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Welcome and 
Introductions
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Agenda
Day 1

• Welcome & Introductions
• Participant Files
• IEPs /ISSs
• Break (10:30 a.m.)

• Service Code Durations
• Working Lunch (Noon)

• Programs
• Break (2:00 p.m.)

• Quality Customer Service 
Delivery
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Goals and Objectives

• Provide guidance/technical assistance to 
address DOL Monitoring Findings:
 Participant Files
 IEPs /ISSs
 Service Code Durations
 Programs
 Quality Customer Service
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Sources of Title I WIOA 
Law, Policy & Guidance

Federal
• The Workforce Innovation and Opportunity Act (WIOA) of 

2014
• WIOA associated Code of Federal Regulations (CFR)
• USDOLETA Advisories (TEGLs, etc.)

State
• Acts of the Virginia General Assembly
• Virginia Governor’s Executive Orders
• Virginia Board of Workforce Development (VBWD) Policies
• Title I Virginia Workforce Letters (VWLs)
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I. Participant Files

Eligibility and Documentation
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Concern B
Excess Eligibility Documentation in Participant Case 
Files

• Condition: Participant case files contain additional eligibility 
documentation that is duplicative and unnecessary to establish 
eligibility.

• Cause: Case Managers do not know which types of documentation 
can satisfy one or more eligibility criteria. In addition, some Case 
Managers believe that they must collect documentation for all 
elements of the PIRL even if it is not necessary to establish eligibility 
for a particular participants circumstances, such as income 
verification. 

• Consequences: Increased risk for Personally Identifiable 
Information (PII) loss; Increased barriers to service if 
documentation is not required. 
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Adult Participant Files
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WIOA Adult Program Eligibility

• Adult Eligibility Criteria
• Age
• Right to Work
• Selective Service (Males)
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Adult Required Documentation

Eligibility Docs:
Proof of Age

Proof of Right to Work

Proof of Selective Service (Males)
• https://www.sss.gov/Home/Verification
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Changing Gears…
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What is WIOA Adult 
Priority of Service?

• Individualized career services and training services 
must be given on a priority basis, regardless of funding 
levels, to the members of the WIOA Priority Groups:
– Public assistance recipients, and/or
– Low-income adults; and/or
– Individuals who are basic skills deficient.

• Veterans/eligible spouses continue to have 
priority of service for WIOA and other designated job 
training programs funded in whole or in part by the 
U.S. Department of Labor.
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Applying WIOA Adult Priority of Service

1. Veterans and eligible spouses who are also included 
in the WIOA Priority groups

2. Non-covered persons (that is, individuals who are 
not veterans or eligible spouses) who are included 
in the WIOA Priority groups

3. Veterans and eligible spouses who are not included 
in WIOA’s priority groups

4. Priority populations established by the Governor 
and/or Local WDB

5. Non-covered persons outside the WIOA Priority 
groups given priority under WIOA (i.e. all others)
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Activity

1) Identifying Adult Eligibility

1) Implementing Adult Priority of Service

14



Adult Required Documentation

Other Required Docs:
Application Signed and Dated

Grievance/Appeal/Equal Opportunity (EO)

Release of Information Consent
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Youth Participant Files
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WIOA Youth Program Eligibility
OSY eligible youth 
must be:

• Not attending any school
(as defined under State 
law)

• Aged 16 to 24
• Meet one or more

additional conditions 

ISY eligible youth must 
be:

• Aged 14 to 21
• Low-income* 
• And one or more 

additional conditions 

* Youth receiving or eligible to  receive 
a free or reduced price school lunch are 
considered “low income” under WIOA
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Youth Eligibility (School Status)
• School status based on time of enrollment in § 681.240 of 

final rule
– Because enrollment process occurs over time, school 

status based at time of eligibility determination (and 
doesn’t change)

• School status between high school and college based on 
“registration” for postsecondary
– Non-credit bearing postsecondary classes only not 

considered “attending school” for purpose of school 
status

• Youth with disabilities (with an IEP) may be enrolled as ISY 
after age 21 if their state law allows them to be served by K-12 
beyond age 21
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Youth Eligibility (Conditions)
 A 16-24 years old interested, eligible, and engaged out-

of-school youth (OSY), facing one or more of the 
following identified barriers ready for WIOA Youth 
Enrollment (Priority: Out of School and In School 
Juniors/Seniors):

High school dropout;
Within the age of compulsory school attendance, but has 

not attended school for at least the most recent school 
calendar year quarter;

 Pregnant or parenting including non-custodial parent 
(i.e. father);

With a disability;
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Youth Eligibility (Conditions)
Offender: youth involved in any stage of juvenile or 

adult justice system;
Homeless or a runaway,
 Involved in any stage of the foster care system:

• In foster care;
• Aged out of the foster care system;
• Attained 16 years of age and has left foster care for 

kinship guardianship or adoption;
• In an out-of-home placement; or
• A child eligible for assistance under the Social Security 

Act;
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Youth Eligibility (Conditions)
 Low-income and is a recipient of a high school diploma or its 

equivalent, and is basic skills deficient;
 Low-income and is a recipient of a high school diploma or its 

equivalent, and is an English Language Learner; or
 Per WIOA, eligible out of school youth (OSY) includes 

participants in programs NOT Considered School: 
• YouthBuild Programs/Job Corp Programs
• Adult Education WIOA Title II Programs during enrollment 

at or above 9th grade level
• High School Equivalency (HSE) Programs (unless funded by 

public K-12 system).
• Drop Out Re-Engagement Programs
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WIOA Youth Exception
 Five Percent Low-Income Exception for Youth 

Eligibility

• Up to five percent of a local area’s covered 
individuals may be enrolled in the youth 
program if they meet all other eligibility criteria 
except the low-income criterion. 

• In a program year, the number of newly enrolled 
covered individuals who are not low-income must not 
exceed five percent of the local area’s total new 
enrollments of covered individuals.
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WIOA Youth Exception
 Youth Living in a High-Poverty Area - For WIOA eligibility 

purposes, living in a high-poverty area is an additional 
criterion establishing that the youth is a low-income 
individual. 

 Per 20 C.F.R. 681.260, a high poverty area is defined as a Census 
tract or a set of contiguous Census tracts with a poverty rate of at 
least 25 percent based on the American Community Survey data. 
Instructions on determining if a county or Census tract is a high-
poverty area using the Census Bureau’s American Fact Finder 
homepage are available in Attachment 2 of the Department of Labor 
(DOL) Training and Employment Guidance Letter (TEGL) No. 21-
16.
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Documentation

24



Finding 6
Youth Participant Files do not contain Evidence of an 
Objective Assessment

• Condition: there were multiple youth participant files reviewed 
that did not contain evidence of an objective assessment. 

• Criteria: 20 CFR § 681.420 (a) (1) stipulates that LWDBs must 
design local youth programs that provide for an objective 
assessment of each youth participant.  

• The TEGLs 23-14 and 8-15 provide further guidance on conducting 
objective assessments. 
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WIOA Youth Objective Assessment

 LWDA must provide for an objective assessment of each 
youth participant that meets the requirements of 
WIOA sec. 129(c)(1)(A), and includes a review of the 
academic and occupational skill levels, as well as the 
service needs and strengths of each youth for the purpose 
of identifying appropriate services and career pathways 
for participants and informing the individual service 
strategy.
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WIOA Youth Objective Assessment
Brief Assessment Overview

Identify personal, educational, occupational, financial, medical, 
childcare, transportation, housing, food/nutrition

Strengths Challenges 
(Barriers)

Service/Resource/Par
tner Agency Referral
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Finding 8
Youth Participant Files Missing Documentation about 
Participant Rights

• Condition: There were multiple participant files that did not 
contain documentation ensuring that the participant understood 
their rights, per the VWL 15-05, Equal 
Opportunity/Nondiscrimination/General Grievance. 

• Criteria: 20 CFR § 683.600 (a) requires that each LWDA, State, 
outlying area, and direct recipient of funds under Title I of WIOA 
must establish and maintain a procedure for participants and other 
interested parties to file grievances and complaints alleging 
violations of the requirements of Title I of WIOA.
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Youth Required Documentation (Finding 8)

 Application Signed and Dated
 School Status at enrollment
 One or More of Youth Eligibility Conditions
 Income Status
 Selective Service 
 Grievance/Appeal/Equal Opportunity (EO)
 Release of Information Consent 

All youth under the age of 18 must have a parental 
consent signed and dated on all required documents 
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Concern C
Participant Case Files Missing Credential Attainment 
Documentation

• Condition: Participant case files are missing documentation if a 
Credential is attained. In some cases Case Managers are using 
Certificates of Completion as a proxy for an actual Credential. 

• Consequences: Increased risk of non-compliance with Data 
Validation requirements. Possible under-reporting of Credential 
Attainment, or misreporting course completion as Credential 
Attainment, when no Credential was actually attained. 
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Documenting Credential 
Attainment

• Credential => 
– Recognized diploma/degree, 
– Industry-recognized certificate or certification,
– Certificate of completion of a Registered Apprenticeship, 
– License recognized by the State involved or Federal Government, or 
– An associate or baccalaureate degree 
(obtained by the participant who received education or training services) 

• Documentation: Copy of credential, copy of school record, follow 
up survey from program participants, case notes documenting 
information obtained from education or training provider 

Source: TEGL 07-18, Attachment 1, Source Documentation for WIOA Core 
Programs Joint Data Element Validation
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Concern E
• Concern E: Duplicative Paper Participant Case 

Files 

• Condition: Although the VAWC is Virginia’s case 
management system of record, LWDAs are required to 
maintain substantive paper files comprised primarily 
of printouts from the VAWC and eligibility 
documentation. 

• Consequences: Increased case management and 
supplies costs. Decreased efficiency. 
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Duplicative Paper

General rule:  
If it is in the VaWC (Virginia’s System of 
Record), then a printed copy is not required, 
unless it needs a signature or it is an additional 
document that would otherwise be uploaded as 
a data verification element (such as a copy of a 
social security card, a birth certificate 
verification form, etc.)
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Participant Files Takeaways
Adult Eligibility is not the same as Priority of 

Service
Youth Eligibility must be accurately documented
Objective Assessments should be provided and 

accurately documented
Ensure appropriate documentation of Credential 

Attainment
Ensure documentation of Notification of  

Participant Rights
Avoid Duplicative Paper in files

34



II. IEPs / ISSs

Use and Documentation
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Finding 3
Individual Employment Plans (IEPs) are Incomplete, 
Inaccurate, and not Updated

• Condition: When IEPs are developed, Case Managers are not using them 
as an ongoing strategy to identify employment goals, achievement 
objectives, and appropriate combination of services for the participant to 
achieve their employment goals. IEPs in some participant files are 
incomplete, not updated, do not reflect assessment results, or do not reflect 
joint development with the participant. 

• Cause: Case Managers do not appear to understand the effectiveness of 
IEPs as tools to plan, refine, guide, and motivate attainment of a 
participant’s career goals. 
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Adult/DW IEPs

• 20 CFR § 680.170 stipulates participant 
and career planners must jointly 
develop IEPs. It states, IEPs are an 
ongoing strategy to identify employment 
goals, achievement objectives, and an 
appropriate combination of services for 
each participant to achieve his/her goals. 
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Developing the IEP

• The Individual Employment Plan is an ongoing 
strategy jointly developed by the participant and the 
case manager

• It must have 3 components: 
1. participant’s employment goals,
2. the appropriate achievement objectives
3. the appropriate combination of services                              

for the participant to achieve the                                       
employment goals
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Basic Questions for Inclusion 
in the IEP

Who am I?
• Interests
• Aptitudes
• Work experience
• Education
• Basic Skills
• Transferable skills
• Support system
• Assessment information

Where am I going?
• Labor market 

information
• Occupational trends
• Related issues
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Basic Questions for Inclusion 
in the IEP

How will I get there?
• Describes the process, 

lays out a roadmap 
for success, and is 
largely the substance 
of the IEP; the plan is 
based on the results 
of the assessment
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IEP Content

• Employment goals
• The goal of an IEP should be a specific employment 

situation (i.e., occupation or occupational category)

• Appropriate achievement objectives
• Develop a series of objectives that are needed to reach 

employment goals
oAn objective is a major milestone (significant or 

important event) that must be achieved in order to 
attain the IEP goal
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IEP Content Continued
Combination of Services 
• Determine the appropriate combination of services 

for the participant to achieve the employment goals
o A service is the activity or assistance that enables the 

customer to achieve an objective
o Services must be traceable to results from assessment, 

evaluation, and identified occupational training needs
o Timeframe for achieving each recommended service –

serves as means for ensuring appropriate planning, 
accountability, expectations, etc.  
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IEP Content Continued
Combination of Services (continued)

• Support Services
o Determine the obstacles that participants need to address and 

overcome to attain their employment goal(s)
o Identify how each barrier or need will be addressed and by 

whom
o Conduct periodic reviews of actual activities in relation to 

participant plans to determine progress and any related 
problems that may arise 

• The case manager should understand the difference 
between long-term planning (LTP) and short-term 
planning (STP). Both should be accounted for in the 
customer’s IEP
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IEP Content Continued
Combination of Services (continued) 

• STP is based on the employment goal
o Includes everything that should happen to and for the customer 

while he or she is enrolled in the program
o Includes goals, objectives, services, and milestones based on the 

vision of where the customer currently is in life and what type of 
employment the customer would like to have at the end of the 
program

• LTP occurs after the customer exits the program and while 
program follow-up is taking place; it should account for the 12 
months after a customer exits the program
o If STP is about employment and the services necessary to achieve 

employment, then LTP is about transforming employment into a 
successful lifestyle
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Using the IEP
• Documents service eligibility

• Determines what the participant does in 
the program

• Provides a system of accountability for 
both the customer and the case manager 
to help keep the action moving forward 
towards attaining the goal
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Using the IEP Continued
• Authorizes and involves training providers and 

other service providers in the process

• Provides a vehicle for the case manager to know 
whether the customer is on schedule, ahead of 
schedule, or behind schedule in the plan

• Provides proper documentation

• Tracks participant progress
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Stretch Break 
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Finding 4
Individual Service Strategies (ISS) were missing in some 
Participant Case Files, and others were Incomplete, 
Inaccurate, and not Updated

• Condition: Several of the youth participant files reviewed did not have an ISS.  
Case Managers do not always update ISSs as needed, and do not always directly 
link them to one or more indicators of performance. Some ISSs do not identify 
career pathways that include education and employment goals that consider 
career planning and the results of an objective assessment. In other instances it 
is unclear if participants were actually involved in the plan development. 

• Cause: Case Managers do not appear to know how to use an ISS effectively as 
tools to plan, refine, guide, and motivate attainment of a participant’s career 
goals and unknown as to the missing ISS documents. 
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Finding 4 (continued)

Individual Service Strategies (ISS) were missing in some 
Participant Case Files, and others were Incomplete, 
Inaccurate, and not Updated

• Criteria: 20 CFR § 681.320 (b) (3) stipulates that in order to be a 
participant in the WIOA Youth program there must be an ISS developed. 

• 20 CFR § 681.420 (a) (2) stipulates that LWDBs must design local youth 
programs that develop and update as needed, an ISS based on the needs of 
each youth participant. An ISS must directly link to one or more indicators 
of performance, identify career pathways, and prescribe achievement 
objectives and services.   

• TEGLs 23-14 and 8-15 provide further guidance on the development and 
use of ISS’s 
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WIOA Youth ISS 

 WIOA section 129(c)((1)(B) requires that all eligible youth 
have an ISS that is directly linked to 1 or more WIOA 
indicators of performance, identifies career pathways that 
include education and employment goals, appropriate 
achievement objectives, and appropriate services for the 
participant taking into account the assessment. 

 The ISS is planned in conjunction with the youth and adopts a 
customer and strengths-based customized approach that 
addresses the unique strengths, challenges and needs of each 
participant. The ISS should be revisited regularly with the 
youth.
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WIOA Youth ISS 
 While there is no one example of the perfect Individual Service Strategy (ISS), 

strong examples include the following components: 

 Addresses key goal areas in education, training, employment and 
personal development 

 Includes short and long-term goals 
 Ties the goals to the 14 WIOA Youth program elements/services areas 
 Includes objectives and action steps 
 Includes needed referrals for services and support services 
 Includes timelines with start, end and review dates 
 Includes appropriate individuals involved 
 Addresses potential barriers 
 Includes progress updates/status 
 Includes youth-staff agreements 
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WIOA Youth ISS (Example) 
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WIOA Youth ISS

 If a new ISS form is introduced, all staff should receive training on 
the use and implementation of the form. Periodic reviews of the 
form should be conducted to determine if updates or revisions are 
needed. Below are a few tips for staff to consider as they develop the 
implementation process: 

 Dedicate enough time to complete the ISS with the youth. Allow time to 
brainstorm and develop their “road map” and how they plan on 
accomplishing their goals. 

 Introduce the concept of and encourage the youth to develop SMART 
goals (specific, measurable, achievable, relevant, and time-bound). 

 Encourage the youth to lead and take ownership of the ISS process. 
 Develop a schedule for ISS review with the youth. 
 Celebrate successes and create learning opportunities from setbacks. 

53



ISS/IEP Takeaways
 IEPs and ISSs must be used as an ongoing strategy to 

identify employment goals, achievement objectives, 
and appropriate combination of services for the 
participant to achieve their employment goals

 IEPs and ISSs must be complete, accurate, and 
updated
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ISS/IEP Takeaways Continued

 IEPs and ISSs must reflect assessment results, be 
linked to indicators of performance, and identify 
career pathways that include education and 
employment goals that consider career planning

 IEPs and ISSs must reflect joint development with the 
participant

 IEPs and ISSs are tools to plan, refine, guide, and 
motivate attainment of a participant’s career goals
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III. Service Code 
Durations

Requirements and Expectations
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Finding 7
Title I Career Services have Long Service Durations

• Condition: During Calendar Year (CY) 2018, 43,266 career 
services were logged into the Virginia Workforce Connection 
(VAWC), Virginia’s case management system of record. Based on 
VCCS policy, there are 14 individualized career service codes that 
cannot have a duration for more than 30 days. Of those codes, 
during CY 2018, there were 1,028 with durations of 31 days or 
longer, with many lasting for a hundred of days. A sampling of those 
logs found case notes did not always support the need for the longer 
durations. In some instances, case notes did not indicate any actual 
services were provided.
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Finding 7
Title I Career Services have Long Service Durations

• Condition: During Calendar Year (CY) 2018, 43,266 career 
services were logged into the Virginia Workforce Connection 
(VAWC), Virginia’s case management system of record. Based on 
VCCS policy, there are 14 individualized career service codes that 
cannot have a duration for more than 30 days. Of those 
codes, during CY 2018, there were 1,028 with durations of 31 days or 
longer, with many lasting for a hundred of days. A sampling of those 
logs found case notes did not always support the 
need for the longer durations. In some instances, case notes did 
not indicate any actual services were provided.
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Finding 7 (continued)

Title I Career Services have Long Service Durations

• Cause: In some instances, Case Managers are not following VCCS’ 
policy to postpone participant Exit. In other instances, Case 
Managers are not following the policy by documenting the rationale 
for a career service extension.  

• Criteria: 20 CFR § 677.150(c) stipulates that Exit generally occurs 
when the participant has not received services for 90 days and has 
no additional services scheduled. 
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Finding 7 (continued)

Title I Career Services have Long Service Durations

• Cause: In some instances, Case Managers are not following VCCS’ 
policy to postpone participant Exit. In other instances, 
Case Managers are not following the policy by 
documenting the rationale for a career service extension.  

• Criteria: 20 CFR § 677.150(c) stipulates that Exit generally occurs 
when the participant has not received services for 90 days and has 
no additional services scheduled. 
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Service Code Duration Tips

• VWL 14-01, WIA Participant Activity Code 
Definitions, Projected Durations and Use 
Limitations
– sets duration limits on staff-assisted career services
– underscores that career services must be truly staff-

assisted activities
– explicitly states that Case Managers cannot use career 

service codes to prevent Exit or keep a record open
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Service Code Duration
• 153 ‐ Job Search/Placement Assistance, including Career Coaching –

services provided to a participant looking for work. Career coaching 
includes review of employment goals and plans to achieve those 
goals and the impact on the participant’s long‐term employment 
objectives.

• NOTE: This is a staff assisted activity and it is expected that the staff 
are engaged in assisting the participant, not simply checking on the 
individual’s self‐directed job search. This Service code is not to be 
used simply to prevent the record from Exiting.

• Limitation: Not to exceed 30 calendar days.
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Service Code Duration
• 153 ‐ Job Search/Placement Assistance, including Career Coaching – services 

provided to a participant looking for work. Career coaching includes review of 
employment goals and plans to achieve those goals and the impact on the 
participant’s long‐term employment objectives.

• NOTE: This is a staff assisted activity and it is expected that the 
staff are engaged in assisting the participant, not simply checking on the 
individual’s self‐directed job search. This Service code is not to be 
used simply to prevent the record from 
Exiting.

• Limitation: Not to exceed 30 calendar days.
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Limitation: Not to exceed 30 calendar days
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To Edit, Extend, 
Manage

67



What DOL found
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69
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2284 days
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Not a Bad note – but why did it take 6 years ? 
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Examples of Case notes that don’t provide a need for extending service codes. 
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Case note that are not helpful or necessary
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78



DOL approved of adding notes 
through the services
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Finding 7 (continued)

Title I Career Services have Long Service Durations

• Cause: In some instances, Case Managers are not following VCCS’ 
policy to postpone participant Exit. In other instances, 
Case Managers are not following the policy by documenting 
the rationale for a career service extension.  

• Criteria: 20 CFR § 677.150(c) stipulates that Exit generally occurs 
when the participant has not received services for 90 days and has 
no additional services scheduled. 
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DOL Recommendations

• Set hard limit on services – one day or 
specified period of time.

• Review other system enhancements –
Require Staff to add a case note anytime a 
service is added/updated
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Service Code Durations 
Takeaways

Service Code Durations must accurately reflect actual 
service delivery to the participant and not be added  
simply to delay or prevent Program Exit

Service Code Duration extensions must be 
appropriately documented with clear case notes

This topic will be more rigorously reviewed as part of 
the annual state compliance monitoring
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Working Lunch

Morning Reflection Activity:
Considering Key Takeaways
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IV. Programs

DW Co-Enrollment with TAA
and 

Youth Program Incentives
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Finding 10
Trade Adjustment Assistance (TAA) Participants 
are not Co-Enrolled in WIOA the Dislocated 
Worker Program

• Condition: Virginia is not meeting the established 
national co-enrollment benchmark of 50 percent and is 
not complying with state policy to co-enroll TAA and 
WIOA Dislocated Worker participants. Virginia’s current 
co-enrollment rate as of quarter ending December 31, 
2018 is 36.5 percent.
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Co-Enrollment of Dislocated Workers 
with Trade Adjustment Act 

• The Dislocated Worker (DW)Program is 
governed by the WIOA

• The TAA program is governed by the Trade 
Adjustment Act (TAA) program

• All TAA impacted workers are DW’s but not all 
DW’s are TAA impacted workers
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What is TAA?

• TAA is for employees who are at threat of 
losing their jobs or have lost their jobs as a 
result of foreign trade:
– A person is laid off and the job they performed 

goes to another country
– Another country is producing the same or similar 

product/service at a cost so low that the American 
made product/service is uncompetitive
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How does TAA work?

• When TAA is believed to have caused an 
impact a TAA Petition is sent to US DOL
– Must be 3 impacted employees
– Petition can be sent by:

• 3 Impacted Employees
• The Company
• Union
• Representative of a State Workforce Agency
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How does TAA work?

• A petition is then reviewed and researched 
by US DOL staff

• A petition will be “Certified” or “Denied”
– Decision can be appealed

• Once Certified employees can be entitled 
to apply for benefits for up to 2 years
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How does TAA work?
In Virginia:

• TAA Navigators support TAA investigations
– They research the company and attempt to interview impacted 

workers to determine if there is a TAA impact and submit TAA 
petitions.  

– Work with RR Coordinators and companies, some work based 
learning (OJT) assistance

• TAA Cases Managers
– Provide case management assistance to TAA impacted workers 

to get them through training and/or employment services.
– These are remote positions throughout the state
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TAA Services

• General services:
– Case management assistance
– Relocation assistance
– Job training Assistance 

• Vocational training at a college or training provider 
(does NOT need to be on ETPL)

• OJT (which may be done in conjunction with WIOA 
OJT)

– Job search and placement assistance

92



TAA Services
• Financial Assistance

– Trade Readjustment Allowances (TRA)
• Essentially additional weeks of UI after initial UI exhaustion

– Alternative Trade Adjustment Allowance (ATAA) and 
Readjustment Trade Adjustment Allowance (RTAA)

• Over 50 years old and making less than in new employment 
than at previous trade impacted employment

• Pays up to 50% of the difference in hour wages in old 
employment vs. new employment for up to  104 weeks or 
$10,000.00 whichever comes first
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Comparison
• Dislocated Worker

– WIOA Program
– Any person who meets 

eligibility for DW
– Services all adult and 

DW’s eligible to 
receive

– Can provide 
supportive services

• TAA
– Trade Adjustment Act
– Company must be 

Certified by US DOL
– Services included a 

form of extended UI 
and higher training 
benefits

– Cannot provide 
supportive services
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Partnering with TAA

• Federal and State Requirement: 50% co-
enrollment between for DW with TAA

• Strive towards 100%
– Give impacted workers all the tools they can to 

get reemployed 
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Partnering with TAA
• Most workers will likely be qualified for DW 

program 1st

– It can take months for a TAA Petition to be Certified 
or Denied

• Go through normal enrollment process as dictated 
by local policy

• Check to see if they have an active TAA petition for 
their previous employer
– https://www.doleta.gov/tradeact/petitioners/taa_sea

rch_form.cfm
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Partnering with TAA

• TAA participants need:
– An objective assessment 
– An Individual Employment Plan (IEP)
– A recommendation for training if appropriate
– Additional workshops and other services to 

help with career exploration and preparation
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Partnering with TAA

• Serving potential TAA participants before 
certification:
– Provide them all of the same services they 

would qualify for normally
– You can provide them ITA’s, but they must be 

on the ETPL
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Partnering with TAA

• Once certified and enrolled in TAA:
– TAA case managers take over primary case 

management tasks
– WIOA may provided supportive services that TAA 

cannot (transportation, childcare, etc.)
– Connect with your TAA Co-Case Manager 

regularly
– Check VaWC to see case notes, etc. on the updates 

provided by co-case manager
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Partnering with TAA

• On completion of training
– Provide assistance with job placement services
– Provide follow up services

• This is important: TAA cannot provide substantive 
follow up services

• Once ALL services are complete the 
individual will be able to exit and start 
counting towards performance
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Youth Program Incentives

Program Incentives
And

The Difference between Incentives and Stipends
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Finding 5
Lack of Internal Controls in Providing Youth Program 
Incentives
• Condition: Some LWDAs are issuing incentive payments that are not 

aligned with their policies. Participants could be paid different amounts for 
the same achievement. 

• Cause: There is a lack of internal controls in reviewing incentive payments. 

• Criteria: 2 CFR Part 200.302(b)(4) and 303 requires the maintenance of 
effective control over and accountability for the federal funds expended in 
furtherance of the award, including ensuring that the funds are utilized for 
authorized purposes.
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Finding 5 continued

• 20 CFR § 681.640 states the following:
– incentive payments to youth participants are permitted 

for recognition and achievement directly tied to 
training activities and work experiences. 

– The local program must have written policies and procedures in 
place governing the award of incentives and 

– must ensure that such incentive payments are tied to the goals of 
the specific program; 

– outlined in writing before the commencement of the program 
that may provide incentive payments; 

– align with the local program’s organizational policies; and are in 
accordance with the requirements contained in 2 CFR part 200.
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Youth Program Incentives
§681.640 Are incentive payments to youth participants 
permitted?

 Yes, incentive payments to youth participants are permitted for 
recognition and achievement directly tied to training activities and 
work experiences. The local program must have written policies and 
procedures in place governing the award of incentives and must 
ensure that such incentive payments are:

– (a) Tied to the goals of the specific program;
– (b) Outlined in writing before the commencement of the program that may 

provide incentive payments;
– (c) Align with the local program's organizational policies; and
– (d) Are in accordance with the requirements contained in 2 CFR part 200.

 Whereas, Training and Employment Guidance Letters (TEGLs) 8-
15 and 21-16 stipulates individuals receive wages and stipends for 
participation in activities.
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Youth Program Incentives
 To provide the participants a recurring incentive for simply 

attending training, does not automatically lead to success or 
achievement. 

 The grant recipient must attach or consider some another 
milestone or achievement when distributing incentives. The 
entity offering such payments must have a policy in place that 
employs sound management practices and adheres to 
consistent and equitable treatment. 

 It is expected that case managers and staff are trained on such 
policies to ensure consistent treatment and application across 
offices, programs, and participants. 
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Youth Program Incentives
 Written policies that define or distinguish between incentives, needs 

related payments, and supportive services may be necessary because 
the criteria to earn or receive such payments vary from program or 
participant. 

 The policy should describe the frequency and value in which the 
payments will be issued, 
 eligibility (which milestones or performance goals must be achieved), 
 applicability (which programs allow it), and
 accountability (maintenance of source/supporting documentation, 

reconciliation, and safeguarding of the receipt, distribution and 
maintenance) of the incentives; 

 all of which ensures that the charging of the costs to a federal program 
meets the test of necessity, allowability, reasonableness, and 
allocability. 
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Youth Program Incentives

 Internal Controls and Safeguards
Policy
Procedures
 Schedule of Payments
 Uniformity/Consistency
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Youth Program Incentives
Internal Controls and Safeguards 

– When the incentive takes the form of a gift card, 
ticket, gift certificate, check or other monetary items, 

• written recognition or receipt of the payment should be 
contained as part of the participant file or official accounting 
records. Similar to currency as being a transferable monetary 
item, adequate internal controls and safeguards should be 
installed and considered when purchasing and distributing 
gift cards, tickets, gift certificates and ATM cards. 

– Uniform Guidance citation 2 CFR 200.302
(4) Effective control over, and accountability for, all 
funds, property, and other assets. 
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Program Takeaways

Understand your partner program
Keep a Customer Centric Focus
Communications are key
Co-case manage wherever possible
The goal is customer employment – the 

individual steps may vary
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Program Takeaways 
Continued

Incentives are not the same as stipends
Internal controls are meant to protect both 

the participant and the provider
Be familiar with and understand your local 

policy
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Stretch Break 
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V. Quality Customer 
Service Delivery

Program Design
and

Individual Employee “Ownership” 
of the System
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Program Design

• Program Design should be Customer Centric 
(Human centered design)

• Processes and activities should facilitate 
positive outcomes, not thwart them

• Partnering to leverage assets is critical to 
efficient and effective service delivery
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Individual Employee 
“Ownership” of the System

• Each of us is an ambassador for the 
Virginia Career Works system

• You are the backbone of the system –
without you there would be no successful 
outcomes

• Helping our customers reinvent 
themselves in a positive way is an amazing 
opportunity
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Fun Activity
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WIOA Title I Learning 
Resource

A reference guide for WIOA Title I 
Case Managers
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Purpose of the Learning 
Resource

• Devised to provide an overview of 
workforce development system in Virginia

• Focuses on the WIOA Title I Case Manager 
as the audience

• Based off of federal and state policy
• Local policy still needs to be referenced 

during service provision
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Quality Customer Service 
Delivery Takeaways

 Program Design should be customer centric
 Strong partnerships are essential for quality 

outcomes
 Each of us is an ambassador for the Virginia 

Career Works system
 Remember that you are helping our customers 

reinvent themselves and that is an amazing 
opportunity

 Look for the Case Management Learning Resource 
when it comes out this Fall 
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Afternoon Activity

Afternoon Reflection Activity:
Considering Key Takeaways
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Questions

WIOA Title I Programs & 
Administration 120



Evaluations

How did we do?
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WIOA Title I Regional 
Training

WIOA Title I Programs and 
Administration Team

September 25 & 26, 2019

Thank You
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Switch to Day 2
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WIOA Title I Regional 
Training – Day 2

WIOA Title I Programs and 
Administration Team
August-October, 2019

WIOA Title I 
Administration
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Welcome and 
Introductions
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Agenda
Day 2

• Welcome & Introductions
• LWDB Items
• Fiscal Administration
• ETPL
• Break (10:30)

• Program Administration
• Quality Customer Service 

Delivery
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Goals and Objectives

• Provide guidance/technical assistance to 
address DOL Monitoring Findings:
 Participant Files
 IEPs /ISSs
 Service Code Durations
 Programs
 Quality Customer Service
 LWDB Member Requirements
 ETPL – Test Preparation Providers
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Sources of Title I WIOA 
Law, Policy & Guidance

Federal
• The Workforce Innovation and Opportunity Act (WIOA) of 

2014
• WIOA associated Code of Federal Regulations (CFR)
• USDOLETA Advisories (TEGLs, etc.)

State
• Acts of the Virginia General Assembly
• Virginia Governor’s Executive Orders
• Virginia Board of Workforce Development (VBWD) Policies
• Title I Virginia Workforce Letters (VWLs)
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I. LWDB Items

Participant Program Eligibility
and

Board Member Requirements
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Concern B
Excess Eligibility Documentation in Participant Case Files

• Condition: Participant case files contain additional eligibility 
documentation that is duplicative and unnecessary to establish 
eligibility.

• Cause: Case Managers do not know which types of documentation 
can satisfy one or more eligibility criteria. In addition, some Case 
Managers believe that they must collect documentation for all 
elements of the PIRL even if it is not necessary to establish eligibility 
for a particular participants circumstances, such as income 
verification. 

• Consequences: Increased risk for Personally Identifiable 
Information (PII) loss; Increased barriers to service if 
documentation is not required. 
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WIOA Adult Program Eligibility

• Adult Eligibility Criteria
• Age
• Right to Work
• Selective Service (Males)
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Changing Gears…

132



What is WIOA Adult 
Priority of Service?

• Individualized career services and training services 
must be given on a priority basis, regardless of funding 
levels, to the members of the WIOA Priority Groups:
– Public assistance recipients, and/or
– Low-income adults; and/or
– Individuals who are basic skills deficient.

• Veterans/eligible spouses continue to have 
priority of service for WIOA and other designated job 
training programs funded in whole or in part by the 
U.S. Department of Labor.
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WIOA Adult Priority of Service
Adult Priority of Service Criteria

1. Veterans and eligible spouses who are also included 
in the WIOA Priority groups 

2. Non-covered persons (that is, individuals who are not 
veterans or eligible spouses) who are included in the 
WIOA Priority groups

3. Veterans and eligible spouses who are not included in 
WIOA’s priority groups

4. Priority populations established by the Governor 
and/or Local WDB

5. Non-covered persons outside the WIOA Priority 
groups given priority under WIOA (i.e. all others)
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LWDBs and 
Adult Priority of Service

• Develop/update local Priority of Service Policy
• Identify customers as priority population(s) at 

point of entry into the workforce system
• Inform customers of what this means
• Apply priority of service in delivery of 

individualized career and training services
• Collect data to validate implementation

• Develop and implement a tracking process

135



WIOA Youth Program Eligibility
OSY eligible youth 
must be:

• Not attending any school
(as defined under State 
law)

• Aged 16 to 24
• Meet one or more

additional conditions 

ISY eligible youth must 
be:

• Aged 14 to 21
• Low-income* 
• And one or more 

additional conditions 

* Youth receiving or eligible to  receive 
a free or reduced price school lunch are 
considered   “low income” under WIOA
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Youth Eligibility (School Status)
• School status based on time of enrollment in § 681.240 of 

final rule
– Because enrollment process occurs over time, school 

status based at time of eligibility determination (and 
doesn’t change)

• School status between high school and college based on 
“registration” for postsecondary
– Non-credit bearing postsecondary classes only not 

considered “attending school” for purpose of school 
status

• Youth with disabilities (with an IEP) may be enrolled as ISY 
after age 21 if their state law allows them to be served by K-12 
beyond age 21
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Youth Eligibility (Conditions)
 A 16-24 years old interested, eligible, and engaged out-

of-school youth (OSY), facing one or more of the 
following identified barriers ready for WIOA Youth 
Enrollment (Priority: Out of School and In School 
Juniors/Seniors):

High school dropout;
Within the age of compulsory school attendance, but has 

not attended school for at least the most recent school 
calendar year quarter;

 Pregnant or parenting including non-custodial parent 
(i.e. father);

With a disability;

138



Youth Eligibility (Conditions)
Offender: youth involved in any stage of juvenile or 

adult justice system;
Homeless or a runaway,
 Involved in any stage of the foster care system:

• In foster care;
• Aged out of the foster care system;
• Attained 16 years of age and has left foster care for 

kinship guardianship or adoption;
• In an out-of-home placement; or
• A child eligible for assistance under the Social Security 

Act;

139



Youth Eligibility (Conditions)
 Low-income and is a recipient of a high school diploma or its 

equivalent, and is basic skills deficient;
 Low-income and is a recipient of a high school diploma or its 

equivalent, and is an English Language Learner; or
 Per WIOA, eligible out of school youth (OSY) includes 

participants in programs NOT Considered School: 
• YouthBuild Programs/Job Corp Programs
• Adult Education WIOA Title II Programs during enrollment 

at or above 9th grade level
• High School Equivalency (HSE) Programs (unless funded by 

public K-12 system).
• Drop Out Re-Engagement Programs
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WIOA Youth Exception
 Five Percent Low-Income Exception for Youth 

Eligibility

• Up to five percent of a local area’s covered 
individuals may be enrolled in the youth 
program if they meet all other eligibility criteria 
except the low-income criterion.

• In a program year, the number of newly enrolled 
covered individuals who are not low-income must not 
exceed five percent of the local area’s total new 
enrollments of covered individuals.
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WIOA Youth Exception
 Youth Living in a High-Poverty Area - For WIOA eligibility 

purposes, living in a high-poverty area is an additional 
criterion establishing that the youth is a low-income 
individual. 

 Per 20 C.F.R. 681.260, a high poverty area is defined as a Census 
tract or a set of contiguous Census tracts with a poverty rate of at 
least 25 percent based on the American Community Survey data. 
Instructions on determining if a county or Census tract is a high-
poverty area using the Census Bureau’s American Fact Finder 
homepage are available in Attachment 2 of the Department of Labor 
(DOL) Training and Employment Guidance Letter (TEGL) No. 21-
16.
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Participant Program 
Eligibility Takeaways

Adult Eligibility is not the same as Priority of 
Service
Income is not an Adult Eligibility Criteria
Documentation of Eligibility should minimize 

unnecessary paperwork
Youth Eligibility must be accurately 

documented
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Finding 9
State Apprenticeship Agency (SAA) Staff are 
Members on LWDBs

• Condition: The Virginia Department of Labor and 
Industry, Division of Registered Apprenticeships, 
Virginia’s SAA, had four SAA staff serving as the 
Registered Apprenticeship (RA) representative on the 
LWDBs

• Criteria: The TEGL 13-16 explicitly states that 
representatives from the SAA or the Department’s Office 
of Apprenticeship (OA) cannot be a member of a LWDB; 
however, they can serve as advisors to the LWDB and 
work in a non-official capacity.
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Board Certification

WIOA Section 107(b): Local Workforce 
Development Board Membership

Finding 9: State Apprenticeship Agency 
Staff are members on LWDBs
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Mandatory Members

• Majority (51%) of the members of each 
LWDB shall be representatives of business 
in the local area
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Mandatory Members
• Not less than 20% of the members of each LWDB shall be 

representatives of the workforce within the local area, who

– SHALL include representatives of labor organizations

– SHALL include a representative who shall be a member of a joint 
labor-management apprenticeship program, or if no such joint 
program exists in the area, such a representative of an 
apprenticeship program in the area, if such a program exists;

– MAY include community-based organizations that have 
demonstrated experience and expertise in addressing the 
employment needs of individuals with barriers to employment
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May Not Serve on Board
• Representatives from the State Apprenticeship Agency 

(SAA) and the USDOL OA cannot serve as a board 
member.  They may serve as advisors to the board.

• Do not include on Board Certification Form

• Reference TEGL 13-16

Reference: 
https://www.doli.virginia.gov/apprenticeship/apprenticeship-

consultants/
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Mandatory Members

• Shall include a representative of Title II-
Adult Education and Literacy Activities 
Provider

• Shall include a representative of 
institution of higher education providing 
workforce investment activities (including 
community colleges)
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Mandatory Members
• Shall include a representative of economic 

and community development entities

• Shall include a representative for Wagner-
Peyser (VEC)

• Shall include a representative of programs 
carried out under title I of the Rehabilitation 
Act of 1973 (VDARS)
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Optional Members

• Each local board may include such other 
individuals or representatives of entities as 
the chief elected official in the local area 
may determine to be appropriate (see 
WIOA 107 (b) and VBWD 200-02 (being 
revised)
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Common Errors 
Board Certification &

Nomination Forms
• Terms must be staggered
• A new nomination form is needed for each new term and must have 

current CEO’s signature
• Nomination forms must be signed and dated (nominator and CEO)
• Category on certification form must match category(s) on 

nomination form
• Individuals may represent multiple categories
• The total used to calculate percentage of Business and Labor 

participation is the total number of unduplicated members.
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Board Certification &
Nomination Forms

• Local areas should review local website to 
ensure board membership roster is 
current and does not contain any SAA 
names on membership list

• VCCS is submitting a list of all 
apprenticeship board members and how 
the member meets the WIOA requirement 
to DOLETA
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Board Member Eligibility 
Takeaways

All members must have a current and 
complete nomination form
Nomination form must match certification 

form
State apprenticeship staff may not serve as 

the official apprenticeship representative 
on the Local Workforce Development 
Board
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II. Fiscal Administration
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Fiscal Management

Keys to Success & Points to Remember

1. Accuracy – Take the time to review your 
work

2. Timeliness – Send reports on 
schedule/on time

3. Procurement – Follow all the 
rules/regulations
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Key Fiscal Management 
Documents

• Cash Payment Schedules
• Monthly Expenditure Detail Reports

– Due the 25th of each month

• Infrastructure Funding Agreement/Cost 
Allocation Plan

• Inventory Control
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III. ETPL
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Concern A
Test Preparation Providers and Courses are on Virginia’s 
Eligible Training Provider List (ETPL) and are reported as 
Occupational Skills Training

• Condition: Per Virginia policy, LWDBs identify and vet providers 
and courses to be placed on Virginia’s ETPL. Several LWDAs have 
approved test preparation providers and courses for the ETPL and 
posted them online. 

These types of providers may not meet Virginia’s eligibility policy 
for Eligible Training Providers (ETPs). The VBWD Policy 404-01, 
Identification of Eligible Providers of Occupational Skills Training, 
outlines the eligibility criteria for providers of training. 
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ETPL and Test Prep Providers 

• Test preparation providers may not meet Virginia’s eligibility policy 
for Eligible Training Providers (ETPs). 

• The VBWD Policy 404-01, Identification of Eligible Providers of 
Occupational Skills Training, outlines the eligibility criteria for 
providers of training. It also limits who may apply for consideration 
to five categories of providers. Test preparation providers are not 
listed. 

• Similarly, these courses may not meet Virginia’s definition of 
occupational training. The VWL 14-17 defines what training services 
are considered occupational skills training, and test preparation is 
not listed. 

• Individual Training Accounts (ITAs) have been awarded for test 
preparation courses. 
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ETPL Takeaways
 The Title I Administrator has produced a list of all the training 

providers and programs on the ETPL and a team has been 
assigned to review most obvious questions and concerns 
based on the course name. 

 Those programs that are identified as questionable will be 
reviewed with the LWDA to be removed from the ETPL.  

 The LWDBs will continue to be encouraged through Technical 
Assistance to leverage partners and, where available and 
allowed by local policy, to leverage Supportive Services to 
provide such activities.
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Stretch Break 
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IV. Program 
Administration

Participant File 
Documentation/Contents, 

Service Delivery, and Programs
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Participant File 
Documentation/Contents

• Participant Files
– Documentation for 

• Objective Assessment (Finding 6)
• Participant Rights (Finding 8)
• Credential Attainment (Concern C)
• Duplicative Paper (Concern E)
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Finding 6
Youth Participant Files do not contain Evidence of an 
Objective Assessment

• Condition: there were multiple youth participant files 
reviewed did not contain evidence of an objective assessment. 

• Criteria: 20 CFR § 681.420 (a) (1) stipulates that LWDBs 
must design local youth programs that provide for an 
objective assessment of each youth participant.  

• The TEGLs 23-14 and 8-15 provide further guidance on 
conducting objective assessments. 
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WIOA Youth Objective Assessment

 LWDA must provide for an objective assessment of each 
youth participant that meets the requirements of 
WIOA sec. 129(c)(1)(A), and includes a review of the 
academic and occupational skill levels, as well as the 
service needs and strengths, of each youth for the 
purpose of identifying appropriate services and career 
pathways for participants and informing the individual 
service strategy.
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Finding 8
Youth Participant Files Missing Documentation about 
Participant Rights

• Condition: There were multiple participant files that did not 
contain documentation ensuring that the participant understood 
their rights, per the VWL 15-05, Equal 
Opportunity/Nondiscrimination/General Grievance. 

• Criteria: 20 CFR § 683.600 (a) requires that each LWDA, State, 
outlying area, and direct recipient of funds under Title I of WIOA 
must establish and maintain a procedure for participants and other 
interested parties to file grievances and complaints alleging 
violations of the requirements of Title I of WIOA.
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Youth Required Documentation (Finding 8)

 Application Signed and Dated
 School Status at enrollment
 One or More of Youth Eligibility Conditions
 Income Status
 Selective Service 
 Grievance/Appeal/EEO
 Release of Information Consent 

All youth under the age of 18 must have a parental 
consent sighed a dated on all required documents 
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Concern C
Participant Case Files Missing Credential Attainment 
Documentation

• Condition: Participant case files are missing documentation if a 
Credential is attained. In some cases Case Managers are using 
Certificates of Completion as a proxy for an actual Credential. 

• Consequences: Increased risk of non-compliance with Data 
Validation requirements. Possible under-reporting of Credential 
Attainment, or misreporting course completion as Credential 
Attainment, when no Credential was actually attained. 
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Documenting Credential 
Attainment

• Credential => 
– Recognized diploma/degree, 
– Industry-recognized certificate or certification,
– Certificate of completion of a Registered Apprenticeship, 
– License recognized by the State involved or Federal Government, or 
– An associate or baccalaureate degree 
(obtained by the participant who received education or training services) 

• Documentation: Copy of credential, copy of school record, follow 
up survey from program participants, case notes documenting 
information obtained from education or training provider 

Source: TEGL 07-18, Attachment 1, Source Documentation for WIOA Core 
Programs Joint Data Element Validation
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Concern E
Duplicative Paper Participant Case Files 

• Condition: Although the VAWC is Virginia’s case 
management system of record, LWDAs are required 
to maintain substantive paper files comprised 
primarily of printouts from the VAWC and eligibility 
documentation. 

• Consequences: Increased case management and 
supplies costs. Decreased efficiency. 
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Duplicative Paper

General rule:  
If it is in the VaWC (Virginia’s System of 
Record), then a printed copy is not required, 
unless it needs a signature or it is an additional 
document that would otherwise be uploaded as 
a data verification element (such as a copy of a 
social security card, a birth certificate 
verification form, etc.)
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Participant Files Takeaways
Eligibility is not the same as Priority of Service
Objective Assessments should be provided 

and accurately documented
Ensure appropriate documentation of 

Credential Attainment
Ensure documentation of Notification of  

Participant Rights
Avoid Duplicative Paper in files
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Service Delivery

• The Use and Documentation of IEPs/ISSs
– IEP Use & Documentation (Finding 3)
– ISS Use & Documentation (Finding 4)

• Service Code Durations
– Requirements and Expectations (Finding 7) 
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Finding 3
Individual Employment Plans (IEPs) are Incomplete, 
Inaccurate, and not Updated

• Condition: When IEPs are developed, Case Managers are not using 
them as an ongoing strategy to identify employment goals, 
achievement objectives, and appropriate combination of services for 
the participant to achieve their employment goals. IEPs in some 
participant files are incomplete, not updated, do not reflect 
assessment results, or do not reflect joint development with the 
participant. 

• Cause: Case Managers do not appear to understand the 
effectiveness of IEPSs as tools to plan, refine, guide, and motivate 
attainment of a participant’s career goals. 
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Finding 4
Individual Service Strategies (ISS) were missing in some 
Participant Case Files, and others were Incomplete, 
Inaccurate, and not Updated

• Condition: Several of the youth participant files reviewed did not have an ISS. 
Case Managers do not always update ISSs as needed, and do not always directly 
link them to one or more indicators of performance. Some ISSs do not identify 
career pathways that include education and employment goals that consider 
career planning and the results of an objective assessment. In other instances it 
is unclear if participants were actually involved in the plan development. 

• Cause: Case Managers do not appear to know how to use an ISS effectively as 
tools to plan, refine, guide, and motivate attainment of a participant’s career 
goals and unknown as to the missing ISS documents. 
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Finding 4 (continued)

Individual Service Strategies (ISS) were missing in some 
Participant Case Files, and others were Incomplete, 
Inaccurate, and not Updated

• Criteria: 20 CFR § 681.320 (b) (3) stipulates that in order to be a 
participant in the WIOA Youth program there must be an ISS developed. 

• 20 CFR § 681.420 (a) (2) stipulates that LWDBs must design local youth 
programs that develop and update as needed, an ISS based on the needs of each 
youth participant. An ISS must directly link to one or more indicators of 
performance, identify career pathways, and prescribe achievement objectives 
and services.   

• TEGLs 23-14 and 8-15 provide further guidance on the development and use of 
ISS’s 
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IEPs/ISSs

• 20 CFR § 680.170 stipulates participant 
and career planners must jointly 
develop IEPs. It states, IEPs are an 
ongoing strategy to identify employment 
goals, achievement objectives, and an 
appropriate combination of services for 
each participant to achieve his/her goals. 
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Developing the IEP/ISS

• The Individual Employment Plan is an ongoing 
strategy jointly developed by the participant and the 
case manager

• It must have 3 components: 
1. participant’s employment goals,
2. the appropriate achievement objectives
3. the appropriate combination of services                              

for the participant to achieve the                                       
employment goals

179



Using the IEP/ISS
• Documents service eligibility

• Determines what the participant does in 
the program

• Provides a system of accountability for 
both the customer and the case manager 
to help keep the action moving forward 
towards attaining the goal
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Using the IEP/ISS Continued

• Authorizes and involves training providers and 
other service providers in the process

• Provides a vehicle for the case manager to know 
whether the customer is on schedule, ahead of 
schedule, or behind schedule in the plan

• Provides proper documentation

• Tracks participant progress

181



ISS/IEP Takeaways
 IEPs and ISSs must be used as an ongoing strategy to 

identify employment goals, achievement objectives, 
and appropriate combination of services for the 
participant to achieve their employment goals

 IEPs and ISSs must be complete, accurate, and 
updated
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ISS/IEP Takeaways Continued

 IEPs and ISSs must reflect assessment results, be 
linked to indicators of performance, and identify 
career pathways that include education and 
employment goals that consider career planning

 IEPs and ISSs must reflect joint development with the 
participant

 IEPs and ISSs are tools to plan, refine, guide, and 
motivate attainment of a participant’s career goals
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Service Code Durations

Requirements and Expectations
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Finding 7
Title I Career Services have Long Service Durations

• Condition: During Calendar Year (CY) 2018, 43,266 career 
services were logged into the Virginia Workforce Connection 
(VAWC), Virginia’s case management system of record. Based on 
VCCS policy, there are 14 individualized career service codes that 
cannot have a duration for more than 30 days. Of those codes, 
during CY 2018, there were 1,028 with durations of 31 days or 
longer, with many lasting for a hundred of days. A sampling of those 
logs found case notes did not always support the need for the longer 
durations. In some instances, case notes did not indicate any actual 
services were provided.
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Finding 7 continued

Title I Career Services have Long Service Durations

• Cause: In some instances, Case Managers are not following VCCS’ 
policy to postpone participant Exit. In other instances, Case 
Managers are not following the policy by documenting the rationale 
for a career service extension.  

• Criteria: 20 CFR § 677.150(c) stipulates that Exit generally occurs 
when the participant has not received services for 90 days and has 
no additional services scheduled. 
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Service Code Durations 
Takeaways

Service Code Durations must accurately reflect actual 
service delivery to the participant and not be added  
simply to delay or prevent Program Exit

Service Code Duration extensions must be 
appropriately documented with clear case notes

This topic will be more rigorously reviewed as part of 
the annual state compliance monitoring
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Programs

Co-Enrollment with TAA
And

Providing Youth Program Incentives

188



Finding 10
Trade Adjustment Assistance (TAA) Participants 
are not Co-Enrolled in WIOA the Dislocated 
Worker Program

• Condition: Virginia is not meeting the established 
national co-enrollment benchmark of 50 percent and is 
not complying with state policy to co-enroll TAA and 
WIOA Dislocated Worker participants. Virginia’s current 
co-enrollment rate as of quarter ending December 31, 
2018 is 36.5 percent.
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What is TAA?

• TAA is for employees who are at threat of 
losing their jobs or have lost their jobs as a 
result of foreign trade:
– A person is laid off and the job they performed 

goes to another country
– Another country is producing the same or similar 

product/service at a cost so low that the American 
made product/service is uncompetitive
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Partnering with TAA

• Federal and State Requirement: 50% co-
enrollment between for DW with TAA

• Strive towards 100%
– Give impacted workers all the tools they can to 

get reemployed 
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Co-Enrollment Takeaways

Understand your partner program
Keep a Customer Centric Focus
Communications are key
Co-case manage wherever possible
The goal is customer employment – the 

individual steps may vary
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Providing Youth Program 
Incentives

193



Finding 5
Lack of Internal Controls in Providing Youth Program 
Incentives

• Condition: Some LWDAs are issuing incentive payments that are 
not aligned with their policies. Participants could be paid different 
amounts for the same achievement. 

• Cause: There is a lack of internal controls in reviewing incentive 
payments. 
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Finding 5 continued

• Criteria: 2 CFR Part 200.302(b)(4) and 303 requires the maintenance of 
effective control over and accountability for the federal funds expended in 
furtherance of the award, including ensuring that the funds are utilized for 
authorized purposes.  

• 20 CFR § 681.640 states that “incentive payments to youth participants are 
permitted for recognition and achievement directly tied to training activities 
and work experiences. The local program must have written policies and 
procedures in place governing the award of incentives and must ensure that 
such incentive payments are tied to the goals of the specific program; 
outlined in writing before the commencement of the program that may 
provide incentive payments; align with the local program’s organizational 
policies; and are in accordance with the requirements contained in 2 CFR 
part 200.” Further guidance on Youth program incentives is contained in 
TEGL 21-16. 
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Youth Program Incentives
§681.640 Are incentive payments to youth participants 
permitted?

 Yes, incentive payments to youth participants are permitted for 
recognition and achievement directly tied to training activities and 
work experiences. The local program must have written policies and 
procedures in place governing the award of incentives and must 
ensure that such incentive payments are:

– (a) Tied to the goals of the specific program;
– (b) Outlined in writing before the commencement of the program that may 

provide incentive payments;
– (c) Align with the local program's organizational policies; and
– (d) Are in accordance with the requirements contained in 2 CFR part 200.

 Whereas, Training and Employment Guidance Letters (TEGLs) 8-
15 and 21-16 stipulates individuals receive wages and stipends for 
participation in activities.
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Youth Program Incentives
 To provide the participants a recurring incentive for simply 

attending training, does not automatically lead to success or 
achievement. 

 The grant recipient must attach or consider some another 
milestone or achievement when distributing incentives. The 
entity offering such payments must have a policy in place that 
employs sound management practices and adheres to 
consistent and equitable treatment. 

 It is expected that case managers and staff are trained on such 
policies to ensure consistent treatment and application across 
offices, programs, and participants. 
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Youth Program Incentives
 Written policies that define or distinguish between incentives, needs 

related payments, and supportive services may be necessary because 
the criteria to earn or receive such payments vary from program or 
participant. 

 The policy should describe the frequency and value in which the 
payments will be issued, 
 eligibility (which milestones or performance goals must be achieved), 
 applicability (which programs allow it), and
 accountability (maintenance of source/supporting documentation, 

reconciliation, and safeguarding of the receipt, distribution and 
maintenance) of the incentives; 

 all of which ensures that the charging of the costs to a federal program 
meets the test of necessity, allowability, reasonableness, and 
allocability. 

198



Youth Program Incentives

 Internal Controls and Safeguards
Written Policy
Written Procedures
 Schedule of Payments
 Uniformity/Consistency
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Youth Program Incentives
Internal Controls and Safeguards 

– When the incentive takes the form of a gift card, 
ticket, gift certificate, check or other monetary items, 

• written recognition or receipt of the payment should be 
contained as part of the participant file or official accounting 
records. Similar to currency as being a transferable monetary 
item, adequate internal controls and safeguards should be 
installed and considered when purchasing and distributing 
gift cards, tickets, gift certificates and ATM cards. 

– Uniform Guidance citation 2 CFR 200.302
(4) Effective control over, and accountability for, all 
funds, property, and other assets. 
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Providing Youth Program 
Incentives Takeaways

Incentives are not the same as stipends
Ensure internal controls and safeguards 

are in place in accordance with federal 
Uniform Guidance
Ensure staff are familiar with and 

understand their local policy
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Stretch Break 
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V. Quality Customer 
Service Delivery

Program Design
and

Individual Employee “Ownership” of 
the System
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Program Design

• Program Design should be Customer Centric 
(Human centered design)

• Processes and activities should facilitate 
positive outcomes, not thwart them

• Partnering to leverage assets is critical to 
efficient and effective service delivery
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Individual Employee 
“Ownership” of the System

• Each of us is an ambassador for the 
Virginia Career Works system

• You are the backbone of the system –
without you there would be no successful 
outcomes

• Helping our customers reinvent 
themselves in a positive way is an amazing 
opportunity
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WIOA Title I Learning 
Resource

A reference guide for WIOA Title I 
Case Managers
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Purpose of the Learning 
Resource

• Devised to provide an overview of 
workforce development system in Virginia

• Focuses on the WIOA Title I Case Manager 
as the audience

• Based off of federal and state policy
• Local policy still needs to be referenced 

during service provision
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Quality Customer Service 
Delivery Takeaways

 Program Design should be customer centric
 Strong partnerships are essential for quality 

outcomes
 Each of us is an ambassador for the Virginia 

Career Works system
 Remember that you are helping our customers 

reinvent themselves and that is an amazing 
opportunity

 Look for the Case Management Learning Resource 
when it comes out this Fall 
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Questions

WIOA Title I Programs & 
Administration 209



Evaluations

How did we do?
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WIOA Title I Regional 
Training – Day 2

WIOA Title I Programs and 
Administration Team
August-October, 2019

Thank You
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