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§ 6 YOUTH PROGRAMS - 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

Local area 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 Policy & Program Officer 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 and Policy
Administrative Controls

Program Design/Framework

Objective II.
Assessment and Goals


Individual Service Strategy (ISS)

Objective III.
Work Experience


Paid or Unpaid
Objective IV.
Support and Continuing Services



Supportive Services



Follow-up

Objective V.
Youth Performance

The Summary of Review table below is a synopsis of the annual monitoring review. During desk review 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 for Review
	

	Notes
	


OBJECTIVE I: PROGRAM DESIGN AND POLICY
Administrative Controls:  Administrative Controls are sufficient to ensure grant integrity [Workforce Investment and Opportunity Act; TEGL No. 38-14; TEGL No. 23-14; TEGL 8-15; TEGL 21-16; OWDI #02-2016 Change 1, and 20 CFR Part 681].

Indicator #1:  Policies and Procedures

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. Submit an electronic copy of each policy identified in the table that is new or has been revised since OOWD’s last program year monitoring of the area. 
	Policy/Procedures
	Name of Policy:
	Date of last Revision
	Date approved by the Board

	Youth Eligibility
 and Intake
	     
	     
	     

	Youth Services available
	     
	     
	     

	Individual Service Strategy
	     
	     
	     

	Work Experience
	     
	     
	     

	Work Site Agreements
	     
	     
	     

	Supportive Services
	     
	     
	     

	Follow-up
	     
	     
	     

	Other
	     
	     
	     

	
	     
	     
	     


	Local Area Guidance: Complete each item below. 

	
	Policies & Procedures

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


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicator #1 (Policies & Procedures)




Indicator #2: Eligibility Procedures

The board has established procedures that allow for eligible youth to be provided with the full array of applicable or appropriate services available through WIOA or other eligible One Stop partners.

Indicator #3: Service Delivery

The LWDB is serving the eligible/target population identified in the grant.

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. 

	
	Eligibility Procedures & Service Delivery

	
	For your Youth program, what is the target population and how do you ensure participants being served fall within that target populations?
	Local Area Response:

	
	How many participants are presently included on the 5% list?  What is the percentage as of the date of this review?
	Local Area Response:

	
	Do you have written policies and procedures regarding OSL/OKJOBMATCH program notes and frequency of contacts with youth?
	Local Area Response:


As discussed in 20 CFR § 681.550 “in order to enhance individual participant choice in education and training plans and provide flexibility to service providers, the Department allows WIOA Individual Training Accounts (ITAs) for OSY, ages 16 to 24, using WIOA youth funds, when appropriate.”
	Local Area Guidance: Complete each item below. 

	
	Individual Training Accounts

	
	Do you utilize ITAs for youth?  If no, please explain the process for procuring training.
	Local Area Response:

	
	Does your Workforce Development Board ensure that parents, participants and community members are involved in the design and implementation of the LWDB’s youth programs?  If no, explain.
	Local Area Response:

	
	Please explain your method or procedure for referring youth who do not meet WIOA eligibility requirements to other partners or community resources.
	Local Area Response:

	
	Is Equal Opportunity data collected on all youth?  If no, explain.
	Local Area Response:

	
	Is your LWDB providing access (as applicable and appropriate) to all of the 14 youth program elements as required by the Workforce Investment and Opportunity Act?  If no, explain.
	Local Area Response:

	
	Describe how the 14 program elements referenced in TEGL 23-16 are being implemented. 
	Local Area Response:


	
	List who is providing the services and examples of services available: 

	
	Tutoring, study skills training, instruction and dropout prevention
	Local Area Response:

	
	Alternative secondary school services or dropout recovery services
	Local Area Response:

	
	Paid and unpaid work experiences
	Local Area Response:

	
	Occupational skill training
	Local Area Response:

	
	Education offered concurrently with workforce preparation and training for a specific occupation
	Local Area Response:

	
	Leadership development opportunities
	Local Area Response:

	
	Supportive services
	Local Area Response:

	
	Adult mentoring
	Local Area Response:

	
	Follow-up services
	Local Area Response:

	
	Comprehensive guidance and counseling
	Local Area Response:

	
	Financial literacy education
	Local Area Response:

	
	Entrepreneurial skills training
	Local Area Response:

	
	Services that provide labor market information
	Local Area Response:

	
	Postsecondary preparation and transition activities
	Local Area Response:


· Local programs have the discretion to determine what specific program services a youth participant receives, based on each participant's objective assessment and individual service strategy. 

· Local programs are not required to provide every program service to each participant. 

· When available, the Department encourages local programs to partner with existing local, State, or national entities that can provide program element(s) at no cost to the local youth program.

	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicators #2 & #3 (Eligibility Procedures and Service Delivery)




OBJECTIVE II: ASSESSMENT AND GOALS
Indicator #4: Individual Service Strategy (ISS)  
An individual service strategy (ISS) is jointly developed for each participant based on assessment results that includes career goals or pathways, a plan for overcoming identified barriers, and meets the specific needs of the 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 Service Strategy (ISS)

	
	Based on assessment results, does your policy identify procedures to assist youth in determining age appropriate career goals/pathways or vocational goals?  If not, explain.
	Local Area Response:

	
	What steps are taken if based on the assessment a participant is determined to be basic skills deficient?
	Local Area Response:

	
	Are there procedures to ensure and document that the ISS is jointly developed? If not, explain.
	Local Area Response:

	
	Does your policy allow modifications to the ISS as needs arise?  How are modifications documented?
	Local Area Response:

	
	Does your ISS policy outline procedures for overcoming barriers, and identifying supportive service and/or assistive technology needs?  If not, explain.
	Local Area Response:

	
	Does your policy require regular progress reviews of ISS activities to ensure the youth is meeting his/her goals?  Please explain.
	Local Area Response:

	
	Does your policy include procedures for how the OkJobMatch Employment Plan and program notes are entered and updated?
	Local Area Response:

	
	What steps are taken when it is discovered that a youth is not on track to meet established goals?
	Local Area Response:


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicator #4 (Individual Service Strategy)




OBJECTIVE III – WORK EXPERIENCE 
Indicator #5: Work Experience

Work Experiences are age appropriate and meet the needs of the individual youth as defined in the ISS.
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. 

	
	Work Experience

	
	Do you ever place youth in unpaid work experiences?
	Local Area Response:

	
	Describe the work readiness training participants receive prior to placement in a work experience.  Is this procedure outlined in your policy?
	Local Area Response:

	
	To what extent do your placements in Work Experiences reflect the youth’s career goal or pathway as identified in the ISS? If they do not coincide, why not?
	Local Area Response:

	
	Do you have partnerships or relationships with any local businesses that regularly accommodate youth on Work Experiences?  If so, list some of the businesses currently placing youth.
	Local Area Response:

	
	Does your Worksite Orientation packet include all of the required forms as described in the current Worksite Agreement Policy? 
1.The Worksite Terms and Conditions

2. Trainee Work Plan 
3. Timesheet

4. Trainee Evaluations 
	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 Indicator #5 (Work Experience)




OBJECTIVE IV – SUPPORT AND CONTINUING SERVICES
Indicator #6: Supportive Services

Supportive services are being provided as needed to overcome client barriers to participation. 

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. 

	
	Support and Continuing 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 is always secondary to the use of funds from other community sources?
	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?
	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 Workforce Development 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:

	
	How are these limits tracked?
	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
	     
	     


Indicator #7:  Follow-up Services

Participants are receiving appropriate follow-up services.  

	Local Area Guidance: Complete each item below. 

	
	Follow-Up Services

	
	Do you have a policy that describes procedures for follow-up services for youth?  Explain.
	Local Area Response:

	
	Are follow-up services provided by the contracted service provider(s) or done through a referral to schools or other community organizations?
	Local Area Response:

	
	Does your policy outline what services are identified for follow-up for youth and the duration of those services? Explain.
	Local Area Response:

	
	What are your procedures for youth that cannot be contacted for follow-up?
	Local Area Response:

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

	
	Do you have procedures that outline the frequency of times Case Managers contact participants?  Please explain.
	


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicators #6 & #7 (Support and Continuing Services)




OBJECTIVE V – LOCAL AREA PERFORMANCE
Indicator #8:  Performance Outcomes

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 youth 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, and do you have a procedure for following up on performance problems?
	Local Area Response:

	
	What factors do you believe seem to have the most negative impact on performance outcomes?
	Local Area Response:


	State Monitor Guidance: Complete each item below.

	
	State Monitor Notes for Indicator #8 (Performance)
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