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Purpose:  Oversight and monitoring of the Workforce Development Board (WDB) eligibility and services to Adult, Dislocated, and Youth participant services practices is to:  

· Ensure that eligibility, low income determination, priority of services, and self-sufficiency are being completed and documented correctly.

· Ensure compliance with Workforce Innovation and Opportunity Act (WIOA) and other applicable laws, administrative provisions, and local policies.

· Review the changes made to date and planned for the future related to transitioning from Workforce Investment Act (WIA) to WIOA. 
· Identify successful methods and practices.
· Identify technical assistance needs.
LOCAL FORMS 
1) The Local Program Liaison (LPL) will discuss the Adult Services local application form submitted via the Desk Review Survey.  Discussion will ensure the form collects necessary program information and that service providers are using the same form. 
	Indicator
	WDB Response

	Refer to the WIOA Eligibility Determination and Documentation Guide and ASSET User's Manual :
· Information collected on the Local Application form matches data fields in ASSET Manage Programs.  

· Low income is not a required eligibility factor for the Adult Services program.  However, DWD is required to report the number of new Adult Service participants who meet the low income definition to DOL on a quarterly basis.  This information must be collected on the Local Application form, reported in  ASSET Manage Programs, and be documented in the participant file.     
· The data fields in ASSET Manage Programs that are used to identify if the Adult Services participant is low income are:  Income Previous Six Months, Cash Public Assistance, Food Shares, Free/Reduced Lunch, SSI/SSDI, General Assistance, Refugee Cash Assistance, Homeless, and TANF. 
· If any of these data fields are checked yes in ASSET Manage Programs, the case manager must document the low income qualifier(s) in the participant file.  

· The WDB should have acceptable procedures and forms in place for case managers to validate low income benefits with applicable partner program(s). 

· The WDB should have a release of information signed by the participant prior to verifying benefits with applicable partner program(s). 

· If low income determination is based on the family size and income (not on receipt of a benefit), the participant file should have documentation that shows the family size, each family member, relationship to participant, each member's includable income for the previous six months, a tally of the six month family income, and an annualized amount.  The 100%FPL and 70% LLSIL figures effective at the time of low income determination must be used.  The file should contain required income verification documentation such as pay stubs.
· The LPL will review participant files to ensure the above indicators are in compliance.
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




2) The LPL will discuss the Dislocated Worker local application form submitted via the Desk Review Survey.  Discussion will focus on ensuring it contains additional eligibility WIOA criteria, collects necessary program information, and that service providers are using the same form. 
	Indicator
	WDB Response

	Refer to the WIOA Eligibility Determination and Documentation Guide; ASSET User's Manual, and Program Guidance for WIOA Programs released in March 2016 and Local Plan.
· Information collected on the Local Application form matches data fields in ASSET Manage Programs.  

· Low income is not a required eligibility factor for the Dislocated Worker (DW) Program.   However, as of November 2013, DWD has been required to report the number of new DW participants who meet certain low income criteria to DOL on a quarterly basis.  To ensure this data is reported correctly, the case manager must accurately complete applicable data fields in ASSET Manage Programs and document it in the participant file.     

· The data fields in ASSET Manage Programs that are used to identify if the DW participant is low income are:  Income Previous Six Months, Cash Public Assistance, Food Shares, Free/Reduced Lunch, SSI/SSDI, and Homeless. 

· If any of these data fields are checked yes in ASSET Manage Programs, the case manager must document the low income qualifier(s) in the participant file.  

· The WDB should have acceptable procedures and forms in place for case managers to validate low income benefits with applicable partner program(s). 

· The WDB should have a release of information signed by the participant prior to verifying benefits with the applicable partner program(s). 

· If low income determination is based on the family size and income (not on receipt of a benefit), the participant file should list the family size, each family member, relationship to participant, each member's includable able income for the previous six months, a tally of the six month family income, and an annualized amount.  The 100%FPL and 70% LLSIL figures effective at the time of low income determination must be used.  The file should contain required income verification documentation such as pay stubs.   
· The WDB revised their Local Application Form to add include the additional Federal Eligibility Criteria #6 and #7 in ASSET Manage Programs.

· #6 is the new WIOA eligibility factor that the participant is the spouse of an active military member who lost employment as a result of a permanent change in duty location or is unemployed or underemployed and experiencing difficulty in obtaining or upgrading employment. 

· #7 is a separated service member with a discharge other than dishonorable.    

· Case manages are placing documentation in the file to validate eligibility.

· Case managers are trying to get official employer dislocation letters as much as possible rather than relying on self-attestation.
· Case managers are placing documentation in the file that meets the local definition of "unlikely to return to previous industry or occupation" according to their Local Plan, Part VI., D.1 response.
· The LPL will review participant files to ensure the above indicators are in compliance.
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




3) The LPL will discuss the Youth Program local application form submitted via the Desk Review Survey.  Discussion will focus on ensuring it contains additional WIOA eligibility criteria, collects necessary program information, and that service providers are using the same form.  

	Indicator
	WDB Response

	Refer to the WIOA Eligibility Determination and Documentation Guide; ASSET User's Manual, and Program Guidance for WIOA Programs released in March 2016; and Local Plan.
· Information collected on the Local Application form matches data fields in ASSET Manage Programs.  

· Entry into the youth program changed the age of eligibility to ages 14 to 24.  It was formerly ages 14 to 21.   

· The four new eligibility factors were added to the local application including youth within the age of compulsory school attendance and has not attended the recent complete school year, English Language Learner, Living in High Poverty Area, Free/Reduced Lunch, and Aged Out of Foster Care.

· The WDB should have acceptable procedures and forms in place for case managers to validate low income and eligibility with applicable partner program(s).  
· The WDB should have release of information signed by the participant prior to verifying information with the applicable partner program(s).   
· The LPL will review participant files to ensure the above indictors are in compliance.
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:   




4) The LPL will discuss the WDB's Document Verification Form and Selective Service forms submitted via the Desk Review Survey.  Discussion will ensure the forms are in compliance and that all providers are using the same form.     

	Indicator
	WDB Response

	Refer to the WIOA Eligibility Determination and Documentation Guide.

· Adult and DW participants must meet three general eligibility criteria:  18 years of age or older; authorized to work in the USA; and if a male born on or after 01/01/1960, registered in the Selective Service.  Generally, official documentation is checked for eligibility and identifier information is recorded on the Documentation Verification Form.   
· Document Verification Form must contain instructions on what identifier information is to be recorded.  (WIOA Eligibility TAG)

· Case managers must record all identifier information according to the instructions on the Documentation Verification Form. 

· Completed Document Verification Forms must be placed in the participant file unless another acceptable form of verification such as photocopy is used.  

· Selective service registration must be reported in ASSET and documented in the participant file.  (WIA Policy Update 13-04).

· The WDB should have a system in place to track males who turn 18 after participation and while they are active in WIOA to ensure they complete selective service registration.  
· The LPL will review participant files to ensure the above indicators are in compliance.
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




PRIORITY OF SERVICE (POS)
5) All DOL-funded programs and services must give priority of service to veterans/eligible spouses.  The WDB should explain how these individuals are identified at point of entry and handled differently than non-covered persons.   
	Indicator 
	WDB Response

	· Veterans Priority of Service must be given to all DOL funded programs per DWD/DET Administrator's Memo10-02, TEGL 10-09, and 38 USC4215.  
· Veterans/eligible spouses should be identified when they first inquire about services (point of entry).  At this time, they must be informed about all services available to them.  
· The veteran/eligible spouse does not need to show verification such as a DD-214 form at the point of entry.  This does not need to occur until they enroll in a specific program that requires the documentation. 
· A Significant Barrier to Employment Form (SBE) must be completed for all veterans/eligible spouses. The process described in the Local Plan IV.A.6. must be followed.        
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




6) The WIOA Title 1 Adult Program requires that priority of service (POS) for individual career and training services must be given in this order:  1) Veterans/eligible spouses who are receiving public assistance and/or low income and/or basic skills deficient.  2) Non-covered persons who are receiving public assistance and/or low-income and/or basic skills deficient.  3) Veterans/eligible spouses meeting additional priority of service categories identified in the WDB's Local Plan VI.A.1, 2, and 3.  4) Non-covered persons meeting additional priority of service categories identified in the WDB's Local Plan VI.A.1, 2, and 3.  The WDB should explain how it ensures compliance with the Adult Program POS requirement.  
	Indicator 
	WDB Response

	· POS is provided per the WDB's response in their Local Plan VI.A.1, 2 and 3. 
· The steps to assess and provide priority of service are followed. (WIOA Policy 16-02).  
· Participant files contain documentation to show that a determination of POS was completed as required.  (WIOA Policy 16-02) 

· All participants identified as POS due to being basic skills deficient must complete the Language Screener for Basic Skills Deficient assessment prior to taking the Basic Skills test.  (WIOA Policy 16-02)
· The LPL will check a few participant files to ensure that documentation used to establish priority of service based on basic skills deficiency is in compliance with WIOA Policy 16-02.    

· Adult Program participants who are not in a priority of service category but are actively enrolled in a career or training service should be allowed to continue services indicated in their Employment Plan.   
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




7) Under WIOA, Priority of Service (POS) must be given at all times, regardless of funding levels.  How does the WDB ensure that POS is given at all times?  The WDB should provide a presentation on their POS process including any special tracking systems.  
	Indicator 
	WDB Response

	· The WDB has a system in place to determine incoming participants who are in the POS categories.
· The WDB is ensuring that those who are not in a POS category but are actively enrolled in a career or training service are allowed to continue services as deemed appropriate.  (WIOA Policy 16-02).
· The LPL will review ASSET case notes to ensure that participants in POS categories were not denied services due to funding limitations.
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




8) Does the WDB have additional eligibility criteria for the Adult Program beyond the three general eligibility criteria (e.g. must not be earning more than 200% Federal Poverty Level)?  Are there any exceptions for when the additional criteria is not required for eligibility?  If so what are these exceptions?  How are service providers kept informed about this criteria and exceptions? 

	Indicator
	WDB Response

	· Case managers should be kept informed about additional Adult Program eligibility criteria.

· Local application forms and local policy should contain information about the additional eligibility criteria.   

· The WDB's local Priority of Service policy should reflect the additional eligibility criteria.  
· The LPL will review participant files to ensure the above indicators are in place and are being followed.  
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




SERVICE DELIVERY 

9) Under WIOA, sequencing of services no longer applies.  There is not a requirement that a participant must receive career services prior to training services.  What local policies and procedures have changed because of this?  What kind of impact does the WDB see this will have on their service delivery?  
	Indicator 
	WDB Response

	· The WDB must be in compliance with Federal Regulation 680.220 which requires that at a minimum, an assessment is done to make sure the individual is eligible for training services.  
· Fast tracking into training is being done per the WDB's response in their Local Plan VI.E.3. 

· The WDB has revised its local policies/procedures to fit this new requirement and trained its case managers accordingly. 

· The LPL will develop a file sample of how many participants started with training services under WIOA.  Determination will be made if the WDB adequately completed an eligibility determination and assessment to determine the participant could proceed with training services.  
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




10) WIOA requires unified strategic planning across "core" programs which includes Title 1 WIOA Adult, DW, and Youth programs; Title 2 Adult Education and Literacy programs; Title 3 the Wagner-Peyser Employment Service; and Title 4 Vocational Rehabilitation Services.  The WDB should describe actions taken, or to be taken, to coordinate career services between the required unified partners to avoid duplication, improve service delivery, and maximize performance outcomes.  
	Indicator 
	WDB Response

	· Service delivery changes should be in line with the WDB's responses to these questions their Local Plan V.1.-V.8; VI.C.2, VI.C.5, and VI.F.2.  

· The LPL should validate the actions described in the Local Plan are being implemented. 
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




11) Describe if, and how, the WDB is using social security numbers (SSN) on forms, and what actions are being taken to meet personally identifiable information (PII) requirements.  The current WDB Data Sharing Agreements forms say the following: 
XI.
Security and Confidentiality of Data
A. Duty of Non-Disclosure and Security Precautions

3.
Limit paper documentation (reports, screen prints, etc.) containing workforce information of a confidential or PII nature.
	Indicator 
	WDB Response

	· WDBs are encouraged to use SSNs to identify participants only when absolutely necessary. 

· The DWD/DET Security Officer has confirmed that when there is a valid, documented business need, it is allowable to put SSNs on forms where no other unique identifying information is available, or prior to the assignment of an ASSET PIN.

· Once a participant has been enrolled into the program, it is preferable to use the ASSET PIN as the individual identifier for the participant rather than the SSN.  
· For security reasons, the data field should not be labeled as "ASSET PIN" but something more innocuous such as User ID.  

· Refer to WDB/DET data sharing agreements and TEGL 39-11 for required security practices.  
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




SELF-SUFFICIENCY 
12) A goal of WIOA is to increase economic self-sufficiency. DWD plans to implement a self-sufficiency policy on July 1, 2016 to ensure a consistent measure is utilized statewide.  WDBs are to use their current definition and processes until the new policy is released.  WDBs are required to adopt the State's definition and processes once the new policy is issued.  The LPL will conduct a file review to ensure the WDB is correctly implementing self-sufficiency.    
	Indicator 
	WDB Response

	· Prior to DWD releasing the State self-sufficiency policy, WIOA Policy 16-01, the WDB is determining self-sufficiency based on their Local Plan VI.F.3.  
· Once DWD released WIOA Policy 16-01, the WDB adopted the State's definition of self-sufficiency and followed processes as required.  

· The WDB is allowing exceptions for placing individuals into training programs that may not immediately lead to economic self-sufficient employment based on their Local Plan response to VI.F.4. 
· The LPL will review a minimum of five adult files and five dislocated worker files to ensure that self-sufficiency was correctly completed in ASSET, documented in the participant file, and implemented according to policy.  (WIOA Policy 16-01) 
	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




BUSINESS SERVICES FLOW

13) WIOA emphasizes implementing innovative programs and strategies designed to meet the needs of all employers.  Business services may be provided through effective business intermediaries working with the boards and may be funded on a fee for services basis or by leveraging funds with various partners.  How is the WDB providing business services under WIOA?    
	Indicator 
	WDB Response

	Progress is being made according to the following Local Plan responses:  

· Local Plan I.C.3. and Federal Reg. 682.320

· Local Plan I.C.4

· Local Plan IV.A.8. and Federal Reg. 682.320.

· Local Plan IV.A.9.

WIOA Sections 134(a)(3)(A)(i) and 134(d)(1)(A)(ix): 

· Business services are designed to meet or exceed performance outcomes.  

· WDB is working with large and small employers.
· Number of employers has increased from previous year.
· New business services are being tried.
· Offering incumbent worker training.
· Offering customized training.
· Offering career pathways.
· Have local and regional industry cluster strategies and partnerships in place to ensure a healthy economy, retain local employers, and ensure health job hiring environment for jobseekers.
· Utilize effective business intermediaries (who, their impact, etc.).
· Have layoff aversion strategies in place.
· Steps are taken to continually strengthen and engage employers in the workforce investment system.

	


	Rating:  __  Finding    __  Area of Concern    ___  Acceptable    __  Positive Practice

Explanation:     




SUMMARY OF REVIEW
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Summary and Observations.  Summarize the strengths (including best practices) and weaknesses identified.  Are there any model policies or procedures?
Follow Up Needed.  List recommended actions.

Technical Assistance Needs.  Identify technical assistance needs of the WDB or program provider.
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