun1ly/Aff1rnat1ve Action Emµloyer AppiiC8t1011s fro111 wome.n. individuals with 
disab1hl1es. 811d people from diverse cultural t,ackgrou11ds are encouraged. Auxiliary a111s and services are ,available 
upo" requEest to individ11«ls with disabilities 

www.labor. vermontgov www.labor.vermont.gov www .labor. vermont.g ov 
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Data and Information Collection and Maintenance (29 C.F.R. §§ 38.41 

through 38.45) 

PURPOSE 

The State must ensure that it and each recipient complies with the requirements of 29 C.F.R. part 
38 related to the collection of data and maintenance ofrecords. The State must ensure that a data 
and information collection system is established and maintained for all of its recipients and 
WIOA financially assisted programs and activities. To ensure that the Governor, State Equal 
Opportunity Officer, and the Civil Rights Center are able to conduct statistical and other 
quantifiable analysis, the State requires that all data and information is collected and recorded in 
a uniform, accessible manner that follows procedures prescribed by the Director of the Civil 
Rights Center. 

NARRATIVE 

Pursuant to 29 C.F.R. §§ 38.41 through 38.45, the State operates a uniform system for data 
collection, record maintenan�e, and the security of confidential information. The State ensures 
that: 1) participant data is collected in a manner that complies with29 C.F.R. Part 38; 2) the 
system and format in which records and data are kept have been designed to allow the State EOO 
and the CRC to conduct statistical and other quantifiable data analyses; 3) that all confidential 
and sensitive information is secured in accordance with 29 C.F.R. Part 38 and the State's 
policies; 4) each recipient maintains a log of complaints in accordance with 29 C.F.R. § 38.41(c); 
5) each recipient maintains records for three years in a manner and form that permits CRC to
access the records; and 6) each recipient promptly notifies the Director of the CRC of the
information required by 29 C.F.R. §38.42.

Participant Data is Collected in a Manner that Complies with 29 C.F.R. §38.41 

The State ensures that recipients collect information on applicants, registrants, eligible applicant/ 
registrants, participants, terminees, employees, and applicants for employment. The State Equal 
Opportunity Officer shall issue a policy letter on an annual basis that details the information that 
must be collected. Recipients shall be required to collect the following information on applicants, 
registrants, eligible applicants/registrants, terminees, employees, and applicants for employment: 

1 )Race/ethnicity 

2) Sex

3) Age

4) Disability status, if known

5) Limited English proficiency and preferred language

Recipients are required to collect all information in a manner that complies with 29 C.F.R. Part 
38 and must indicate race and ethnicity according to the guidelines of the Office of Management 
and Budget. Prior to January 1, 2019 the State EOO shall uptake intake forms to include LEP 
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data, and notify recipients of the duty to collect this data. Participant data is collected during the 

intake process and updated as needed throughout an individual's participation in the WIOA 

system. 

The State Department of Human Resources collects all information for individuals applying for 

positions within Vermont State Government. Information collected includes race/ethnicity, sex, 

age and disability status during the application process. This information is not disclosed to 

recipient hiring departments. For its part as a recipient, the Vermont Department of Labor cannot 

collect information on its employees. If necessary, the Department can obtain a statewide 

summary of all employees by race/ethnicity, sex, age and disability status. 

The State Data Collection and Record System Allows for Statistical or Other Quantifiable 

Data Analyses 

The State uses both electronic and paper records for its WIOA programs. For programs that 

collect data electronically, the State uses third party software operated by a multistate 

partnership: America's Job Link Alliance. Any data that must be collected on paper records is 

entered into a standardized form (See Supporting Documentation: 4-1 ). 

All data collected in the State's Vermont Job Link Case Management System is kept in a form 

that allows the Governor, the State EOO, and the CRC to conduct statistical or other quantifiable 

data analyses. Vermont Job Link (VJL) collects and stores required data on secured servers. 

Reports are easily accessed by authorized grant management staff. Participant data is kept 

individually and in an aggregated report. The Governor, State EOO, and CRC are able to 

effectively monitor recipient equal opportunity performance, identify individual instances of 

discrimination, and identify groups who have been discriminated against. 

Data, Confidential Records, and Sensitive Information are Secured and Kept Confidential 

All records are handled confidentially in accordance with applicable provisions of 29 C.F.R. Part 

38. The Vermont Department of Labor has adopted comprehensive policies to ensure that all

data is kept secure, and that all staff is trained on ensuring data security. These confidentiality

policies include:

1) Protection of Confidential Information (Policy 4)

2) Internal Security (Policy 7)

3) Computer, Software, and Laptop Usage (Policy 8)

The information is available to staff for purposes of reporting, eligibility and data·collection. 

This information is not available to the general public. ·staff members are informed of the 

confidentiality requirements during orientation, in subsequent trainings, and by reviewing 

internal policies No. 4, 7 and 8 noted above. All recipient and American Job Center staff receive 

a training on the protection of confidential information. This training is provided directly by the 

recipient-level EOO. 
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All electronic records are hosted on a secure server. Records are only accessible by authorized 

users and are password protected. 

Where medical or disability-related information has been collected, it is kept on separate forms. 

Any forms containing medical or disability-related information are stored in a separate area, and 

are kept secure at all times through locked cabinets or password protect VJL servers. Only 

certain individuals are permitted access to this information under the following limited 

circumstances: 

1) Program staff are permitted access if they are responsible for documenting eligibility and

disability is an eligibility criterion for the particular program or activity.

2) First aid and safety personnel are permitted access if access to the underlying

documentation relating to a participant's medical condition is needed in an emergency.

3) Government officials are permitted access to the records if they are engaged in enforcing

29 C.F.R. Part 38 or any other federal laws.

The State shall ensure that recipients and service providers follow policy on the provision of 

information regarding restrictions on the activities of individuals with disabilities and regarding 

reasonable accommodations for those individuals (See Supporting Documentation: 8-2). The 

provision of any such information will be limited to the status of a disability or medical condition 

and the need for restrictions on activities or reasonable accommodations. 

The State shall keep confidential the identity of any individual who furnishes information 

relating to, or assists in, an investigation or compliance review. The identity of the individual 

who files the complaint shall be kept confidential. If the State is required to disclose an 

individuals identity, that individual shall be protected from retaliation. 

The State Ensures That Each Recipient Maintains a Log of Complaints 

Each recipient and service provider maintains a log of complaints filed alleging discrimination 

on the basis of race, color, religion, sex (including pregnancy, childbirth, and related medical 

conditions, transgender status, and gender identity), national origin, age, disability, political 

affiliation or belief, citizenship, or participation in a WIOA Title I-financially assisted program 

or activity. American Job Centers report to the State Monitor Advocate on a quarterly basis and 

transmit a certified copy of each location's log of complaints. These logs are collected and 

reported to the recipient EOO. 

The State uses a standardized log that contains the following information regarding complaints 

of discrimination: 

1) Name and address of complainant

2) Basis of the complaint

3) A description of the complaint

4) The date the complaint was filed

5) The disposition and date of disposition of the complaint
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Recipient EOOs inform the State EOO about complaints and investigations. The State EOO 

regularly monitors and reviews complaint logs, and receives updates on the complaint logging 

procedures on an as needed basis. When necessary, the State EOO will require Equal 

Opportunity Coordinators to undergo further training in instances where logs have been found to 

be incomplete or inadequate. The State and recipient EOO will monitor complaint logs to ensure 

that identifying information is maintained in a confidential manner. 

Each Recipient Maintains Records for Three Years in a Manner and Form that Permits 

Access by CRC 

The State ensures that recipients maintain the following records for a period of three years: 

1) Records of applicants, registrants, eligible applicants/registrants, participants, terminees,

employees, and applicants for employment;

2) Any record or copy of a complaint of discrimination, including all relevant records

regarding the complaint and actions taken on the complaint;

3) Any record or copy of a compliance review, including all relevant records regarding the

compliance review or the action taken; and

4) Other records that are required by the Director of the CRC or by 29 C.F.R. Part 38.

The State ensures that each recipient maintains both electronic and paper records in a manner 

that permits the Director of the CRC to access the records during its hours of operation. 

Each Recipient Promptly Notifies the CRC of Information Required by 29 C.F.R. § 38.42 

The State, each recipient, and each grant applicant are required to promptly notify the CRC 

Director when any administrative enforcement actions or lawsuits are filed against it alleging 

discrimination on the prohibited bases listed in 29 C.F.R. § 38.42(a). The State ensures that the 

notification sent to the CRC includes, at minimum: 1) the names of the parties to the action or 

lawsuit; 2) the forum in which each case was filed; and 3) the relevant case numbers. 

The State shall ensure that each recipient and grant applicant have the resources necessary to 

promptly provide any information that the Director of the CRC considers necessary to: 

1) investigate complaints and conduct compliance reviews on bases prohibited under the

nondiscrimination and equal opportunity provisions of WIOA and 29 C.F.R. Part 38; and

2) determine whether or not the grant applicant, if financially assisted, would be able to

comply with the nondiscrimination and equal opportunity provisions of WIOA or 29 C.F.R.

Part 38.

The State shall ensure that each recipient is prepared to provide information or submit reports 

that the Director of CRC considers necessary to determine compliance with the 

nondiscrimination and equal opportunity provisions of WIOA or 29 C.F.R. Part 38. The State 

EOO shall provide the resources and support necessary to achieve efficient and effective 

compliance 
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Supporting Documentation: Data and Information Collection and 

Maintenance 

4-1 Workforce Development WFD-100 (Eligibility Checklist) 

4-2 Standard Complaint Log 

4-3 Policy 4 - Protection of Confidential Information 

4-4 Policy 7 - Internal Security (Revised) 

4-5 Policy 8 - Computer, Software, Laptop Usage (Revised) 
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4-1

Vermont Department of Labor - Eligibility Form 

Date: ,□,□ DO#:LJ ParticlpantName:.._ _________ __, Town of Res: I._ _____ � 

Soc.Sec.#: �-□·c::::=J DOB: □,□,□ Hispanic Ethnicity: YIN Race: Wh As 81 Ha/Pl Al/AN + 

Limited Eng. YIN Gender: MIFIN Primary Language 
... 
I _____ .,I Prefer Sign language YIN 

Dep. under 1 B (circle one): Yes, Yes• Head of Household, No, No• Head of Household, NR Number In Household: D 
Disability: Y/NINA Cat. Of Dis.: Physical. Mental. both, not id'd 

Education Status: In school, in alternative school, In PSE, HS Drop, HS Dip or GED 

Highest Grade Completed; NR No 1 2 3 4 5 6 7 8 9 10 11 12-no Dip. HS grad HS cert of equiv +1 +?. 
Voe/tech/trade Deg Ad +3 BO Prof Deg SD+ MD DD 0cc, skill Lie I Cert, none identified 

Selective Service YIN. If male & No• exemption reason: 

Military· Active Duty: YIN 

IF NO TO ACTIVE DUTY· VETERAN SPOUSE (ARE YOU THE SPOUSE OF A PERSON WHO 

Died from service connected disability: YIN has been Inactive duty 90+ days: MIA, Captured, Forcibly Delained, No 

Is totally/perm disabled from service injury: YIN Died while diagnosed from service connected disability: YIN 

Receiving Transitional Services: YIN Are you the spouse or other family caregiver of a wounded, ill, or injured service mambor? YIN 

If YES TO ACTIVE DUTY Branch: [ I Active Duty Start:□, D 10 Active Duty End: □, D ,□
Discharge: Hon /Other/Dis Separating in 12 mos: YIN Retiring in 24 mos: YIN TAP: YIN Campaign badge/medal: YIN 
Homeless: YIN VRAP: YIN Disability Comp: YIN Disability rating 30%+: YIN Olsabllity=-30% but employment barrier: YIN 

Dlsablllty rating: [ I 
Have you been identified as In need of intensive services because you were assessed as not meeting Career Readiness 
Standards? YIN 
Are you an Active duty service member being Involuntarily separated through a service reduction-in-force? YIN 
Are you wounded, Ill, or Injured and receiving treatment in a military treatment facility or warrior transition unit? YIN 

MIGRANT WORKER· Seasonal/Migrant Farmworker: YIN · ANSWER BELOW QUESTIONSPERTAiNING TO LAST 365 DAYS -

Work 25 days in Ag: YIN Earn $800 from Ag work: YIN Work in a food plant seasonally or as a migrant: YIN 

50%+ Ag income: YIN 50%+ Ag work time: YIN 1 + Ag employer: Y/N Return home everyday: YIN FIT student w. group: YIN 

EMPLOYMENT STATUS (circle 1). Employed, employed wlnotice from employer, not employed # wks unemployed:[ ... - -� 
Interstate Worker Status (circle 1 ): 

_ Live in VT. looking for work in VT 

_ Live in another state, looking for work in VT 

_ Live in VT, looking for work in VT and other slates 

_ Live in VT, looking for work in olher states 

_ Live in other state and looking for work in other states 

Prefer not lo answer 

Incumbent Wrkr: YIN Underemployed: YIN Long Term Unemployed: Yes 27+ weeks, Yes other conditions, No 

Unemployment Compensation Recipient: State, Fed or Military, EB, TRA, exhausted, no Referred by RES/REA: YIN 

ELIGIBILITY TO WORK IN THE US· Work Elig Slalus (circle 1): US Citizen, Non-citizen-eligible, Non-citizen-not eligible 
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Refugee Y/N/NR USCIS FORM# (circle 1 J: 1-94, 1-179, 1-197, 1-551, 1-688, l-688A, I-688B, 1-766, FS-545, DS-1350, other 

DISLOCATED WORKER - Select one from below 
_ Laid off or rec'd notice from employer as a RIF or rec'd no�ce of termination from employer 
_ Laid off or rec'd notice from employer as a result of a permanent closing or major layoff. 
_ Employer has made a general announcement that the business .,.,;11 close within 180 days 
_ Employer has made a general announcement that the business will close with no specific date 
_ Were self-employed and now unemployed due to economic conditions or natural disaster in your area 
_ Displaced Homemaker 
_ Unemployed due to military closure or realignment 
_ Unemployed due to multiple lay offs in a community causing an increase in unemployed workers 
_ Unemployed due to emergencies or natural disasters which are eligible for FEMA public assistance 

None of the above 

Unemployed due lo the Irene Natural Disaster: YIN Unlikely to RTW in 0cc. Or Ind.: YIN Eligible or Exhausted UI: YIN 

Last Employer: 

NAICS 

Term.OrLayoffdate □,□,□ 
ON ET/Soc Wage at term 

# Months with employer I 
...=:=====-----. '--::.=-=-=-=-=-=-=-=-=-=--::::'.----, 

j TAA Petllion # I I Type orwork wanted: ,__ ________ ___, 

LOW INCOME 
Receive Public Assistance: YIN Famlly Income below Poverty level: Y/N Below LLSIL: YIN Food Stamps: YIN 

Homeless: YIN Disabled and on Public Assistance: Y/N Disabled and own Income below poverty fine: YIN 

LOW INCOME MONETARY DETERMINATION 

lncludablo Focms of Income Client Family 

Gross wages I II I 
Net receipts - non-farm self-employment I ll I 

Net receipts - farm self-employment I I 
Railroad retirement, strike benefits, worker's comp, training stipends I I 

Alimony ! I
Military family allotments 

Pensions I I
Insurance or annuity 

Hiaher education a rants. scholarshios fellowshios, assistanlshios (Merit-based\ I I
Dividends, 111terest, not rental income, royalties, receipts from estates/trust, gambling or lottery I I

OJTwages I I
SSDI I II I
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LOW INCOME MONETARY DETERMINATION 

E•1:luda!:!IO F2rmg 21 l!J!:Om!,! 

Unemployment Compensation I 
Old Age Survivor Benefits 

SSI 

Needs based scholarships 

TI�e IV Higher Ed Financial Assistance I 
Child Support Payments 

TANF I 
Refugee Cash Assistance 

General Assistance I 
Foster child care payments I 

non-cash benefits= heall/1 insurance, fringe benefits, medicare, medlcaid, foodstamps, etc I 
Older Americans Act Cash Payments I 

WIA wages/stipends 

HUD rental assistance subsidies 
I 

Child Care Subsidies 

1 time cash payment, ie- tax refunds, home sale, gifts, receipts from land, ins settlements, etc 

capital gains and tosses I 
Veteran's benefits I 

IRA withdrawal 

Volunteer Program Stipends 

Job Corps Payments 

bank withdrawals 
I 

TRA payments I 
PUBLIC ASSISTANCE 

SSI: YIN TANF: YIN # Mos on TANF: □ GA:YIN FS: YIN Sub. Housing: YIN 

Modica id: YIN Subsidizo: YIN LIHEAP: YIN SSDI now: YIN Ever on SSDI: YIN Other assistance: YIN 

If yes to other assistance, explain: 

NEEDS ANO BARRIERS 

Client Family 

I 

I 

II I 
I I 
II I 

I 
I 

II I 

I I 
I 

II I 

I I 

I I 
I 
I 

other Assistance: YIN 

Deficient in Basis Literacy skills: Eng, Math, Both, No HS Drop: Y/N Runaway: YIN Preg. Youth: YIN Parenting Youth,..: Y.,,,l"'N'----� 
Parent of a child rec'ing TANF: Yes - Custodial, Yes-non custodial, No Offender: YIN If offender=yes, date of reloasc:L

I ____ .J 
Poor Work History/Prospects: YIN Substance Abuso Issues: YIN Older Worker: YIN Childcare: YIN Transportation: Y/N 
Other social barriers: YIN If yes, please explain: Vet w. Employment barriers: YIN 

'-----------------' 
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ArrLICANT STAT!cMF.NT 

J attest 11ml rhC foregoing informn.tion is lr11e 10 the best or my knowlcdbic and wu.lcrsta.nd thal any willful mis�hnemclll may be cause for the 

rejection of my upplic,itiun or dismissal rrom the program and possible proscculiott I wulcrs1nnd thal information givi;n on this •pplication 

is subjL"Cl lo \'Crificalion for which I may have to provjde supporting documcntatit>n .. 

Applicant Signature 

l'an.-nlll,cgal Guard inn/Responsible Adull 

ELIGIBILITY DETERMINATION (chock aU arCJ1s ofeligibility) 

Adult 5% Youth 

Dislooited Worker _ Ineligible 

StaffSignaJure 

l!:LlGIBILITY VERIFICATION 

MM 

MM 

MM 

DD 
(Date) 

DD 

/ 
DD 

VY 

VY 

/ 
VY 

Application/LJctenninalion Date 

(Verify those items ncc"5oary to determine the applicant's eligibility. Check sources used ond maintain documentation iu participant file.) 

GENERAL ELIGIBILITY 

1) SSN 
S,S, Card 

_ _  Olhcr( 

2) Age 
Birth Certificate 
Driver's Liccnse/Lenmcr's Penni\ 

__ School/Agency Records 
Other 

3) Lcgnl Right To Work in U.S. 

__ Alien Eligibility (INS Forms) 
U.S, Citi,,on 

List documenls 
4) Selective 

_ _  Reg, Ackno\\i, l.cllcr/1',O, Receipt 
1-847-6BR-6888 

DD-214 
_ _  \\'\.\WS�s.gov/ltow.hlm 

1,;coNOMTCALLY DISAJ>VANTAGEI> 

I) Family Size 
_ _  Applicnrtl S101cme11l 

2) Family r ncomc 
___ ray Stubs 
__ Qt, Estimated Tax (self-employed) 

.lj Cash Public Assistnrce/Food Stnmps 
ESO Contaci 

__ Copy Public /\ssislancc Check. 
ESD Printout 

4) Homeless 
__ Applicant Stutemcnt 
_ _  Shelter/Agency Contact/Sllltc111en1 

5) Supported Foster 
-�Agency 

6) Disability 
__ .l,cttcr from Social Service Agc-ncy 
-� __ Phy5ician's Stalcmcnl 
_ __ SSA Disability 

Veterans Admin. Lettermcc<1rd 
__ Learning 

., Applicw,\ Stutcmcnl 
Visual Observation 

ELJ(;um.JTY Cl(I TERIA 

YOUTH 

Category & Docume11rn1ion 

YOUTU5% 

Category & Documcnlntion 

DLW 

l)(lcumcntalion Used 

1\0UI ,T (not income cligibk) 

Orant Manager Approval Dale 
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4-3

VOOL Policy 4: Protection of ConfidenLial lntbrmafo)n 

�VERMONT 

Effective Date: 
Supersedes: 
Applicable To: 
Approved Dy: 

Signature: 

• ubjccts: 

DEPARTMENT OF LABOR 

Vermont Department of Labor 
Administrative Policies and Procedures 

POLICY#4: 

Protection of Confidential Information 

May 18, 2018 
Policy 4 (July I, 2017) 
All V L. classified, temporary, limited service and exempt employees 
Lind. , H. Kurrie. C 

Disclosure of Information; Obligation to Protect Confidential Information; Conflict oflnterest Relating to 
VDOL Information; Obligation to Report Suspected or Known Breaches 

Applicable to: All Divisions and Units, and all staff of the Vennont Department of Labor (VDOL), including 
classified, exempt, appointed, and temporary employees; and any person or entity with whom VDOL has a 
contract for services, or has established a formal Memorandum of Understanding or Memorandum of 
Agreement (MOU or MOA) for sharing of specific information. For purposes of this policy, the term "VDOL 
staff' and "VDOL employees" shall refer to and include all.persons and entities listed in this section. 

l. Cum1>lin-ncc with late nml Feder:1I Laws and Regulations to Protect Confidential Infonnatlon: 
All VDOL staff are mandated to comply with all state and federal laws, regulations, policies and procedures 
which require protection of confidential information and other information that is maintained, accessed or under 
the control or jurisdiction of the Department. Under no circumstances may information be shared or used in 
violation of any state or federal law, rule or regulation, or in violation of any VDOL policy, procedure or 
protocol. All written and electronic information, files, notes, data, records or other source(s) in the possession of 
the Department shall be held confidential and not disclosed to any person.or entity except as permitted by law 
and this policy or other VDOL policies. Protection of confidential infonnation is paramount in the proper 
administration ofVDOL programs and credibility of the Department, its staff and its mission. 

2. Terms: 
for purposes of this policy, the following tenns shall have the following definitions: 

"Record" is as defined by the Public Records Act, l V.S.A. § 317 (b), and means: "Any written or 
recorded information, regardless of physical form or characteristics, which is produced or acquired in the course 
of agency business." This includes any material on which written, drawn, spoken, visual, or electromagnetic 
information is recorded or preserved, regardless of physical form or characteristics. While the terms may be 
utilized interchangeably in this policy, in all cases "record" refers to any information in the possession, control 
or acquisition of the Vermont Department of Labor. 
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VDOL Policy 4: f>roh:ction of C1Jnf1dcnLi,1I lnfornrnlion 

"Confidential Information" means any record that is confidential under state or federal law, including 
Confidential Unemployment Benefit Records protected under 21 V.S.A. § l314(d) and Personally Identifiable 
Information. 

"Personally Identifiable lnfomrntion" or ··PH" means "information that can be used to distinguish or trace 
an individual's identity. either alone or when combined with other personal or identifying infom1ation that is 
linked or linkable to a specific individual."' PII includes an individual's first name or first initial and last name in 
comhination with any one or more of the following data elements, when either the name or the data elements are 
not encrypted or redacted or protected by another method that renders them unreadable or unusable by 
unauthorized persons: 

• Sot:ial Security number; 
• Date of birth; 
• Motor vehicle operator's license number or non-driver identification card number; 
• Financial account number or credit or debit card number, if circumstances exist in which the number

could be used without additional identifying infonnation, access codes, or passwords;
• Account passwords or personal identification numbers or other access codes for a financial account. 

PII does not mean publicly available information that is lawfully made available to the general public from 
feclernl. st�t". nr lnr.�I envcmnnent rC'c:nrrls Th" rldinitinn nf Pl I is nnt �nchnr<'rl tn :my single category nf 
information or let:hnology. Rather, it requires a ca�e-by-case assessment of the specific risk that un individual 
can be identified. In performing this assessment, it is important to recognize that non-Pll may become PJI 
whenever additional infonnation is made publicly available - in any medium and from any source - that, when 
combined with other available information, could be used lo identify an individual.2 

"Confidential Unemployment Benefit Recurd�" mi:ans records or unemployment benefits and rights 
determinations protected under 21 Y.S.A. § I J 14( d)( I) & (2), which states, in pertinent part, that: 

" ... infonnation obtained from any employing unit or individual in the administration of this chapter, and 
dctenninations as to the knefit rights or any individual shall bt: held confidential and shall not be disclosed 
or open to public inspection in any manner revealing lhc individual's or employing unit's identity ... An 
individual or his duly authorized agent may be supplied with information From those records to the extent 
necessary for the proper preseniation of his or her claims for benefits or to infonn him or her of his or her 
e,dsting or prospective rights to benefits: an employing unit may be furnished with such information as 
may be deemed proper, v,;ithin the discretion of the Commissioner, to enable it to fully discharge its 
obligations and safeguard its rights under this chapter." 

"Public Information" means information deemed public by the VDOL Commissioner or General Counsel. 

3. ddillonnl Rcnuirc.mcntll for Prorcction of Pcrsunnlly ldcntlfi:ible Tnforrnnllon Mid Sodnl , ecurlty 

Numbers: 
Personally ldentitiable Information (PII) shall be protected in accordance with both federal and state laws and 
regulations, including, but not limited to Vcnnont Statutes, Title 9 (Commerce and Trade). 
In addition, all VDOL staff are tcquiretl to comply with U'DOL ·EGL 39-11 Guidance 011 the Handling and 
Protection of Pc,�onally Identifiable lnforrnati,in (Pll), and IRS Publication 1075 Tax Information Security 
Guidelines. Copies of these documents arc available online or from the VDOL Commissioner's Office, UI 
Director. Workforce Development Director and on lhe YDOL Intranet 

1 Office of Management and Budget Memorandum M-07-16, Safeguarding Against and Responding to the 
Breach of Personally Identifiable Information (May 22, 2007) (quoted in U.S. Department of Labor Training and 
Employment Guidance Letter No. 39-11 (Jun. 28, 2012)). 
2 U.S. General Services Administration Policy and Procedure. GSA Rules of Behavior for Handling Personally 
Identifiable Information (Oct. 29, 2014) (available online at: 
https:l/www.gsa.gov/cdnstatic/CIO P218.Q.1 GSA Rules of Behavior for Handling Pers_onplly__Jqentit,iable In. 
forrn.fil!Q.r.L�E.11%29 %:{8Sii:ioed_ on October 29 2014%?,9

i
l&.f) 
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VOOL Policy 4: l'rolect1on ofConfidcnlial Information 

Various state and federal laws and regulations mandate Social Security Number protection, including, but not 
limited to: 9 V.S.A. § 2440. Vermont's Social Security Number Protection Act; 5 U.S.C. § 552a (o)( l )(G); Title 
26 of the Internal Revenue Code§§ 7213, 7213A, and 743 I. 

Social Security Numbers (SSN) must never be disclosed to anyone except state or federal agencies as specified 
in 21 V.S.A.§1314(e) (1-6) and (t). VDOL shall remove full SSN's from all its forms and applications unless 
required by state or federal programs or grants to maintain full SSN. In the event that a full SSN is maintained, 
the Department shall ensure that those records and tiles are well-protected and available only to staff who are 
required to access that data for program administration. Wherever possible, the Department shall move to 
utilize only truncated SSN (last four digits) or assign unique identifiers rather than SSN. If an individual for 
whom the Department has registered in a program requests from the Department his/her SSN, he/she may be 
given a copy of his/her employment registration on file with the VDOL. 

4. Public Records: 

All work-related records created by a VDOL employee are potentially subject to a Public Records request under 
state and federal laws. Therefore, no VDOL employee may delete emails, destroy by any method or means, any 
work file, paperwork, or other record without the approval of a manager or Division Director. See, I V.S. A. § 
317a (custodian of public records shall not destroy, give away, sell, discard, or damage any record ... in h� or 
her charge, unless specifically authotized by law or under a record schedule approved by the State Archivist). 

This prohibition shall not apply to an email that is not work-related, or transitional records, such as an email that 
may simply be accepting a meeting; however. any employee who deletes work-related information, records, 
documents, files, emails or other VDOL work information, will be subject to appropriate discipline, up to and 
including dismissal, and may also be referred to the Vermont Attorney Cieneral's Office for prosecution. 

5. Public Records Regucs1s, Otl!CJ' lnformnl.ion Requests, nnd Subpoeno.1:
Requests that are received by the Department under Vermont's Public Records Act (1 V.S.A. §§ 315-320), or 
Freedom of Information Act shall be immediately brought to the employee's Division Director, the VDOL 
General Counsel and the Commissioner. The request will be logged by the VDOL General Counsel as required 
by Vermont State policy. The General Counsel will coordinate the data collection and the General Counsel will 
issue the response. 

Any request made by subpoena shall be immediately referred to the General Counsel and the Commissioner. 

Requests for information from any law enforcement officer or agency such as the Vermont State Police, or the 
Vermont Attorney General shall be immediately referred to the VDOL General Counsel. 

6. VOOL Employee Handling or VDOL. Records: 
No confidential information or records in the possession of the Department may be transmitted (electronically or 
in hard-copy or other format) by an employee to him/herself, or any other person, organization, entity, or site, 
and no confidential information or records may be removed by an employee or any person, from any VDOL 
office or worksite, except as fonnally authorized by the Department and only when required in the performance 
of his/her duties. 

Any employee or other person who takes, transfers or otherwise passes confidential information, files, notes, 
data or records out of the office for non-Departmental purposes, for purposes contrary to the interests of the 
Department, or for unknown, illegitimate or illegal purposes, or for potential personal gain, or to share with 
unauthorized persons, will in most cases be considered to have engaged ln gross miscnnduct and be subject to 
appropriate discipline, up lo and including dismissal; and other persons with whom the information was shared 
will be subject to appropriate sanctions. In such situations, the VDOL General Counsel or Commissioner will 
notify law enforcement, and stale and federal authorities, when appropriate, which may result in criminal 
prosecution. 
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Any employee who, in the performance of his/her duties, while nft�site m· traveling for work, is required 10 have 
Departmental files. data, infonnation. or records to fulfi II his/her duties, must have the approval of the 
i:mployee's Division Director or manager. 

7. Pnitcdiug VDOL Records; Encrypllou nnd lleuorting Lost or Stolen Equipment or Doeumeuts: 
All confidential information, data, email and computer equipment and programs, and all other VDOL•issued 
equipment, is the property of the Vermont Department of Labor, and all activity conducted while utilizing this 
information or equipment is subject to review at any time by VDOL manager. Division Director or 
Commissioner. VDOL staff shall abide by all directives and mies on how it may be utilized. 

Any employee who has in his/her possession documents, files or a computer or other electronic device Lhat can 
access Department information, shall take every precaution to ensure that such materials and computers are 
properly secured, locked and password protected. This is pmticularly important when the employee, in the 
course of his/her work, has been authorized to take materials and equipment out of the otfice in the performance 
of his/her duties. The risks associated with off-site utilization are greater. and the staff person is expected to be 
attentive and diligent to its security. 

Transfer of confidential information or personally identifiable information shall he done in a manner that 
protccL� the information, such as encryption or other secure means. Upon termination of employment, the 
VDOL employee shall surrender all passwords and access codes to data files and programs to his or her 
immediate supervisor. VDOL staff shall follow protocols established by the VDOL Division Directors and the 
VDOL IT unit. 

In the event that there is a misplacement or loss of documents, files, computer, cell phone, or other device, 
VDOL staff shall immediately report that information to the employee's Division Director and the VDOL 
Director of Operations. 

8. Requests ror lnf'orrnntioo rrom fodivitluol Clicn1 or Rcpre enlative: 
Information may be furnished to an individual, or his/her authorized representative, upon request, to the extent 
necessary for the processing and/or foci] itation of his/her VDOL services and/or claims or inquiries, such as for 
unemployment compensation, workforce development program services, worker's compensation benefits, 
economic and labor mark.et information programs, or other VDOL units or programs; or to infonn, or assist, an 
individual in the explanation or enforcement of his/her rights under rrograrns or other statutory provisions 
administered by VDOL. 

A client, applicant (and/or authorized representative) may request to receive information and/or review his/her 
own files and records to the extent that such information does not improperly disclose any other person's or 
entiry's confidential information. In all such cases, VDOL staff shall verify that the person seeking the 
information is, in fact, the affected individual or his/her authorized representative. A person acting as an 
authorized representative must present evidence of his authority to engage in the inquiry or activity on behalf of 
the individual. The VDOL employee shall be satisfied that the person making the inquiry is entitled to receive 
the information, by requiring identification or other information. If there is any doubt, such as if the individual 
does not clearly verify his/her identity, the VDOI, employee must discuss the situation and receive guidance 
nnd/or approval of his/her supervisor. manager or director. 

9. SusplciOUN Tnquirv:
lf there is any indication that an inquiry for information is of suspicious nature, the VDOL employee shall not 
provide any information and shall immediately notify his/her supervisor, manager or Division Director. 

10. Rcc1ucs1S th111 Might ldeniify II l'aniculu.r Group or fuss: 

Requests concerning idenlitiable grnups OI classes may unly b� trnthorized by the Division Direetor. General 
Counsel or Commissioner. 
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ll. Prohlbillon 011 Shndng lnfor111111io11 from other Sourc •s: 

Information received from another department, agency or entity is not to be released through VDOL. The only 
exception to this prohibition is if the informalion release is authorized by the VDOL Commissioner or General 
Counsel only in accordance with policy, law or MOU/MOA. A person who requests such information may be 
directed to contact the specific agency, department or entity who generates lhal information or data. VDOL staff 
should consult with the VDOL General Counsel when receiving such requests. 

12. VDOL Information . 'hnring with State llnd 17cdcral Governments:
lnfonnation in the possession of the VDOL may be utilized for stale or federal reporting when required or 
authorized under the Department's state or federal funding and grants. Unless otherwise permitted by law, such 
information should be reported in the aggregate so as not to disclose information that would idenlify any 
particular employer or client. 

Information may be made available by the VbOL Commissioner or General Counsel to any state or federal 
entity responsible for the administration of public assistance or relief programs, unemployment compensation, 
public employment offices, wage and hour programs, workforce development programs, public works, Vennont 
taxes or child support, or other programs detennined by the Commissioner. 
21 V.S.A. § 1314(e)(I) states, in part: 

"Subject to such restrictions as the Board may by regulation prescribe, information from unemployment 
insurance records may be made available to any public officer or public agency [with supervisory approval 
or authorization] of this or any other state or the federal government dealing with the administration or 
regulation of relief, public assistance, unemployment compensation, a system of public employment 
offices, wages and hours of employment, workers' compensation, misclassification or miscoding of 
workers, occupational safety and health, or a public works program for purposes appropriate to the 
necessary operation of those offices or agencies." 

In all such cases, the VDOL will have a current and separate MOU controlling the information sharing between 
VDOL and each entity. The MOU may only be authorized and signed by the VDOL Commissioner, and shall 
stale the specific information requested, the proposed use, the name(s) of any person who is authori1.ed to 
receive the information, and a written agreement that all such persons wi II sign and abide by the requirements to 
maintain the confidentiality of the information. These same restrictions apply lo the employer information 
collected and maintained by the ELMl Division of VDOL. 

VDOL may charge rea�onable costs for the compilation and transmittal of said information. No information 
will be released to any of the above programs or any person(s) unless the information is necessary for the proper 
administration of its program(s), and with specific approval of the VDOL Commissioner. In the transfer of 
information, whenever possible, the data shall be encrypted and password protected prior to transfer. 

No person outside the VOOL will have any direct access to any records or data systems maintained by the 
VDOL unless specifically authorized in writing by the VDOL Commissioner, and only if permitted under state 
or federal law. 

13. VDOL l.nformafion h:tl"lng wiih Other E111itics:
Information in the possession of the VDOL may be made available lo other entities with responsibility for the 
administration of public assistance or relief programs, unemployment compensation, public employment offices, 
wage and hour programs, workforce development programs, public works, Vermont taxes or child support, or 
other programs if pennitted by state or lederal law. 

In all such cases, the VDOL will have a current und separate MOU controlling the information sharing between 
VDOL and each entity. The MOU may only be authorized and signed by the VDOL Commissioner, and shall 
state the specific information requested, the proposed use, the nmne(s) of any person who is authorized to 
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receive the information, and a written agreement that all such persons will sign and abide by the 1·equircmcnts to 
maintain the confidentiality of the infornrntion. These same restrictions apply to the employer information 
collected and maintained by the ELM! Division of VDOL. 

VDOL. may charge reasonable costs for the compilation and transmittal of said information. No information 
will be released to any of the above programs or any person(s) unless the information is necessary for the proper 
administration of its program(s), and with specific approval of the VDOL Commissioner. In the transfer of 
infonnation, whenever possible, the data shall be encrypted and password protected prior to transfer. 

No person outside. the VDOL will have any direct access to any records or data systems maintained by the 
VDOL unless specitically authorized in writing by the VDOL Commissioner, and only if permitted under state 
or federal law. 

14. Vermont ,Job Unit (or other VJ>OL Internal pro,:r:'tm :issi ting clients): 
Information on applicants and employers under Vermont Job Link may be disclosed only to the extent necessary 
for the referral and placement of job seekers, and to collect data for state, federal and grant reporting 
requirements. 

15. Connie! oflnterest Rel:Hlng IO YDOL lnforn1nli9n: 
In addition to the provisions of VDOL Policy Number 6 "Conflicts of Interest", VDOL employees shall not 
access or review information in the VDOL system (or systems to which VDOL has access). or handle any 
inquiry or transaction, or handle any enrollment, adjudication, or benefit administration, pertaining lo a11 
employee's friends, family member, relatives, co-workers, neighbors or other persons or businesses to which the 
employee has a relationship or any personal or financial interest. The employee has an obligation to immediately 
disclose a potential or actual conflict to his/her supervisor. Employees are required to monitor their work 
assignments and activities to avoid any possible conflict. No VDOL employee may engage in any employment 
ur activity which is inconsistenl or incompatible with his/her duties for the Department or in conflicl with State 
or VDOL policies. 

16. Proces;ilng bcucfits or cl11ims for urreot or Former VDO employees: 
Applications for VDOL program benefits or services made by a currenl, or recently separated employee (defined 
as a person who has separated wilhin the past 60 days), or person within the same office or unit as th<.: VDOL 
staff member who receives the request for benefits or services, shall be overseen by a VDOL manager or 
Division Director. 

17. Ohll11.:11io11 to tmmetliutcl lle11t1rt Su�pectc(I or Known lnfurmalion llrcilchcs or Policy Violation�; 
All VDOL employees arc required to immediately notify their supervisor, manager, Division Director or
Commissioner if they suspect or arc aware that a security breach or violation of VDOL policies may be 
occun·ing, has occurred, or has the potential lo occur, whether the action was ina<lvertent or willful. The report
of breach or violation m11y be rrum observation, ir1formotion n:ccived f'rom someone within or outside the 
Department, or review of recmds or systems that may reveal such activity. Failure to report such activity will
result in appropriate discipline, up to and including dismissal.

18. P'rotccling Your Owu Computer n111I other Ecu1i11ment: 
VDOL staff rnay not share passwords wilh other employees or persons. No person should be pem1iltcd to use 
your VDOL work computer, including laptop, unless authorized by the Division Oircctor or CorrnnissiorH;:r.
USERIDs, passwords, lile access codes or other securn information should not be lell in an unsecure place that
would enable another person to readily lind it.
VDOL staff should not leave their computer open anJ running when away from his/her work station or ai·ea, 
including, but not limited to, break-time. lunch, meetings, or other $itu�tions whereby the employee is no! �ble
to closely monitor by close visual contact bis/her workstation.

19. Prohihitinn on lJsc of Personal Email Account: 
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VDOL staff shall not utilize personal email accounts in the course of their work for the VDOL.3 All work 
pcrrormed by VDOL employees, as state employees, is subject to public records law, and, as such, the use of 
personal email accounts to conduct VDOL business is prohibited. 

20. Profcsslorrnl Conduct rclnline to YDOL lnformution: 
VDOL employees are required to comply with VDOL policies, protocols and state and federal policies and laws 
which govern the Department and our work. 

VDOL employees are required lo follow all VDOL and state policies on conflict of interest and may not engage 
in any endeavor or business activity which creates a conflict with his/her job duties, including utilizing VDOL 
information for personal gain. 

VDOL employees may nol share confidential information or engage in any discussion of wage and tax records, 
claimant or program-participant information, specific employer information, or other information that is not 
deemed 'public information' by the Commissioner or General Counsel with any person(s) outside lhe 
Department, or with other staff in the Department unless that staff member has a need to know for the 
performance of his/her duties. 

21. Intent:

The intent of VDOL Policy Number 4 is to safeguard the legitimate privacy interests of Vermont workers and 
employers and to ensure compliance with state and federal laws and policies. It is not intended to limit speech, 
disclosures, or concerted activity protected by applicable law. 

3 See, Personnel Policy 11. 7, Electronic Communications and Internet Use (Mar. 20, 2015) (available online at: 
http://humanresources.vermont.gov/sites/humanresources/files/documerits/Labor_Relations_Policy_EEO/Policy 

_procedure_Manual/Number_ 11.7 _ELECTRONIC_ COMMUNICATIONS__AND_INTERNET _USE.pdf). 
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Vermont Department of Labor 
Administrative Policies and Procedures 

Number 7 

Subject: Internal Security Effective Date: February 1, 2006 

Supersedes Policy Dated: Policy 36- July 1996 

Applicable To: 

Issued By: 

Approved By: 

All classified employees, as well as exempt, appointed, and 
temporary of the Department of Labor 

Vermont Department of Labor 

Patricia A. McDonald, Commissioner 

1. No employee shall request a claimant to sign a blank form or use a claimant's
PIN (Personal Identification Number) in the filing of a claim.

2. Disclosure of information from agency files is to be made only as outlined in the
Department of Labor Policy Manual and the VDOL Handbook for employees.
This includes, but is not limited to, discussions of wage records, claimant
information, and specific employer information. Discussion of this information at 
social gatherings, with spouses or relatives, unauthorized co-workers not
operating in an official capacity, or the personal use of this infom1ation is
prohibited.

3. As a general rule, privileged information such as applicant, claimant, or employer
information should be transmitted via mail or in person. Only in those instances
where a caller can be explicitly determined through facts known only to the caller
and the employee (such as date of birth, last employer, WBA, etc.) can
information be given over the phone. Any inconvenience to callers is for their
privacy protection.

4. No staff member, at or away from their official station, is to offer advice to
applicants, claimants or employers, calculated to avoid work search, reported
earnings, tax liability, or any other evasion of regulations or the law.

5. Employees are not to divulge passwords to other employees. Employees are to 
change their passwords at regular intervals or at least every six months, and 
whenever they suspect their password may be known by another employee.
Passwords should be memorized; not written down or programmed into
computer memory. USERID's, passwords, or file access codes should not be
taped on terminal screens or displayed on walls, etc.

6. Employees with USERID's and passwords shall not leave their terminal
unattended while logged onto the mainframe, or while using other computer
applications which have access to sensitive data. Data left accessible or on
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screen is a ready source for unauthorized access. Employees are not to use 
USERID's or passwords that are not their own to access data files. Employees 
are not to allow others to use their personal USERID's and passwords to access 
computer files. 

7. Employees shall not engage in outside endeavors or business activit'ies, which
create a conflict of interest, or a temptation to divulge confidential information.
Conversion of any information for personal use is strictly prohibited.

8. In order to avoid a conflict of interest or the appearance of a conflict of interest,
cases involving friends or relatives will be reassigned to other staff members,
without introduction or coaching. If this is not possible due to location, time,
staffing, etc., Managerial approval must be obtained prior to starting the
assignment, and Managerial review will follow completion of the assignment. All
VDOL managers are to advise their Director whenever a friend or immediate
family• is applying for service from a section within their area of responsibility. ( •
Immediate family is defined by the Collective Bargaining Unit Agreement and in 
addition includes cousins, daughter and son in-laws, nieces, and nephews.)

9. No application for training services will be processed for a current VDOL
employee or a recently separated VDOL employee, without the advance written
approval of the Workforce Development Director. An individual is considered
"recently separated" for 30 days following their last day of work at VDOL.

10 As prescribed by State Statute, information may be made available to public 
agencies which deal with the administration of relief, public assistance, 
unemployment compensation, employment and training programs, or public 
works programs. Such information is limited to that which is necessary for the 
proper administration of the programs of those offices or agencies. 

11. Employees will make a good faith effort to maintain a drug-free workplace and to
uphold and promote the Vermont Drug-Free Workplace Policy.

12. Information may not be supplied to members of the Vermont Attorney General's
Office or to the Vermont Department of Public Safety (State Police) unless a
request for such information has been submitted to and approved by the
VDOL Commissioner, or Commissioner's Designee. Public agencies entitled
to information and the method of disclosure are outlined in the VDOL Policy
Manual. If an employee is not certain concerning the propriety of the release of
any information, it is his/her responsibility to clear the release with his/her
supervisor or manager.

13. No employee shall change a claimant's address unless instructed to do so in
writing and signed by the claimant. The UI Director may authorize an address
change without the claimant's signature in order to facilitate overpayment
recovery provided the claimant is not currently collecting UI Benefits.

14. All data files, electronic mail, and computer programs created for use in the
performance of an employee's job are the property of the department. Any
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person alleged to have damaged or destroyed these files without authorization 
will be prosecuted. This includes programs and files created on typewriters with 
a memory capability as well as mainframe and personal computer files. The 
approval of the immediate supervisor should be obtained prior to destroying any 
.files used for departmental business. Upon termination of employment; all 
passwords and access codes to data files and programs are to be surrendered to 
the immediate supervisor, who will then determine whether these files are to be 
erased or not. 

15. No employee, in return for the performance of an official duty, shall request or
accept any gratuity, reward, or other consideration. Employees are not to use
agency supplies or equipment for personal gain: this includes postage,
envelopes, telephones, photocopiers, automobiles, computers, etc.

16. Employees have a responsibility to detect and report suspected violations of this
policy. Suspected violations may be reported directly to the Internal Security
Coordinator or to an individual's supervisor. When an incident is reported to a
supervisor, it is the supervisor's responsibility to promptly report such incidents to
the Internal Security Coordinator.

17. Violations of the above may result in disciplinary action, possible termination of
employment, as well as potential criminal prosecution.
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Vennont Department of Labor 
Administrative Policies and Procedures 

Number 8 

Subject: Computer, Software, Laptop Usage Effective Date: August 28, 2007 

Applicable To: 

Issued By: 

Approved By: 

Supersedes Policy Dated: February 1, 2006 

All classified employees, as well as exempt. appointed, and 
temporary of the Department of Labor 

Vermont Department of Labor 

Patricia Moulton Powden, Commissioner 

A. General Nature of the Policy

The Internet is a vast and rapidly growing network which links millions of users and 
companies around the world. This network, which encompasses many public, 
government, corporate, commercial and educational sites, enables Internet users to 
easily access and share a wealth of information on an increasingly wide variety of topics. 
As such, the Internet (which, for Department Labor purposes, primarily consists of the 
World Wide Web and electronic mail) is an important potential resource for the 
Department Labor and its employees. This policy seeks to encourage prudent use of 
the Internet and electronic mail (both internal and external), consistent with certain 
limitations that are outlined in Section C below. 

This policy applies to all employees accessing the Internet or using electronic mail via 
Department resources and systems, as well as any guest users at the Department 
Labor 

B. Network Access

Each user will be given a unique Login ID (username) and password. Passwords must 
contain at least eight characters. Passwords must contain characters from three of the 
following four categories: 

Uppercase alphabet characters (A-Z) 
Lowercase alphabet characters (a-z) 
Arabic number (0-9) 
Non-alphanumeric characters (for example-!,$,#,%) 

Each user may be given their own text area on the network where they can store their 
personal work. There is also an area on the network for shared information. If a user 
needs to have a confidential area they should contact the Systems Administrator and 
such an area can be setup for them with "need to know" access. 

Nole: Text areas are defined as "open areas", each text area is open to all users 
unless requested otherwise. 
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Number 8 (continued) 

Employees should be aware that they have no proprietary interest and no reasonable 
expectation of privacy while using any Department-provided access to the Internet, 
including the Web or electronic mail. 

Electronic mail/documents is the property of the Department. The Department does not, 
as a regular practice, review electronic mail/documents of its users, but the Department 
is able and reserves the right to review, copy, delete or disclose electronic 
mail/documents at any time. 

D. Personal Use of the Internet

While the Department Labor does not specifically prohibit use of the Internet or 
electronic mail for personal, non-business uses, such use should be limited, and should 
not interfere with an emolovee's orescribed duties and resoonsibilities 

Personal, non-business use of either the Internet or electronic mail is limited to areas 
where there is no additional, easily quantifiable cost to the Department Labor. 
Employees are not authorized to make personal, non-business use of any Internet sites 
that result in an additional charge to Department. It is the employee's responsibility to be 
aware whether additional cost is involved. 

All Internet and electronic mail/documents communications identify the user to all sites 
accessed. When appropriate, an employee engaging in personal use of the Internet or 
electronic mail should make it clear that his or her communication is not being used for 
official Department business. 

Good judgment must be exercised in using Department Internet and electronic mail 
systems. 

E. Prohibited Activities

The following list of activities, which is not intended to be exhaustive, are prohibited uses 
of the Internet and electronic mail: 

1. conducting illegal activities;
2 engaging in political activities unrelated to the legitimate business of the 

Department; 
3. accessing or downloading pornographic or other offensive material or ;
4. gambling, wagering, betting, or selling chances;
5. engaging in any activity for pecuniary benefit;
6. revealing or publicizing proprietary or confidential information which is not

authorized;
7. representing personal opinions as those of the Department;
8. listening to radio stations, weather stations/watching non-work-related

videos through the web browser;
9. making, sending or posting improper remarks and/or proposals;
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(Improper remarks include those which contain defamatory, abusive, 
obscene, pornographic, profane, sexually-oriented, threatening, racially 
offensive, discriminatory, or illegal material); 

10. uploading or downloading commercial software in violation of its
copyright.

11. downloading and installing games and other non-work related software;
12. writing or distributing chain letters; and
13. appearing as someone else; misrepresentation;
14. participation in chat rooms/products.

F. Potential Use/Production of Electronic Communication

Employees should be aware of the potential forms of electronic communication to be 
included in the discovery process of judicial and administrative litigation. 

Electronic communication must be able to withstand public scrutiny without 
embarrassment or liability to the Department Labor and its members if messages are 
forwarded beyond intended recipients, inadvertently accessed or disclosed, subpoenaed 
in a legal action, requested during the course of discovery, or otherwise made public. 
This includes calendars, tasks, telephone messages relayed by electronic messaging, 
personal notes, as well as electronic mail. 

People should use caution when sending data containing sensitive data or material. 
Remember email is the same as any other public record. 

Individual mailboxes should be cleaned out periodically and olc:I, unneeded email should 
be discarded. Email should not be used to send junk mail such as electronic greeting 
cards. 

Again, these factors point out the importance of exercising good judgment when 
accessing and using Department Labor Internet and electronic mail system for either 
business or personal, non-business reasons. Generally accepted standards of business 
conversation in electronic messages are encouraged. 

Section II: Software Loading 

The Department Labor establishes the following guidelines regarding loading of software 
in order to: 

• Protect the integrity and security of information stored on its systems;

• Facilitate the delivery of quality services; and

• Aid compliance with applicable copyright laws.
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A: This Department does not permit software loading by anyone other than the 
Information Systems staff. (NOTE: Exceptions may be made on an as-needed basis 
after approval from Information Staff is granted.) 

Only legally acquired and State authorized software is to be installed on State owned 
computers (personal workstations, laptops, and servers). 

State owned or licensed software should only be installed on State owned computers; it 
should not be installed on personal computers at home unless the license expressly 
permits it and unless permission is obtained from the Information Technology Specialist. 

The use of unlicensed software or personally owned software on State owned 
computers is prohibited. 

8: Guidelines for Software Loadinir 

1. The Department's information systems staff includes the Information
Technology Specialist and the Systems Developers.

2. This policy covers all software of any type from any source. It also includes
the laptop computers in the Department.

3. Users are welcome to make recommendations for new software.
Recommendations should be sent by email and should describe the need for the
software and its potential benefit to the work of the Department.
Recommendations should be directed to the Systems Administrator who will
review the request and report on the request to management.

Section Ill: Department Laptop Usage 

In order to borrow a laptop computer, or portable printer, from the Department the 
following conditions must be agreed to by the borrower: 

1. Computers are NOT to be taken without approval of the Division Director
or the employee's supervisor.

2. The computer is to be used only by the person borrowing it
3. The computer is to be used for work purposes only.
4. The computer wili be returned to the appropriate person as described

above as soon as the borrower is finished with it.
5. Any files created by the borrower must be removed from the computer

before it is returned.
6. The battery pack should be returned fully charged when possible.
7. Employees will be charged with any loss and damage(s] to State property

due to their negligence or unauthorized use.
8. Diskettes from home are NOT to be used with Department computers If

a diskette is needed one can be obtained from the IT staff.
9. All permitted or prohibited uses defined within this policy apply.
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ACCEPTABLE USE AGREEMENT FOR COMPUTERS 

Name:-------------------------------

Division: 

I have read the Acceptable Use Policy For Computers of this Department. I 
agree to abide by this policy and all of the policies, procedures and guidelines found in 
the attachments to this Policy. This policy does not supercede the State Policy 11.7 

Electronic Communications nor any other State Policy or Rules and Regulations 
governing Electronic Communications. 

I acknowledge that all computer services and all electronic mail, documents, 
spreadsheets, databases and any other material generated by or located on the 
Department's computer equipment and system are the property of the Department and 
are to be used for Department business purposes. I acknowledge that the Department 
has reserved the right to review any document, data file, electronic mail message or any 
other material on the computer system and to copy, delete, or disclose it, if necessary. 

I understand that violation of the provisions stated in the Acceptable Use Policy 
and its attachments may result in the suspension or revocation of my network privileges 
or in actions affecting my employment. 

User's signature: ------------------------�---

Date: _______________________________ _ 
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Affirmative Outreach (29 C.F.R. § 38.40) 

PURPOSE 

The State and its recipients must take appropriate steps to ensure that they are providing equal 

access to WIOA Title I financially assisted programs and activities. The State must ensure that 

each recipient's efforts focus on including persons of different sexes, various racial and 

ethnic/national origin groups, various religions, individuals with limited English proficiency, 

individuals with disabilities, and individuals in different age groups. 

NARRATIVE 

The State ensures that recipients are complying with the requirements of 29 C.F.R. § 38.40 by: 1) 

assessing the steps taken by American Job Centers and One Stop Partners to provide equal 

access; 2) coordinating with partner entities to improve outreach and broaden the population of 

individuals considered for participation and employment; 3) using advertisements for WIOA 

financially assisted programs and activities that target various populations; and 4) monitoring 

and implementing appropriate accommodations for individuals with disabilities or limited 

English proficiency. 

The State Assesses the Provision of Equal Access by Recipients and Service Providers 

The State has communicated to recipients and service providers concerning the obligation to take 

meaningful steps to broaden the pool of those considered for participation or employment in 

WIOA financially assisted programs and activities. The State's Unified State Plan requires that 

recipients and service providers to take meaningful steps toward the inclusion of members of 

both sexes, various racial and ethnic groups, various age groups, individuals with disabilities, 

individuals with limited English proficiency, and veterans. 

Through the Unified State Plan, the State Workforce Development Board (SWDB) was assigned 

the duty of engaging with the WIOA funded programs and any program's subcontractors to 

review metrics and methods related to the provisions of service to Vermont's participant base. 

The SWDB was also assigned the duty of ensuring that specifically disaggregated data for 

gender would be collected to enable an analysis of gender equity within the State's programs. 

The SWDB determines future projects for youth engagement, mature workers initiatives, 

veterans hiring, and other projects that seek to broaden the pool of participants. The SWDB 

Operating Committee assesses WIOA partner performance on a quarterly basis and provides 

technical assistance to partners who fail to meet the accountability measures for their program. 

Recipients within the State have built equal access assessments into grant funding procedures. 
Before funding a grant, the Vermont Department of Labor assesses whether the entity has: 1) 

been successful in responding to individual customer needs; 2) the ability and willingness to 

serve all populations, including those with significant barriers to employment; and 3) advanced a 

proposal that assists in furthering the goals set by the Governor, the State Workforce 

Development Board, and the Vermont Department of Labor's workforce system. 
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Number 3.2 - REASONABLE ACCOMMODATION 

Effective Date: March 1, 1996 

**Supersedes Policy Dated September 30, 1992*" 

Applicable To: All classified employees, as well as exempt, appointed, and temporary, 
and applicants for employment with the Executive Branch of the State of Vermont. 

Issued By: Department of Personnel 

Approved By: William Sorrell, Secretary of Administration 

PURPOSE AND POLICY STATEMENT 

The State of Vermont endorses the mandate of the Americans with Disabilities Act of 
1990 (ADA) which prohibits employment discrimination on the basis of disability. 

Consistent with the ADA and Vermont's Fair Employment Practices Act, it is the policy 
of the State of Vermont, upon request, to provide reasonable accommodation to the 
known physical or mental limitations of an otherwise qualified employee or applicant 
with a disability, unless such accommodation would cause an undue hardship. The 
policy regarding requests for reasonable accommodation applies to all aspects of 
employment, including the application process. 

DEFINITIONS 

DISABILITY - An individual with: (1) a physical or mental impairment that substantially 
limits one or more of the major life activities of such individual (i.e. caring for one's self, 
performing manual tasks, walking, seeing, hearing, speaking, breathing, learning and 
working); (2) a record of such an impairment: or (3) being regarded as having such an 
impairment. 

ESSENTIAL FUNCTIONS - The fundamental job duties of the employment position that 
an individual with a disability holds or desires. 

QUALIFIED INDIVIDUAL WITH A DISABILITY - An individual with a disability who 
satisfies the requisite skill, experience, education and other job-related requirements of 
the employment position such individual holds or desires, and who, with or without 
reasonable accommodation, can perform the essential functions of such position. 

REASONABLE ACCOMMODATION - Modifications or adjustments to a job application 
process that enable a qualified applicant with a disability to be considered for the 
position the person desires; modifications or adjustments to the work environment, or to 
the manner or circumstances under which the position held or desired is customarily 
performed, that enable a qualified individual with a disability to perform the essential 
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functions of that position; or modifications or adjustments that enable an employee with 
a disability to enjoy equal benefits and privileges of employment as they are enjoyed by 
other similarly situated employees without disabilities. Reasonable accommodation may 
include, but is not limited to: making existing facilities used by employees readily 
accessible to and usable by individuals with disabilities; job restructuring; part-time or 
modified work schedules; reassignment to a vacant position; equipment or devices; 
adjustment or modification of examination, training materials or policies; and the 
provision of qualified readers or interpreters. 

UNDUE HARDSHIP -Any accommodation that would be unduly costly, extensive, 
substantial or disruptive, or that would alter the nature or operation of the business. 

DIRECT THREAT -A significant risk of substantial harm to the health or safety of the 
individual or others that cannot be eliminated or reduced by reasonable 
accommodation. 

�EASO!'!.A.B!...E .A.CC0M!ll!QD.A.TIO!\! G('ININIITTS:I= (RAC, - A rnmmittP.P. P.st::ihlishP.rl to 
review and monitor the provisions of this policy. The members of the committee shall be 
selected by the Commissioner of Personnel. The RAC may be contacted through the 
Department of Personnel, Employee Relations Division, 802-82 8-3454. 

GENERAL 
Applicants or employees cannot be asked whether they have a disability, or to describe 
the nature or severity of their disability. An applicant can only be asked: "Will you be 
able to perform all the essential functions of this position with or without a reasonable 
accommodation"? (See Number 4.11, Interviewing and Reference Checking.) 
Employment opportunities shall not be denied to anyone based solely on the need to 
provide reasonable accommodation. 

REASONABLE ACCOMMODATION PROCEDURES 

Accommodation Request Initiated by an Employee or Applicant 

1. An employee or applicant shall make a written request to the immediate
supervisor using the Request for Reasonable Accommodation form to include:
(1) name, department/agency, job title, address, phone number; (2) description of
functional limitations for which accommodaUon(s) are being requested; and (3)
description of any potential reasonable accommodation(s} that would overcome
the limitations (See Attachment 8).

2. In cases of routine requests for accommodation in the interview process which
cost less than $500 (i.e. for sign language interpreters), it is generally not
necessary to use the Request for Reasonable Accommodation form or review
process described below.

Department Review 
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1. After receiving an accommodation request, the supervisor shall notify the
appointing authority and contact the departmental personnel officer and, if
necessary, other departmental resources for technical assistance.

2. If necessary, medical verification of the disability may be requested from the
individual. Any information supplied pursuant to the request for medical
verification shall be treated as confidential, to the extent required by law, and
shall be kept separate from personnel files.

3. The supervisor and departmental personnel officer, shall review the
accommodation request to:

a determine whether the individual is a qualified individual with a disability 
covered by this policy; 

a analyze the job description for essential functions; 
a review medical verification, if applicable; 
o review the individual's current limitations;
o review the individual's suggested reasonable accommodation(s);
a investigate other possible accommodations;
o determine if the individual can have the disability reasonably

accommodated without undue hardship.
4. If there is no reasonable accommodation which will allow the employee to

perform the essential functions of his or her present job (i.e. if steps 1 - 3 above
have been exhausted), then the Accommodation through Reclassification
procedures must be followed (See Attachment A).

Department Response 

1. The supervisor shall be responsible for completing the department response
section of the Request for Reasonable Accommodation form, to include a
description of the accommodation proposed or provided, or a description of why
an accommodation request was not granted. The original form must be
submitted to the Chair of the RAC, with copies forwarded to the requesting
individual, the department personnel officer, and the appointing authority.
Whenever possible, an initial response will be communicated within ten (10)
work days of receipt of the accommodation request.

2. As an employer, the State is not obligated to provide the "best" accommodation
possible, as long as the accommodation offered is sufficient to enable the
individual to perform the essential functions of the job.

3. In the following situations, an accommodation request initiated by an individual
must be referred to the RAC:

• If the cost of the proposed accommodation exceeds five-hundred
dollars ($500); has an impact on the duties of any other position; or
has an impact on the workload or schedule of another employee.

• If there is a dispute between the department and the individual
requesting the accommodation as to the accommodation to be
provided.

• If, for whatever reason, it is determined that an accommodation
request cannot be granted.
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4. Notwithstanding the above, nothing shall preclude a department from seeking
an advisory opinion from the RAC by calling the Department of Personnel
Employee Relations Division at 802-828-3454.

Reasonable Accommodation Committee Review 

5. After receiving the completed Request for Reasonable Accommodation form, the
RAC will conduct its review to:

• analyze the job description for essential functions;
• review medical verification if applicable;
• review the individual's current limitations;
• review the individual's suggested reasonable accommodation(s);
• investigate other accommodations;
• determine if the disability can be reasonably accommodated

without undue hardship.
6. If deemed necessary by the Chair of the RAC, expert opinion will be solicited to

...1 ..... +� .. .......--.i.-. .... i• +'"""'i"'""" •� ,,.., �nn.-nr,ri'!"')♦p, ,:ir-,...f""lomml"'\..-l�tir1n 11nrlor th,,o, ,....if"f""I 1m�t::iin,-.,=.,t: .....,.V�VIIIIIIIV II -.,,....,.,..., ,...,...,.,, - ... t-,_.,...,,_,. ___ ..,_,,,.,,_,__••-•• -••--• •••- .,., __ ·•- --••· - �· •• 

which is possible. 
7. The RAC will attempt to issue its decision within ten (10) work days of receipt of

a Request for Reasonable Accommodation form. The RAC will communicate its
decision in writing to the requesting individual and the appointing authority. The
RAC will set forth the rationale for its decision.

8. The requesting individual is not required to accept an accommodation
recommended by the RAC. However, if the individual rejects a recommended
reasonable accommodation that would enable the individual to perform the
essential functions of the position held or desired, and cannot as a result of that
rejection, perform the essential functions of the job, the individual will not be
considered a qualified individual with a disability.

9. Any appointing authority or designee dissatisfied with a decision of the RAC may
request, by letter to the RAC Chair, an opportunity to discuss the committee's
decision within ten (10) days of receipt of the decision.

Direct Threat 

10. As an employer, the State may refuse to hire an applicant, or retain an employee
who poses a significant risk of substantial harm to the health or safety of the
individual or others that cannot be eliminated or sufficiently reduced by
reasonable accommodation.

11. If an individual is believed to pose a direct threat, the appointing authority or
designee will complete a Request for Reasonable Accommodation form and
forward it to the RAC for a decision. In cases of direct threat, the RAC will
endeavor to render and communicate its decision within five (5) workdays of
receipt of a Reasonable Accommodation Report.

·12. Determination will be made on the individual's present ability to safely perform
the essential functions of the job. Factors to be considered include: (1) the
duration of the risk; (2) the nature and severity of the potential harm; (3) the
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likelihood that the potential harm will occur; and (4) the imminence of the 
potential harm. 

13. An employee may be temporarily relieved from duty with pay until the RAC
makes a decision.

Remedies 

14. An employee aggrieved by a decision of the RAC may grieve the decision
pursuant to the ADA Grievance Procedures (See Number 10.2).

15. Any applicant who feels (s)he has been discriminated against as an applicant for
employment with the State of Vermont may file a complaint through the ADA
Grievance Procedures (See Number 10.2).

16. Nothing herein shall preclude any aggrieved individual from pursuing any other
legal remedy. To explore other remedies, individuals may also contact the
following:

Human Rights Commission 135 State Street, Drawer 33 Montpelier, VT 05633-
1201 802-828-2480 (Voice/TDD) 
VT State Employees' Association, Inc. 155 State Street, P.O. Box 518 
Montpelier, VT 05601 802-223-5247 

ATTACHMENT A 

ACCOMMODATION THROUGH RECLASSIFICATION 

INTRODUCTION 

In compliance with the Americans with Disabilities Act of 1990 (ADA), these 
procedures will expand the State's Reasonable Accommodation Policy by 
providing State employees Statewide access to positions they are able to 
perform at the same or lower pay grades, in lieu of Reduction in Force (RIF) 
when the employee is disabled and incapable of performing in his or her current 
job. 

This policy does not apply to temporary and exempt employees. 

PROCEDURES 

17. Reasonable accommodation alternatives in an employee's current job must be
exhausted before reassignment to the duties of a different position Is
considered. Such an assignment is appropriately designated as a reasonable
accommodation only when it is determined that no reasonable accommodation
is available in the current job, as determined by the Reasonable
Accommodation Committee (RAC). Any dispute over the reassignment should
be referred to the RAC in accord with established procedures.
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18. When there is no ot11er reasonable accommodation available within the
employee's current position, the personnel officer must detennine if there is
another position at the same pay grade which management intends to fill and
for which the employee meets the minimum qualifications and is able to perform,
with or without reasonable accommodation. The personnel officer must look first
within the employing department, and second witllin the employing agency,

19. If there is such a position at the same pay grade within the employee's
geographic area {i.e., within a thirty-five (35) road-mile radius of the regular duty
station) which the employee is able to perform with or without reasonable
accommodation, the employee shall be required to perform the duties of the
position and will be reclassified accordingly. No further reasonable
accommodation steps are required after that point, except those
accommodations which may be necessary to permit the employee to perform
the new duties. The right of management to require an employee to perform
such duties shall be superior to the rights of any current classified State
employee or current or former employee on the RIF list. This reassignment shall
ri,:,rn")?lly n<> "'"mf'IPtPrl within hm (1 O) c::i.bmd.ir days of the RAC determination
that the employee can no longer perform the duties of his or her current position.

20. If there is no position at the same pay grade in the employing Agency under
sections 2 & 3, above, the appointing authority shall, as soon as practicable,
notify the Commissioner of Personnel and the RAC Chair of their need to
determine whether there are any positions within the remainder of the classified
service for which tile employee is qualified and is able to perform with or without
reasonable accommodation. The employer shall provide the RAC Chair with all
relevant documentation including, at least: the employee's current job
description (Per-1 O); a list of the employing agency's current vacant positions;
pertinent medical reports; and medical end results for any applicable Workers'
Compensation case.

21. When the RAC Chair determines that the employing Agency has complied with
all applicable reasonable accommodation steps, the employee shall be placed in
a Pre- Separation Accommodation through Reclassification status. The
employee shall be notified by the RAC Chair that (s)he has been placed in such
status, and that the employee has the responsibility to meet with the Department
of Personnel's Recruitment Division to establish his or her parameters for
assignment to a position. This process allows the employee to inform the
Department of Personnel what work (s}he is willing to do and where. The
Accommodation through Reclassification status shall last for twenty (20)
calendar days and shall begin upon date of receipt of notli:;e.

22. An employee in an Accommodation through Reclassification status shall have,
after establishing his or her parameters with the Department of Personnel, the
right to be assigned to the duties of positions that management intends to fill
that fall within these parameters and which are at the same or lower pay grade
for which (s)he meets the minimum qualifications, and which (s)he is capable of
performing with or without reasonable accommodation. That right shall be
superior to the rights of any current classified State employees or current or
former State employees on the RIF list. The employee shall be assigned to the
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duties of a position for which (s)he is eligible. Refusal of any one such 
assignment, or no response within five (5) workdays of notice, shall terminate 
any and all Accommodation through Reclassification status rights, and the 
employee will be considered to have resigned his or her position and will be 
separated accordingly. Any questions as to whether an employee is qualified 
must be resolved by the RAC. 

NOTE: A position will not be considered "vacant" in any agency/department until the 
Accommodation through Reclassification status has been cleared. Positions will 
not be RIF-cleared if there is an employee eligible for the position. 

23. If there is no position available to the employee within the twenty (20) calendar
day period of the Accommodation through Reclassification status, the appointing
authority shall at once initiate a disability RIF for the employee in accord with the
Injury on the Job Article of the current Agreements between the State of
Vermont and the Vermont State Employees' Association, Inc. After that point
RIF rehire priority will be established in accordance with applicable contractual
RIF procedures.

24. Normal contract or regulatory provisions affecting status, seniority, salary, and
benefits shall be applicable to any changes effected. In these instances, an
employee's salary will be determined by the RIF provisions of the contract.
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INTRODUCTION 

With Stale Government's increasing need for qualified and dedicated employees, hiring ofticials 
and human resources staff cannot afford to overlook the talented pool of employees, both current 
and potential, with disabilities. State Government's managers and supervisors need to work to 
retain current staff. A 2003 survey of State employees indicates that nearly 20% have a 
disability. Given Vermont's 2000 Census demographic that 18% of the general population has 
one or more disabilities, and retention effotts must be oriented to include individuals with 
disabilities. 

The resource guide is intended to serve as a reference for State Government's hiring officials and 
human resources staff to provide background information about how to behave when dealing 
with individuals with disabilities and how to prevent disability discrimination. Awareness of 
these issues and appropriate behavior when interacting with an individual with a disability tend 
to reduce or eliminate discrimination based on disability and foster a healthy work environment. 
The ultimate goal is to enable the State Government to recruit the talented and dedicated 
employees needed to fulfil the State's mission, including the currcnl and potential employees 
who are challenged by a disability. 

This guide covers the following topics and areas: 

• Commnnications: Using Respectful Language

• Confidentiality: Medical Examination

• Jnterviewing and the ADA

• Reasonable Accommodations

• Legal Definition of Disability

• Examples of Disability Types

• The American's with Disabilities Act (ADA)

• How to Access Additional Resources

Discrimination against individuals with disabilities is illegal and can result in significant adverse 
impacts for State Government and for you personally. 
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ADA Checklist for Readily Achievable Barrier Removal 

This checklist was produced by the New England ADA Center, a project of the Institute for Human Centered Design and a 

member of the ADA National Network. This checklist was developed under a grant from the Department of Education, 

NIDRR grant number H133A050092-09A. However the contents do not necessarily represent the policy of the 

Department of Education, and you should not assume endorsement by the Federal Government. 

Questions or comments on the checklist contact the New England ADA Center at 617-695--0085 voice/tty or 

AOAlnfo@NewEnglandADA..org 

For the full set of checkll5ts, Including the chedcllsts for recreation facilities visit www.ADAchecklist.org. 

Institute for Human Centered Design 

2011 
www.ADAchecklist.org 
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ADA Checklist for Readily 

Achievable Barrier Removal 

What is Readily Achievable Barrier Removal? 

The Americans with Disabilities Act (ADA) requires public accommodations (businesses 
and non-profit organizations) to provide goods and services to people with disabilities 
on an equal basis with the rest of the public. 

Businesses and non-profit organizations that serve the public are to remove 
architectural barriers when it is "readily achievable" to do so; in other words, when 
barrier removal is "easily accomplishable and able to be carried out without much 
difficulty or expense." 

The decision of what is readily achievable is made considering the size, type, and 
overall finances of the public accommodation and the nature ,and cost of the access 
improvements needed. Barrier removal that is difficult now may be readily achievable 
in the future as finances change. 

This checklist is intended to assist public accommodations as the first step in a 
planning process for readily achievable barrier removal. 

Public accommodations' ADA obligations for barrier removal can be found in the 
Department of Justice's ADA Title Ill regulations 28 CFR Part 36.304. 

Priorities for Barrier Removal 

The ADA Title Ill regulations recommend four priorities for barrier removal. The purpose 
of these priorities is to facilitate business planning. The priorities are not mandatory. 

Institute for Human Centered Design 

2011 

www.ADAcheckllst.org 

How·to Use this 

Checklist 

Get Organized - One person can conduct a 
survey, but it's easier with two people. One 
person can take measurements and the other 
person can fill out the checklist and take photos. 

Obtain Floor Plans - A floor plan or sketch 
helps the surveyors get oriented and know 
how many elements, such as drinking 
fountains and entrances, there are and where 
they are. If plans are not available, sketch the 
layout of interior and exterior spaces. 

Make Copies of the Che-cklist
Determine how many copies of each section of 
the checklist you need. For example, most 
facilities have more than one toilet room. 

Gather Tools 
• Checklist
• Clipboard makes it easier to write on the

checklist
• Tape measure
• Electronic or carpenter's level - 24 inches
• Door pressure gauge or fish sea le for

measuring door-opening force
• Digital camera
• Bag to hold these items

Introduction 
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State of Vermont    [telephone]  802-828-4301 

Department of Labor      [fax]   802-828-4181 

Office of the Commissioner 

5 Green Mountain Drive 

P.O. Box 488 

Montpelier, VT 05601 

labor.vermont.gov 

 
 

 

July 1, 2022 

 

Ms. Naomi Barry-Perez 

Director 

U.S. Department of Labor, Civil Rights Center 

200 Constitution Ave, NW Rm N4123 

Washington, D.C., 20210 

 

 

Dear Ms. Barry-Perez,  

 

This letter is being sent in response to the March 22, 2022, letter requesting additional information 

regarding Vermont’s Nondiscrimination Plan (NDP). The below information outlines necessary 

information and documentation to meet the regulatory requirements for Section 188 of WIOA. Vermont 

is an extremely small state and is not unique in the staffing challenges felt by many states and employers. 

With that, we have had to reprioritize a variety of projects because of the pandemic, which has resulted in 

slower timelines and responses. As noted in many of the responses below, Vermont is in the process of 

updating its NDP, the layout, and supporting information, and will provide more comprehensive 

information in the next comprehensive NDP submission.  

 

Section II: Equal Opportunity Officers, 29 CFR 38.54(c)(1)(ii) 

1. The supporting documents 2-3, 3-1, 3-2, and 3-7 included in the NDP submission identify Dirk 

Andersen as the Vermont Department of Labor (VDOL) Equal Opportunity Officer. Additionally, 

supporting document 3-4 lists Ileen McGurran as the VDOL Equal Opportunity Officer. Please 

confirm that you are the currently appointed State-level Equal Opportunity Officer for Vermont 

and include supporting documentation describing how recipients meet their obligation to make 

the name, position title, address and telephone number of the Equal Opportunity Officer public 

found at 29 CFR 38.29(c).  

 

Department of Labor Commissioner Michael Harrington is the state-level Equal Opportunity Officer 

for Vermont. The name of the EOO is made available to Vermonters online on the Equal Opportunity 

Notice page. The page is able to be translated into over 100 languages, making the most basic, 

necessary information accessible by all Vermonters (see attachment A). All remaining documents are 

in the process of being reviewed and updated with the appropriate information to reflect the current 

EOO for Vermont.  
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Section III: Notice and Communication, 29 CFR 38.54(c)(1)(iii) and Additional Elements 29 CFR 

38.54(c)(2) 

2. Please provide supporting documentation to further describe the appropriate steps VDOL and 

recipients have taken or are taking to ensure that communication with individuals with 

disabilities are as effective as communications with others. 

 

The Vermont Department of Labor has taken steps to ensure that communication with individuals 

with disabilities are as effective as communications with others. The Department of Public Service 

offers a free service, Vermont Relay, which enables individuals who are Deaf, Hard of Hearing, 

Deafblind or those with Speech Disability to place and receive phone calls. The State of Vermont also 

has a contract with Vancro Inc. to offer in-person American Sign Language interpreters along with 

other approved vendors offering translation and interpretation services, both virtually and in-person.  

 

• Telecommunications Relay Service | Department of Public Service (vermont.gov) 

• Current Statewide Contracts | Buildings and General Services (vermont.gov)  

• Vancro, Inc. (vancroiis.com) 
 

Below is the existing One Stop ADA checklist which enables individuals with disabilities to access in-

person services and communications as well as a letter sent to the State Workforce Development 

Board (SWDB) Policy Committee outlining in detail accessibility elements required.  

 
Physical Accessibility 

Accessibility Element Status 

Additional Handicapped Parking Space Completed 

Updated braille signage on elevators, restroom doors etc. In progress - expected completion 

August, 2022 

Safety stripes on stairways In progress – expected completion 

August, 2022 

Programmatic Accessibility 

Accessibility Element Status 

Trackballs, trackpads and vertical mice Completed 

Large print keyboard with backlight Completed 

Fully-adjustable electric workstations Completed  

Swing Arm for monitors Completed 

Noise Cancelling Headset with volume controls Completed 

 

*** 
To the SWDB Policy Committee, 

 

As a condition of your recent re-certification of the federally recognized One-Stop in Burlington, you had requested a progress update 

on several key areas related to services.  This letter serves as the 6-month update as requested. Outlined below are the elements you 

had requested updates for, with our responses based on work to date: 

 

1. The One-Stop operator and required partners shall collaborate with partners including the Vermont Division of Vocational 

Rehabilitation and the Vermont Assistive Technology Program and Advisory Council to continue to improve the physical and 

programmatic accessibility of the One-Stop. 

 

The Vermont Department of Labor has been working with the Division of Vocational Rehabilitation, the Vermont Assistive 

Technology Program and the Vermont Division for the Blind and Visually impaired to make the Burlington One-Stop fully 

https://publicservice.vermont.gov/content/telecommunications-relay-service-0
https://bgs.vermont.gov/purchasing-contracting/contract-info/current#Translation%20Services
https://vancroiis.com/
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accessible to individuals with disabilities.   While there are tools for accessibility already in the One-Stop, they are outdated and 

in need of replacement/upgrade.  

 

Physical Accessibility 

The interior and exterior of the building have been assessed for physical accessibility, with several recommendations for 

improvement including: 

• Adding an additional Handicapped parking space with clear designation that it is for VDOL customers. Repaint spaces. 

• Make the upstairs bathrooms ADA-compliant (The public restrooms on the first floor are fully accessible for both staff and 

customers.  Upstairs bathrooms are not fully accessible, and the recommendation would be to make them accessible in the 

event additional community partners and staff will occupy that upstairs space.) 

• Updated Braille signage on elevators, restroom doors etc. 

 

ESTIMATED COMPLETION DATE FOR PHYSICAL ACCESSIBILITY UPGRADES: September 2020  

ESTIMATED COST: $30,000 

 

Programmatic Accessibility 

Working with experts in accessibility from VR, DBVI and the AT program, VDOL staff have identified several technologies that 

would make the One-Stop more accessible to individuals with disabilities. By creating 2 distinct accessible workstations*, one 

focused on accessibility for Blind and Visually Impaired customers, and the other equipped with tools for individuals with 

hearing impairments, VDOL is committed to making programs and services accessible to ALL Vermonters: 

• Workstation* for individuals with visual impairments would include: 

o ZoomText Software integrated with JAWS screen-reader software 

o Text-to-speech (Microsoft) 

o Braille reader 

• Workstation* for individuals with hearing impairments: 

o Large screen monitors for Video Remote Interpreting (VRI) American Sign Language 

o “Induction Loop” for resource room (allows for hearing in large areas using digital hearing aids 

o Hands-free speaker phones with large keys & options for the hearing impaired 

• Universal Accessibility (both workstations): 

o Multiple input devices including trackballs, trackpads, and vertical mice 

o Large print keyboard 

o Noise-cancelling headset with volume controls 

o Fully adjustable electric workstations that allow for wheelchair users 

o Word prediction software such as Lightkey 

o Dictation, MS Word built-in or Dragon 

 

ESTIMATED COMPLETION DATES FOR PROGRAMMATIC ACCESSIBILITY UPGRADES 

Visually Impaired Workstation: March 2020 

Hearing Impaired Workstation: April 2020 

ESTIMATED COST: $15,000-$25,000 

 

Overall One-Stop upgrades 

While VDOL resources are limited, the One-Stop in Burlington is in desperate need of upgrades to the facility.  After 

completing a walk-through with our Facilities Manager, Tom Tomasi, we have identified the following needs: 

• Move reception desk to front of the Resource Room to create a more welcoming atmosphere-greet customers at the door! 

• Establish a customer feedback mechanism to get “real-time” feedback on our services in the One-Stop 

• Paint and carpeting in common areas 

• Upgraded tables and chairs 

• Elevator painting, replace carpet 

• Create private office spaces on top floor to entice partners to move in 

• Upgrade upstairs meeting space, including new induction loop for hearing impaired 

• Add safety stripes to stairs for visually impaired 

• Alternative formats available for all materials (possibly digital) 

 

ESTIMATED COMPLETION OF ONE-STOP UPGRADES: Ongoing and incremental based on funding availability, with 

completion by December 2020 

ESTIMATED COST: $50,000 TO $70,000 
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2. The Committee recognizes the efforts of all One-Stop required and non-required partners to train and cross-train staff to share 

program/service information and best practices, however, the Committee understands that these trainings and cross-trainings 

are necessary on an ongoing, cyclical basis. 

 

The One-Stop operator and required and non-required partners shall develop and implement a plan to ensure that trainings and 

cross trainings are scheduled on a cyclical basis to ensure that all staff regularly receive up-to-date information. 

 

Cross-training of One-Stop staff and community partners has begun.  VDOL and VR staff have been cross trained on services, 

eligibility and funding streams.  Future trainings will be on a rotating basis starting in February of 2020, with each partner 

program having a revolving opportunity to showcase their services and target population(s).  A full calendar of trainings is 

under development and will be made available to all One-Stop partner programs. 

 

Vermont Job Link cross training of ICAN staff working with SNAP participants has also been completed, with instructional 

videos and a user guide available to all users.  

 

3. The Committee recognizes the work of the One-Stop operator and required partners to complete its memorandum of 

understanding (MOU) last year. Though this is an important step, the Committee found that the co-location of required 

partners remains only partially implemented due to several barriers as indicated by One-Stop leadership. 

The One-Stop operator and required partners shall convene to discuss co-location, including: 

• The necessity and feasibility of physical colocation 

• The potential benefits of virtual colocation 

• The short-term and long-term steps to implement co-location 

 

Physical Co-Location 

This has been a longstanding challenge, and there are many contributing factors to the lack of interest in physical co-location in 

the One-Stop. The overall condition of the facility is one factor, breaking leases (particularly challenging in BGS leases) can also 

be difficult for agencies, and the lack of personal office space has also been mentioned as a factor, as many programs need to have 

private spaces for confidential conversations. 

 

In our review of the physical space, we discussed the possibility of creating private offices around the perimeter of the second 

floor, with common cubicles available for workers who don’t need the privacy to conduct business. We believe that by creating 

private offices on the second floor, we will very likely have a large partner (not to be named at this point) who is very interested 

in co-location.  If we can get this agency to come to the One-Stop, we feel others would soon follow, as we would be at a critical 

mass to truly create a One-Stop in every sense. 

 

“Virtual” Co-Location 

Several partner programs have both an occasional presence and a full-time “virtual” presence via technology.  Vocational 

Rehabilitation is a good example.  A VR Counselor spends a few hours each week at the One-Stop, where they can assist any 

individual with a disability, often in partnership with their VDOL counterparts.  In cases where a VR counselor isn’t available 

in person,  there is a mechanism to Skype over to the Burlington VR office, where the customer can interact face-to-face with a 

live person at VR, arrange for an initial meeting with a Counselor, or find out more about services VR can offer.  We have found 

that this “warm” handoff between programs is a best practice. 

 

TIMELINE FOR CO-LOCATION OF LARGE PARTNER: Fall 2020 

ESTIMATED COST: $40,000-&60,000 (Likely shared between VDOL and the incoming partner) 

 

4. In order for the Committee to fulfill its charge to establish universal workforce system performance measures and identify 

necessary program data to be regularly collected for the purposes of maintaining a workforce program inventory, the One-Stop 

operator shall regularly report data and performance metrics to the Committee. 

 

As the Committee continues to develop a workforce performance "dashboard" by which it may evaluate the effectiveness of the 

system as a whole, it may choose to include some or all of the reported One-Stop performance data as a metric. 

 

All performance data for the One-Stop system is captured in Vermont Job Link and can be made readily available to the 

committee upon request. Standard reports could be developed for the Workforce Board based on their needs. 
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5. The One-Stop operator shall develop and implement an improved mechanism for collecting client feedback. This feedback shall 

inform the continuous improvement of the One-Stop and shall be reported to the Committee on a regular basis. 

 

We are currently exploring several options for collecting customer feedback, ranging from real-time feedback “buttons” a person 

could select after receiving services, to online surveys of customers to get more detail on their experiences.   

  

TIMELINE FOR CUSTOMER FEEDBACK MECHANISM: March 2020 

ESTIMATED COST:  $3,000 

 

3. Please provide supporting documentation describing the reasonable steps VDOL and recipients 

have taken or are taking to provide meaningful access for limited English proficient (LEP) 

individuals when providing the EO Notice in appropriate languages.  

 

VDOL does have EO posters prominently displayed in both English and Spanish. Attachment B 

includes photos of the existing EO notice posted in the Burlington One-Stop office.  

 

4. Please provide supporting documentation further describing the following procedures, practices, 

or policies required by 29 CFR 38.54(c)(2):  

a. A list of the languages other than English that VDOL has identified as spoken by a significant 

number or portion of the population eligible to be served or likely to be encountered and the 

date this assessment was last completed. 

 

The Vermont Agency of Human Services Limited English Proficiency committee is in the process 

of updating the top 10 languages spoken by LEPs in VT as of 2022 (to include languages spoken 

by newly arriving populations, including Afghans, such as Dari and Pashto) under supervision of 

the Director of the State Refugee Office within the Agency of Human Services. VDOL will be 

consistent with AHS. In Vermont, more than 90% of the population speaks English “very well.”  

 

Currently, the VDOL Babel notice has been translated in 15 languages and VDOL has access to 

telephonic interpreters on-demand and in-person through a variety of providers, including Tele-

language which has 6,000+ Interpreters, 350+ languages 24/7/365. 

 

• Current Statewide Contracts | Buildings and General Services (vermont.gov) 

• Professional Language Translation and Interpretation Services (telelanguage.com) 

 

b. Describe how VDOL and recipients provide vital information in those languages. 

 

VDOL staff will use professional interpretation services when working with a LEP participant or 

will get forms translated. For example, WD-3 form “Statement of Rights” (Attachment C) was 

translated into several languages spoken by new VDOL participants (for example, Dari) for use 

when completing WIOA enrollment. 

 

c. Provide supporting documentation describing how VDOL and its recipients include the 

mandatory “Babel notice” in all communications of vital information such as hard copy letters, 

decisions, or communications posted on Web sites. 

 

https://bgs.vermont.gov/purchasing-contracting/contract-info/current#Translation%20Services
https://telelanguage.com/
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VDOL has its Babel Notice translated in 15 languages, including: Arabic, Bosnian, Burmese, 

French, Hindi, Kirundi, Lingala, Mandarin/Cantonese (these two languages share common 

vocabulary), Nepali, Russian, Somali, Spanish, Swahili, and Vietnamese but has not yet 

successfully implemented it into all written communications. We are currently in the process of 

creating a resource page for staff that includes important information about the interpreting 

services offered by Vermont (e.g. Vancro) and how to access the service. Additionally, there are 

resources on best practices for working with an interpreter, a cultural orientation resource center, 

and other information relevant information about refugees and immigrants. See attachment D. 

 

d. Supporting documents 3-4 and 3-5 listed multiple telephone numbers for LEP individuals to 

request and receive language assistance. Please clarify if both (all) lines are currently 

operational and if they offer language assistance in the languages listed.  

 

Currently, there is not a telephone number that directly connects LEP individuals to receive 

language assistance. However, we are in the process of implementing this and are drafting a 

procedure regarding it.  

 

Section IV: Data and Information Collection and Maintenance, 29 CFR 38.54(c)(1)(iv)  

5. Please confirm if supporting document 4-1 is used to collect the LEP status and preferred language 

of every applicant, registrant, participant, and terminee encountered in person, electronically, or 

telephonically. If any additional forms are used to collect that information (or if the form has been 

updated), please include a copy of the additional form(s).  

 

Forms that collect LEP status include WD168 (Attachment E), which was just updated on June 1, 

2022, to ask: Is English your first language? (Yes/No) If not, what is your native language? 

 

Additionally, two of the initial questions asked of a jobseeker when making an account in Vermont 

Job Link are:  

 

1. English is not my first language and I have limited ability speaking, reading, writing, or 

understanding English (Yes/No) 

 

2. What is your native language?  

 

This can be found in the demographics section on the participant’s “Case Details” page for VDOL 

staff to reference.  

 

Section VII: Complaint Processing Procedures, 29 CFR 38.54(c)(1)(vii) 

6. Supporting document 6-1 is dated September 2017 and references WIA regulations. Please provide 

an updated version that references WIOA, as well as any other supporting documents. 

 

VDOL is aware of this issue and is currently in the process of updating its WIOA Policies, 

Definitions, Equal Opportunity and Complaint document. The Department will provide an updated 

document as soon as a final version is available. Expected completion is Fall 2022.  

 



Page 7 of 7 
 

 

Section VIII: Governor’s Oversight and Monitoring Responsibilities for State Programs, 29 CFR 

38.54(c)(1)(viii) 

7. Please include a copy of all reports of any monitoring reviews conducted by the Governor since 

Vermont’s last NDP submission on September 18, 2018, as required by 29 CFR 38.55(c)(3).  

 

During Monitoring visits in Southeast & Southwest Vermont in 2022, the monitoring team used the 

CRC Compliance Checklist. VDOL is in the process of providing staff training and updating signage 

in the VDOL offices to make them more accessible. Each checklist used for regional offices can be 

found in Attachment F. Additionally, through interviews with VDOL staff during monitoring visits 

in Southwest Vermont in March 2022, staff were asked about best practices and challenges serving 

LEP participants and expressed an interest in further training on working with language interpreters. 

VDOL’s Workforce Development staff participated in a training “Best Practices for Working with 

Interpreters” to better understand how to access and work with professional interpreters to better 

serve LEP participants.  

 

As outlined in responses above, the Department has made significant progress toward full compliance; 

however, we recognize there is still work to be done. As such, I have instructed my team to prioritize this 

work going forward to ensure that we are able to fully serve all Vermonters by expanding access to 

services. 

 

 

Sincerely, 

 

 

 

Michael A. Harrington 

Commissioner 

Vermont Department of Labor 

 

 

 

c.  Sarah Buxton, VDOL Workforce Development Director 

  
 



ATTACHMENT A – VDOL WEBSITE 

Direct link: https://labor.vermont.gov/workforce-development/equal-opportunity-notice  

 

 

https://labor.vermont.gov/workforce-development/equal-opportunity-notice


ATTACHMENT B – EEO LAW POSTER IN AJC 

 
 

 

 

 

 

 



ATTACHMENT C – RECIPIENT STATEMENT OF RIGHTS 

 

 



 

 
 

 

 



 

 
 

 



ATTACHMENT D – STAFF RESOURCE PAGE 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



ATTACHMENT E – WD168 FORM 

 

 



 
 

 



ATTACHMENT F – STAFF EO CHECKLIST 

Career Resource Center (AJC):                                                                                                                                                                                    Date: 

Staff: 

 Provision Yes No Notes: Recommendations: 

 Distribution of Information     

1. Conspicuous Poster: Equal Opp. Is the Law      

2. Conspicuous Poster: Equal Opp. Multi Lingual     

3. Conspicuous Poster:  Equal Opp. WIOA     

4. Conspicuous Poster: Interpreter     

5. Use of WFD 11 Checklist     

6. Brochures providing Equal Opp. Info.     

7. Provide EO information to program inquiries 

from general public 

    

8. Program Materials Target various populations     

 Disabilities     

9. Familiarity and access to TYY/TDD and Telelink     

10. Monitors with Large Print-Visual Impairment     

11. Equal Opp. In Braille     

12. Coordination between state agencies     

13. AJC Language identification Card     

14. Training in identifying and serving limited 

English proficiency 

    



15. Program orientation info available in multi 

lingual accessibility formats (35) 

    

 Complaints     

16. Maintain complaint logs both electronic and 

paper (68) 

    

17. Submit quarterly     

18. Access to 3 years of Complaint records (68)     

19. Training in taking complaints     

20. Access to Complaint forms     

21. Access to complaint procedures     

22. Access to Complaint policy     

23. Copies of complaint and rights to participant      

 

 

 

 

 




