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Business Services Resources to Employers

We're dedicated to your specific needs. We offer 
incentives that are tailored to meet those needs at 
no cost to local, national and international 
companies operating in Central Florida. 

Our goal is to ensure that you have access to real-
time viable solutions that work in tandem with your 
objectives. This philosophy is evident in the 
expertise and resources provided to facilitate a 
company’s short and long-term growth strategy.

Who is CareerSource Polk's Business Services



Presented by Rose Baptiste 
Business Services Consultant

CareerSource Polk offers a complete range of 
recruitment services that can provide access to 
candidates for a variety of positions.  

• Posting positions on www.employflorida.com 
• Job fairs and special recruiting events at our 

centers and virtually  
• On-site and virtual recruiting events at your 

business

Strengthening Your Recruiting Efforts



Strengthening Your Recruiting Efforts

Self-Serve Site   Maintained by the State of Florida

1. Employers can self-register at www.EmployFlorida.com
 *FEIN required for verification purposes  
  (Takes 48-72 hours to process) 
   

-OR- 

2.    Contact CareerSource Polk and we’ll register you        
 BusinessServices@careersourcepolk.com 



Strengthening Your Recruiting Efforts

www.EmployFlorida.com



Strengthening Your Recruiting Efforts

• Search for job candidates 
• Job matching and applicant screening 
• Application and resume handling 
• Recruiting events 



Strengthening Your Recruiting Efforts

https://veteran.employflorida.com



Job Order Form Image

Strengthening Your Recruiting Efforts

Job Description Assistance 

• Use the self-service tools at Employ Florida 
• Call our Business Services Department at 
 (863) 508-1100 
• E-mail your job description and job order form 

to BusinessServices@careersourcepolk.com



Job Order Form Image

Strengthening Your Recruiting Efforts

Job Order Form
Helps Business Services create
your Registration and Job Order

Required Information:
• Company & Contact Information

• Job Description and method of 
application (resume, email, link to your 
company online application)

• Wage – can be suppressed

• We monitor your job order 

• Job Order information specific to each 
employers needs

NOTE:  1099s and Commission Only jobs                  
cannot be posted on EmployFlorida



Strengthening Your Recruiting Efforts

LMI is available on the state of Florida and, more 
specifically, the area you are operating. We can assist in 
producing, analyzing, and delivering timely and reliable 
labor statistics to improve economic decision-making. A 
variety of labor market, economic, and demographic data 
can be made available such as Employment and Wages, 
Labor Force, Economic Indicators and Population.

LMI is available for the state of Florida and, more 

specifically, the area you are operating, Polk County. We 

can assist in producing, analyzing, and delivering timely 

and reliable labor statistics to improve economic 

decision-making. A variety of labor market, economic, 

and demographic data can be made available such as 

Employment and Wages, Labor Force, Economic 

Indicators and Population.

Labor Market Information (LMI)



Labor Market 
Information

LMI Image

Ability to target your 
unique needs

Note: These are currently the 
2019 statistics

Strengthening Your Recruiting Efforts



Strengthening Your Recruiting Efforts

CareerSource Polk can Host Recruiting Events and 
Job Fairs On-Site and Virtually

Recruiting Events –  Job 
Fairs

• Events are now held virtually 

• CSP can host an event on-site at 
the employers location  

Flyer for Postings

• CSP Consultant will create a 
flyer with your open jobs so 
customers can see what 
you’re hiring for 

• Can post urgent openings on 
CSP Facebook page  

Email/Text Job 
Seekers

• CSP will email and or text 
your flyer with Recruiting 
information to all active job 
seekers registered in Employ 
Florida 

• Will email your event flyer to 
all CSP staff and CSP Partner 
organizations  



Strengthening Your Recruiting Efforts

Virtual Recruiting Events and Job Fairs



Strengthening Your Recruiting Efforts

Virtual Recruiting Events and Job Fairs

Premier Virtual  

https://www.youtube.com/watch?v=BKMoeAMdCiI


Strengthening Your Recruiting Efforts

Employer Dashboard



Strengthening Your Recruiting Efforts

Company Profile



Strengthening Your Recruiting Efforts

Entering Job Vacancies



Strengthening Your Recruiting Efforts

Adding Recruiters



Strengthening Your Recruiting Efforts

Entering the event



Strengthening Your Recruiting Efforts

During Event



Strengthening Your Recruiting Efforts

Talk in Real-Time



Strengthening Your Recruiting Efforts

After Event



Work Opportunity Tax Credit (WOTC)

WOTC is a Federal Tax Credit 
available to employers for hiring 
individuals from certain targeted 
groups who have consistently 
faced significant barriers to 
employment. 

Tax Credit: For-profit employers 
may receive tax credits as high 
as $9,600 per qualified veteran 
or up to $6,240 for qualified 
non-profit organizations. 

 

Supplemental Nutrition 
Assistant Program (SNAP) 

Recipient

Short-Term Temporary 
Assistance to Needy Families 
(TANF) Recipients

Ex-Felon

Vocational 
Rehabilitation 

Referral 

Qualified 
Veteran 

Long-Term Family 
Assistance Recipient

Qualified 
Long-Term Unemployment 

Recipient Supplemental Security 
Income (SSI) Recipient

bit.ly/CSPolk-WOTC 

https://bit.ly/CSPolk-WOTC
https://bit.ly/CSPolk-WOTC
https://bit.ly/CSPolk-WOTC


 Training Grants for Employers

Why Train Your Employees?  
When workers lack the needed training to be self-sufficient, businesses deal with these skill gaps; 
therefore, the company may find it difficult to  

o Compete  
o Expand 
o Retain workers 

Our training programs address these challenges by allowing a business to stay in control of how, when 
and where they train their employees. We simply provide the funding needed to implement the training.

Presented by George Wilson, III  
    Business Services Consultant



Benefits for Your Employees? 

● Advanced Training Opportunities 
● Increased Job Opportunities 
● Additional Skills 
● Job Retention

Benefits for Your Business? 

● Increased Competitiveness 
● Increased Productivity  
● Increased Sales and Profits 
●Reduced Turnover

A win-win situation for you and your 
employees.

State Training Grants for Employers



CareerSource Polk Offers 2 Types of Training Grants 

• Offered to new employees 
who need training to do their 
job  

• New hire must qualify for 
WIOA funding to participate 
in the grant 

• Receive up to 50% - 75% 
reimbursement on the 
trainees wages

• Offered to existing 
employees who need or 
desire further training 

• Must acquire an Industry 
Standard Certification 
after training 

• Receive up to 50% - 75% 
reimbursement on the 
training costNOTE:   For a limited time both 

grants will receive 90% 
reimbursement

On-the-Job-Training Grant (OJT) Employed Worker Training (EWT) Grant

State Training Grants for Employers



On-the-Job-Training Grant (OJT)

What is On-the-Job-Training? 
CareerSource Polk subsidized training provided by an employer to a 

participant receiving wages and engaged in work which:

Is limited in duration as appropriate 
for the occupation which the 
participant is being trained, while 
considering the content of the 
training, the prior education and 
work experience of the participant

Provides an opportunity for 
your business to train new 
employees in the skills needed 
to perform their job effectively.



Train new employees on the skills needed to perform their jobs 
effectively with financial reimbursement of up to 75% of the 
employee’s wages during the approved training hours. 

• Eligible training hours are between 160 to 520 hours 

• Employee must be paid an hourly rate of at least $11 per hour 

• Reimbursement up to $20.11 per hour allowed

On-the-Job-Training Grant (OJT)



On-the-Job-Training Grant (OJT)

• Eligible training hours are between 160 to 520 hours

• Employee must be paid an hourly rate of at least $11 per 
hour

• Reimbursement up to $20.11 per hour allowed

• Jobs that are listed on Polk County’s Regional Demand 
Occupations List

Allowable Training



On-the-Job-Training Grant (OJT)

• Orientation that the employer provides to all new hires 
• Training for skills the participant already has or has demonstrated proficiency in as evidenced by the 

participant’s job or educational history 
• Jobs paying only a commission or piece rate, or jobs where the base salary, excluding commission is 

below minimum wage 
• Jobs with no entry qualifications (e.g., fast food employment, grocery bagging, etc.) unless the trainee 

is a person with disabilities who normally would not be selected without the extraordinary training 
• Jobs with employers or industries which are seasonal or where an assignment is for less than one year 
• Jobs which require a training period of less than 160 training hours 

Unallowable Training



On-the-Job-Training Grant (OJT) 

ELIGIBLE EMPLOYERS 

Employers located in Polk County that are in the 
public, private non-profit or private sector. 

Employers in compliance on all applicable 
state and federal laws  

and tax obligations. 

Employers with current worker’s 
compensation insurance for their employees, 

regardless of their company size. 

IMPORTANT DATES 

Applications are accepted from  
July 1st – March 31st  

Training must be completed within 6 
months or by May 30th,  

whichever is earlier.



On-the-Job-Training Grant (OJT) 

ELIGIBLE TRAINEES 
• Polk County residents only  

• Must work a minimum of 30 hours per week 

• Males registered for Selective Service 

• At least 18 years old 

• Are authorized to work in the United States 

• Participants who must complete an objective eligibility assessment and have been referred to and 

hired by the employer 

• Individuals enrolled in WIOA Youth (are exempt from the self-sufficient wage requirements) 

• Meets income eligibility requirements and provide supporting documentation  



On-the-Job-Training Grant (OJT) 

The Employer Reimbursement Rate 
For a Limited Time Reimbursement is 90%

Maximum of 75% for employers with 
250 or fewer employees

Maximum of 50% for employers 
with 251 or more employees

Maximum of 50% reimbursement for all 
Upgrade OJTs (existing employees who 
are moving up from a wage below the 
LLSIL to a higher position where the wage 
is above the LLSIL. The training must 
identify additional skills that the trainee 
will need to succeed).

The maximum reimbursable 
wage as of June 30, 2020 is 
$20.11 per hour. This wage may 
change periodically change 

Employers are required to pay for the 
training costs up front, and then submit a 
timesheet and invoice to CareerSource 
Polk for reimbursement. 



OJT Application and Guidelines

The application is easy to complete as it asks for basic information like: 
• Company name and address 
• Contact name and information 
• Years established in Polk County 
• FEIN  
• Workers Comp policy end date 
• Number of employees (Full Time/Part Time) 
• Union information if applicable 

The Guidelines outline the rules for utilizing an OJT and must be 
signed by an officer of the company to acknowledge they’ve read 
and understood these Guidelines



OJT Application and Guidelines



OJT Application and Guidelines



Last page of the 
application

OJT Application and Guidelines



OJT  Grievance Form



OJT Training Plan

• A Training Plan is created for each new hire and identifies the skills/tasks they must 

learn during training.  The OJT Training Plan contains: 

• Name and the last 4 digits of the trainee’s social security number 

• Training start and end dates 

• OJT Funding stream (CSP makes this determination) 

• A list of required skills  

• We use the ONET Online and feedback from the employer to determine the 

skills and number of training hours required 

• The total number of approved hours are multiplied by the Wage and the 

percentage of employer reimbursement to determine the total reimbursement 

of the grant. (ex: 275 training hours x $14/hr.  x 75% = $2821.88)



OJT Training Plan



OJT Training Plan



OJT Training Plan



OJT  Agreement



OJT  Agreement



OJT  Implementation

• Your CSP Consultant can assist in completing the Application and Training Plan 

• A WIOA case manager will perform an eligibility assessment using the OJT 

Training Plan tasks to determine the hours approved for training. Training hours 

depends on the skill set of your new hire compared to the tasks identified on the 

OJT Training Plan. 

• Your new hire cannot begin work until the day after the Agreement has been 

signed by CSP Executive Management and the employer’s signatory.



OJT  Required Reimbursement Documentation

Reimbursement to the employer is obtained by submitting: 

• A completed OJT Invoice and Timesheet 

• Employees paycheck (copy of front/back, direct deposit, or 

ACH paystub) 

• Payroll register/journal 

• OJT Progress Report (There will also be an OJT Trainee Site 

Visit Report accomplished Business Services sometime during 

the training period)



OJT  Required Reimbursement Documentation



OJT  Required Reimbursement Documentation



OJT  Required Reimbursement Documentation



OJT  Required Reimbursement Documentation



OJT  Required Reimbursement Documentation



Thank you! 
Questions?

On-the-Job-Training Grant (OJT)



Increase your employees’ skills by assisting them with 
obtaining an industry-recognized certification or avert a layoff. 
This flexible grant is designed to provide financial assistance 
to invest in your employees.

Employed Worker Training (EWT) Grant

• Provides employees with new skills important to your 
business success 

• Offers up to 75% reimbursement of your direct training 
costs (90% till November 30, 2020) 

• Flexibility to choose the trainer and curriculum 
• Training that results in an industry recognized credential or 

eliminates the need to lay-off current employees

Presented by Kathy Suttles 
Director, Business Services Division



Employers 
located in Polk 
County with at 
least two full-time 
(30 h/week) 
employees.

Employers 
current on all 
state and local 
tax obligations.

Employers         in 
private         for-
profit, private not-
for-profit, non-
profit, local 
governments, or 
public sectors.

Who Can Apply for 
an EWT Grant?

Employed Worker Training (EWT) Grant

EWTs are available to employers who meet all of the 
following eligibility criteria:

GUIDELINES



Employed Worker Training (EWT) Grant

WHO CAN BE TRAINED? 

• Employees must work in Polk County the majority of time, and work a 
minimum of 30 hours per week.  

• Employees must be authorized to work in the United States.  

• Males must be registered for selective service. 
  
• Employees in the training program must be at least 18 years old, be 

willing to complete and sign a program application and provide the 
necessary documentation. 



Employed Worker Training (EWT) Grant

WHAT DOCUMENTATION IS NEEDED FOR ELIGIBILITY
Employee Eligibility: 

• A completed customer registration form (Individual Employment 
Plan);  

• A signed Grievance form;  
• Legible copies of their Social Security card, Driver’s License, and a 

completed I-9 form.  
• All documents must be submitted prior to agreement  approval.  

NOTE:   Employees must be earning a minimum of 
  $11.00/hr with a maximum of $29.16/hr.  



Employed Worker Training (EWT) Grant
HOW DO YOU APPLY

The Application is easy to complete as it asks for basic information such as: 
• Company name and address 
• Contact name and information 
• Years established in Polk County 
• FEIN  
• Number of employees (Full Time/Part Time) 
• Up to date on Florida tax obligations 
• Will training result in an industry wide certification 
• Describe how training will benefit your company 

The Guidelines outline the rules for using an EWT and must be signed by an  
officer of the company to acknowledge they’ve read and understood the  
Guidelines



Employed Worker Training (EWT) Grant

Application – 
Employer 
Information



Employed Worker Training (EWT) Grant

Employees 
information, course 
information, and Cost 
$per course and 
employee



Employed Worker Training (EWT) Grant

The following needs to be submitted for each training provider: 

• Training company/provider name 
• Training contact 
• Training provider address 
• FEIN 
• Training provides is – (i.e., public training institution; non-profit) 
• The type of training  
• How many hours is training 
• Start and estimated completion date of training 

NOTE:  there are two training provider boxes (sometimes there are different 
providers for the course and test)

TRAINING PROVIDER INFORMATION



Employed Worker Training (EWT) Grant

Training 
Provider 
Information



Employed Worker Training (EWT) Grant

Copy of the 
Employees Training 
Application - IEP



Employed Worker Training (EWT) Grant

How do you receive the Reimbursement?
You will be required to pay for the training costs up front and submit an invoice to 
CareerSource Polk for reimbursement of those costs. 

• Employee must successfully complete all training and attain the certification. 

• If a test is separate from the course, and is needed to obtain the certification, 
the employee must pass the test to receive any reimbursement for the training. 

• Submit the Invoice for Reimbursement 
• A copy of the credential/certification or license attained 
• A copy of the invoice from the training vendor 
• Proof of payment 
• A completed Cumulative Progress Report for each month of training



Employed Worker Training (EWT) Grant

EWT Invoice



Employed Worker Training (EWT) Grant

Trainer Invoice



Employed Worker Training (EWT) Grant

2nd Trainer Invoice



Employed Worker Training (EWT) Grant

Proof of 
Payment –  
Bank Statement



Employed Worker Training (EWT) Grant

Industry Wide 
Recognized 
Certification



Employed Worker Training (EWT) Grant

Monthly 
Progress 
Report



WHAT WILL I BE 
PAID FOR? 

The EWT grant reimburses up to 50% or 
75% of the training costs which may 
include tuition, textbooks, and other 

training materials

Your organization, not the trainee, must 
pay the remaining costs

IMPORTANT DATES 

Applications are accepted 
July 1st  through April 30th 

Training must be completed within 6 months 
from the agreement start date, or 
by May 30th,  whichever is earlier 

Multiple agreements with an employer 
 can be funded

Remember:  We are offering 90% reimbursement regardless of company size  
until November 30, 2020. 

Employed Worker Training (EWT) Grant



Employed Worker Training (EWT) Grant

Thank you! 
Questions?



Additional State Funded Grants

• Funding for customized training 
for new or expanding 
businesses that produce an 
exportable product or service. 

• Companies must be creating full-
time, high-quality jobs requiring 
specialized training that is not 
available in the local community.

• Expense reimbursement for 
customized skills upgrade training 
available to existing for profit 
Florida businesses. 

• Businesses with 25 or fewer 
employees receive priority and as 
with the QRT program, priority is 
given to businesses in targeted 
industries and in  distressed urban 
and rural parts of Florida.

NOTE:  Both of these grants are State funded and processed through  
             Polk State College, Corporate College 
             Jean Wagner at, 863-669-2933 or  jwagner@polk.edu.

Quick Response Training Program (QRT)  Incumbent Worker Training Program (IWT) 

State Training Grants for Employers



Florida Ready to Work Credential Program

Florida Ready to Work
A free career readiness and credential program that 
builds the skills of current and new employees, and 
evaluate employees for promotion.  

It is focused on foundational employability and 
essential soft skills required in today’s industries. 

It gives participating employers a competitive-edge 
in reducing employee turnover and training costs, 
saving hiring time and money, and increasing 
productivity and profitability.  

Visit www.floridareadytowork.com



KEY DETAILS 

• Career readiness and 
credential program.   

• Employer driven 

• State sponsored by the 
Florida Department of 
Economic Opportunity.

BENEFITS 
• Reduce employee 

turnover and training 
costs 

• Save Time and Money 

• Increase productivity 
and profitability

A free tool that can build the skills of current and new employees, 
and evaluate employees for promotion 

Career-contextualized 
instruction including:  
• Applied Mathematics  

• Reading for Information  

• Locating Information 

• Essential Soft Skills 

    Curriculum 

Florida Ready to Work Credential Program

Florida Ready to Work



Roundtable Virtual Seminars

Roundtable Seminars for Business  
and HR Managers

We offer Monthly Employer Roundtable Seminars, 
which brings experts to Polk County to speak on 
relevant topics with a focus on HR and business 

management. These cutting-edge roundtable seminars 
are full of trends and insights you can use to improve 

your workforce. All programs provide 
 

• HRCI approved PHR/SPHR Recertification Credits                       
    and 

•SHRM CP/SCP Professional Development Credits.



For Business and HR Managers

Annual Human Resources Summit 

The Annual HR Summit is an expanded version of 
the monthly roundtable seminars.  A morning full of 
breakout sessions and a keynote speaker focuses 
on the hot topics that human resource and business 
managers are facing and how they impact their 
business in today’s economy.  

Speakers come from HR Professionals and 
Attorneys specializing in Employer Services  

Lunch is included.



Annual Best Places to Work Awards

This prestigious recognition serves to 
recognize the exceptional workplaces 
that improve the quality of life for 
workers and their families. 

It also helps advertise and promote 
local company's unique forward-
looking philosophies. 

These companies are recognized for 
their innovation in motivating, retaining, 
training and developing their 
employees while making a 
commitment to work/life issues. Is your company a 

Best Place To Work?

We recognize companies 
and organizations who have 
taken the lead in developing 

quality workplaces.



Youth Internship Program 

Adult Work Experience Program 

Operation Recovery 2020 Program 
(For a Limited Time) 

Work Experience/Internship Programs



Young Leaders Program

We are excited to collaborate with you to provide a 
meaningful work experience to young adults ages 18 
to 24.  You are uniquely positioned to provide training 
and guidance allowing these young adults to develop 
positive work habits, and other critical skill sets 
necessary to secure sustainable future employment. 
It is through your dedication and commitment that 
assist these interns with identifying possible career 
paths, obtain employment, and grow to become our 
future leaders. 

Help give our Youth the critical skills 
needed to succeed in the workplace.



Adult Work Experience Program  
  
1. Payroll will be processed by CareerSource Polk 
2. No cost to your organization for 12 weeks  
3. Ongoing support provided by a AWEP counselor who will provide the necessary 

support while the candidate is assigned to your worksite (coaching, supportive 
services if necessary to the worker) 

4. Employer can make a true assessment of the candidates skills and ability during the 
period they are not on your organizations payroll.  It is merely optional if you choose to 
hire the candidate at the end of the work experience 

5. The worker compensation is covered by the State while the customer is participating in 
the work experience component  

6. Adult Work Experience CSP will pay the wage in accordance with the job description 
the employer submits and up to 40 hours weekly 

7. No background or drug screening – this will be conducted by the employer if needed

Adult Work Experience Program



CareerSource Polk (CSP) has launched our OPERATION 
RECOVERY 2020 initiative to provide assistance to both 
dislocated workers and employers in the Polk county community 
who have experienced a financial set back due to the economic 
effects of the Coronavirus (COVID-19) pandemic. 

Operation Recovery 2020 Program

New!!! $2.5 million made available  
for Polk County residents



Adult Work Experience Program



• Discuss the challenges of remote working  
• Create environment and culture to 

minimize obstacles and optimize benefits  
• Understand how conditions impact 

personalities and job roles differently 
• Tailor working arrangements for unique 

needs and preferences  
• Balance between appropriate monitoring 

and micromanaging 
• Encourage inclusion, teamwork and 

innovation 

Remote Leading: 
Balancing to Strategic 

Results

Upcoming Roundtable Webinar
September 24 at 2:30-4 pm

Presenter: J. Lenora Bresler, J.D.  
CSP, SHRM-SCP, SPHR, CVP

Worth 1.5 SHRM & HRCI 
Credits



                                  GET TO KNOW YOUR BUSINESS SERVICES TEAM
              Our team specializes in understanding your needs as an employer and would like to discuss the services we can 
provide

Kathy Suttles, Director  
Business Services Division 

863-508-1100 ext. 1103
kathy.suttles@careersourcepolk.com

Jennifer Thompson
Customer Service Specialist

Job Orders
863-508-1100 ext. 1105

jennifer.thompson@careersourcepolk.com

Eric Castillo 
Customer Service Specialist

Job Orders
863-508-1100 ext. 1106 

Eric.castillo@careersourcepolk.com

George Wilson 
Business Services Consultant

Lakeland and Mulberry
863-508-1100 ext. 3168

george.wilson@careersourcepolk.com

Tiffany Small
Business Services Consultant

Bartow/Dundee/Winter Haven/Lake Wales/
Fort Meade/Frostproof/Lake Hamilton

863-508-1100 ext. 3347
tiffany.small@careersourcepolk.com

Rose Baptiste
Business Services Consultant

Auburndale/Lake Alfred/North Lakeland
Davenport/Polk City/Haines City

863-508-1100 ext. 3341
rose.baptiste@careersourcepolk.com


