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[bookmark: _Toc441837509][bookmark: _Toc443661201]OVERVIEW
Federal uniform administrative requirements for grant awards as promulgated in the Office of Management and Budget Circulars, state statutes, and federal regulations require monitoring to be conducted to ensure sound financial management and program activities are in line with statute, legislative, and other funding source intent.  

The State monitoring system must provide for annual on-site monitoring reviews of the local area compliance with DOL uniform administrative requirements, as required by WIOA section 183.  

Monitoring consists of a review of both financial and programmatic elements to ensure:
a)  financial management systems:
· provide fiscal control and accounting procedures to permit timely preparation of required reports;
· permit the tracing of funds to establish that funds have been used in accordance with fund restrictions;
· demonstrate compliance with matching requirements, cost limitations and proper classification of costs;
· provide the proper allocation of costs by adopting consistently applied methods that reflect a reasonable relationship for cost benefit; and
· demonstrate compliance with insurance, procurement, property management, and other requirements referenced in the grant agreement.
b) program operations:
· support activities to assure program quality and performance goals are achieved;
· demonstrate alignment with the requirements outlined in legislation;
· align with the policies, guidance, and directions issued to support program performance; and
· reflect appropriate program practices and procedures including participant eligibility, assessment, planning, placement, and other agreed upon activities and outcomes.

Monitoring is an important component to provide oversight, guidance, technical assistance, and recommendations with regard to policies, procedures, and any other issues that might affect successful fulfillment of WIOA goals and objectives.  The process identifies how effectively the vision, strategies, and policies are operationalized. The results of the monitor provide the basis for making statewide and regional judgments about the effectiveness of workforce development systems, and are used to drive decisions regarding technical assistance needs and staff training opportunities. 

Monitoring is also part of a continuous process of improvement for maximum effectiveness and benefit, the monitor process should:
· Provide staff and sub-recipients ample opportunities to bring their own professional judgments and experience to the process; 
· Recognize the positive practices of the organization being reviewed;
· Offer efficient and effective technical assistance when issues of potential non-compliance are identified;
· Allow sufficient time for corrective action, if necessary; and
· Ensure implementation through follow-up.

It is the intent of this guide to facilitate an efficient review that does not burden the resources of all parties involved. 

BACKGROUND AND INSTRUCTIONS

The purpose of the monitoring guide is to provide monitoring staff with information to evaluate the grant recipient’s program administration and operations of Workforce Innovation and Opportunity Act (WIOA) Youth program. Monitoring staff will review for compliance with applicable federal and state laws, regulations, and policies governing the program. 

This guide consists of four sections. The grant recipient is to complete Section I and II in the guide. To fill-in the required field, double click on the gray box and fill-in the default text section within the prompt box. To complete the check box areas, double click on the box and click the checked box option within the default value section of the prompt box. Please ensure that the individuals who complete the guide provide the following information at the end of each section of the guide: name, telephone number, position or title, and date completed. 

The grant recipient should provide the completed sections of this guide to monitoring staff prior to or at the entrance conference, in addition to having an electronic version for download.
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[bookmark: _Toc443661202]SECTION I - PROGRAM ADMINISTRATION
[bookmark: _Toc443661203]General Policies and Procedures 
The following activities are unallowable under WIOA:
· Political activities;  
· Charging participants a fee for placement or referral of an individual into a WIOA activity;  
· Displacement of employees by any WIOA participants; and  
· The promotion or deterrence of union organizing.   

1. Describe how you ensure that WIOA funds are not utilized for the above activities.
[bookmark: Text8]     

2. Explain how you ensure all worksites and training facilities for WIOA participants meet health and safety standards established under state and federal law.   
[bookmark: Text9]     

3. Describe the procedures used to ensure that an individual placed in a WIOA employment activity does not oversee or report to an immediate family member in a supervisory capacity for the employing entity. 
[bookmark: Text12]     

[bookmark: _Toc443661204]Grievance Procedure 
1. Describe how compliance with nondiscrimination requirements is carried out and provide any supporting documentation.
[bookmark: Text13]     

Equal Opportunity/Accessibility
1. Do you have a formal written policy on Equal Opportunity and Americans with Disabilities Act? 
|_| Yes	|_|No
2. Who is your designated Equal Opportunity Officer (EEO)?       	
3. Where’s the Equal Opportunity is is the Law poster displayed and does it include contact information for the EEO?      	
4. Has an accessibility review and assessment of all locations where services are provided to the public or participants been conducted?   |_| Yes    |_|No    
If yes, please the date conducted and who conducted the review and assessment.       

[bookmark: _Toc443661205]Individual Case Management System (ICM) Reporting 
1. Describe the procedures to ensure the timely and accurate completion and submission of the required WIOA program performance and fund expenditure reports? 
[bookmark: Text15]     
[bookmark: _Toc443661206]
Oversight and Monitoring of Sub-Recipients 
1. Do you have any sub-recipients utilizing the WIOA youth grant?
[bookmark: Check1][bookmark: Check2]|_| Yes	|_|No	If No, please skip to Section II.

2. If applicable please provide a copy of, or describe, your sub-recipient oversight and monitoring policies and procedures (if applicable).
[bookmark: Text16]     

[bookmark: _Toc443661207]Participant Analysis
1. Total number of participants to be served per grant agreement:
	In School:
	
	Out of School:
	



2. Total number of new participants registered since beginning of fiscal year:
	In School:
	
	Out of School:
	

	Total:
	
	
	



3. Total number of participants carried forward from prior program year (active or exited): 
	In School:
	
	Out of School:
	

	Total:
	
	
	



4. Total number of participants currently enrolled in the ICM:
	In School:
	
	Out of School:
	

	Total:
	
	
	



[bookmark: _Toc443661208]Data Verification and Validation Methods 
Per Division of Employment and Training Services Policy #07-508, Participant Performance Data Collection, grant recipients are to regularly perform an audit of at least five percent of active participant records.  Please explain your internal data verification and validation methods.  
[bookmark: _Toc372542367]     


[bookmark: _Toc443661209]SECTION II - PROGRAM OPERATIONS
[bookmark: _Toc443661210]Eligibility 
1. How is eligibility determining and verified for the WIOA youth project?
     
[bookmark: _Toc443661211]Recruitment and Assessment 
1. How is a WIOA youth participant assessed for academic and occupational skills, prior work experience, employability, interests, aptitudes or service needs?
[bookmark: Text32]     

2. What groups are targeted for recruitment (out of school, in-school youth, offenders, etc.) and the outreach and recruitment methods used?   
     	

3.  What tools, systems, and procedures are used to assess participant needs, interests, work history, and skills aptitudes? Please list and explain resources and tools.
     	

4. How do you ensure that WIOA youth participants are receiving appropriate WIOA activities and services based on their needs and the information contained in their assessments? 
     

5. Explain how the career planner and participant are involved in the development of the Individual Service Strategy (ISS).  
     

14 Basic Service Elements- (Captured in grant agreement) 
If there were any changes to program availability of any of the 14 elements listed below that differs from the grant agreement. Please describe the change below for each applicable element or state “see grant agreement” if no change occurred.
1. Tutoring, study skills training, instruction and dropout prevention strategies that lead to completion of a high school diploma. 
              

2. Alternative secondary school services. 
             

3. Education offered concurrently with workforce preparation and training for a specific occupation element.
      

4. Paid and unpaid work experiences, including internships and job shadowing.  
     

5. Occupational skills training   
     

6. Leadership development opportunities  
     

7. Supportive services  
     

8. Adult mentoring for duration of at least twelve months. 
     

9. Comprehensive guidance and counseling, including drug and alcohol abuse counseling, as well as referrals to counseling, as appropriate to the needs of the individual youth.  
     

10. Follow-up services.  
     

11. Postsecondary preparation and transition activities help youth prepare for and transition to postsecondary education and training.
     

12. Financial literacy education.  
     

13. Entrepreneurial skills training.  
     

14. Services that provide labor market and employment information about in-demand industry sectors or occupations available in the local area and includes career awareness, career counseling, and career exploration services.  
             





Case level Service Strategy
1. What is your programs strength as it pertains to delivery and operation of the WIOA Youth project?
     

2. Describe how the program makes available linkages to recognized credential yielding occupational learning. 
     

3. How does your program develop and monitor participant work experiences?
     

4. Describe how your program prepares youth for employment or post-secondary education or training, and provide effective connections to the job market post service delivery. 
     

5. What is the number of participants with no services in the last 90 days?
     

6. What is your process for determining whether or not a participant is ready to exit?
     

7. For those exited, how do you ensure that follow-up services are being provided?
     

Training 

1. Are any WIOA-funded training services sub- contracted to another entity?
|_| Yes	|_|No	If yes, please identify the entity below, and nature of the agreement
     

2. Please check the types of training provided through the sub-contract.   |_|	N/A
|_|	Occupational skills, including non-traditional employment
|_|	On-the-job training (OJT)
|_|	Private sector programs
|_|	Skills upgrading or retraining
|_|	Entrepreneurial
|_|	Job readiness training
|_|	Adult education and literacy
|_|	Other      





Supportive services  
1. Please explain how the need for supportive services is determined and documented according to the supportive service guide. 
     


[bookmark: _Toc443661212]Section IV Completed by Monitoring Staff 
[bookmark: _Toc443661213]SECTION IV- PARTICIPANT CASE FILE REVIEWS
Each grant recipient will have a minimum of five files randomly selected and reviewed.  A case list report will be pulled and files that are selected must be either in active or exited status and will reach back 12 months from the date of the review.  Each question is counted as either “pass” or “fail.” Each question must be answered with a “Yes,” “No” or “N/A.” Only questions answered “Yes” or “N/A” are counted as a “pass.” 

[bookmark: _Toc372122211][bookmark: _Toc443661215]WIOA Participant File Checklist  
	
Sub-recipient: _____________________________________________Date: ________________

Participant Name: _____________________________________________________________

Last 4 of SSN:________________________________________________________________

Case Manager: ________________________________________________________________

Reviewer:____________________________________________________________________

Enrollment Date: 

Case Status:	|_| Active Participant 

[bookmark: Check4]	|_| Exited	Date Exited: ____________________

Comments:



	Application and Assessment Documents
	Case File
	ICM

	1.
	Is there a Youth Program Application and is it signed and dated?
	Y
	N
	
	|_|
	|_|

	2.
	Is there a Release of Information and is it signed and dated?
	Y
	N
	
	|_|
	|_|

	3.
	Is there a Program Eligibility Checklist completed
	Y
	N
	
	|_|
	|_|

	4.
	Is there a copy of the signed Grievance Procedures brochure signature page?
	Y
	N
	
	|_|
	|_|

	5.
	Is there a copy of the EEOC form and is it signed and dated?
	Y
	N
	
	|_|
	|_|

	6.
	Is there assessment information?   (e.g. Assessment forms, Barriers Checklist, Comprehensive Assessment Summary, Partner Assessment, Case Note with Assessment Information)
	Y
	N
	
	|_|
	|_|

	7.
	Are there pre and post TABE scores documented in ICM?
	Y
	N
	
	|_|
	|_|

	ISS Documents, Case Notes, Credential
	Case File
	ICM

	8.
	Is there an signed Individual Service Strategy / Program Agreement
	Y
	N
	
	|_|
	|_|

	9.
	Is there an advancement plan case not, with career path summary 
	Y
	N
	
	|_|
	|_|

	10.
	Do services listed in the ICM support the advancement plan career path 
	Y
	N
	
	|_|
	|_|

	11a.
	Is there a copy of the participants AKCIS Sort and Assessment Results
	Y
	N
	
	|_|
	|_|

	11b.
	Is there a copy of the participants AKCIS Personal Learning and Career Plan
	
	
	
	
	

	12.
	Does the ICM identify services in support of a goal(s)
	Y
	N
	
	|_|
	|_|

	13.
	If the youth performed a work, is the necessary paperwork in the file or scanned into ICM?  E.g. copies of timesheets, Work Permit (if under 18) and a Worksite Agreement, I-9, W-4?
	Y
	N
	N/A
	|_|
	|_|

	Individual Case Management System (ICM)
	Case File
	ICM

	14.
	Does the information entered into the Participant Enrollment sections in ICM match the information provided in the Program Application form? 
	Y
	N
	N/A
	|_|
	|_|

	15.
	Are services being provided in a timely manner?  There should be no unplanned break in services over 90 days. 
	Y
	N
	N/A
	|_|
	|_|

	Data Validation
	Case File
	ICM

	16.
	Date of Birth – is there appropriate supporting documentation? 
A hard or electronic copy of the participant’s I.D. should be one of the following: driver’s license, baptismal record, birth certificate, DD-214, Report of Transfer or Discharge paper, Federal, state or local identification card, passport, hospital record of birth, public assistance or social service records, school records or ID cards, work permit, cross match with Department of Vital Statistics, or tribal records.
	Y
	N
	
	|_|
	|_|

	17.
	Veteran's Status - is there appropriate supporting documentation? DD-214, cross match with veterans data, a letter from the Veterans’ Administration
	Y
	N
	N/A
	|_|
	|_|

	18.
	Employment Status at Registration – is there appropriate supporting documentation?  Pay stub, case notes showing information collected from participant. 
	Y
	N
	N/A
	|_|
	|_|

	19.
	Low Income – is there appropriate supporting documentation?
Alimony agreement, applicant statement, award letter from veteran’s administration, bank statements, compensation award letter, court award letter, pension statement, employer statement and contact, family or business financial records, housing authority verification, pay stubs, public assistance records, quarterly estimated tax for self-employed persons, Social Security benefits, UI documents
	Y
	N
	
	|_|
	|_|

	20.
	TANF (Needy Family Status) – is there supporting documentation of a cross-match with TANF/ATAP cash public assistance records?
	Y
	N
	N/A
	|_|
	|_|

	21.
	Other Public Assistance - is there appropriate supporting documentation?  Copy of authorization to receive cash public assistance, copy of public assistance check, medical card showing cash grant status, public assistance records, refugee assistance records, cross- match with public assistance database
	Y
	N
	N/A
	|_|
	|_|

	22.
	Homeless individual or runaway youth – is there supporting documentation? Written statement from an individual providing residence, shelter or social service agency, WIOA intake or registration form, self-attestation
	Y
	N
	N/A
	|_|
	|_|

	23.
	Offender – is there documentation? Documentation from juvenile or adult criminal justice system, documented phone call with court or probation representatives, WIOA intake or registration form, self-attestation
	Y
	N
	N/A
	|_|
	|_|

	24.
	Pregnant or parenting youth – is there documentation? Copy of child’s birth certificate, baptismal record, observation of pregnancy status, doctor’s note confirming pregnancy, self- attestation
	Y
	N
	N/A
	|_|
	|_|

	25.
	Youth who needs additional assistance- is there documentation?  Individual service strategy, case notes, WIOA intake or registration form, State MIS, self- attestation
	Y
	N
	N/A
	|_|
	|_|

	26.
	School Status at Participation- is there documentation?  Applicable records from education institution (GED certificate, diploma, attendance record, transcripts, drop out letter, school documentation), WIOA intake or registration form, State MIS, self- attestation
	Y
	N
	N/A
	|_|
	|_|

	27.
	Category of Assessment including type of assessment test, functional area, date administered test and EFL – is there documentation? Test records, case notes documenting the necessary details for each element of testing. States should refer to TEGL 17-05 Change 1, Attachment C for the list of approved Educational tests for the Literacy/Numeracy measure. 
Front line staff must keep a copy of the test scoring sheet that shows the date of the test, total score and grade levels in the case file. Case notes should also detail the participant’s progress
	Y
	N
	
	|_|
	|_|

	28.
	Foster Care Youth- is there documentation? Written confirmation from social services agency, case notes (N/A for older youth)
	Y
	N
	N/A
	|_|
	|_|

	29.
	Date of first youth service –does it match ICM?  WIOA intake or registration form, State MIS, case notes  
	Y
	N
	
	|_|
	|_|

	30.
	Enrolled in education – is there documentation? Applicable records from education institution certifying enrollment, case notes with verification from education institution or training provider that the individual is enrolled in education
	Y
	N
	N/A
	|_|
	|_|

	31.
	Received educational achievement services – is there documentation? Activity sheets, sign-in sheets, attendance record, vendor contract, State MIS, case notes, WIOA status forms noting receipt of educational services and type of services received
	Y
	N
	N/A
	|_|
	|_|

	32.
	Received employment services – is there documentation? Activity sheets, vendor contract, attendance record or roster, State MIS, case notes
	Y
	N
	N/A
	|_|
	|_|

	33.
	Received summer youth employment opportunities - is there documentation?  Activity sheets, work agreement, sign-in sheets, attendance record or roster, State MIS, case notes
	Y
	N
	N/A
	|_|
	|_|

	34.
	Received additional support for youth services- is there documentation? Activity sheets, pay stub, sign-in sheets, attendance record or roster, State MIS, vendor contract, case notes 
	Y
	N
	N/A
	|_|
	|_|

	35.
	Received leadership development opportunities- is there documentation? Activity sheets, vendor contract, attendance record or roster, State MIS, case notes
	Y
	N
	N/A
	|_|
	|_|

	36.
	Type of recognized Credential- is there documentation? Transcripts, certificates, diploma, surveys, case notes
	Y
	N
	N/A
	|_|
	|_|

	37.
	Goals Type including date goal was set, attainment of goal, date goal was attained - is there documentation?  Test Records, Transcripts, School or Employer Notification or documentation, State MIS, Case notes
	Y
	N
	N/A
	|_|
	|_|

	38.
	Attained Diploma, GED, or Certificate - is there documentation? Transcripts, certificates, diploma, letter or documentation from school system
	Y
	N
	N/A
	|_|
	|_|

	39.
	Date Attained Degree or Certificate – is there documentation? Transcripts, certificates, diploma, letter or documentation from school system
	Y
	N
	N/A
	|_|
	|_|

	For Exited Participants Only
	Case File
	ICM

	40.
	Date of WIOA exit – was the participant exited in a timely manner?
	Y
	N
	N/A
	|_|
	|_|

	41.
	Other reasons for exit - is there documentation? Information from partner services MIS systems, WIOA status or exit form, case notes, Information from institution or facility
	Y
	N
	N/A
	|_|
	|_|

	42.
	Received follow-up services - is there documentation? Activity sheets, attendance record or roster, documented receipt of follow-up support services, State MIS, case notes
	Y
	N
	N/A
	|_|
	|_|

	43.
	School Status at Exit - is there documentation? Transcripts, certificates, diploma, letter or documentation from school system, case notes
	Y
	N
	N/A
	|_|
	|_|

	44.
	Youth placement information - is there documentation? Cross-match with other agencies, apprenticeship verification, documentation of military service, advanced training, post-secondary education, transcripts, registration forms, community college info, employer contacts, U.I. wage records, WRIS, case notes
	Y
	N
	N/A
	|_|
	|_|

	45.
	Youth Retention Information - is there documentation? Cross match with other agencies, apprenticeship verification, documentation of military service, advanced training, post-secondary education, transcripts, registration forms, community college info, employer contacts, U.I. wage records, WRIS, case notes.
	Y
	N
	N/A
	|_|
	|_|

	46.
	When participant has obtained employment, is there at a minimum of a quarterly follow-up service for up to 12 months or a case note showing that participant was unable to be located? 
	Y
	N
	N/A
	|_|
	|_|

	47.
	If the participant was exited without employment, or could not be contacted, are there case notes documenting job search assistance offered, or case manager contact attempts, over a period of 90 days?
	Y
	N
	N/A
	|_|
	|_|





WIOA YOUTH PARTICIPANT INTERVIEW
 
Sub-recipient: ____________________________________	Fiscal YR__________

Participant Name: _________________________________	Active |_|	Exited |_|

1. When the program was explained to you, did the organization describe services that are available?


2. While in the program did you create an AKCIS portfolio that included interest assessments and an occupational career pathway of your choice?

3. What role did your case manager play in helping you identify your career goal and developing an individual service plan to achieve goals?

4. What is or was your employment or training goal?

5. Describe your training or educational experience?


6. Did you take part in a work experience, job shadow, internship, or apprenticeship? If yes, what type of skills did you learn?

7. Have you ever experienced any issues during your participation in the program? If yes, was the issue resolved? How?


8. On a scale of 1 to 10, where 1 means very dissatisfied and 10 means very satisfied, what is your overall satisfaction with the services provided from this project:
[ 1     2     3     4     5     6     7     8     9     10 ]

Other Comments:



WIOA YOUTH WORKSITE INTERVIEW

Sub-recipient: _______________________________________________	Fiscal YR_____

Employer: ______________________________________________

Interviewee: ____________________________   Job Title: ______________________________

1. Did your worksite complete a training worksite agreement and statement of work with the project coordinator?     Yes  |_|     No |_|


2. Are you familiar with the child labor laws; and how do you ensure child labor laws are adhered to at your worksite?


3. What type of jobs did youth participants perform at your worksite


4. Does the project coordinator communicate effectively regarding youth at your worksite?


5.  Were work supplies provided by the project coordinator for youth at your worksite?


6. On a scale of 1 to 10, where 1 means very dissatisfied and 10 means very satisfied, what is your overall satisfaction with this project:
[ 1     2     3     4     5     6     7     8     9     10 ]


7. What aspects of the experience was most positive?


8. What aspects of the experience would you like to offer suggestions for improvement

Other Comments:
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