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§ 5 ADULT AND DISLOCATED WORKER - POLICY AND SERVICE DELIVERY


Service Delivery addresses the systems, policy, procedures, and program operational elements that are essential to the effective delivery of participant and employer services
GENERAL INSTRUCTIONS

Area LWDB representatives are to follow the “Local Area Guidance” instructions shaded in gray throughout this document and complete electronically. After completing, return this document, along with all other documentation requested for desk review, to OOWD prior to the due date identified in the desk review e-mail. 

State Monitor Guidance: The purpose of this monitoring component is to evaluate the grantee’s capacity to perform the broad management functions that are required when operating federally funded workforce development grants.  Each objective focuses on a separate system or requirement and includes one or more indicators to assist in determining if the objective has been met.

Objective I.
Program Design



Administrative Controls 

Self Sufficiency and Targeting Strategies

Objective II.
Assessment and Training



Individual Employment Plan (IEP)



Individual Training Account (ITA)

Objective III.
On-the-Job Training (OJT) and Employment



Demand Occupations



OJT



Worksite Agreements (WSA)

Objective IV.
Support and Continuing Services



Supportive Services



Needs Related Payments (NRP)



Follow-up

Objective V.
Local Area Performance

The Summary of Review table below is a synopsis of the annual monitoring review. Please document the details of the area (i.e. number and names of service providers, fiscal agent, board staff employer of record, etc) in the “Summary” box. Document the potential risk areas for this section (from previous findings, changes in structure of the area, etc.) in the “Factors of Review” box. A brief overview of best practices, particular areas of concern, potential findings, etc. that are identified during the monitoring process should be documented in detail in the “Notes” box.

	Summary of Review

(to be completed by State monitor)

	Summary
	

	Factors of Review
	

	Notes
	


OBJECTIVE I: PROGRAM DESIGN

Administrative Controls / Policy:  Administrative Controls are sufficient to ensure grant integrity [20 CFR Part 683; 2 CFR Part 200].

Indicator #1:  Does the grantee maintain policies and procedures for core management functions and program operations?

Local Area Guidance: Complete the table below identifying policy name, date of last revision, and date approved by the Board. Leave blank if there is no policy or enter N/A if not applicable. 
	Policy/Procedures
	Name of Policy:
	Date of last Revision
	Date approved by the Board

	Self Sufficiency
	     
	     
	     

	IEP
	     
	     
	     

	ITA
	     
	     
	     

	Demand Occupations
	     
	     
	     

	OJT
	     
	     
	     

	Work Site Agreements
	     
	     
	     

	Supportive Services
	     
	     
	     

	Needs Related Payments
	     
	     
	     

	Follow-up
	     
	     
	     

	Other
	     
	     
	     


	Local Area Guidance: Complete each item below. 

	
	Administrative Controls

	
	Submit an electronic copy of each policy identified in the table.
	Local Area Response:
Link to electronic submission of policies identified in the table.

	
	Are these policies compliant with all applicable laws and regulations?  Yes/No.  If No, explain.
	Local Area Response:


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicator #1 (Administrative Controls)



Indicator #2: Strategies are being implemented to recruit and screen participants who meet the target group identified.
Local Area Guidance: For each question that asks details regarding your policy, please also list the page number where that specific item may be found in the policy.
	Local Area Guidance: Complete each item below. 

	
	Self Sufficiency

	
	Does your local board have policy that establishes criterion and requirements for source documentation for providing individualized career or training services to employed adults?  (Include a policy citation if applicable).
	Local Area Response:

	
	Explain your criterion for determining self-sufficiency for employed Adults and Dislocated Workers.
	Local Area Response:

	
	Is the required documentation for self-sufficiency utilized and being uploaded according to State policy? If no, explain.
	Local Area Response:

	
	Is your LWDB providing the full range of Adult and Dislocated services as called for in the Act and State policy?  If no, explain.
	Local Area Response:

	
	Do you have specific strategies and activities designed to inform the target population of your services?  If no, explain.

Indicate where this is located in your local plan and/or policy.
	Local Area Response:

	
	Do you have specific strategies for serving individuals who are underemployed and meet the definition of a low-income individual?  If no, explain.
	Local Area Response:

	
	Does your local board have policy that establishes criterion and requirements for services to Priority Populations under WIOA?  If no, explain.
	Local Area Response:


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicator #2 (Self Sufficiency)



OBJECTIVE II: ASSESSMENT AND TRAINING
Individual Employment Plan (IEP):
Indicator #3:  The WDB develops individual service plans that meet the specific needs of each participant.
Local Area Guidance: For each question that asks details regarding your policy, please also list the page number where that specific item may be found in the policy.
	Local Area Guidance: Complete each item below. 

	
	Individual Employment Plan (IEP)

	
	Does your policy require that the IEP be developed for each participant based on assessment results?  If not, explain.
	Local Area Response:

	
	Please explain how case managers provide career or training services to meet the needs of each participant without requiring that services happen in a specific sequence.
	

	
	Does your policy allow for the use of assessments completed by workforce partners to determine academic levels, skill levels, and/or service needs?  If not, explain.
	

	
	Does your policy require evidence that the plan was jointly developed by both the case manager and participant?  If not, explain.
	

	
	Is it required that both long and short term goals be addressed in IEPs, and do IEPs include a plan for overcoming identified barriers?  If not, explain.
	

	
	Does your policy require case managers to track and document the participant’s progress?  Please explain the case manager’s requirements for documenting progress
	

	
	Explain how gaps in service are addressed.   
	

	
	Explain how any supportive services needed are identified and addressed in the IEP.
	

	
	If the participant’s goals or planned activities change, are there outlined procedures for documentation of these modifications?  Please explain.
	

	
	Upon completion of training, does the local area provide job search or other job development services to assist the participant in finding employment in the occupation in which they were trained?  Please explain the process in detail, including which entity provides which services.
	


Individual Training Account (ITA):

Indicator #4:  Participants are receiving training as needed and progressing toward achieving their employment goal.

	Local Area Guidance: Complete each item below. 

	
	Individual Training Account (ITA)

	
	Does your local board policy require that participants who have been determined to need training through WIOA eligibility requirements have access to training through the use of an ITA?    If not, explain.
	Local Area Response:

	
	Is a specific employment goal identified for each participant?  If not, explain.
	Local Area Response:

	
	Is the training provided directly linked to the local board’s approved demand occupations or those in another area to which the individual receiving such services is willing to relocate?  If not, explain.
	Local Area Response:

	
	Do participants have access to the local board’s list of demand occupations or skills?  If not, explain.
	Local Area Response:

	
	Are demand occupations or skills contained in the local workforce development plan?  If not, explain.
	Local Area Response:

	
	If a participant is not on track to complete the training plan, what are the procedures for addressing the problem?
	Local Area Response:

	
	Does your policy establish a dollar amount and duration limits for ITAs? If so, please list.  
	Local Area Response:

	
	How is the value of each ITA determined (e.g., is there a cap on value, does the cap vary for occupations or populations, etc.)?
	Local Area Response:

	
	Do participants have access to the list of all eligible training providers on the State list through the one-stop system?  If not, explain.
	Local Area Response:

	
	Does your local board give priority consideration for inclusion on the local ETPL to programs that lead to recognized postsecondary credentials aligned with the local in-demand industry sectors and the complementary systems that support them?  If not, explain.
	Local Area Response:

	
	Does your policy ensure that the use of WIOA funds for training is always secondary to the use of funds from other sources?  If not, explain.
	Local Area Response:

	
	Along with the required documents, what other documentation does your LWDB/Provider require for the establishment and use of an ITA?
	Local Area Response:


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicators #3-4 (Assessment and Training)



OBJECTIVE III: OJT AND EMPLOYMENT 
Demand Occupations:
Indicator #5: Effective job search and job placement services are available to place participants in high growth occupational areas.
Indicator #6: Information is provided to both job seekers and employers regarding high demand occupations and regional economic trends.
Local Area Guidance: For each question that asks details regarding your policy, please also list the page number where that specific item may be found in the policy.
	Local Area Guidance: Complete each item below. 

	
	Demand Occupations

	
	Does the LWDB or service provider have a training strategy geared towards preparing participants for jobs in high growth areas?  Please explain or indicate where this is located in your policy.
	Local Area Response:

	
	Does the list of approved training programs in your local area reflect the demand occupations identified by your board?  If no, explain why not.
	Local Area Response:

	
	Is your job placement staff knowledgeable about the occupations in demand and the targeted employers?
	Local Area Response:

	
	What is your method for providing labor market information to job seekers and employers?   
	Local Area Response:

	
	How do you utilize the localized information on Eco-Systems to shape career exploration and career counseling activities?
	Local Area Response:

	
	To what extent do your actual job placements coincide with demand occupations? If they do not coincide, why not?
	Local Area Response:


On-the–Job Training, (OJT):
Indicator #7:  Training activities are concentrated in occupational areas having high demand jobs in high growth sectors, and the LWDB provides effective job search and job placement services to place participants in those demand occupational areas.

Local Area Guidance: For questions that inquire about your policies, please list the page numbers where the notation can be found.
	Local Area Guidance: Complete each item below. 

	
	On-the-Job Training (OJT)

	
	How do you determine that your training plans are meeting the needs of targeted employers?
	Local Area Response:

	
	Does your policy ensure that OJT contracts are not entered into with employers who have displayed poor patterns of retaining OJT participants in the past?
	Local Area Response:

	
	Does your policy ensure that OJT employers have not violated labor laws, discrimination laws, environmental protection laws, or health and safety laws, and that worker’s compensation is provided to participants in the OJT activity on the same basis as the compensation is provided to other employees in similar work situations?
	Local Area Response:

	
	Does your policy ensure that OJT contracts using WIOA funds are not executed if the employer has relocated to the region from another location in the United States within 120 days AND if the relocation resulted in jobs lost by employees at the original location?
	Local Area Response:

	
	Does your policy ensure that OJT employers receive an orientation that addresses all elements as required by Oklahoma’s current On-the-Job Training policy?
	Local Area Response:

	
	Does LWDB staff monitor each OJT contract on-site at least once during the training period to ensure compliance with contract terms?  

Does this monitoring include ensuring that the participant is not required to engage in activities prohibited by WIOA?
	Local Area Response:

	
	Does your policy ensure that employer contacts and participant progress are documented in OKJobMatch?
	Local Area Response:

	
	How do you determine the percentage of wage reimbursement to employers and how do you track reimbursements to ensure compliance?
	Local Area Response:

	
	Does your Service Provider/LWDB/Fiscal Agent maintain a recordkeeping system with procedures that includes information on each contract, number of unused training hours, current funds expended to date, etc. in order to provide timely and relevant information for management and planning?  Explain.
	Local Area Response:


Worksite Agreements (WSA):
Indicator #8:  Agreements with employers are being made to ensure worksite terms and conditions are in compliance with applicable Federal, State, and local laws, regulations, and policies.

Local Area Guidance: For each question that asks details regarding your policy, please also list the page number where that specific item may be found in the policy.
	Local Area Guidance: Complete each item below. 

	
	Worksite Agreements (WSA)

	
	Does your Worksite Orientation packet cover all of the required topics as described in the current WIOA Worksite Agreement Policy?
	Local Area Response:

	
	Does your local area have a written policy and procedure for the numbering system that will be utilized for individual WSAs?
	Local Area Response:

	
	Are timesheet errors initialed by both the Worksite supervisor and the Trainee?
	Local Area Response:

	
	Does your policy ensure that at least three evaluations are conducted throughout the duration of the work experience?
	Local Area Response:


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicators #5-8 (OJT and Employment)




OBJECTIVE IV: SUPPORT AND CONTINUING SERVICES
Supportive Services:
Indicator #9:  Supportive services are being provided as needed to overcome client barriers.

Local Area Guidance: For each question that asks details regarding your policy, please also list the page number where that specific item may be found in the policy.
	Local Area Guidance: Complete each item below. 

	
	Supportive Services

	
	Describe procedures used to evaluate and document an individual’s need for supportive services prior to expending WIOA funds.
	Local Area Response:

	
	Does your policy ensure that the use of WIOA funds for supportive services is always secondary to the use of funds from other community sources?  Yes/No
	Local Area Response:

	
	In coordination with the One Stop partners and other community service partners, does your policy ensure that services provided do not duplicate services available from other sources? Yes/No
	Local Area Response:

	
	If a service is identified as available from another community resource, do you have procedures for how referrals are made and documented?
	Local Area Response:

	
	Has the Local Board issued a limit on the amount and/or duration of funds for supportive services?  If yes, provide the limits and durations below.
	Local Area Response:


	Supportive Service
	Dollar Amount
	Duration

	Transportation
	     
	     

	Meals
	     
	     

	Disability-related services
	     
	     

	Fees for Identification Documents
	     
	     

	Car Repairs
	     
	     

	Car Insurance
	     
	     

	Child Care
	     
	     

	Housing (Rent/Mortgage)
	     
	     

	Utilities
	     
	     

	Interview Clothing
	     
	     

	Work Clothing/Uniforms
	     
	     

	Crisis Management/Counseling
	     
	     

	Tools
	     
	     

	Linkages to community services
	     
	     

	Other
	     
	     


Needs Related Payments (NRP):
Indicator #10:  Needs Related Payments (NRP) provided are in compliance with applicable Federal, State, and local laws, regulations, and policies.

	Local Area Guidance: Complete each item below. 

	
	Needs Related Payments (NRP)

	
	In determining payment amounts, do your local procedures document that the maximum weekly benefit amount is within the parameters established in policy?
	Local Area Response:

	
	Does your local WDB’s policy establish limits in accordance with the HHS poverty guidelines?
	Local Area Response:

	
	Does your policy list the minimum documentation requirements for each payment made as outlined in the current NRP policy?
	Local Area Response:

	
	Does your NRP policy require the verification of training participation before payments are authorized?
	Local Area Response:

	
	To prevent fraud, do your procedures require a cross check with UI to ensure the participants are not receiving UI, TAA, and NRP payments at the same time?
	Local Area Response:


Indicator #11:  Follow-up Services
	
	Follow-up Services

	
	What services are identified for follow-up in your local policy?
	Local Area Response:

	
	Are follow-up services offered to Adults and Dislocated Workers upon entry to unsubsidized employment?
	Local Area Response:

	
	Do you have procedures that outline the frequency for input of case notes into OKJobMatch?  Please explain.
	Local Area Response:


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicators #9-11 (Support and Continuing Services)




OBJECTIVE V: Local Area Performance
Indicator #12:  LWDB is on schedule to meet or exceed Local and State Performance Outcomes.

Local Area Guidance: For each question that asks details regarding your policy, please also list the page number where that specific item may be found in the policy.
	Local Area Guidance: Complete each item below. 

	
	Local Area Performance

	
	How often are your performance numbers reviewed and monitored to ensure compliance with Local and State Performance Measure Goals?
	Local Area Response:

	
	Does your staff or Service Provider regularly work OKJobMatch exit reports to ensure outcomes are accurate?
	Local Area Response:



	
	If any Performance Measures are low, what actions do you take to improve results or correct problems?
	Local Area Response:



	
	Who initiates action when reports suggest that corrective measures or technical assistance are required?
	Local Area Response:



	
	What is the procedure for following up on performance problems?
	Local Area Response:



	
	What factors do you believe have a negative impact on performance outcomes?
	Local Area Response:




	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicator #12 (Performance)
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