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PURPOSE:
This policy outlines American Job Centers (AJCs) directives for providing Individual Training Accounts 
(ITAs) for WIOA eligible Adult, Dislocated Worker, and Youth participants.

BACKGROUND:
WIOA Title 1-B training services for WIOA eligible Adults, Dislocated Workers, and Youth are provided 
through ITAs. Using ITA funds, WIOA eligible Adults, Dislocated Workers, and Youth enroll in training 
services from eligible training providers, on the HiRE Eligible Training Provider List (ETPL), they select, 
in consultation with a LWDA 70 Staff (or designee). Participants may utilize information such as skills 
assessments, labor market information, and training providers’ performance, in order to take an active 
role in managing their employment future through the use of ITAs.

POLICY:

INDIVIDUAL TRAINING ACCOUNTS (ITA’S) 
ITAs pay for training services for skills in-demand occupations (which include all registered appren-
ticeship programs) as defined by the Seventh Planning District Consortium Workforce Development 
Board (LWDB 70) from training providers on the approved ETPL.  

Expenditures directly related to training that qualify to be paid through ITAs are tuition, books, aca-
demic fees, educational testing and certification, equipment, and tools.

The ITA is established on behalf of a participant. In order for an ITA to be issued, the training program 
must be on the State Eligible Training Provider List. Training providers who are identified as “not in 
compliance” by the Louisiana Workforce Commission may not be used for training purposes.

Training Services are defined as one or more courses or classes that upon successful completion lead 
to: 

	 • A certificate or associate degree; or 

	 • A competency or skill recognized by employers and LWDA 70; or

	 • A training regimen that provides individuals with additional skill or competencies generally 		
	   recognized by employers and LWDA 70. 

The Department of Labor has determined that adult literacy or basic computer literacy (i.e. Short-Term 
Pre-Vocational or Workforce Preparation) services are not part of the definition of training services 
under WIOA Title I.  The requirements for ITAs do not apply for these services.

The American Job Centers will provide training services to eligible participants as stipulated in the 
Workforce Innovation and Opportunity Act (WIOA). 3

Purpose
To establish Policy and Procedures for Individualized Training Accounts.

Policy
Implementation of Individualized Training Account Policy consistent with the Workforce Innovation 

and Opportunity Act and Louisiana Workforce Commission (LWC) Office of Workforce Development 
(OWD) Policy 2-23.1 Integrated Service Delivery Policy.

Procedure
The following procedures will be followed by LWDA 70 Staff (or designee) for the purpose of issuing 

Individualized Training Accounts.



CRITERIA FOR RECEIVING AN INDIVIDUAL TRAINING ACCOUNT (ITA)
An ITA will be offered to eligible participants in order to afford them the opportunity to access train-
ing determined to be necessary to achieve their employment and career goals.  If sufficient funding is 
available, employed individuals may be eligible to receive an ITA if the individual is not earning a self-
sufficient wage and the ITA is for occupational training that will result in an increase in pay leading to 
self-sufficiency.

WIOA financial assistance for Adults and Dislocated Workers will be limited to two years of training 
with four years of financial assistance available for Out of School Youth participants at an equivalent 
undergraduate level. Participants will be limited to three (3) years of WIOA financial assistance for ap-
prenticeship programs. Additionally, all participants must:

	 • Meet training provider’s admission requirements.

	 • Apply for a Pell Grant and, if eligible, apply Pell funds toward tuition and other required 
	    training expenses.
 
Other requirements of being awarded an ITA are: 

	 • Any training that is funded should lead to full-time permanent employment opportunities in 
	 areas of high occupational demand within the local labor market.

	 • Undergraduate level academic training will be funded only in situations where a minimum 
	 number of credits are needed to complete a degree program and attainment of the degree will 
	 further the individual’s immediate employment prospects. 

	 • All training requests or training modifications are subject to the prior written approval of 
	 designated LWDA 70 staff.

	 • Recognized Postsecondary credential: This term means an occupational skills related 
	 credential consisting of an industry¬ recognized certificate or certification; a certificate of 	
	 completion for a Registered Apprenticeship; a license recognized by the State involved or 
	 Federal Government; or, a college diploma, certificate, associate or baccalaureate degree. 
	 Credential documentation is required to be provided to the applicable LWDA 70 Staff, upon the
	 successful completion of training.

	 • Training is limited to Service Providers and Programs that are listed on the HiRE Eligible 
	 Training Provider List (ETPL), as locally authorized.

	 • Internet-based learning may be considered for ITA Vouchers if the program/course of study
	 meets the following conditions: 

		 o The training is listed on the ETPL, as an eligible ITA training program, 

		 o The final credential awarded must be equivalent in content and standard of achieve		
		 ment to the same program completed on campus or at an institutional training location;

		 o requires students to interact with instructors; and

		 o requires students to take periodic tests

	 • All training programs must be within a reasonable commute of LWDA 70 area. Out-of-the area
	 training programs that are not within commuting, may be approved on a case-by-case basis
	 pending the customer’s demonstrated ability to incur all extraordinary costs (e.g.: living 
	 expenses). 

	 • Training that is funded must be fully completed on an on-going basis by the time allotted for a 
	 given program. 4



	 • Training that is not limited to a structured format (content/hours/dates), such as would occur 
	 under open enrollment at a community college, vocational school, or university, is expected to 
	 be attended on a full-time basis unless extreme circumstances apply. ITAs for participants 
	 wanting to attend school as a part-time student must complete a minimum of credit hours 
	 according to training provider’s policy.

	 • LWDB 70 will not be held responsible for any training expenditures that have not been pre-
	 approved by LWDB 70, or that are not specifically related to the mandatory training requirement 
	 of the sponsored program.

Travel, Mileage, Out-of-the-Area Job Search, and Relocation: LWDA 70 will not fund nor be held 
responsible for any participant travel or relocation expenditures or expenses which are not part 
of a specific program’s mandatory course requirement. Any travel and/or relocation expenses 
which are incurred will be the sole responsibility of the individual participant without prior ap-
proval.

Books: LWDA 70 will not accept financial responsibility for any books and/or supplies that are 
not directly related and specifically required as part of the mandatory requirements for any 
course(s)/curriculum LWDA 70 sponsored student is/will be attending.

	 • Training opportunities and continued funding support is limited to funding availability.

	 • LWDB 70 reserves the right to depart from any standard program processes or procedures on 
	 an individual case-by-case basis when such changes are in the best interest of the participant 
	 and/or program.

	 • Prospective LWDB 70 sponsored students are to be cautioned about making any personal 
	 commitments to a Vendor or signing any legally binding obligations. Any personal agreements 
	 that a student may enter into with a school beyond LWDB 70’s standard procedures are by their 
	 very nature outside of LWDB 70’s control, authority and responsibility.

	 • Distance and Online Training Providers WIOA funds may be used for programs that are 
	 conducted in a completely online format. Online providers may apply and be considered for 
	 inclusion on the state ETPL and will be required to meet the same eligibility and performance 		
	 criteria established for classroom-based instructional providers.

ITA AUTHORIZATION 
ITAs must be approved by a training authorized representative prior to issuance. ITA authorization 
must be documented in the participant record. 

ITAs are authorized only for training programs listed on the Eligible Training Provider List (ETPL), as 
required in WIOA Section 134(c)(F)(iii). ITA funds are paid directly to the training provider using the 
Service Provider’s fiscal system. Exceptions to this may occur if the expense is for a required training 
related item that must be purchased form a separate vendor or if the expense is incurred by the partici-
pate with a reimbursement payment subsequently provided to the participant by the Service Provider.   

ITAs may be used for pre-apprenticeship programs however, only pre-apprenticeship programs listed 
on the ETPL may be approved.  

ITAs may be authorized for training programs in other states or online training if the training program 
appears on Louisiana’s ETPL and is approved for WIOA financial assistance. The location of such out 
of state training programs should be within a distance that does not present a substantial barrier to ef-
fective case management of the participant. 5



LOCAL BOARD ELIGIBLE TRAINING PROVIDER LIST REQUIREMENTS AND RESPONSIBILITIES
LWDB 70 must ensure that there are sufficient numbers and types of providers of training services 
(including eligible providers with expertise in assisting individuals with disabilities and eligible provid-
ers with expertise in assisting adults in need of adult education and literacy activities) serving the local 
area and providing the services involved in a manner that maximizes consumer choice and leads to 
competitive integrated employment for individuals with disabilities. 20 CFR 680.430(c)(2)

LWDB 70 must complete other responsibilities delegated to the local boards by the state (state may 
not delegate responsibilities specifically designated as a state responsibility unless explicitly stated in 
this guidance, the WIOA Final Rule, or WIOA statute). For example, local boards must collect such per-
formance information as the state may require and determine whether the providers meet the state’s 
performance criteria. 20 CFR 680.430(C)(1)

LWDB 70 will remove ETPs that fail to meet local performance standards (if applicable) from the local 
ETP list, in accordance with state and local policies and procedures.   This process must allow for ap-
peals in accordance with the state’ s appeals procedure for providers of training to appeal a denial of 
eligibility from the local list of eligible training providers. 20 CFR 680.480(e), 683.630(6)

LWDB 70 must ensure that the state’ s ETP list is disseminated publicly through the local one-stop sys-
tem, including in formats accessible to individuals with disabilities, and its partner programs. 20 CFR 
680.430(c)(3)

Allowable Local Board Responsibilities	

LWDB 70 may, except with respect to registered apprenticeship programs: 20 CFR 680.430(e)

	 • Require additional criteria and information from local providers as criteria to become or remain 	
	 eligible within its local area; and 20 CFR 680.430(e)(l)

	 • Set higher levels of performance than those required by the state as criteria for local programs 	
	 to become or remain eligible to provide services within its local area. 20 CFR 680.430(e)(2)

LWDB 70 may supplement the criteria and information requirements established by the governor in or-
der to support informed consumer choice and the achievement of local performance indicators. How-
ever, LWDB 70 may not do so for registered apprenticeship programs. 20 CFR 680.510(a)

	 This additional information may include: 20 CFR 680.510(b)

	 • Information on programs of training services that are linked to occupations in demand within 
	 its local area; 20 CFR 680.510(b)(1)

	 • Performance and cost information, including program- specific performance and cost 
	 information, for the local outlet(s) of multi-site eligible training providers; 20 CFR 680.510(b)(2)

	 • Information that shows how programs are responsive to local requirements; and 20 CFR 
	 680.510(b)(3)

	 • Other appropriate information related to the objectives of WIOA. 20 CFR 680.510(b)(4)

LWDB 70 may make recommendations to the Governor on the procedure used to determine 
eligibility of providers and programs. 20 CFR 680.430(d) 
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Local Board Performance Criteria

LWDA 70 Program Monitors performs program desk reviews of all training providers. 
These performance reviews first identify all WIOA participants issued ITAs for a provider’s programs 
over a specified time period such as the twelve months covering a program year or calendar year. 
Monitoring staff then identify the WIOA participants who successfully completed their training pro-
gram, those who dropped from their training program (unsuccessful completion), and those partici-
pants who are still attending training. Upon review, if the Program Monitor feels there are areas of 
concern, the following steps will be taken:

	 • Detailed review of HiRE files on each participant
	 • On-site monitoring visit
	 • Report of recommendations to the Director, if necessary to the Board.

After completing a participant program outcomes evaluation, LWDA 70 monitoring staff will issue a 
report which, after review by the Program Director and Program Manager, will be shared with the 
training provider. Providers will be notified through these reports if their programs did not meet the 
expected performance standards. A meeting will be scheduled with the Provider to discuss the areas 
of concerns and explore possible solutions. Providers will be given the opportunity to respond with a 
justification as to why the minimum performance standards were not met. Such response must be re-
ceived by LWDA 70 from the provider within 30 days upon receipt of the monitoring report. If LWDA 70 
determines the provider’s response to be insufficient or unsatisfactory, the provider will be notified and 
have 30 days to file an appeal. The provider will be notified that its appeal must include:

	 • The program(s) in question.
	 • The reason(s) for the appeal.
	 • Supplemental data on participant outcomes supporting the provider’s reasons for appeal.
	 • The training provider’s signature.

Appeals must be sent to:
Attn: ETPL Appeals
Seventh Planning District Consortium Workforce Development Board (LWDB 70)
4000 Viking Drive. Suite A-1
Bossier City, LA 71111

As part of the program evaluation and appeals process, LWDA 70 and its Workforce Development 
Board reserve the right to remove any or all training programs offered by the provider if such programs 
consistently do not meet minimum performance standards. LWDA 70 and its Workforce Development 
Board may choose to place the provider on probation to allow for a corrective action plan to be pre-
sented, the effectiveness of which will be subsequently evaluated by monitoring staff. In reaching its 
decision, LWDA 70 and its Workforce Development Board will take into consideration the availability 
of similar training programs from other providers to ensure that residents of rural areas have access to 
training services. 

ITA AWARD LIMITS
Funding for each ITA may not exceed costs specified by the training provider in the Louisiana Work-
force Commission’s ETPL.
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ITA REVIEW AND APPROVAL PROCESS  
LWDA 70 Staff (or designee) are responsible for verifying an ITA Application is complete and demon-
strates the participant’s knowledge of the training program, knowledge of job requirements, knowledge 
of the targeted demand occupation in the local area or proposed area of employment, and commit-
ment to complete the training program. LWDA 70 Staff (or designee) must receive signed ITA docu-
ments prior to confirming or entering activity codes into HiRE.
 
LWDA 70 Staff is responsible for verifying funds prior to submission to the LWDA 70 Administrative Fi-
nance Office. ITAs must be approved by the LWDA 70 Administrative Finance Office and emailed to the 
Program Manager, prior to a participant beginning training. The Program Monitor is responsible for en-
suring the Finance Office has received approved ITA Application and that the ITA has been entered on 
the ITA Log and the appropriate training activity entered in HiRE. The ITA Application must be scanned 
into Document (staff) and case noted by the LWDA 70 Staff. 
 
Any changes to the ITA must be documented on a modified ITA and submitted to the Program Man-
ager or WDB Director approval. The Program Manager is responsible for communicating such changes 
to the LWDA 70 Administrative Finance Department and making changes to the ITA Log.

REGISTRATION TIME LIMIT
Once an individual is awarded an ITA, the participant must register for training on time according to 
training institution policy.  ITAs will not be used for payment of late fees caused by customer error or 
delay.  The customer will be responsible for these fees, as he/she is responsible for other fines or pen-
alties.

WAIVERS AND EXCEPTIONS TO POLICY
On an individual basis, Program Manager or WDB Director may waive local policy requirements for any 
individual with physical or sensory disabilities or other unusual circumstance and it has been deter-
mined that training is necessary for the individual to obtain employment. Under special circumstances 
and with proper justification, a request can be made to exceed the ITA funding limit, training duration 
or to authorize training in a not-in-demand or otherwise restricted occupation. 

For participants who have demonstrated unsatisfactory performance under previously established ITA, 
Program Manager or WDB Director (or designee) shall determine if the individual should receive ad-
ditional funds.

All waivers and exceptions to policy must be approved by the Program Manager or WDB Director (or 
designee) through email or written verification, or a new award, depending on each situation. Any 
waiver must be documented in case notes in HiRE and placed in participant file.

TIME LIMITS FOR TRAINING
Training programs are to be completed, as evidenced by receipt of a degree, diploma, certificate of 
completion, certification, and/or license.  

COSTS TO BE COVERED
The ITA agreement form will specify all costs to be included and will be limited to those costs that all 
students attending the program are required to incur by the training provider. The ITA covers approved 
tuition costs, books, lab fees, supplies, uniforms, and other training costs as specified on the ITA.  All 
training costs must be approved by the LWDA 70’s administrative staff.  8



Allowable costs for the program are described on the Eligible Training Provider List and there is a 
statement in the Training Agreement that ties the payments to those published costs.  Training Provid-
ers must resubmit their curricula each year and any changes in costs are incorporated at that time. The 
costs listed online are the same as any established catalog prices that is commercially available to any 
non-WIOA participants. 

ITA expenditures are costs required by the training provider to complete the training. ITA costs re-
quired to complete the training may include, but are not limited to:

	 • Tuition and fees

	 • Books

	 • Tools

	 • Equipment

	 • Uniforms

	 • Tests (Background Check) 

	 • Medical immunizations/tests 

	 • Housing (only when required by school policy for student to live on campus)

Items required for training not consisting of required books, supplies, uniforms, tools, graduation fees, 
license/certification exam fees, etc. must be documented in the participant’s file and case notes in 
HiRE at the time of the determination of enrollment into the curriculum at the school selected by the 
participant. Expenses not associated with items required for training may be considered as a support-
ive service with the need for the supportive service justified through proper documentation prepared 
and submitted for preapproval by the Program Manager. The provision of any supportive service will 
also be based on the reasonableness of cost and the availability of funding.

ITA costs do not include any supportive services’ costs related to the ITA (e.g. transportation, childcare, 
etc.). Costs must be reasonable and necessary and must represent a sound investment of public funds.

FINANCIAL AID
Workforce Innovation and Opportunity Act (WIOA) funding for training will be limited to
participants who are unable to obtain grant assistance from other sources to pay the costs of their 
training or require assistance beyond that available under grant assistance from other sources to pay 
the costs of such training.  It will be the sole responsibility of applicants to submit documentation of 
the award and acceptance of Federal, State, local, or private financial assistance to the LWDA 70 Staff 
during the eligibility determination period for training. LWDA 70 Staff (or designee) and training provid-
ers must coordinate funds available to pay for training and consider the availability of other sources of 
grants to pay for training costs such as State-funded training funds, and Federal Pell Grants, so that 
WIOA funds supplement other sources of training grants. The WIOA cost of the ITA, including com-
bined funding, must not exceed the actual costs of the training program.  Any scholarships (excluding 
G.I Bill) and all income sources available to defray training expenses, including WIOA contribution, 
must be identified and included in the ITA for WIOA financial planning purposes. 
A WIOA participant must apply for a Pell Grant, when applicable, prior to start of training and may 
attend training pending approval of the Pell Grant application.  However, American Job Centers must 
have an agreement with the training provider requiring that once the Pell Grant is received, the WIOA 
will be reimbursed by the training institution for any WIOA disbursements made on behalf of the par-
ticipant that are covered by the Pell Grant. 
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Documentation must be maintained in document staff and case notes within HiRE and the partici-
pant’s file by the LWDA 70 Staff to document the application and eligibility for all grant assistance and 
the methodology to apply any assistance received to the costs of training.

ITA CONTINUED FUNDING, SATISFACTORY PROGRESS 
Continued funding of an ITA is contingent on availability of WIOA funds and on the participant’s sat-
isfactory progress in school, except for good cause. Service Providers must review the participant’s 
training progress and expenses quarterly or more frequently depending on the training institution’s 
schedule. A participant’s training progress will be considered satisfactory upon earning: 

	 • A grade point average that does not fall below 2.0 for two consecutive terms, or 
	 • A grade point average sufficient to graduate from, or receive certification in, the individual’s 
	 approved area of study, or  
	 • Sufficient credit hours to finish the approved course of study within the time frame established 
	 under the approved training plan.  
	 • In the case of self-paced or ungraded learning programs, satisfactory progress means 
	 participating in classes and passing certification examinations within the time frame established 
	 under the approved training plan. 
 
LWDA 70 Staff (or designee) must arrange to receive training progress reports (i.e. transcripts) from 
participants in adequate time to process the subsequent tuition payment. Progress reports, transcripts 
or other training-issued updates must be scanned in the document staff and case notes within HiRE 
and the participant’s file by the LWDA 70 Staff documented in the participant record. 

LWDA 70 Staff, in collaboration with participants, must develop a service strategy to overcome barri-
ers impacting progress for participants who are not earning satisfactory progress in their coursework. 
WIOA ITA funding may be terminated if participants do not earn satisfactory progress for two (2) or 
more consecutive school terms (i.e. quarters, semesters, etc.). 

Good Cause - “Good cause” for failure to make satisfactory progress in training includes specific fac-
tors that would cause a reasonably prudent person in similar circumstances to fail to make satisfactory 
progress. Good cause includes, but is not limited to:  

		 • Illness, injury or disability of the participant or a member of the participant’s immediate family, 

		 • Severe weather conditions or natural disaster precluding safe travel,

	 • Destruction of the participant’s school records due to a natural disaster or other catastrophe 
	 not caused by the participant,  

	 • Acting on advice received from an authority such as the training provider, instructor, or case 	
	 manager, 

	 • Training is delayed or cancelled,

	 • Accepting stop-gap employment with hours or other work conditions that conflict with the 
	 training, or  

	 • Accepting goal-related employment prior to completion of training.
The Louisiana Workforce Commission also has the responsibility to remove training providers/pro-
grams from the Eligible Training Provider List under the following conditions (documented proof that 
these conditions exist must be provided by the LWDB). 
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(1) If it is determined that the training provider intentionally supplied inaccurate information. (This 
termination will remain in effect for two years.)

(2) If it is determined that the training provider substantially violated any requirement under WIOA 
or state policy 

(3) For failure to reapply under Subsequent eligibility Procedures.

Training Institution’s listed on the ETPL are required to verify their information online and resubmit 
every year.   This normally occurs in time for entry into class in the January semester.  The Louisiana 
Workforce Commission gives notice to schools to update their school information as well as the cur-
ricula.   

When an individual is enrolled in a curriculum at a school, and for whatever reason, the curricula does 
not meet the performance requirements and falls off the list, the participant may remain enrolled in the 
curricula through completion.  However, no NEW customers may be enrolled into that curricula until 
the performance standards are in compliance.

REQUIREMENTS FOR FUNDING PROGRAMS EXCEEDING ITA AMOUNT
No participant will be issued an ITA until the full cost of the training program is accounted for and 
documents are scanned in the document staff and case notes within HiRE and the participant’s file 
by the LWDA 70 Staff.  This will include, but is not limited to, grant assistance and other sources of 
funds required to fully fund the cost of training.  WIOA funds will be paid in proportionate, incremental 
amounts as specified in the ITA agreement with the training provider.

Neither the LWDB 70 nor American Job Centers will incur any responsibility for any loan incurred by 
any participant registered for any type of WIOA grant service.

Documentation must be maintained in the participant’s HiRE file by LWDA 70 Staff specifying the re-
quired financial information relative to total training costs, source(s) of funding and financial assistance 
provided to the participant.

SANCTIONS FOR NON-COMPLIANCE WITH WIOA PROGRAM AND/OR TRAINING PROVIDER 
REQUIREMENTS 

Enrolled participants must adhere to the following stipulations once enrolled:

	 • Maintain a “C” (2.0) grade point average each semester or quarter; otherwise, the participant 
	 will be on probation for the next semester/quarter.  If two back to back terms are below the 2.0 
	 GPA, funding may be terminated; 

	 • Have acceptable attendance as defined by the training provider; and

	 • Maintain required contact with a LWDA 70 Staff.

If a participant is placed on probation, they must meet with their assigned LWDA 70 staff during the 
semester to review and assess their academic progression. All documentation, progress reports, 
transcripts or other training-issued updates must be scanned in the Document (staff) and case noted 
within HiRE, and the participant’s file by the LWDA 70 Staff documented in the participant record. 
Once a participant is enrolled in an ITA approved activity and the individual is exited from the pro-
gram for failure to comply with the policies and procedures as outlined in the ITA policy, they cannot 
be re-enrolled in a WIOA funded training program.  Additionally, once a participant is enrolled in an 
ITA approved activity, he/she may not transfer to another training program or activity sponsored by 11



the American Job Centers. For example, if a participant is issued an ITA to attend one specific type of 
training and subsequently incurs costs under this ITA, but leaves this initial training, another ITA can-
not be issued to this participant to attend a different type of training.  Exceptions for this may be ap-
proved due to extenuating circumstances with the approval of the Program Manager or WDB Director.   
In such cases the new training must be on the Eligible Training Provider List and any monies spent 
on previous training must be counted towards maximum amount awarded.  Additionally, an existing 
ITA cannot be transferred to another training provider even though it is the same type of training. In 
this circumstance a new ITA would need to be developed and approved and the new training provider 
must be on the eligible training provider list.

Exceptions to the sanction may include extenuating circumstances such as:  

	 • Medical conditions;

	 • Personal barriers that require non-medical treatment;

	 • Transportation and childcare issues that cannot be resolved through support services; as well 
	 as

		 • Class scheduling issues and availability;

	 • Disaster;

	 • Additional circumstances that are determined to be beyond the participant’s control by the 
	 Program Manager or WDB Director.

The decision to invoke a sanction or to waive a sanction for cause will be documented in the partici-
pant’s HiRE file. In addition to considering the imposition of sanctions to a participant, the history of an 
applicant that has participated in a local WIOA program will be considered when making any determi-
nation regarding re-enrollment into the local program.

PARTICIPANTS CONTACT
Participant contact with the LWDA 70 Staff must occur, at a minimum, once a month during the life-
time of the training plan to ensure the individual is making satisfactory progress in training. Participant 
contact is expected to occur more frequently depending on individual participant circumstances to 
ensure proper counseling and support. Failure to remain in minimum contact can result in termination 
from the WIOA funded program.

LWDA 70 Staff will provide regular counseling to individuals enrolled in an approved training and 
awarded an ITA.  Career counseling will include information deemed relevant/pertinent to the partici-
pant by the LWDA 70 Staff.

INDIVIDUAL TRAINING ACCOUNT (ITA) FORM
The ITA Forms will include all costs associated with training as required by the training provider.  The 
ITA Form will include all necessary signatures from the LWDA 70 staff (or designee), participants, and 
training provider acknowledging the cost associated with training.

The level of funding set aside for ITA Forms must consider both the demand for ITAs and the total 
amount of the annual program allocation.  All ITA forms issued through LWDA 70 will be processed 
through the LWDA 70 Administrative Finance Office including payment for training and the related 
expenses.
ITA forms must include a start date and an estimated end date consistent with the start and end date 
for the training period as given by the training institution.  
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An extension to an ITA Form may be requested in writing by the subrecipient/LWDA Staff to the Pro-
gram Manager or WDB Director.  

Extensions may be authorized following a case-by-case review of the circumstances. A written deci-
sion from the WDB Director must be received prior to any commitment to extend an ITA form. 
An Individual Training Account Form must be prepared separately for each term, semester, or period 
when new classes are recommended to begin. 

Renewal of an ITA form/modification for a subsequent training period must be based on successful 
completion of each prior training period. 

DOCUMENTATION
LWDA 70 Staff members are required to have monthly contact with their participants. Contact may be 
made by telephone, through the e-mail, personal contact, or other appropriate means of communica-
tion. Documentation, such as attendance records, grade reports, or statements from the instructing 
agency, are required as proof of participation and satisfactory academic progress. If the documenta-
tion indicates the client is not making satisfactory progress, LWDA 70 Staff will maintain more frequent 
contact. Documentation of status of the training provider must be maintained in the participant’s file 
and HiRE case.

MODIFICATIONS OF ITA
An ITA may be modified to ensure the participant attains their educational goals and subsequent 
employment. In some circumstances, such as when a program of training is removed from the ETPL, 
or when extraordinary program expenses develop, the participant and LWDA 70 staff must agree on 
whether to complete the plan of training with the existing provider, seek a similar program, or discon-
tinue training.  However, an ITA should not be modified or extended for a participant beyond the origi-
nal plan approval as it relates to a program of training that is no longer on the ETPL.  

There is no limit to the amount of times an ITA can be modified or how often. An ITA should be modi-
fied when the original scope of the training, such as the length of time, course requirements, or overall 
cost, has changed. An ITA should not be modified if the individual employment goals changes or if a 
different service provider or program is needed. 

The training provider must make the requested change to the appropriate LWDA 70 Staff. LWDA Staff 
will then work with the participant to request a modification/waiver, and then submit it to the Pro-
gram Manager or WDB Director for approval. Any increases or changes to the current award must be 
approved by the Program Manager or WDB Director through email or written verification, or a new 
award, depending on each situation. Any modifications to the ITA must be documented in case notes 
and uploaded into Document (staff) in HiRE. 

ACTION
This policy supersedes WIOA Individual Training Account (ITA) Policy, December 4, 2020. This policy is 
effective immediately. All submitted forms are live documents and subject to change according to lo-
cal, State, and Federal needs. Once the forms and exhibits pertaining to this policy are approved by the 
LWDB 70, they will not require board approval if other changes occur, unless the change affects proto-
cols. Should you have any question, please feel free to contact LWDA 70 staff at (318) 632-2022.

EXPIRATION DATE
This policy shall remain in effect until revised or canceled by the Seventh Planning District Consortium 
Workforce Development Board. 13
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