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The Workforce Innovation & Opportunity Act (WIOA) gives Local Workforce 
Development Boards (LWDB) broad authority and responsibility for designing local 
workforce systems and delivering services in a manner designed to best achieve 
the goals of WIOA, based on the area’s particular workforce needs. The State Policy 
Manual and OWD Workforce Implementation Guidance (WIG) Letters provide limited 
prescriptive policy guidance for LWDBs, as the LWDB’s responsibilities are explicit in 
State rule, within the Act itself, and in 20 C.F.R. 679.370. However, this resource guide is 
meant to offer additional assistance regarding the structure and function of the LWDB, 
answer common questions, and highlight best practices. OWD envisions this guide 
to be a living document, and will continue to add to the Frequently Asked Questions 
section as appropriate.

Inquiries regarding LWDBs may be submitted to WIOAcompliance@tcsg.edu. 
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Per WIOA, LWDBs are the governing body of the Local Workforce Development Area 
(LWDA) and are responsible for guiding the work of the LWDA as the strategic leader 
and convener of system stakeholders. The active collaboration among the LWDB, 
LWDA staff, and the area’s one-stop delivery system is the key component of workforce 
development in the region. This collaboration begins with the Chief Local Elected 
Official (CLEO), who is responsible for the appointment of the LWDB members. The 
LWDB’s duties include the development of a local strategic plan, which establishes 
the four-year strategy for the local workforce system. The LWDB is also responsible 
for assisting the CLEO with additional functions designated by WIOA, which are listed 
below. 

•   Strategic Functions
o   Conducting workforce research & regional labor market analysis
o   Negotiating local performance measures
o   Developing a budget for local activities
o   Leading the development of career pathways

•   System Capacity Building
o   Identifying & promoting promising practices to meet the needs of employers 

& workers with disabilities
o   Convening, brokering, & leveraging local stakeholders to assist in writing the 

local plan & identifying non-federal expertise & resources
o   Engaging a diverse range of employers to promote business representation & 

industry/sector partnerships
•   System Alignment & Effective Operations

o   Identifying eligible training providers
o   Designating One-Stop operators
o   Conducting program oversight & developing MOUs with One-Stops partners 

In consultation with the CLEO, the responsibilities and expectations of the LWDB and 
its members should be further elucidated by the LWDB’s bylaws. 

2 | Local Workforce Development  
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Please note that the following responses are based on Federal and State requirements, 
but local bylaws may impose additional requirements. 

COMPOSITION & MEMBERSHIP 

1. What is the minimum number of members for a compliant LWDB? 

In order to meet the required composition percentages under WIOA, the minimum 
number of members for a compliant LWDB is nineteen (19). The required seats are 
listed in WIOA sec. 107(b); however, the CLEO has the discretion to include additional 
individuals or representatives of organizations as they deem appropriate. If the total 
number of seats increases, LWDAs must monitor the required percentages for a 
business majority and appropriate workforce representation (20%). 

2. Do small business representatives need to be included on the LWDB? 

Per 20 C.F.R. 679.320, two (2) of the business representatives must represent small 
business as defined by the U.S. Small Business Administration. 

3. How many labor and apprenticeship representatives must be on the LWDB?

In the commentary on the Final Rule, the U.S. Department of Labor (USDOL) clarified 
that the labor and apprenticeship members on the LWDB must be three (3) distinct 
individuals. As such, there cannot be dual representation in the Workforce category. 
However, in the event that labor organizations are not present, or sufficiently present, 
within the LWDA, representatives must be selected from other entities within the 
Workforce category.

If the LWDA does not have adequate labor representation in their area, members 
must be “selected from other employee representatives.” The most directly related 
type of individual to replace a union representative is an individual from a worker-
focused advocacy group. If that type of organization does not exist in the LWDA, 
then a representative from a Community Based Organization or organization that has 
experience with youth may substitute for that labor representative, but the Workforce 
category must still hit the 20% requirement.
If the LWDA does not have a union-affiliated registered apprenticeship (RA) program, a 
representative of a non-union RA must be appointed, if one exists.

4. Can a LWDB member represent multiple entities on the LWDB? 

Nothing in WIOA expressly prohibits an individual from representing more than 
one LWDB membership category. In fact, USDOL has determined that flexibility for 
LWDB membership is appropriate, if the individual meets all of the criteria. 20 C.F.R. 
679.320(h) states that “An individual may be appointed as a representative of more 
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than one entity, if that individual meets all the criteria [for representation of each 
entity].” However, dual representation is not meant to allow an individual to count 
toward the required percentages in multiple categories. For example, if an individual 
fills both a business seat AND another required seat within the workforce category, the 
LWDB may not truly have a business majority or meet the 20% workforce requirement 
if the individual is double counted. Per USDOL, the allowance of dual representation 
is mainly intended to account for the difference in structure of core programs across 
the country (i.e., core programs may be housed in the same agency and one individual 
represents two core programs). 

NOTE: Dual representation does not remove the 19-member minimum requirement. 

5. Are local chambers of commerce or regional entities be considered “business 
organizations?” 

These groups may be included so long as they meet the membership criteria outlined 
in 20 C.F.R. 679.320, meaning “1) Be an owner, chief executive officer, chief operating 
officer, or other individual with optimum policy-making or hiring authority; and 2) 
Provide employment opportunities in in-demand industry sectors or occupations.”

6. What constitutes “optimum policy-making authority?”

Per 20 C.F.R. 679.120, a representative with “optimum policy-making authority” is 
an individual who can reasonably be expected to speak affirmatively on behalf of 
the entity they represent and to commit that entity to a chosen course of action. 
Typically, this means the President or CEO of the Chamber; however, other roles may 
be appropriate depending on the makeup of the Chamber staff and level of authority 
within the organization. For example, a Director of Business Development or Director of 
Member Engagement might fit the bill, whereas the Director of Communications might 
not. 

7. Can LWDB members also serve on the State Workforce Development Board (SWDB)? 

Yes, business representatives serving on a LWDB may also serve on the SWDB.

ATTENDANCE, VACANCIES, & REMOVALS 

1. What documentation is acceptable to support missing a meeting for cause? And when 
should that be submitted to the LWDB Chair? 

The acceptable documentation to verify that an individual missed a meeting “for cause” 
is mostly dependent on the LWDB’s bylaws. Cause must be shown and documented 
prior to the missed meeting and communicated to the LWDB Chair in a timely manner. 
Examples of acceptable documentation may include, but is not limited to, the following: 
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• An email dated prior to the LWDB meeting asking to be excused from the meeting 
due to a work conflict, illness, another community board meeting commitment, etc. 

• A phone log documenting that the LWDB member asked to be excused from the 
meeting prior to the meeting due to one of the reasons listed above.

2. How long does an LWDA have to fill a board vacancy? 

In November 2019, the SWDB approved an update to Section 1.7.5 of the State Policies 
& Procedures Guide that granted LWDBs ninety (90) days to fill vacancies.  

3. What if we are unable to fill the seat in that timeframe? 

LWDBs may request a waiver from OWD, if they are approaching the 90-day deadline 
for LWDB vacancies. That process is explained in Section 1.7.5 of the State Policies & 
Procedures Guide. 

4. When should the LWDB remove members? Can the removed member be reappointed 
to their seat? 

Per State rule 692-1-.05(5), a LWDB member must be removed if that individual has 
missed three (3) consecutive meetings without cause (see question #1 of this section 
regarding documentation of cause). However, that member may be reappointed by the 
CLEO, if appropriate.

LWDB OPERATIONS 

1. What is quorum? 

Per State rule 692-1-.05, quorum shall, at a minimum, be a majority (51%) of the LWDB. 
However, LWDB bylaws may set a stricter standard for quorum, either generally or for 
specific actions such as electing an LWDB Chair.  

2. What if we don’t meet quorum? 

LWDB meetings can begin without a quorum; however, no motions or votes may 
be taken, except to adjourn. If a LWDB does not meet quorum at a given meeting, 
action items must be tabled for the next meeting where quorum is met. The LWDB 
are encouraged to still conduct the meeting and discuss action items, but no official 
action can take place. A record of the meeting must still be maintained to reflect the 
discussion. If the bylaws allow, the LWDB may hold an Executive Committee meeting 
to vote on action items. These items may require ratification at the next LWDB meeting 
where quorum is met, depending on the bylaws.  

3. How do we determine quorum when there are vacant LWDB seats? 
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LWDBs may exclude vacant seats for matters of defining quorum. For example, if a 
LWDB has 22 seats, but there are 2 vacancies within the 90-day timeframe, the LWDB 
would need 51% of 20, or 11 members, to meet quorum.

 
4. How often should the LWDB meet? 

Per State rule 692-1.05, LWDBs must meet a minimum of four (4) times annually. OWD 
recommends that the bylaws state “four times annually,” instead of “quarterly” to give 
more LWDBS flexibility if unable to hold a meeting within a given quarter. This allows 
LWDBs to set make-up meetings and still satisfy the four times annually requirement. 
If the bylaws state that meetings must occur quarterly and a make-up meeting falls 
outside of the quarter, the LWDB would be in violation of the bylaws. 

5. If a LWDB cannot meet via teleconference, why do the bylaws require outlining the “use 
of technology to improve board functions”? 

WIOA sec. 107(d)(7) states “The [LWDB] shall develop strategies for using technology 
to maximize the accessibility and effectiveness of the local workforce development 
system for employers, workers, and jobseekers…” While LWDBs are not able to utilize 
teleconferencing for their meetings per State law, this portion of the federal law is 
not talking about technology as it relates to conducting LWDB meetings. Instead, this 
section is referring to the LWDB facilitating connections among the intake and case 
management information systems of the one-stop system partners, where feasible. 
20 C.F.R. 679.370 does not outline specific technology requirement expectations, but 
rather that the LWDB is responsible for developing strategies for aligning technology 
and data systems across one-stop partner programs. 

However, with regard to conducting LWDB meetings, some examples of using 
technology to improve board functions may include disseminating electronic copies 
of meeting materials to LWDB members, instead of paper; teleconferencing in guests 
and speakers, as only voting members are included in the prohibition in State law; 
or utilizing videos of success stories to highlight various services and projects to the 
LWDB.  Additionally, per state law, visual and sound recording during open meetings is 
permitted. 

6. Are LWDB meetings open to the public? 

Per Georgia’s Open Meetings Act, LWDB meetings must be open to the public. There 
are some exceptions laid out in the act regarding sessions that may be lawfully closed 
to the public. When determining whether these exceptions apply it is more important 
to evaluate the content of the session, rather than what it is named. “Executive 
sessions” are included in this exception, but that does not mean all LWDB Executive 
Committee meetings are necessarily included. The Georgia Open Meetings Act is 
cited in the References section below. NOTE: Per 50-14-1(b)(2), “any resolution, rule, 
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regulation, ordinance, or other official action of an agency adopted, taken, or made at a 
meeting which is not open to the public as required by this chapter shall not be binding.”

7. What constitutes a meeting? 

A “meeting” is defined as “a gathering of a quorum of the members of the governing 
body of an agency at which any official business, policy, or public matter of the agency 
is formulated, presented, discussed, or voted upon; OR the gathering of a quorum of 
any committee of the members of the governing body of an agency or a quorum of 
any committee created by the governing body at which any official business, policy, or 
public matter of the committee is formulated, presented, discussed, or voted upon.” 

8. What are the requirements for posting notices, agendas, and minutes of LWDB 
meetings under the Open Meetings Act? 

For regularly scheduled meetings, notice of the meeting must be posted at least one 
week in advance of the meeting. The time, place, and dates of regular meetings shall 
be available to the general public. In addition to the physical posting, LWDAs should 
utilize their organization’s website and social media platforms to notify the public of 
this information. 

The agenda shall be made available upon request and shall be posted at the meeting 
site as far in advance as possible. At a minimum, the agenda shall be posted at some 
time during the two-week period immediately prior to the meeting. If an item is not 
included on the agenda, either mistakenly or the issue comes up last minute, that does 
not preclude the LWDB from taking up the matter. However, if an item needs to be 
removed or tabled for another meeting, that should be formally acknowledged by the 
LWDB Chair and noted in the meeting minutes. 

After the meeting, a written summary or annotated agenda of the subjects and action 
items shall be available to the public within two (2) business days. The full minutes shall 
be promptly recorded and shall be open to public inspection once approved as official 
by the LWDB, but in no case later than immediately following the next regular meeting. 
Please see 50-14-1(d) for applicable requirements regarding special circumstances. 

9. What items must be included in the meeting minutes? 

Meeting minutes, at a minimum, must include the following:
•   Names of the members present at the meeting.
•   Description of each motion or other proposal made.
•   Identity of the persons making and seconding the motion or other proposal; and, A 

record of all votes, to include those abstaining, recusing, or voting against a proposal. 
It will be presumed that the action was unanimous, unless the minutes reflect 
otherwise.

10. What record retention requirements apply to LWDB materials? 
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The minimum timeline for retention is three (3) years from the close of the applicable 
program year. Per 2 CFR 200.333 and section 2.2.18 of the TCSG OWD Policy Manual, 
these documents fall under “all other non-Federal entity records pertinent to a Federal 
award.” This includes agendas, meeting summary and minutes, board packets, and 
attendance records. If the LWDA is considering maintaining any of these records for a 
longer period of time, OWD recommends archiving the LWDB minutes. The minutes are 
most helpful when looking back at why a policy decision/change was made.

OFFICERS & DUTIES 

1. What are the requirements regarding the LWDB Chair? Who elects this role? 

The LWDB Chair and Vice Chair must be business representatives and are elected by 
the entire LWDB (not just elected by the business representatives). 

COMMITTEES 

1. What constitutes a standing committee? 

Standing committees are optional under WIOA but may be used to assist the LWDB in 
carrying out its responsibilities. Such committees can include a One-stop Committee, 
Youth Committee, Executive Committee, or others as deemed appropriate by the 
LWDB. If a LWDB has a standing committee, it must be included in the LWDB bylaws 
and chaired by a member of the LWDB.

Additionally, per 20 C.F.R. 679.360, the LWDB is required to appoint members to the 
standing committee that are not LWDB members. These individuals are not eligible 
to vote but are encouraged to participate in committee discussions. These members 
must sign and abide by Conflict-of-Interest provisions.  USDOL encourages the use of 
standing committees to expand opportunities to stakeholders to participate in LWDB 
decision-making, particularly for representatives of organizations no longer mandated 
to sit on the LWDB, but who continue to have a stake in the success of LWDB decisions. 
LWDA staff may serve as the non-LWDB member for standing committees. 

CONFLICT OF INTEREST & CODE OF CONDUCT 

1. What should LWDB members do in the event of a Conflict of interest?  

The required composition of LWDBs under WIOA are meant to include important 
stakeholders in the workforce system. These boards conduct business in the real world 
and issues will arise. The federal, state, and local provisions regarding Conflicts of 
Interest cannot avoid conflicts altogether, but rather put in place safeguards to ensure 
that nothing inappropriate occurs as a result of the conflict. 
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When a conflict occurs, the The LWDB member in question must announce their 
conflict, recuse themselves from any interested vote, and refrain from participating in 
any discourse on the impacted topic. They are not required to leave the room; however, 
recusals must be announced and formally reflected in the meeting minutes. Simply 
abstaining from voting without a declaration of recusal is not enough to satisfy the 
requirement. Members must refrain from any official action (i.e., making a motion, 
calling a vote, calling for a vote to be tabled, etc.) related to the conflict.
Per WIG GA-15-007R regarding Conflict of Interest, “LWDBs may choose to implement 
a more restrictive conflict of interest policy or code of conduct, as long as it is clearly 
defined within their agreement or bylaws, in addition to the Conflict of Interest 
Provision.”

2. What does it mean to “refrain from participating in any discourse on the  
impacted topic”? 

The prohibition on participating in discourse on the matter before the LWDB is 
intended to address the possibility of the LWDB member advocating for an action that 
would benefit themselves, the organization they represent, or an immediate relative, in 
violation of the Conflict of Interest Provision. However, unless prohibited by the LWDB 
bylaws, the limitation on discussion does not prohibit the member from providing 
factual information in response to direct questions concerning the matter from other 
members. The Chair is responsible for moderating these discussions to ensure only 
factual information is provided. This is allowable where a more general conflict exists, 
but instances of direct conflict should be carefully considered as every situation is 
different and requires scrutiny by the LWDB. OWD strongly recommends that LWDBs 
widely interpret conflicts of interest to avoid issues. 

For example, if a LWDB member holds a contract with the LWDB and the contract is 
being negotiated and/or voted upon, there may be an equity issue if that member is 
allowed to provide additional information. It would not be appropriate for the member 
to contribute even factual information unless other non-LWDB member contractors are 
allowed to speak to the LWDB when their contract is being negotiated/voted upon. 
As another example, if a LWDB member’s organization is a provider/program on the 
ETPL and ETPL changes are being considered by the LWDB, it may be appropriate 
for the LWDB to ask the member to provide information. If that member could have 
valuable insight to offer about how the proposed policy change could generally 
affect programs/providers on the ETPL, the LWDB may consider requesting their 
input. However, if the proposed change would affect this member’s organization and 
not ETPL programs/providers generally, then the member must fully abstain from 
discussion. 

Again, per WIG GA-15-007R regarding Conflict of Interest, “LWDBs may choose to 
implement a more restrictive conflict of interest policy or code of conduct, as long 
as it is clearly defined within their agreement or bylaws, in addition to the Conflict of 
Interest Provision.” 
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5.  Additional Resources – WorkSource  
 Georgia Academy

1. Local Board, Train the Trainer: The links below provide both the full webinar of this 
training session and the PPT presented. Local areas may choose to use the slides 
included for their own LWDB training purposes. 

i.  Webinar
ii. Presentation

2. How to Run a Board Meeting: This training covers Sunshine Provisions, Robert’s Rules of 
Order, and WIOA requirements for LWDB meetings.

i. Presentation

3. LWDB Requirements & Best Practices: https://www.tcsg.edu/worksource/resources-for-
practitioners/worksource-georgia-academy/compliance-representatives/

https://www.youtube.com/watch?v=K43TDOAIjt8
https://www.tcsg.edu/worksource/resources-for-practitioners/worksource-georgia-academy/compliance-representatives/
https://tcsg.edu/wp-content/uploads/2018/10/How-to-Run-a-Board-Meeting_Academy-Presentation.pdf
https://www.tcsg.edu/worksource/resources-for-practitioners/worksource-georgia-academy/compliance-representatives/
https://www.tcsg.edu/worksource/resources-for-practitioners/worksource-georgia-academy/compliance-representatives/

