
 

 

 

Agency: NewarkWORKS  
Unit: 

SOP Title  Incentives 

Revision #  

Implementation Date   

Page #   Last Reviewed/Update Date   

SOP Owner  NWDB  Approval  

 
 

Standard Operating Procedure: Incentives 

Newark Workforce Development Board Incentives Policy 

Purpose:​
The Newark Workforce Development Board (NWDB) establishes this policy to provide guidance on the 
issuance of incentive payments to participants enrolled in NWDB-approved workforce development 
programs. These payments serve as motivational tools to encourage successful outcomes in training, 
education, employment, and work readiness activities. 

Overview of Incentive Payments:​
Incentive payments are financial rewards provided to participants who achieve specific milestones in 
their workforce development journey. These payments are designed to recognize and encourage progress 
toward career and educational goals, ultimately leading to long-term financial self-sufficiency. Incentives 
are not wages and cannot be used as a substitute for earnings. 

Eligibility Criteria:​
Participants must meet specific criteria to qualify for incentive payments. These requirements ensure that 
incentives are awarded fairly and align with program goals. Eligible participants must: 

1.​ Be actively enrolled in an NWDB-approved workforce program. 
2.​ Achieve a predefined milestone as outlined in their Individual Employment Plan (IEP) or 

Individual Service Strategy (ISS). 
3.​ Maintain compliance with all program requirements. 
4.​ Provide any required documentation to verify their achievement. 

Objectives of Incentive Payments:​
The goal of incentive payments is to drive program engagement and successful outcomes. These 
payments aim to: 

1.​ Encourage participants to complete workforce training and educational programs. 
2.​ Promote engagement and retention in career development activities. 
3.​ Recognize and reward significant achievements in skill development and job placement. 
4.​ Support long-term employment success and career advancement. 

Types of Incentive Payments:​
Participants may receive incentives for a variety of accomplishments. These rewards reinforce key 
program milestones, including: 

1.​ Completion of an industry-recognized credential or certification. 

 



 

2.​ Attainment of a high school diploma or equivalent. 
3.​ Successful completion of an occupational skills training program. 
4.​ Achievement of a work-readiness milestone. 
5.​ Job placement and retention at designated intervals (e.g., 30, 60, and 90 days of employment). 
6.​ Completion of a postsecondary education milestone. 

Form of Payment:​
Incentives may be issued in different formats to accommodate participant needs and funding guidelines. 
The approved forms of payment include: 

1.​ Cash, check, gift cards, electronic transfers, or other approved methods. 
2.​ All payments must align with program funding guidelines and comply with applicable 

regulations. 

Contractor Requirements:​
NWDB contractors and service providers play a crucial role in administering incentive payments. To 
ensure proper implementation and compliance, contractors must: 

1.​ Develop and maintain a written incentive payment policy that aligns with NWDB guidelines. 
2.​ Ensure that all incentive payments are directly tied to participant achievements and program 

objectives. 
3.​ Maintain detailed records of all incentive payments, including justification, participant 

eligibility, and proof of milestone completion. 
4.​ Submit reports documenting incentive disbursements and ensure compliance with funding 

regulations. 
5.​ Adhere to NWDB’s financial management standards, including proper accounting, 

recordkeeping, and audit requirements. 
6.​ Ensure that incentive payments do not replace wages and are awarded solely for participant 

achievements. 
7.​ Provide training to staff on proper incentive payment procedures and compliance 

requirements. 

Documentation and Reporting:​
Accurate recordkeeping is essential for transparency and accountability in the incentive payment process. 
To meet reporting requirements, contractors and staff must: 

1.​ Document all incentive payments in the NWDB case management system. 
2.​ Include justification for the payment, participant achievements, and verification of milestones 

attained in case notes. 
3.​ Record payments in accordance with applicable financial and programmatic standards. 
4.​ Obtain a signed confirmation from participants acknowledging receipt of the incentive 

payment. 

Exceptions and Limitations:​
Certain restrictions apply to the distribution of incentive payments to ensure compliance with program 
regulations. The following limitations must be observed: 

1.​ Incentive payments are subject to the availability of program funds and are not guaranteed. 
2.​ Payments will not be provided in lieu of wages. 
3.​ The maximum allowable incentive amount per participant will be determined by program 

guidelines and funding constraints. 
4.​ Incentives may not be used for entertainment-related expenses such as movie or sporting 

 



 

event tickets. 

By implementing this incentives policy, the Newark Workforce Development Board ensures that 
participants are encouraged and supported in achieving their workforce and educational goals, 
ultimately fostering long-term career success. 

 

 


