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Policies and Procedures
Sources: 

WIOA Sec 117, 20 CFR Subpart C, TEGL 17-05

PGL WIOA/WIOA-2000-01, PGL WIOA-2015-07, PGL WIOA-2015-09, PGL ADM-2001-01, PGL WIOA/WIOA-2002-01, PGL WIOA-2015-06, PGL WIOA/WIOA-2008-01, PGL WIOA-2015-05, PGL WIOA/WIOA-2010-01, PGL ADM-2010-01, PGL WIOA/WIOA-2012-01, PGL MIS-2012-01, PGL WP-2012-01, PGL WIOA/WIOA-2014-01, PGL VET-2014-02, PGL ADM-2015-01
A. Does the Local Area have the 16 required local policies? See below.


	


B. Has the Local Area obtained the approval of the LWDB for the 16 local polices?

	


C. Are all the policies current, signed and dated?

	


D. Do any policies need to be modified? If so, identify which ones.
	


Required Local Policies

A. Supportive Services/Effective date of current policy: ___________________________________

Source: PGL WIOA/WIOA-2000-01
	Policy Requirement
	Yes
	No

	Does the local policy address how Supportive Services will be funded when SS are not available from sources other than WIOA funds?
	
	

	Does the local policy state when exceptions are allowed and clearly define what documentation will be required to indicate that no other resources are available?
	
	

	For Adult and DW the required policy should define the type of services available and the referral process?
	
	

	Does the local policy define the type of youth services that are available, the procedure to access these funds, and the referral process?
	
	


Explain questions that were checked no in the text box below.
	


B. Priority of Service for Title I Adult Programs/Effective date of current policy: _________________
Source: WIOA-2015-07
	Policy Requirement
	Yes
	No

	Does the local policy address the local procedures for determining priority during the eligibility process and enrollment?
	
	

	Does the local policy state how the local area will define “low income” (it may be more stringent than the state definition in this PGL) and the relevant data used to establish the definition?
	
	

	Does the local policy outline what criteria and procedures will be used to assess priority for basic skills deficient individuals?
	
	

	Does the local policy list any local requirements, such as residency, that will be established in relation to the four priority groups?
	
	

	Does the local policy list any local discretionary priorities that will be established in addition to the four targeted groups, the data to support the need for the local priority, and the documentation that will be required from an individual for the local priority?
	
	

	Does the local policy address local procedures for internal monitoring of the goal to serve 51% of Adult participants from the priority targeted groups?
	
	


Explain questions that were checked no in the text box below.

	


C. Individual Training Accounts for WIOA Title I Adult and Dislocated Worker Programs/Effective date of current policy: ___________________________________
Source: WIOA-2015-09
	Policy Requirement
	Yes
	No

	Does the local police address:

	The ITA limits?
	
	

	The internal procedure for the issuance of an ITA, that identifies the type of documentation to be used, required signatures and staff authorized to issue the ITAs. In addition to tuition cost, does the ITA pay for books, fees, equipment or other education materials? If payments are made incrementally, will factors such as enrollment, program completion, and continued attendance be considered? Are ITAs issued for a single term, semester, and/or as renewals for longer-term training? How will “unused” money in an ITA account be utilized?
	
	

	The guidelines for the coordination of available Federal, State, and local resources to meet the training and education-related costs of services? This includes documenting how WIOA funds are being used to supplement other available sources of funds.
	
	

	The local procedures that workforce center staff will use to record the participant training-related financial assistance needs, the methodology of how the needs were determined and the mix of funding assistance in the participant's record?
	
	

	The local procedures to authorize the release of a participant's financial aid information by the post-secondary institution? This includes requiring the educational institution's financial aid officer to inform the local workforce center staff of the amounts and disposition of any awards and other types of financial aid to each participant awarded after the enrollment of the participant, as part of an ongoing information sharing process.
	
	

	The criteria for Local Boards to determine the in-demand industry sectors or occupations for the local area?
	
	

	The criteria for Local Boards to give priority consideration to programs that lead to recognized postsecondary credentials that are aligned with the in-demand industry sectors or occupations in the local area?
	
	

	The process by which participants will receive an interview, assessment, or evaluation to determine the need for training services before selecting a training program? Workforce center staff assists customers by providing current and projected labor market information to customers to inform decision making.
	
	

	How the participant will have access to the list of eligible providers through the One-Stop system?
	
	

	The coordination of the local ITA policy with the local Adult priority of service policy procedures?
	
	

	Internal monitoring procedures for the local ITA system?
	
	

	All policy requirements identified in section E of this PGL: Exceptions to the ITA and ETPL Requirements?
	
	

	Documentation requirements listed in Section F of this PGL: Documentation?
	
	


Explain questions that were checked no in the text box below.

	


D. Eligible Training Providers for WIOA Title I Adult and Dislocated Worker Programs/Effective date of current policy: ___________________________________
Source: WIOA-2015-06
	Policy Requirement
	Yes
	No

	Does the local policy identify in-demand sectors or occupations for the local area using relevant labor market information?
	
	

	Does the local policy address Priority consideration for programs that lead to recognized post-secondary credentials that are aligned with in-demand industry sectors or occupations in the local area?
	
	

	Does the local policy establish additional eligibility criteria for training programs to become or remain eligible in the local area (optional)?
	
	

	Does the local policy establish of specified levels of performance as criteria for programs to become or remain eligible to provide services in the local area (optional).
	
	

	If a Local Board establishes minimum standards in local policy, the Local Board may direct the removal of a provider program from the eligible programs in that local area for failure to meet established criteria. See Section K. for the appeals process that a training provider must follow to appeal their program’s removal from the ETPL.
	
	


Explain questions that were checked no in the text box below.

	


E. WIOA Eligibility for Title I Programs/Effective date of current policy:______________​___________
Source: WIOA-2015-05
	Policy Requirement
	Yes
	No

	Does the local policy guide making eligibility determinations for AD, DW and youth. 
	
	

	Does the local policy address the necessity to obtain written documentation (verification) of eligibility determination for purposes of compliance reviews of client files? 
	
	

	Use of self-attestation as a last resort and documentation the attestation.
	
	


Explain questions that were checked no in the text box below.

	


F. Guidance Regarding Job Orders and Business Services/Effective date of current policy:______________________

Source: WP-2012-01
	Policy Requirement
	Yes
	No

	Does the local policy:

	Include procedures for accepting or refusing job orders
	
	

	Discontinuing or refusing services to employer
	
	

	Limiting services provided to employers
	
	

	Include internal monitoring procedures
	
	

	Set guidelines for “trusting” an employer
	
	

	Outline processes “to un-trust” an employer in the event job orders become compromised
	
	


Explain questions that were checked no in the text box below.

	


G. On-the-Job Training (OJT)/Effective date of current policy:_________________________________

Source: WIOA/WIA-2014-01
	Policy Requirement
	Yes
	No

	Did the Region update the policy and send the update to the Regional Liaison no later than September 10, 2014 as required by the new PGL?
	
	

	Local policy must determine the circumstances in which an OJT participant may be employed less than full time.
	
	

	Does the policy:

	Allow for a sliding scale for reimbursements based on employer size,
	
	

	define the criteria used to determine when an employed worker is eligible for an OJT,
	
	

	require a contract that meets the minimum requirements in the PGL
	
	

	Define the processes to determine what constitutes an employer pattern of failure, corrective actions to be used, and how a contract might be terminated,
	
	

	Identify process and procedures for pre-award review,
	
	

	Establish local monitoring policies
	
	

	Identify required documentation surrounding employer selection and participant case files?
	
	


Explain questions that were checked no in the text box below.

	


H. WIA Internal and Subcontractor Monitoring/Effective date of current policy:​​​​___________________
Source: ADM-2001-01
	Policy Requirement
	Yes
	No

	The Common Rule for Uniform Administrative Requirements for grant and Cooperative Agreements to State and Local Governments, Subpart C., Section 97.40(a) requires Grantee monitoring must cover each program, function or activity. 

Does the policy: 

	Specify that a sub-recipient of any WIOA program must conduct annual program and fiscal monitoring?
	
	

	Define monitoring procedures for your oversight responsibility of any subcontractors contracted to operate WIOA and/or WP programs?
	
	

	Outline how frequently monitoring will be conducted, and by whom?
	
	

	Ensure that your internal monitoring process will demonstrate compliance with WIOA Federal and State requirements, both program and fiscal?
	
	


Explain questions that were checked no in the text box below.

	


I. WIA Complaint Procedure/Effective date of current policy:

Source: ADM-2015-01
	Policy Requirement
	Yes
	No

	Does the policy provide for informing participants about grievance and complaint procedures?
	
	

	Does the policy clearly outline the process, from initiation through appeal? 
	
	

	Is there an informal resolutions and heading process within 60 days of complaint?
	
	

	Is there a provision for binding arbitration where there is a collective bargaining agreement between the parties involved?
	
	

	Is there a clear process for appeal to the State?
	
	

	Is the following included in specifications about the complaint:

	Who are staff responsible for receiving the complaint (e.g. where to file a complaint)

Contact information for complainant and parties subject to the complaint
	
	

	Statement of the facts
	
	

	Date of the complaint
	
	

	Remedy sought
	
	

	Does the policy require reasonable efforts be made to ensure the policy is understood by affected participants, including youth and limited-English speaking individuals?
	
	


Explain questions that were checked no in the text box below.

	


J. Priority of Service for Veterans and Eligible Spouses/Effective date of currently policy:__________________
Source: Vet-2014-02
	Policy Requirement
	Yes
	No

	Does the policy:

	Identify veterans and eligible spouses at point of entry (physical locations, web sites, and other virtual service delivery resources) 
	
	

	Advise veterans and eligible spouse of their entitlement to priority of
	
	

	Makes veterans and eligible spouses aware of the full array of employment, training and placement services available 
	
	

	Identify applicable eligibility requirements for programs and Services
	
	

	Local policies and procedures should address and explain how priority of service is implemented in the following areas:

	Recruitment
a. Inclusion of information on priority of service in presentations and printed materials targeted to customers and employers;

b. Inclusion of priority of service information on local websites; and

c. Proactive recruitment of veterans by targeted contact strategies or other strategies, particularly when the local area is not in compliance with priority of service performance measures.
	
	

	Awareness
In addition to making veterans and eligible spouses aware of priority of service at the point of entry, local workforce areas should formally notify veterans through the following means, at a minimum:

a. A priority of service rights statement in the complaint procedures provided to a veteran customer, and/or 

b. A priority of service rights statement in the signature portion of the WIA (or other covered program) application.
	
	

	Intake/Enrollment 

a. Address how the local workforce area will establish applicant status for those individuals who have applied for a program, but are not yet enrolled; 

b. Address at what stage of the intake/assessment process will an individual be placed in applicant status, and at what point will the individual be enrolled in a program; and 

c. Determine what additional assessment factors will be used to make a decision to enroll an individual, once eligibility has been determined.
	
	

	File Searches and Job Referrals 

a. All job orders that are entered into Connecting Colorado by staff, employers, or other sources must be file searched for qualified veterans, and local workforce areas are required to contact qualified veterans to inform them about job openings before non-veterans. 

b. State policy requires that workforce centers keep all job orders on hold for a minimum of 4 hours after identifying and contacting qualified veterans by one or more of (but not limited to) the following methods: i. Phone, ii. E-mail, or iii. Postcard (see Attachment 1 for sample) 

c. An Auto File Search (AFS) should be run in Connecting Colorado and local workforce areas are required to review the contact list. 

d. If the number of veterans contacted is unusually low, local staff should complete a manual Applicant Search to increase the veteran contact pool. 

e. The Veterans’ file search is to be documented in Connecting Colorado in the “First AFS” field on the Job Display page, including the date of file search, type of search, and the results. 

f. Regional Veteran’s Employment Representatives (RVERs) and state monitors will ensure that priority of service is being applied in all programs, to include file searches and job orders.
	
	

	Contractors 

Local workforce areas must provide assurances that any contract executed with a subrecipient will contain the priority of service requirements.
	
	

	Performance and Reporting 

Local workforce areas’ success in achieving priority of service for veterans within each affected program is measured by a formula comparing the percentage of veterans who applied to the program and were accepted versus the non-vets who applied to the same program and were accepted. Local policy should include: 

a. Use of the formula to track success, or the inclusion of a proposal to use a specific alternative to the formula; 

b. A clear indication of how the local area will track the results, including use of the Connecting Colorado client characteristics report; 

c. Inclusion of tracking priority of service in the local area’s internal monitoring processes; and 

d. Preparation of a quarterly report, which is submitted to the State Regional Director and the appropriate Regional Liaison.
	
	

	Statewide Activities and Demonstration Grants 

a. A process to insure priority of service must be described in each client-centered discretionary grant proposal; and 

b. Projects involving incumbent workers must include a description of how the employers will be notified or advised of priority of service requirements.
	
	

	Relationship to Adult Priority of Service Policies 

Priority of service for veterans always applies, regardless of program. WIOA adult priority of service only applies to that specific program. Local policies should address how the veterans’ priority of service and the adult priority of service policies impact each other.
	
	


Explain questions that were checked no in the text box below.

	


K. Language Assistance Services/Effective date of currently policy:__________________

Source: ADM-2010-01
	Policy Requirement
	Yes
	No

	Does the policy:

	Identify how the region will assess their area population to identify the languages of potential customers who are English Language Learners (ELL), on an annual basis?
	
	

	Require your region to provide an assessment report covering: 

a. The number of clients who speak a specific language, 

b. The statistics of known populations speaking languages other than English in the workforce region, 

c. A determination of which populations in the workforce region meet the minimum numbers that would require translation and outreach services.
	
	

	Specify what procedures and resources are in place to provide language assistance services?
	
	

	Specify that training will be provided to workforce center staff to enhance their ability to serve ELL customers, including the use of the on-line language assistance resource guide?
	
	

	Identify how outreach to potential ELL customers will be performed, such as providing notice of available translation services?
	
	

	Identify how you will monitor your Language Assistance Plan?
	
	

	Require that your region is represented at the Colorado Workforce Speaks task force?
	
	


Explain questions that were checked no in the text box below.

	


L. Degree/Certificate Requirements for Youth Common Measures/Effective date of currently policy:__________________

Source: WIOA/WIA-2008-01
	Policy Requirement
	Yes
	No

	Does the policy address the following issues:

	Identify the Degree/Certificate process, including services covered under the policy what "constitutes" a program, and expectations for training completion to be stated in the youth' Individual Service Strategy (ISS)?
	
	

	Clearly define allowable data sources, the types of degree and certificates that are recognized credentials?
	
	

	Require reporting in Connecting Colorado?
	
	

	Identifies applicable eligibility requirements for programs and Services?
	
	


Explain questions that were checked no in the text box below.

	


M. Needs Related Payments for Adult and Dislocated Worker under WIA/Effective date of currently policy:__________________

Source: WIOA/WIA-2002-01
	Policy Requirement
	Yes
	No

	Does the policy address the following issues:

	Determination of level of NRPs (Payment Amount)
	
	

	Can and/or will payments be made to participants on sick, vacation, or holiday leave?
	
	

	What attendance and academic standards will be required for payments to continue and how will this be verified?
	
	

	How many hours/credits must a participant be registered for in order to remain eligible for NRP's?
	
	

	How will Extended UI Benefits affect receiving NRP's?
	
	

	Will NPRs be suspended during periods of earned income (how will income be calculated?) and will participants have to requalify to start receiving NRPs again once the income ends?
	
	

	Who will have the authority to approve participant requests for NRPs and how will the approval process be handled?
	
	

	Who will respond to questions and complaints?
	
	

	Are document requirements met?
	
	

	If an individual receives NRPs at the same time as supportive services from another program/partner, how will this be coordinated and documented?
	
	

	Does the policy have a thorough and complete description of the payment processing system, including the following:
	
	

	Who will handle NRP form distribution, payment accounting and payment processing?
	
	

	What will payment schedule be for NRP's?
	
	

	How will participants claim payments?
	
	

	What is the maximum limit for NRPs per individual
	
	

	How will overpayments (or the potential for overpayments) be monitored and recovered?
	
	

	Does the policy state that in the event of the discovery of fraudulent activity, all payments to the fraudulent party will cease and all funds paid will be recovered?
	
	

	Does the policy specify how they will document the requirements for and payments from this program?
	
	


Explain questions that were checked no in the text box below.

	


N. WIA Work Experience Opportunities and Youth Incentives/Effective date of currently policy:__________________

Source: WIOA/WIA-2010-01
	Policy Requirement
	Yes
	No

	Does the policy establish local work experience guidelines and operating procedures encompassing the following topics?

	Identifies the different characteristics of year-round vs. summer employment for youth work experiences, including how academic links are delivered during summer employment programs
	
	

	Addresses the distinctions made for adult/dislocated worker and older youth work experiences as appropriate
	
	

	Consistently applies a methodology on how wages and/or stipends will be determined and when they will be offered in conjunction with work experiences
	
	

	Creates a timesheet format for wages that includes all data elements identified within the attached timecard template
	
	

	Identifies appropriate documentation for stipend payments
	
	

	Addresses appropriate payroll methodology for internal payroll staff or external payroll vendors
	
	

	Identifies the costs associated with processing the work experience payroll as "administrative" costs
	
	

	Assures adherence to current workplace safety guidelines, FLSA and other relevant federal/ state laws
	
	

	Identifies a work experience agreement/contract format between the region, the worksite and the customer
	
	

	Determines the use and duration of work experiences
	
	

	Identifies worksite pre-evaluation factors and a worksite pre-evaluation process
	
	

	Discusses the worksite pre-assessment process and the monitoring of active work experience sites
	
	

	Establishes a monitoring process and steps for addressing patterns of work-site nonperformance, up to and including terminating use of the worksite
	
	

	Does the policy cover stipends and youth incentives, or are those topics covered in a separate policy?
	
	

	Does the stipend policy include information on the acceptable forms of documentation for the completion of an activity that results in a stipend?
	
	

	Does the youth incentive policy: Require that incentive payments result from completion of activities that are tied to goals in the Individual Service Strategy? Set reasonable limits on the amount of an incentive? Avoid the use of the term bonus? Include a process for awarding incentives that insures equitability and avoids arbitrary or discriminatory practices?
	
	


Explain questions that were checked no in the text box below.

	


O. Incumbent Worker Training (IWT)/Effective date of currently policy:__________________

Source: WIOA/WIA-2012-01
	Policy Requirement
	Yes
	No

	Does the policy establish procedures for identifying eligible incumbent workers and for implement incumbent worker training (IWT) initiatives, including:

	Definition of eligible incumbent workers (state definition or more restrictive local definition)
	
	

	Criteria and an assessment tool for determining employers at risk of a layoff event
	
	

	Criteria and an assessment tool for determining employees at risk of layoff
	
	

	IWT award approval criteria (may include an optional local priority of service for certain incumbent worker target groups and/or target industries)
	
	

	Training cost limits - similar to limits on ITAs, Supportive services, etc.
	
	

	Design of IWT training agreements/plans and forms, which identify the responsibilities of the participant, the employer/training provider and the Workforce Center Case Manager.
	
	

	Procedures for eligibility, eligibility documentation, enrollment and case file documentation
	
	

	Does the policy apply to all incumbent worker training initiatives, regardless of the source of funding for the initiative?
	
	


Explain questions that were checked no in the text box below.

	


P. Guidance on Data Integrity and the Customer Participation Cycle for WIA and TAA Programs/Effective date of current policy: 
Source: MIS-2012-01
	Policy Requirement
	Yes
	No

	Does the policy include the following topics:

	Guidance that defines the term Participation Cycle as the period that begins when an Eligible Applicant receives the first Participation Service and ends of the date the Participant receives the last Participation Service, and includes definitions of each of these terms?
	
	

	Guidance that identifies the criteria to distinguish participation services from those that are caseload management/administrative activities? Does it include the procedure for recording the AD caseload management/administrative service code, and the requirement that a case note must be included with each recorded participation service?
	
	

	Procedures for providing follow-up services to, and contacts with, Program exiters that include definitions of these terms and specifies the timing and frequency of follow-up?
	
	

	Guidance that incorporates the changes and updates to the Connecting Colorado system and resulting procedural changes that are covered in this PGL?
	
	

	Policy and guidance that establishes, as the minimum, the standard for timely data entry as set for in this PGL (14 days)?
	
	


Explain questions that were checked no in the text box below.
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