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Executive Summary

This report is an assessment of performance outcomes for workforce investment activities
involving the four core indicators relating to adults, dislocated workers, and youth ages 19-21
(placement, retention, earnings, and skill attainment), and the three core indicators relating to
youth ages 14-18 (basic skills attainment and, as appropriate, occupational skills; high school
diplomas; and placement and retention in postsecondary education, advanced training, or
employment).

Included in the report is a cost per examination of programs offered by the state’s local
workforce investment areas. These programs are designed to increase the employment,
retention, and earnings of participants, and increase occupational skill attainment by
participants, thereby improving the quality of the workforce, lessening welfare dependency, and
enhancing the productivity and competitiveness of the State of Michigan.

Program Descriptions
WIA Adult and Dislocated Worker Programs

The Adult and Dislocated Worker programs, under Title | of the Workforce Investment Act (WIA)
of 1998, are designed to provide quality employment and training services to assist eligible
individuals in finding and qualifying for meaningful employment, and to help employers find the
skilled workers they need to compete and succeed in the global economy.

Goals
The goals of the Adult and Dislocated Worker programs are:

e Toincrease employment, as measured by entry into unsubsidized employment;

e To increase retention in unsubsidized employment six months after entry into
employment;

e Toincrease earnings received in unsubsidized employment for dislocated workers; and

e To enhance customer satisfaction for participants and for employers.

The employment goals are measured using Unemployment Insurance Wage Records and the
customer satisfaction goals are measured by sampling.

Services

Program services are provided through the state’s One-Stop Career Centers. There are three
levels of service available under WIA for adults and dislocated workers:

e Core services - includes outreach, job search and placement assistance, and labor
market information available to all job seekers;

e Intensive services - Includes more comprehensive assessments, development of
individual employment plans, and counseling and career planning; and

e Training services - Customers are linked to job opportunities in their communities,
requiring both occupational training and training in basic skills. Participants use an
"individual training account" to select an appropriate training program from a qualified
training provider.
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Target Populations

Adult
All adults, 18 years of age and older, are eligible for core services. Further:

e Priority for intensive and training services must be given to recipients of public
assistance and other low-income individuals where funds are limited.

« In addition to unemployed adults, employed adults can also receive services to obtain or
retain employment that allows for self-sufficiency. States and local areas are
responsible for establishing procedures for applying the priority and self-sufficiency
requirements.

Dislocated Workers

A dislocated worker is an individual who:

Has been terminated or laid off, or has received a notice of termination or layoff from
employment;
o Is eligible for or has exhausted unemployment insurance; or
o Has demonstrated an appropriate attachment to the workforce, but is not eligible
for unemployment insurance; and
o Is unlikely to return to a previous industry or occupation;

e Has been terminated or laid off, or has received notification of termination or layoff, from
employment as a result of any permanent closure of, or any substantial layoff at a plant,
facility, or enterprise; or

o |Is employed at a facility where the employer has made a general announcement
that the facility will close within 180 days;

e Was self-employed (including employment as a farmer, a rancher, or a fisherman) but is
unemployed as a result of general economic conditions in the community or because of
a natural disaster;

o Is adisplaced homemaker who is no longer supported by another family member.

WIA Youth Program

Under Title | of the WIA, funds are provided to states and local workforce investment areas to
deliver a comprehensive array of youth workforce investment services, including: tutoring;
alternative secondary school offerings; summer employment opportunities directly linked to
academic and occupational learning; paid and unpaid work experiences, including internships
and job shadowing; occupational skills training; leadership development; supportive services;
adult mentoring; counseling; and follow-up services.

Eligible youth must be low-income, in or out-of-school, aged 14-21, and have one or more of the
following barriers to employment:

Deficient in basic literacy skills;

A school dropout;

Homeless, a runaway, or in foster care;
Pregnant, or parenting;

An offender; or

e o o o o
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¢ An individual, including a youth with a disability, who requires additional assistance to
complete an educational program or to secure and hold employment.

Youth are eligible to receive services to prepare them for post-secondary educational and
employment opportunities, attain educational and/or skills training credentials, and to secure
employment.

Methods of Analysis

Methods of analysis include trend, horizontal and vertical analyses, as well as ratios, such as
cost per, as it relates to expenditures for participants, the four core indicators, and activity.
Other calculations include rates of return on investment and ratios on cost per dollar spent.
Findings

All calculations can be found in the section entitled Program Year 2015 Cost Effectiveness
Analysis. Results of data analyzed show that all ratios and trends are positive and demonstrate
cost effectiveness of the programs mentioned. In particular, comparative performance meets or
exceeds the state negotiated level in the areas of entered employment, retained employment,
earnings, and credential/education.

Conclusions

Study of the performance outcomes finds that the overall success and performance outcomes of
the Workforce Investment Act programs greatly contributed to the current economic standing in
Michigan, which is positive and continues to surpass post-recession figures.

Program Outcomes Summary

Michigan met or exceeded all

17 negotiated performance
measures for Program Year
(PY) 2015. The following
charts show Michigan’s
Workforce Investment Act
Title | actual performance
results for PY 2015.

Customer Satisfaction

WIA Title I-B participants who
exit services are eligible to be
chosen for inclusion in the
random sample. WIA Title I-B
participants include individuals
who are either adults,
dislocated workers, older
youth (ages 19-21), or
younger youth (ages 14-18).
All individuals from all WIA formula funding streams in an exit cohort are eligible to be chosen.
All employers who have received a substantial service involving personal contact with WIA staff
are eligible to be chosen for inclusion in the random sample. Examples of substantial services
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include staff facilitated job orders, customized job training, customized labor market information
requests, and on-the-job training activities.

Entered Employment Rate
This is determined by dividing
the number of participants
who obtained and retained
employment one quarter after
their initial placement or when
they “exited” the program by
the total number of
participants who have exited
the program. In order to
determine the entered
employment rate, the program
must track the employment
status of their enrollees after
they leave the program by re-
contacting them in some way.

Retention Rate

This is determined by dividing
the number of participants
who entered employment (or
those exiters who earned
wages in the quarter after their
placement) by those exiters
who also earned wages in all
three quarters after their
placement. Grantees will not
have a reported retention rate
in the first, second, or third

quarters because it requires
three quarters after placement
to determine employment
retention.

Average Earnings Rate

This measure calculates the
total earnings in the second
quarter plus total earnings in
the third quarter after exit
divided by the number of
participants who are employed
in the first, second, and third
quarters after exit. The Youth
measure compares this same
wage to earnings in second
and third quarter prior to
enroliment.
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Employment and Credential
Rate

The number of participants who
receive training services, who are
employed in the first quarter after
exit, and receive a
credential/certificate by the end
of the third quarter after exit
divided by the number of
adults/dislocated workers who
exit during the quarter. The
youth measure allows
educational services as an
option.

Younger Youth Goal/Skill
Attainment Rate

Total number of basic skills goals
attained plus total number of
work readiness skills goals
attained plus total number of
occupational skills goals attained
divided by total number of basic
skills goals plus total number of
work readiness skills goals plus
total number of occupational
skills goals set. As the chart to
the right shows, Michigan
exceeded its negotiated
performance level for this
measure.

Younger Youth Diploma Rate
Youth without a diploma at
participation who attain a diploma
by the end of first quarter after
exit. As the chart to the right
shows, Michigan exceeded its
negotiated performance level for
this measure.

Younger Youth Retention Rate

Youth must attain one or more qualifying outcomes in the third quarter after exit, i.e. postsecondary
education; advanced training; military service; qualified apprenticeship; or unsubsidized employment.

No.206

As the chart above shows, Michigan exceeded its negotiated performance level for this measure.
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Consolidated Program Performance Dashboard

Michigan has developed a performance metrix that provides a monthly dashboard view of the
progress of workforce programs in meeting certain annual targets set by the state. The chart below
describes the programs included and is followed by a definition index.
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Dashboard Definitions
¢ Jobs Filled with Michigan Works Assistance

Number of all jobs filled via any assistance from the Michigan Works! Agency (MWA).

Note: Intended to include all job postings and jobs filled, not just those specific to WIA, TANF,
or program-specific clients; includes hiring of people even if they only received core services.
View this from the employer side: Any job opening serviced by the MWA that is then filled.
Reported by each MWA monthly, and is cumulative for the year to date.

e Visitors to Service Centers

Total Visits

The number of unique individuals who use the one-stop centers, plus the total number of visits
made by those individuals (i.e. traffic count). Access Points are included in the count.
Reported by each MWA monthly, cumulative for the year to date.

Employers Served (Unduplicated)

The number of unique employers served over the course of the year. When defining an
employer, the following services are considered: a job order, emails, phone calls, text
messages, applications delivered, job fairs, etc. Services are viewed as hard or soft services,
both requiring a financial commitment from the system. Reported by each MWA monthly,
cumulative for the year to date.

e Workforce Investment Act

Federal Performance Measures

Indicates whether the state met or exceeded its 17 federal performance standards for WIA.
Shown as a percentage of the 17 total measures, not a weighted average. For example, 16 of
the 17 met would equal 94 percent.

Customer Satisfaction
Satisfaction rates for job seekers and employers are based on a state-delivered survey.

o Percentage of Placements Prepared for Demand Jobs

The percentage of all placements for which the employee was trained by the MWA for an
occupation in-demand, including OJT, CRT, IWT, etc. Represents the number of WIA and
TAA exiters who received training and were employed at exit.

e TANF - Federal Work Participation Rate
The percentage of cases needed to meet work participation requirements. This consists of a
number of participants in a given month who are fully engaged in work or work-related
activities (i.e. successfully meeting the required participation hours in approved activities).
Reported by WDA monthly for each MWA, cumulative for the year to date.

e Unemployment Rate
Data published by the Michigan Department of Technology, Management & Budget (DTMB).
Reported by WDA monthly for each MWA.
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Program Year 2015 Cost Effectiveness Analysis

Cost effectiveness analysis, in the simplest terms, calculates the ratio of the amount of “effect” a
program achieves for a given amount of cost incurred, or conversely, the amount of cost required to
achieve a given impact. For program evaluation, this means measuring the impact of a program in
achieving a given outcome (i.e. in order to achieve the desired employment rate or level of earnings)
against the cost of the program. This ratio, when calculated for a range of alternative programs
addressing the same outcome, conveys the relative impacts and costs of these programs in an easy
and intuitive way.

The value of cost effectiveness analysis is twofold: first, its ability to summarize a program in terms of
an illustrative ratio of effects to costs, and second, the ability to use this common measure to compare
multiple programs evaluated in different contexts and in different years. The first requires technical
correctness with respect to the program’s actual costs and impacts as they were evaluated, while the
second requires adherence to a common methodology for estimating costs and effects across various
elements. Cost effectiveness analysis is useful and informative as it maximizes the comparability of
elements within different programs without straying from a correct and complete representation of the
costs and effects of each program as it was actually evaluated.

Michigan’s Adult program served 22,254 participants beyond self-service with expenditures totaling
$25.8 million for an average cost per participant of $1,159. Total adult exits beyond self-service were
3,755 with 3,609 employed at the time of exit for an average cost per employment of $10,122. Adult
participants’ employment rate was 87.4%, and their average earnings were $17,257 in six months.

The Dislocated Worker program served 4,748 participants with expenditures totaling $25.9 million for
an average cost per participant of $5,461. Total dislocated worker exits were 2,035 with 2,172
employed at the time of exit for an average cost per employment of $11,939. Dislocated Worker
participants’ employment rate was 94.6 %, and their average earnings were $17,451 in six month.

The Youth program served 7,735 participants with expenditures totaling $24.9 million for an average
cost per participant of $3,219. Total youth exits were 2,888 with younger youth (aged 14 to 18)
representing a majority of the exits (2,450). Older youth exits totaled 438 with 376 employed at the
time of exit. Older Youth participants’ employment rate was 87.9%, and their average earnings gain
was $5,736 in six months. Youth placed in employment or education was 70.7%.

The charts on the following page show the Return on Investment (ROI) and the Cost per Dollar
Earned (CPDE) for Michigan’s WIA programs for PY 2015. ROI ranged from a high of $5.45 earned
for every dollar spent for the Youth program to $2.11 earned for every dollar spent for the Dislocated
Worker program. CPDE ranged from a high of 32 cents spent for each dollar earned for the
Dislocated Worker program to 15 cents spent for every dollar earned for the Youth program.
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Return on Investment

The return on investment is
calculated by subtracting the
expense from the revenue
(total wages earned) resulting
in the gain, then by dividing the
gain into the expense, resulting
in the return on investment.
This ratio will tell the amount
gained per dollar invested,
thus revealing the efficiency of
the investment. This ratio is
most useful when comparing
past performance to determine
trends of increasing or
decreasing efficiency.

Cost per Dollar Earned

The cost per dollar earned is
calculated by the expenses
divided by revenue (the
inverse of ROI.). The amount
earned may be greater at the
beginning of a program since
the earnings are accumulative.
Benchmarking between
programs is not standard so
costs per dollar raised can vary
widely depending on
interpretation and
exclusion/inclusion of such
things as training or
educational costs.

No.206
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Tables 1 = 3 on the following pages provide a more comprehensive analysis of each performance
measure within the Adult, Dislocated Worker, and Youth programs. Please note that certain
outcomes among the Younger Youth measure were combined due to the complexity of determining

the true effectiveness. When those measures are combined, it presents a more practical analysis on

its overall effect.
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PROGRAM RELATIVE COST EFFECTIVENESS ANALYSIS

Table 1: Adult Program Cost Analysis

Ratio Calculation PY 2015 Result
Cost per Adult Participant Program Expenditures
Served (CP) Participants Served $1.159
by Counselor ’
Cost per Exiter Program Expenditures
(CE) Total Program Exiters $6.866

Cost per Entered Employment Program Expenditures

(CEE) First Quarter Exiters $10,122
Entering Employment

Cost per Retained Program Expenditures

Employment (CRE) Exiters Employed in $5,038
Q2 and Q3 After Exit

Cost per Individual Attaining a Program expenditures

Recognized Degree or Number of Participants Who $9,221
Certificate (CID) Attained Certification
or Degree

Program Expenditures

Cost per $1 in Post-Program Total Exiters Earnings in

Earnings (CPPE) 2nd and 3rd $0.32
Post-Program Quarters

Adult Program Outcome Definitions

“Adults”

1. Entered Employment Rate Those not employed at registration, but employed during the first
quarter after program exit.

2. Employment Retention Rate Employed in the first quarter after program exit and still
employed in the second and third quarter after program exit.

3. Earnings Change Earnings in the first, second, and third quarters after program
exit.

4. Credential Rate Employed during the first quarter after the exit quarter and

received a credential/certificate by the end of the third quarter
after the exit quarter.
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Table 2: Dislocated Worker Program Cost Analysis

Ratio Calculation Y A RIS
Program Expenditures
Cost per Dislocated Worker
Participant Served Participants Served $5,461
(CP) by Counselor
Program Expenditures
Cost per Exiter
(CE) Total Program Exiters $12,742
Program Expenditures
Cost per Entered Employment $11,939
(CEE) First Quarter Exiters :
Entering Employment
Program Expenditures
Cost per Retained
Employment Exiters Employed in $10,274
(CRE) Q2 and Q3 After Exit
Cost per Individual Attaining a Program Expenditures
Recogmze.d. Degree or Number of Participants $22,069
Cer(t;]l‘lgate Who Attained Certification
(CID) or Degree
Program Expenditures
Cost per $1 in Post-Program . . .
Earnings Total Exiters Earnings in $0.64
(CPPE) 2nd and 3rd
Post-Program Quarters

Dislocated Worker Program Outcome Definitions

No.206

“Dislocated Workers”

1. Entered Employment Rate

2. Employment Retention Rate

3. Earnings Change

4. Credential Rate

Those not employed at registration, but employed during the first
quarter after program exit.

Employed in the first quarter after program exit and still
employed in the second and third quarter after program exit.

Earnings in the first, second, and third quarters after program
exit.

Employed during the first quarter after the exit quarter and
received a credential/certificate by the end of the third quarter
after the exit quarter.
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Table 3: Youth Program Cost Analysis

Ratio Calculation PY 2015 Result
(,:C?St per Youth Program Expenditures
Participant Served (CP) $3,227
Participants Served
by Counselor
Cost per Exiter Program Expenditures
(CE) Total Program Exiters $8,642
Cost per Positive Program Expenditures $3,855
Employment
(CPE) OY Employed + YY Skill
Attainment
Program Expenditures
Cost per Retained
Employment Exiters Employed in $3,749
(CRE) OY Retained + YY Attained
Cost per Individual Program Expenditures
Attaining a Rec‘?g_”'zeo' Number of Participants Who $12,669
Degree or Certificate Attained Diploma or
(CID) Equivalent\Certificate or
Degree

Youth Program Outcome Definitions
“Older Youth” — Youth 19-21 at Entry

1. Entered Employment Rate

2. Employment Retention Rate

3. Earnings Change

4. Credential Rate

Those not employed at registration, but employed during the
first quarter after program exit. Not enrolled in post-secondary
education or advanced training in the first quarter after the exit
quarter or are employed in the first quarter after program exit.

Employed in the first quarter after program exit and was still
employed in the second and third quarter after program exit. Not
enrolled in post-secondary education or advanced training in the
third quarter after the exit quarter or are employed in the third
quarter after program exit.

Employed in the first quarter after program exit. Not enrolled in
post-secondary education or advanced training in the third
quarter after the exit quarter or are employed in the third quarter
after program exit. Compares earnings youth had before
services and six months after services.

Employed, or in post-secondary education, or in advanced
training during the 1%t quarter after the exit quarter and received
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a credential/certificate by the end of the 3™ quarter after the exit

quarter.
“Younger Youth” — Youth 14 to 18 (At Entry)
5. Skill Attainment Rate In-school youth or out-of-school youth assessed to be in need of

basic skills, work readiness skills, and/or occupational skills.

6. Diploma/Equivalent Rate Not enrolled in secondary school at exit. Attain a secondary
school diploma or equivalent by the end of the first quarter after
program exit.

7. Retention Rate Not enrolled in secondary school at exit. Employed, or in post-
secondary education, advanced training, military service, or a
qualified apprenticeship, during the third quarter after the exit
quarter.

Cost of Workforce Investment Activities

The activities referenced in this analysis are core, intensive, and training services. For youth, the cost
of youth services with an emphasis on direct service cost for summer youth employment opportunities.
This analysis will show how the mix of services for adults, dislocated workers, and youth compare
and/or affected the WIA performance outcome. Youth performance data is collected in a wide variety
of formats that does not allow for easy comparison or analysis.

Mix of Services Definition

The Adult and Dislocated Worker programs, under Title | of the WIA, are designed to provide quality
employment and training services to assist eligible individuals in finding and qualifying for meaningful
employment, and to help employers find the skilled workers they need to compete and succeed in the
global economy.

The Youth program, under Title | of the WIA, is designed to deliver a comprehensive array of
workforce investment services, including: tutoring; alternative secondary school offerings; summer
employment opportunities directly linked to academic and occupational learning; paid and unpaid
work experiences, including internships and job shadowing; occupational skills training; leadership
development; supportive services; adult mentoring; counseling; and follow-up services.

Goals

¢ Toincrease employment, as measured by entry into unsubsidized employment;

e Toincrease retention in unsubsidized employment six months after entry into employment;

¢ Toincrease earnings received in unsubsidized employment for dislocated workers;

e Toincrease the educational attainment of youth; and

¢ To enhance customer satisfaction for participants and for employers.

Services

Services are provided through one-stop service centers. There are three levels of service:

e Core, Intensive, and Training
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The following charts provide cost per information for adult and dislocated worker participants and
exiters.

Core services include job search and placement assistance (including career counseling); labor
market information (which identifies job vacancies, skills needed for in-demand jobs, and local,
regional and national employment trends); initial skill assessment; information about available
services; and some follow-up services to help customers keep their jobs once they are placed.

PY 2015 Adult Core Service Expenditures $1,687,550.
PY 2015 Dislocated Worker Core Service Expenditures $975,120.
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Intensive services include more comprehensive assessments, development of individual
employment plans, group and individual counseling, case management, and short-term pre-vocational
services.

PY 2015 Adult Intensive Services Expenditures $16,537,160.

PY 2015 Dislocated Worker Intensive Services Expenditures $12,365,925.

Cost Per DW Intensive Services
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Training is available for those who meet intensive services eligibility but were unable to find
employment through those services.

PY 2015 Adult Training Service Expenditures $10,336,021.

PY 2015 DW Training Service Expenditures $5,488,570.
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How Mix of Service Affected the Actual Outcome

Adults

There are three levels
of service:

Core Services -
includes outreach, job
search and placement
assistance, and labor
market information
available to all job
seekers.

Intensive Services -
includes more
comprehensive
assessments,
development of
individual employment
plans, and counseling
and career planning.

Training Services -
Customers are linked to

job opportunities in their
communities, requiring
both occupational
training and training in
basic skills.
Participants use an
"individual training
account" to select an
appropriate training
program from a
qualified training
provider.

The charts show how
each service affected
the performance
outcome for Adults,
which is:

To increase
employment;

To increase job
retention in six months;

To increase earnings
received in
unsubsidized
employment.
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How Mix of Service Affected the Actual Outcome

Dislocated Workers

There are three levels
of service:

Core Services -
includes outreach, job
search and placement
assistance, and labor
market information
available to all job
seekers.

Intensive Services -
includes more
comprehensive
assessments,
development of
individual employment
plans, and counseling
and career planning.

Training services -
Customers are linked to

job opportunities in their
communities, requiring
both occupational
training and training in
basic skills.
Participants use an
"individual training
account" to select an
appropriate training
program from a
qualified training
provider.

The charts show how
each service affected
the Dislocated Worker
performance outcome,
which is:

To increase
employment;

To increase job
retention in six months;

To increase earnings
received in
unsubsidized
employment.

No.206

Entered Employment Rate

Dislocated Worker

Dislocated Worker
Average Earnings
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Youth Service Activities and Expenditures

The ten program elements
required under WIA Section
129(c)(2) and 20 CFR
664.410 are:

1. Tutoring, study skills
training, and instruction
leading to secondary school
completion, including dropout
prevention strategies;

2. Alternative secondary-
school offerings;

3. Summer employment
opportunities linked to
academic and occupational
learning;

4. Paid and unpaid work
experiences;

5. Occupational skills training;
6. Leadership development
opportunities;

7. Supportive services;

8. Mentoring;

9. Follow-up services; and
10. Comprehensive guidance
and counseling.

Michigan Youth program
expenditures for PY 2015
totaled $2,248,892, 71.6% of
which funded out-of-school
youth. The expenditure and
activities charts provide a
detailed mix of service and
activity breakdown, as well as
the number of activities youth
were enrolled in.

Goals made up 34% of all
activities. These activities
totaled 7,718.

Youth Activities Expenditure Distribution

$20,000,000 $15,695,860

$15,000,000

$10,000,000 $6,226,380

$5,000,000 $550,862 $12,437 $5,817

-
Total Youth  Total Youth Total Out of Total WIOA Total In-
In School Out of School Youth  Transition  School Youth
School ITA Costs ITA

Total Summer Youth Employment, $775,791
Total Out of School
Youth ITA, $550,862

Total Youth In
School,
$6,226,380

M Total Youth In School
M Total Youth Out of School

Total Youth—/
Out of School,
$15,695,860

Total Out of School Youth ITA

0,
3,902,17% 5 029
3,314, 15% 7,718, 34%
3,426, 15%
2,508, 11%
1,859, 8%
= Goals = Education Services

Employment Services = Summer Youth Employment Opportunities

Additional Support Citizenship & Leadership Services

= Summer Youth Work Experience
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Michigan’s PY 2015 Out-of-School Youth Performance

An eligible youth who is a school drop-out or a youth who has received a secondary school diploma or
its equivalent but is basic skills deficient may be considered an Out-of-School Youth.

Out-of School Older Youth Performance (19-21)

89.3% 92.5% $5,588 71.9%

The experiences of young
people that drop out of school
or soon after they leave school
often play a critical part in their
long-term future. It is a time
when they develop
occupational competence,
learn to apply their academic
capabilities, and gain the
generic workplace skills
required in most jobs. It is often
a time of testing careers and of

completing formal education. )
Starting out on the right foot Entered Employment Six Months Employment and

also allows youth to Employment Rate Retention Rate Average Earnings Credential Rate

demonstrate a track record
necessary for a productive
career. Out-of School Younger Youth Performance (14-18)

WIA Youth programs are 98.0%

operated on a year-round basis 96.2%

by local Michigan Works! 96.0%

Agencie; (MWAS). Ayailable 94.0%

services include tutoring, study 91.7%
skills training, alternative 92.0%

secondary school offerings, o
dropout recovery services, paid 90.0% 88.5%
and unpaid work experiences, 88.0%

including summer employment
opportunities, occupational
skills training, education offered 84.0%

concurrently with workforce Skill Attainment Rate  Diploma or Equivalent Retention Rate
preparation, leadership Attainment Rate

development opportunities,

supportive services, adult

mentoring, follow-up services,

comprehensive guidance and

counseling, financial literacy

education, entrepreneurial skills training, provision of labor market and employment information, and activities that
help youth prepare for, and transition to, post-secondary education and training.

86.0%

Michigan’s WIA Out-of- School participating youth met or exceeded six of the seven negotiated plan levels. This is
taking into account that they were basic skills deficient, low income, and possibly an offender, homeless, runaway,
pregnant or parenting, disabled, or a current or prior foster child.
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CUSTOMER SATISFACTION METHODOLOGY AND PROCESS

Customer satisfaction is essential to the continuous improvement of services administered through
the Workforce Investment Act (WIA). We find that the best way to find out whether our customers are
satisfied is to ask them.

Michigan continues to utilize the American Customer Satisfaction Index (ACSI) to meet the customer
satisfaction measurement needs of the WIA. The survey approach utilized allows the state flexibility

and, at the same time, captures common customer satisfaction information for the state’s local areas,
resulting in an aggregate count for the state.

The sampling methodology used to select potential respondents for the surveys ensures the
consistent random selection of a sample of customers eligible for the surveys. Participant samples
are drawn on a monthly basis.

The minimum response rate is 70 percent. The response rate is calculated as the number of
respondents with complete customer satisfaction information divided by the total number in the
sampling. A survey is considered complete where valid answers are provided by respondents for
each of the core questions outlined by the state:

What is your overall satisfaction with the services?
To what extent have the services met your expectations?

How well did the services you received compare with the ideal set of services?

Michigan recorded high levels of satisfaction from participants surveyed. From January 1, 2015 to
December 31, 2015, participants across the state of Michigan reported an average score of 97
percent, exceeding the negotiated plan level of 93 percent. This resulted in 104 percent of the plan
achieved and a response rate of 75.3 percent. Employers working with Michigan’s workforce

programs reported an average score of 86.8 percent, exceeding the negotiated plan level of 86
percent, with 101 percent of the negotiated plan level achieved and a response rate of 82.4 percent.

When to Conduct a Customer Satisfaction Survey?

The best time to conduct a customer satisfaction survey is when the experience is fresh in their
minds. If you wait to conduct a survey, the customer's response may be less accurate.

Who are surveyed?
WIA Title I-B participants with a last expected service date are eligible to be chosen for inclusion in

the random sample. WIA Title I-B participants include individuals who are either adults, dislocated
workers, older youth (ages 19-21), or younger youth (ages 14-18).
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Sample of Interview Questions

Utilizing a scale of 1 to 10 where a 1 means “Very Dissatisfied” and 10 means “Very Satisfied” what is
your overall satisfaction with the services provided?

Considering all of the expectations you may have had about the services, to what extent have the
services met your expectations? A 1 now means “Falls Short of Your Expectations” and 10 means
“Exceeds Your Expectations.”

Now think of the ideal program for people in your circumstances. How well do you think the services
you received compare with the ideal set of services? A 1 now means “Not Very Close to the Ideal”
and 10 means “Very Close to the Ideal.”

WIA Participant Customer Satisfaction

The weighted average of participant ratings on each of the three questions regarding overall
satisfaction is reported on a 0-100 point scale. The score is a weighted average, not a percentage.

Participant customer satisfaction responses are collected by way of telephone interviews.

A survey is considered complete where valid answers are provided by respondents for each of
the core questions:

What is your overall satisfaction with the services?

To what extent have the services met your expectations?
How well did the services you received compare with the ideal set of services?
The average score is of the three survey questions completed by the respondent.

Response Rate - The percentage of people in the sample who are contacted and responded to all
three core questions on the survey.

Measuring Employer Customer Satisfaction

The weighted average of employer ratings on each of the three questions regarding overall
satisfaction is reported on a 0 - 100 point scale. The score is a weighted average, not a percentage.

Employer customer satisfaction responses are collected by way of telephone interviews.

A survey is considered complete where valid answers are provided by respondents for each of
the core questions:

What is your overall satisfaction with the services?
To what extent have the services met your expectations?

How well did the services you received compare with the ideal set of services?

The average weighted score of each of the survey questions completed by the respondent.
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PY 2015 Customer Satisfaction Detailed Report

sg.0000 971000 96.5667
96.0000
94.0000
92.0000
90.0000
88.0000
86.0000
84.0000
82.0000
80.0000
78.0000

96.5667

97
86.8
85.5778 85.91111

88.5556

Question - 1 Question - 2 Question - 3 Total Score

M Participant ® Employer

Customer Service Feedback

Michigan’s customer satisfaction survey format gives the service providers an understanding of
customers’ expectations and satisfaction levels. The customer satisfaction survey represents multiple
questions that address different dimensions of the satisfaction concept. This comprises a measure of
overall satisfaction and satisfaction with individual service and service attributes.

In order to capture the state of mind customers have about a service when their expectations have not
been met or exceeded, Michigan collects transcripts on each survey taken. Those transcripts are
available and utilized to frame a training outline that focuses on an improvement in service delivery.
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WIA ADULT, DISLOCATED WORKER, YOUTH PROGRAM AND EMPLOYER SUCCESS STORIES

Name: Kimberly Sapp
Employer: St. Mary’s
Program: Adult

Kimberly Sapp was attending Ferris State University to receive her AAS in Respiratory Care. During
her last year of school, Kimberly came to Michigan Works! seeking tuition assistance. While she did
have a full-time bartending job, the costs of tuition, fees, transportation, and lodging during clinicals
was more than Kimberly could afford. She was worried she would have to drop out of school.

Since Kimberly was working towards a degree in an in-demand occupation, Michigan Works! was able
to help her pay for her tuition, books, and fees needed to obtain her degree, as well as help pay for
mileage, uniforms, hotel stays while at clinicals, and her Certified Respiratory Therapist exam fee.

With the financial aid Michigan Works! was able to provide, Kimberly was able to finish her degree.
She passed her exams and gained employment at St. Mary’s making $17.10 per hour as a
Respiratory Therapist.

“I was going to have to drop out of school because my clinical schedule was very demanding. |
couldn't juggle work and school. Michigan Works! made it possible to manage both. With the
financial support they provided me, | was able to work, do my clinical rotation and finally graduate.
They have gone above and beyond to help me achieve my goal and now | am employed in my field of
study. | am very grateful and | couldn't have done it without them,” says Kimberly.

Name: Katherine Williams-Campbell
Employer: Alliance Health
Program: Dislocated Worker

Katherine had been in the banking business nearly all of her adult working life. When the industry
started to decline, she found that her life in the financial industry came to a halt. She decided to
change her career entirely.

As a single parent collecting unemployment insurance benefits, Katherine decided to visit Michigan
Works! to research the possibilities. In the beginning, she considered training as a Radiological
Technician. After completing the O*NET Career Interest Survey, a self-directed career exploration/
assessment tool that helps individuals discover and plan their career options, Katherine decided to
train as a Medical Assistant.

Katherine enrolled in the Associate degree program at Macomb Community College in August 2013.
A Pell Grant and WIA Dislocated Worker training funds were used to meet the costs of tuition, books,
and supplies. She was on the Dean’s list and excelled each and every semester. Less than two and
a half years later, Katherine graduated from Macomb Community College and was hired by Alliance
Health as a Medical Assistant.
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Name: Aaron Ward
Employer: Working Part-Time While Attending School
Program: Youth

Aaron Ward struggled in math and didn’t know what he wanted to do with his life. He lacked
organizational skills and didn’t have any work experience. Aaron began working with the Jobs for
Michigan’s Graduates Specialist to overcome these challenges. In addition to working through the
Jobs for Michigan’s Graduates curriculum, he began to meet weekly with the Jobs for Michigan’s
Graduates Specialist at Orchard View High School to monitor his academic progress and receive
tutoring.

During Aaron’s first year participating in a summer work experience, his employer decided to continue
his employment after his subsidized work experience ended. With the help of his Jobs for Michigan’s
Graduates Specialist, Aaron participated in the Early College program with Orchard View High School
and Muskegon Community College. He earned over 30 college credits as a high school student and
graduated second in his class.

Aaron is currently participating in the Jobs for Michigan’s Graduates summer work experience,
working with Muskegon Charter Township’s Department of Public Works in the morning, part-time at
the Pita Place in the evening, and taking a summer class at Muskegon Community College. In the
fall, Aaron will be a full-time student at Muskegon Community College. After earning his Associate’s
degree, Aaron will transfer to a four-year university where he will major in Environmental Science.

Employer: Harbor Freight Tools
Program: Business Services

The corporate offices of Harbor Freight Tools in California contacted Michigan Works! and informed
the staff that Harbor Freight Tools was opening a new store in Howell. The Grand Opening was

scheduled for mid-October and the company would need assistance with staffing the location. The
manager of the new store, Tracey Weber, would need to recruit for 45 positions that were available.

Beginning as early as July, staff assisted with recruiting. Tracey spent countless hours at the service
center until all of the hiring needs were met in September. Orientation was scheduled to be held at
the service center on September 10, 2015, with the goal to have the store staffed and running
smoothly leading up to the Grand Opening.

The Grand Opening was a huge success and better than expected. “Merchandise was flying off the
shelves,” stated Tracey the Store Manager. According to Tracey, trucks continued to arrive with
merchandise to restock the store in hopes of keeping up with the sales. Mark Callaghan, one of the
first store customers, stated he had to return four times that day purchasing more items.

Due to the successful partnership with Harbor Freight Tools and the professional yet passionate way
in which Tracey conducted business and recruitment for the store, both were nominated and selected

to receive an “Outstanding Service Award” at the 2015 Livingston County Workforce Development
Council’'s Annual Awards Ceremony in October 2015.
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WIA WAIVERS

The following waivers, as approved by the United States Department of Labor (USDOL), were in place
during PY 2015 in alignment with USDOL Training and Employment Guidance Letter (TEGL) 1-15, issued
July 1, 2015.

e Waiver allowing local Workforce Development Boards (WDBs) to use up to twenty percent of their WIA
Dislocated Worker formula funds to support local Incumbent Worker Training (IWT) programs as part of
a layoff aversion strategy under the WIA Section 134(a). All training under this waiver is restricted to
skill attainment activities.

¢ Waiver allowing the transfer of up to fifty percent of local formula funds between the WIA Adult and
Dislocated Worker programs under WIA Section 133(b)(4).

o Waiver allowing the use of a sliding scale based on employer size or length of unemployment for On-
the-Job Training (OJT) employer reimbursement under the WIA Section 101(31)(B).

¢ Waiver allowing a sliding scale based on employer size for the Customized Training employer
contribution requirement under WIA Section 101(8)(C).

o Waiver allowing the use of Individual Training Accounts (ITAs) for all Youth program participants at 20
Code of Federal Regulation (CFR) 664.510.

o Waiver of the WIA Regulations at Section 666.100 to exempt from inclusion in the credential
performance measure calculations credential attainment outcomes for participants enrolled in OJT.

¢ Waiver of the requirement at the WIA Section 134(a)(2)(B)(ii) to conduct evaluations of WIA activities for
adults, dislocated workers, and youth.

Michigan was previously granted a waiver from the requirement to conduct evaluations of workforce
investment activities for adults, dislocated workers, and youth in order to promote, establish, and implement
methods for continuous improvement in the efficiency and effectiveness of the statewide workforce
investment system in improving the employability of jobseekers and the competitiveness of employers. As
such, Michigan has no information to include in this report concerning evaluations that either concluded, or
commenced, during PY 2015 for the WIA.

The above waivers previously assisted the State and local areas in further developing and operating an IWT
program focused on layoff aversion and skill attainment activities, increased local areas’ flexibility to meet
fluctuating demand for services, and increased the capacity of local areas to respond to individual training
needs. The waivers provided local areas with the flexibility necessary to respond efficiently and effectively to
changing local conditions and demands. Use of the waivers during PY 2015 continued in alignment with
USDOL TEGL 1-15 for already obligated funds. However, the Workforce Innovation and Opportunity Act
(WIOA) negated the need to extensively use some of the waivers as the WIOA offers such flexibility, or even
greater flexibility in some cases, without a waiver. As such, the most applicable waivers for PY 2015 were
those that offered a more flexible sliding scale reimbursement than the WIOA and performance flexibility.
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On-the-Job Training (OJT) and Customized Training Waivers

Waivers were previously granted to local areas that allowed sliding scales based on employer size
for Customized Training employer contribution requirements. In addition, waivers were previously
granted to local areas that allowed sliding scales based on employer size and/or length of
unemployment for OJT employer reimbursement.

OJT waivers to increase employer reimbursement for OJT through a sliding scale were based on
the size of the business or the length of an individual’s unemployment. Training delivered under
the waiver allowed local areas to provide additional assistance to employers in creating jobs for
WIA participants. The waivers provide assistance to employers in creating jobs sooner, rather
than later, by reimbursing some of the cost of training new workers.

Waivers of the required employer contribution for Customized Training utilizing a sliding scale were
also based on the size of the employer. Under the waiver, a sliding scale for the employer
matching cost component created an incentive for small and mid-sized employers to participate in
Customized Training, resulting in high-skill, high-demand, and/or high-wage attainment.

Waiver Impact

The waivers previously granted to the State of Michigan provided the State and local areas with
increased flexibility in the administration and operation of its workforce programs. The increased
flexibility enabled local areas to tailor their programs to meet local participant and employer
demands and to ensure specific needs were met.

Key waiver impacts were as follows:

o Local areas had greater control over program design and program management. The
increased local flexibility to respond to ever-changing local and regional economic conditions
provided the ability to more efficiently and effectively respond to changing demands.

o Employers were provided with access to training resources necessary to remain viable and
competitive in today’s global economy. Higher labor force quality is a key competitive factor
affecting an area’s attractiveness for location and growth of business. Higher labor force
quality drives local creation of high-quality jobs, thereby increasing local earnings per capita.

¢ Increased the skills of local and regional workforces by learning new technologies, enabling
Michigan’s workers to be globally competitive and offering workers the chance to advance to
higher paying positions or maintain their current jobs and avoid layoffs.

o Filled employment gaps in high-demand, high-growth occupational fields, such as agriculture,
energy, healthcare, information technology, and manufacturing via in-demand training.

e Built and expanded positive relationships between employers, local areas, service providers,

and community colleges and other training institutions by better aligning capacity with
demand for services.

Challenges

There were no challenges identified with respect to the utilization of the state’s waivers during
Program Year 2015.
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N E
PREFACE

Ensuring compliance and driving performance excellence across the Michigan Works!
system is the primary goal of the Workforce Development Agency’s (WDA’s) Trade
Adjustment Assistance Act, Wagner-Peyser Act, and Workforce Investment Act units. The
strategy to achieve this goal relies upon effective grant monitoring and oversight utilizing a
comprehensive set of monitoring and oversight activities, including on-site monitoring,
quarterly desk reviews, and ongoing technical assistance and training.

The WDA is moving forward in a coordinated effort to improve the quality and consistency
of its monitoring and oversight activities, while relying on and providing opportunities for
WDA Coordinators to bring their professional judgments and experience to the process.
This effort began with the development of tools and training to assist WDA Coordinators
with their monitoring and oversight activities.

One of the tools that has been developed is a set of consistently-designed, comprehensive
monitoring guides to assist WDA Coordinators with completing required monitoring and
oversight activities prior to going on-site, during an on-site monitoring review, post-
review, and on an on-going basis. The WDA Monitoring Guides are based on the premise
that there are essential core programmatic functions that must be in place in order for any
grantee to operate a grant within the boundaries of acceptable practices established
primarily by law, regulation, and/or policy. In addition, the WDA Monitoring Guides are
designed to allow WDA Coordinators to gain a clearer understanding of the strategies and
practices in place locally.

Use of the WDA Monitoring Guides by WDA Coordinators is required, although WDA staff is
encouraged to modify and enhance guides as needed to meet the specific needs of each
review. In addition, WDA Monitoring Guides are living documents that will be updated
regularly to reflect changes in law, regulation, and/or policy, as well as to include any
improvements which will make the guides easier and more effective to use. WDA
Coordinators are encouraged to discuss and provide feedback and suggestions for such
improvements to their unit managers.
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INTRODUCTION:

The primary goal of the Workforce Development Agency’s (WDA'’s) Trade Adjustment Assistance
Act, Wagner-Peyser Act, and Workforce Investment Act units is ensuring compliance and driving
performance excellence across the Michigan Works! system. The strategy for achieving this goal
relies upon effective grant monitoring and oversight utilizing a comprehensive set of monitoring
and oversight activities. These activities may identify the need for corrective action as well as
technical assistance and training. Such activities also provide the opportunity to learn about and
share innovative strategies and practices. This vision aligns (although with fewer steps) with what
the United States Department of Labor/Employment and Training Administration (USDOL/ETA)
has referred to as “the grants management cycle”. Visually, it can be depicted as:

ON-SITE MONITORING:

The purpose of on-site monitoring is to verify and expand upon the knowledge of Michigan Works!
Agency (MWA) governance, operations, and performance that has already been established through
initial, quarterly, and on-demand monitoring and oversight activities. On-site monitoring provides
a window to the structure, staffing, and service design and delivery that results in the numbers and
narrative included in quarterly and annual reports. On-site monitoring is critical to ensuring
compliance with required provisions, determining effectiveness of program implementation, and
capturing innovation that can drive continuous improvement across the system.
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On-site monitoring is also a key opportunity for WDA Coordinators to further strengthen the trust
and respect critical to an effective grantor/sub-grantee relationship. By thoroughly preparing for
and conducting a professional and objective review, WDA Coordinators demonstrate their regard
for the sub-grantee and the monitoring process. While it is important to be as knowledgeable and
prepared as possible for an on-site review, WDA Coordinators should always keep in mind that no
one person has comprehensive knowledge regarding all aspects of a program. It is much better to
admit uncertainty and commit to researching the answer than to state a finding or provide
guidance that may be incorrect.

MONITORING COMPLIANCE & EFFECTIVENESS:

High-quality monitoring goes beyond simply determining whether an MWA complies with policy,
documentation, and service delivery requirements. High-quality monitoring also attempts to
assess the effectiveness of MWA structure and operations, as well as its alignment with the overall
vision for the state workforce system as defined by the Governor’s Talent Investment Board
(GTIB) and the national vision as defined by the USDOL.

This guide was developed to support the reviewer’s assessment of effectiveness through
“Effectiveness Indicators”, which will be discussed further in the section below called “How This
Guide Is Organized”. In addition to using this guide, reviewers should keep the GTIB's vision, as
well as the USDOL’s national goals for the system in mind when evaluating how a sub-grantee
structures its system and designs and delivers services in the local area.

GTIB’s Vision

The GTIB's vision is to promote a flexible, innovative, and effective workforce system within the
State of Michigan, by:

1.) Supporting a demand-driven workforce system.

2.) Assisting the structurally unemployed with financial independence.

3.) Advocating for the integration of workforce development into the K-12 school system.
4.) Supporting the alignment of workforce development with economic development efforts.

USDOL’s National Goals:

1) Realize the benefits of integrated and flexible workforce systems as envisioned under WIA,

2) Promote regional business growth and economic development while recognizing the important
role small businesses play in regional economies,

3) Improve services to target populations, including out-of-school youth and veterans,

4) Increase amounts available for and invested in training programs and opportunities to establish
a workforce development system for an educated workforce,

5) Improve program administration and performance through better workforce information,
common performance measures, simplified administration, and enhanced flexibility provided
through the use of waivers,

6) Expand use of the post-secondary education system while assuring a seamless transfer across
education systems, and

7) Strengthen partnerships with community-based organizations.
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HOW THIS GUIDE IS ORGANIZED:

The structure of this guide follows closely the Core Monitoring Guide developed by the USDOL'’s ETA,
with the exception that the Financial Management portion has been removed. (Note: Fiscal
monitoring will continue to be provided by the WDA’s Office of Audit and Financial Compliance.)
Each of the four remaining core activities are organized around specific requirements or
expectations derived from legislation, regulations, grant provisions, and/or policy that relate to that
core activity. These requirements or expectations are called objectives. Each objective is
accompanied by indicators. The indicators are the criteria that are used to determine whether or
not the objective is being met. Indicators which are derived from a compliance requirement are
labeled (C) which means they must be present. Indicators which relate to effectiveness are labeled
(E). The questions accompanying the indicators are designed to assist the reviewer with making a
determination regarding whether or not the indicator is present. Each of the individual questions or
guidance under a (C) indicator may not tie to a specific regulation, but represents information to
help determine compliance with the indicator.

Portions of this guide can and should be completed prior to the on-site review. See the following
section entitled “Preparing For On-Site Reviews” for further information regarding this process.

PREPARING FOR ON-SITE REVIEWS:

As noted above, portions of this guide can and should be completed prior to the on-site review.
These sections or questions should be completed in accordance with the instructions and
timeframes outlined in Attachment A: Review Planning and Preparation Guide. These sections
involve the review and analysis of data available to WDA Coordinators in advance of the review,
such as performance and expenditure reports, local plans, information from partner programs or
financial monitoring reviews, Local Workforce Investment Board certification materials, etc. Using
this information to complete these sections or questions will provide the reviewer with a baseline
understanding of the local area’s performance, structure, and operations as well as context for the
more in-depth portion of the review to be completed on-site. The completion of pre-review
activities in accordance with the instructions and timeframes outlined in Attachment A is required
for all WDA staff.

USE OF THE GUIDE ON-SITE:

As outlined above, this guide is structured to assess MWA governance, operations, and performance
using indicators for both compliance and effectiveness. Each indicator comes with guidance
regarding sources of information WDA Coordinators may wish to consult. Additionally, there are
questions listed below the guidance that WDA Coordinators may use to begin their assessment of
whether or not the indicator is present. These questions are provided as a means for WDA
Coordinators to begin their research. WDA Coordinators may use these questions, expand upon
them, or employ other means of assessing the presence of a particular indicator.

If a particular indicator is determined to be present, check the box provided in the Summary of
Indicators section to denote that determination. Use the space provided for each separate indicator
to record the information or information source that was used to make the determination. Record
notes and specific findings at the individual indicator level so that if questions arise later a means
for recreating the determination exists.
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Objective Conclusions: Based upon a review of the indicator(s), a determination whether or not
the overall objective has been met will need to be made. If there are multiple indicators for an
objective, the decision as to whether or not the objective has been met will need to be based on the
relative importance of the indicators and if there is a compliance factor involved.

Summary of Findings for Core Activity: On the first page of each section of the guide is space for
summarizing the findings for that core activity. Specifically, the summary is organized around:

= Promising Practices
= Findings or High-Risk Factors
=  QOther Observations

This summary section is designed to assist WDA Coordinators with the development of their
written report. Each section is designed to provide for a short sentence or description of sub-
grantee processes or program design elements that will be addressed in the written report.
Promising Practices are those processes believed to be effective in operation and worth
recommending to another grantee. WDA Coordinators should summarize or list compliance
findings under Findings or High-Risk Factors. The Other Observations section may be used to
document additional information about the sub-grantee organization or operations that will be
included in the written report, including a discussion of effectiveness objectives and/or indicators
that have not been met or are not present. There should be links between this summary and the
notes and conclusions recorded for the objectives and indicators.

For a complete listing of required on-site monitoring activities, please see Attachment B: On-Site
Monitoring Step-by-Step Instructions.

For step-by-step instructions regarding completion of participant file reviews, please see
Attachment D: Participant File Review Guide(s).

USE OF THE GUIDE POST-REVIEW:

At the conclusion of the on-site monitoring visit, the guide should be completed in areas key to the
scope of the review and should be used as the basis for both the Exit Conference and the WDA

Monitoring Report.

For step-by-step instructions for completing post-review activities, WDA Coordinators should refer
to Attachment C: Post-Review Guide. The completion of post-review activities in accordance with
the instructions and timeframes outlined in Attachment C is required for all WDA staff.
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PROGRAMMATIC REVIEW ENTRANCE CONFERENCE

MWA: Date:
Location: Time:
WDA Staff Present:
MWA Staff Present:

WDA Questions/Comments:

MWA Questions/Comments
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STRUCTURE OF THE LOCAL AREA*

MWA:

Counties Covered:

Grant Recipient:
Fiscal Agent:
Administrative Entity:

Service Center Location(s)

Satellite Office Location(s):

Additional Comments:

No.206

*This information should be collected prior to the review and verified during the Entrance Conference.
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CORE ACTIVITY 1
DESIGN AND GOVERNANCE

Core Activity 1 addresses design and governance principles that can guide and support the grantee’s
strategy for developing a demand-driven workforce system. A demand-driven workforce system is
one which meets the needs of employers by developing a qualified and competitive workforce while
preparing job seekers for the jobs and careers of the future.

CORE ACTIVITY 1 GENERAL INSTRUCTIONS

The purpose of Core Activity 1 is to evaluate the grantee’s program design and governance to
ensure compliance with requirements as well as effectiveness in the context of a demand-driven
workforce system. The reviewer examines how the grantee designs its programs to provide the
tools and products that support business growth and economic development, to provide services
that prepare workers to take advantage of job opportunities in high-growth and high-demand
occupations, and to provide services to the employer and job seeker within an integrated service
delivery system. The reviewer looks at governance in the context of how leadership is identifying
the workforce needs in high-growth and economically-critical industries and the preparation
required of workers to succeed in those occupations, as well as understanding the workforce
challenges that must be addressed to ensure a prepared and competitive workforce.

Summary of Findings for Core Activity 1

Promising Practices

Findings or High-Risk Factors

Other Observations
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OBJECTIVE 1.1 Strategic Planning: The MWA has developed a strategic
approach to meeting business and industry’s need for a prepared and
competitive workforce and for becoming a demand-driven organization.

Summary of Indicators

1.1.1 The MWA has consulted with business and industry leadership from the state and
local area in forming its strategy for creating a demand-driven workforce system. E

1.1.2 The MWA has developed a vision and strategy for becoming a demand-driven
organization. E

1.1.3 The MWA functions as a partner with business and industry, economic development
agencies, and education and training providers. E

Indicator 1.1.1 (E)

The MWA has consulted with business and industry leadership from the state and local area
in forming its strategy for creating a demand-driven workforce system.

Reviewer Guidance: Review local plan; interview MWA leadership; ask the following questions:

How does the Local Workforce Investment Board (LWIB) consult with and involve the
larger business and industry community (besides its own members) on an ongoing basis in
crafting an effective strategy? (Ex. Skills Alliances, Industry Partnerships, etc.)

How has the LWIB documented the incorporation of the input of business and
industry leadership into their development of workforce development strategies for
the local area?

How have local economic development agencies, the continuum of education and training
providers, and local business and industry groups collaborated in identifying priority areas
of the local economy?

Has the LWIB utilized sector-based strategies to engage and meet the needs of those
priority industry employers? Have those efforts led to articulated strategies to place skilled
workers in high-growth positions? (Ex. Career Pathways Models)

Sources and Notes:
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Indicator 1.1.2 (E)

00 The MWA has developed a vision and strategy for becoming a demand-driven organization.

Reviewer Guidance: Review local plan; interview MWA leadership; ask the following questions:

What process, if any, did the MWA use to identify any gaps between needed workforce skills
and the current levels of education and skills in the workforce? Who participated in the
process? (Ex.local business and industry, economic development, education, government,
etc.?) When was the process conducted? How were the results used?

How is the local area’s vision and strategy for its workforce system integrated into a broader
regional vision?

What written documents formalize the local area’s vision and strategy?

What criteria or measures does the local area use to gauge the effectiveness of its efforts to
place individuals in high-growth jobs?

What steps has the local area taken to align its workforce system in support of small
businesses?

Sources and Notes:

Indicator 1.1.3 (E)

0 The MWA functions as a partner with business and industry, economic development agencies,

and education and training providers.

Reviewer Guidance: Review local plan; interview MWA leadership; ask the following questions:

What strategic partnerships have formed locally and how do these partnerships function? Do
they include local economic development agencies, education and training providers, and/or
local business intermediaries such as Chambers of Commerce, etc.?

What evidence is there that the local area is both perceived and functions as a system inclusive
of all workforce development partner agencies and is not limited only to USDOL-funded

programs?

Sources and Notes:
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OBJECTIVE 1.2 Service Design: The MWA has designed a service delivery
system to accomplish its vision and strategy for becoming demand-driven.
[WIA §§ 129(c), 134(d) and 20 CFR Parts 663 and 664]

Summary of Indicators

1.2.1 The MWA has identified the products and services it can offer the employer customer. E

1.2.2 The MWA has a policy and practice of having its business services staff interact and
coordinate with job seeker services staff to provide human resource solutions. E

1.2.3 The MWA determines the value and effectiveness of its services to employers. E
1.2.4 The MWA leverages the system'’s resources to broaden their impact. E

1.2.5 Services to adults and dislocated workers are designed to develop the skills and talents
that job seekers will need to obtain high-paying jobs in growth industries. C

1.2.6 Services to youth are comprehensive and designed to accomplish USDOL and WDA
priorities. C

Indicator 1.2.1 (E)

0 The MWA has identified the products and services it can offer the employer customer.

Reviewer Guidance: Review local plan and other documents relating to business services; interview
MWA leadership; ask the following questions:

How does the MWA assess the needs of the employer customer? How are the results of
this assessment used to shape the service strategy for the employer customer?

Does the MWA or its service provider(s) have designated staff to service employers? If
so, are they employed by the MWA or a contractor? Are they organized on an industry
or sector basis?

Has business services staff been trained in understanding employer needs,
collaborating with economic development agencies and other partners, and in
identifying appropriate services/resources for employers?

How does the MWA identify the resources it has to address the needs of the employer customer?

What resources were identified and how are they being allocated?

Sources and Notes:
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Indicator 1.2.2 (E)

(0 The MWA has a policy and practice of having its business services staff interact and coordinate
with job seeker services staff to provide human resource solutions.

Reviewer Guidance: Review local plan and other documents relating to business services;
identify and review any policies that promote interaction between business services and job
seeker staff; interview MWA leadership; ask the following questions:

e How often and in what forums do business services staff meet with WIA case managers or case
managers from partner programs to:

o Share information on employers’ needs and expectations?
o Share information regarding current participants’ skills and status

e How is the information obtained during these meetings shared with other business services
staff and partner programs?

Sources and Notes:

Indicator 1.2.3 (E)
0O The MWA determines the value and effectiveness of its services to employers.

Reviewer Guidance: Review local plan and other documents relating to business services;
obtain information on the goals and outcomes of business services being provided in the local area;
interview MWA leadership; ask the following questions:

e  What criteria or benchmarks does the MWA use to determine the value and effectiveness of
its services to employers?

e What has been the MWA'’s actual performance against these criteria or benchmarks?

¢ Asan indirect indicator of value to employers, has any business or industry leader voluntarily

requested to serve on the LWIB or engage in one or more of its initiatives because of the value of

the services provided to the business community?

Sources and Notes:

— 118 —

JILPT



No.206

Indicator 1.2.4 (E)

[0 The MWA leverages the system'’s resources to broaden their impact.

Reviewer Guidance: Review local Memorandums of Understanding (MOUSs), resource sharing
agreements, and budgets; ask the following questions:

In what ways is the local area successfully leveraging funds to maximize their effectiveness
and to expand participation in the local workforce system by both employers and job seekers?
Ask for examples.

What project(s) has the employer community agreed to fund jointly or individually in the
local area because employers see the project(s) as providing a valuable solution for
business and industry?

What resources and funding sources are typically mixed to develop solutions to specific
employer customer needs? Do local areas have an acceptable rationale to support their
decisions to exclude any funds or resources?

What customized business solutions has the local area developed and offered to employers
for which the business community is willing to pay a fee? (20 CFR 663.145(b)(1)(ii})).

How is On-the-Job Training (O] T) used to leverage system and private sector resources to
provide talent development solutions for area employers?

Sources and Notes:

Indicator 1.2.5 (C)

O Services to adults and dislocated workers are designed to develop the skills and talents that

job seekers will need to obtain high-paying jobs in growth industries.

Reviewer Guidance: Ask for a list of high-growth industries/occupations in the local area; ask
for a list of training programs for which Adult and Dislocated Worker participants are currently
enrolled; interview MWA staff; ask the following questions:

What assessments are used in the local area to determine Adult and Dislocated Worker
participant service needs?

How is the need for intensive services determined and documented in the local area?
How is the need for training services determined and documented in the local area?

Does the list of high-growth industries/occupations for the local area align with state and
locally identified priority areas?
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Does the type of training provided to Adult and Dislocated Worker participants in the local
area align with the local area’s high-growth industries/occupations list? Is there a process
in place to allow for exceptions to attend training programs for industries/occupations
not on the list?

Sources and Notes:

Indicator 1.2.6 (C)

[1 Services to youth are comprehensive and designed to accomplish USDOL and WDA

priorities. (CFR Secs. 664.110, 664.400 and 664.410)

Reviewer Guidance: Review local plan, MOUSs, service provider contracts and/or other
documents relating to Youth services; interview MWA Youth and Youth Council staff; ask the
following questions:

How are youth strategies incorporated into the local area’s planning process and
reflected in RFP criteria and in sub-recipient grant agreements/contracts?

How do the LWIB and Youth Council collaborate to coordinate and align all workforce
development resources for youth within the community? Ask for examples. Have the
LWIB and Youth Council analyzed the range of youth resources that are available in the
community, developed linkages with them, and insured that youth are provided information
on the full array of services available?

What kind of coordinated services are offered through the local youth program? Do they
include opportunities for assistance with academic and occupational learning; development of
leadership skills; and preparation for further education, training, and eventual employment?

What strategies has the local area established to assure that youth are prepared to meet
employer expectations and are guided towards high-growth occupations and industries? To
serve youth who are most in need? To assure that youth programs are performance-driven
and focused on outcomes such as placement in employment or education, improved numeracy
and literacy, and attainment of a recognized certificate?

How does the local area involve public and alternative schools in its youth program?

Are both youth framework and program elements fully available to youth clients (Ex. mentoring,

dropout prevention, leadership development, long-term follow-up, etc.)?

Has the one-stop resource room or alternative youth area been designed to serve the unique
needs of youth as well as adults?

Is information on various youth services easily available in the one-stop? Including the list of
eligible youth providers? Including Job Corps services or apprenticeship opportunities?

Sources and Notes:
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OBJECTIVE 1.3 Service Integration: Integration is supported, codified in
policy, measured, and evident at the leadership level of the workforce
system in which the grantee operates. [WIA §112(b)]

Summary of Indicators

O 1.3.1 MWA supports service integration into the larger workforce investment system. C

71 1.3.2 Integration is used to define policies, systems, and service design that reduces
duplication, maximizes the reach of resources, ensures appropriate customer service
across funding streams, and reduces administrative overhead. E

Indicator 1.3.1 (C)

0 MWA supports service integration into the larger workforce investment system.

Reviewer Guidance: Review grantee policies to determine how they support integrated
approaches to system design and service delivery and how the grantee links to the larger
workforce investment system; interview MWA staff; ask the following questions:

e Are representatives from the highest levels of required partner agencies active on the
LWIB? (CFR Sec. 661.315)

e Has MWA leadership issued policies, memoranda, or directives that require and support
integration of services with other partner programs? Policies might include:

o

O O O O

0]

Data and information sharing that facilitates integration

Common or shared service delivery processes such as intake and assessment
Co-enrollment

Certification standards or chartering requirements related to program integration
Initiatives designed to combine and leverage resources and multiple funding sources to
address local service delivery priorities in an integrated way

Overarching performance measures that focus on performance and outcomes for the one-
stop delivery system as a whole, rather than on formula grant performance standards or

individual program measures

e Are all participating programs co-located at the Michigan Works! Service Center (MWSC)? If
not, which ones are not co-located? Are they available via referral? (CFR Sec. 662.250)

Sources and Notes:

Indicator 1.3.2 (E)

[0 Integration is used to define policies, systems, and service design that reduces duplication,
maximizes the reach of resources, ensures appropriate customer service across funding
streams, and reduces administrative overhead.
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Reviewer Guidance: Review MOUs and policies to determine how they support integrated
approaches to system design and service delivery and how the grantee links to the larger workforce
investment system; interview MWA staff; ask the following questions:

e Does the coordination reduce administrative duplication? This might include the
consolidation of units or staff functions.

e Does the MWA track its progress toward integration and report to the LWIB periodically?

e Do MWA planning and work documents outline how integration with other programs will be
accomplished and have measurable success indicators related to integration?

e Does the MWA have a strategy for integrating and aligning services to dislocated workers
through WIA Rapid Response, WIA Dislocated Worker, WIA National Emergency Grant (NEG)
and Trade Adjustment Assistance (TAA) programs, if applicable?

e Areyouth, ages 18-21, allowed to be concurrently enrolled in the WIA Adult and/or Dislocated
Worker Programs?

Sources and Notes:

OBJECTIVE 1.4 Leadership: The MWA exercises and promotes the
leadership required to assure its vision and strategy successfully accomplish
the goals of the formula grant. [WIA §§ 111, 112,117; 20 CFR 661.205 and

661.305]
Summary of Indicators
1.4.1 The MWA provides the strategic leadership required to achieve grant goals. C
Indicator 1.4.1 (C)
The MWA provides the strategic leadership required to achieve grant goals.

Reviewer Guidance: Review LWIB and Youth Council membership, meeting schedule, and meeting
minutes; interview LWIB and Youth Council staff; ask the following questions:

* What are the roles and responsibilities of the LWIB and the Chief Elected Official(s)? Do
they meet the minimum requirements of the statute (§117)? Is oversight of the fiscal agent,
one-stop operator and/or sub-contractors a key responsibility of the LWIB? If so, how?
Does the LWIB review performance, expenditure, and monitoring reports and/or other
indicators of compliance and achievement of grant goals?
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e Inwhat ways do the LWIB and Chief Elected Official(s) provide strategic leadership locally?

e To what extent and in what ways does the LWIB collaborate at a regional level to promote
and grow a regional economy?

» Has a Youth Council been established? Who are the members and what are their roles and
responsibilities? Are all required members represented? In what areas has the Youth
Council been given the authority to make decisions? 20 CFR 661.305(b)

* Has ayouth collaborative team been established? How does it ensure the accomplishment

of the following youth program goals?
o Improving the quality of alternative education
o Assuring that youth resource investments are in line with job opportunities in the local

economy
o Prioritizing resource investments to serve youth who are most in need
o Assuring that youth programs are performance based and focused on outcomes

Sources and Notes:

CORE ACTIVITY 2
PROGRAM AND GRANT MANAGEMENT SYSTEMS

Program and grant management systems support grant functions or activities that are necessary for
the operation of a project but are not related to the direct provision of services. These grant functions
include administrative controls, personnel, and management information and reporting systems.

CORE ACTIVITY 2 GENERAL INSTRUCTIONS

The purpose of Core Activity 2 is to evaluate the grantee’s capacity to perform the broad
management functions that are required when operating federally-funded workforce development

grants.
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Summary of Findings for Core Activity 2

Promising Practices

Findings or High-Risk Factors

Other Observations

OBJECTIVE 2.1 Administrative Controls: Administrative Controls are
sufficient to ensure grant integrity [29 CFR 97.40; 29 CFR Part 95].

Summary of Indicators

00 2.1.1 The MWA maintains required policies and procedures for core management functions and
program operations. C

0 2.1.2 The MWA has an established and implemented process for meeting data entry
requirements into the One-Stop Management Information System (OSMIS). C

0 2.1.3 Written monitoring tools and procedures are used to monitor all elements of the local
plan against performance objectives and compliance with requirements. Monitoring tools and
procedures are appropriate for contractor or sub-recipient monitoring. C
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00 2.1.4 The MWA has a written Nepotism/Code of Conduct policy in place that meets the
requirements of WIA Section 667.200(g) and WDA P1 03-20. C

0 2.1.5 The MWA has a written grievance and complaint process that meets the requirements of
applicable federal law and regulations and follows its process. C (20 CFR 667.600)
Indicator 2.1.1 (C)

0 The MWA maintains required policies and procedures for core management functions and
program operations.

Reviewer Guidance: Collect and review local policies; interview the primary staff responsible for the
development and issuance of policy; ask the following questions:

e What is the process for developing and issuing MWA policies? Is it followed?
e What s the process for developing and disseminating MWA procedures? Is it followed?

e How are MWA staff and contractors informed of new policy and procedures or changes in
current policy or procedures?

e Does the MWA have all required policies in place and up-to-date for the Workforce Investment
Act programs under review (Refer to list of policies in Attachment A: Review Planning and
Preparation Guide.)

Sources and Notes:

Indicator 2.1.2 (C)

O The MWA has an established and implemented process for meeting data entry requirements
into the One-Stop Management Information System (OSMIS).

Reviewer Guidance: Collect and review policy(ies)and/or procedures related to data entry into the
OSMIS; interview MWA management and case management staff: ask the following questions:

e  Whatis the MWA'’s process for timely and accurate entry of required data into the OSMIS for
WIA? Does this process meet the requirements outlined in state policy?

e s data entry done at the case management or MWA level?

» Does the MWA have a quality assurance process in place for ensuring accuracy of data input
into the OSMIS?

Sources and Notes:
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Indicator 2.1.3 (C)

0 Written monitoring tools and procedures are used to monitor all elements of the local plan

against performance objectives and compliance with requirements. Monitoring tools and
procedures are appropriate for contractor or sub-recipient monitoring.

Reviewer Guidance: Collect and review MWA monitoring plan, contracts (if out-sourcing service
provision), monitoring reports, and resolution of findings for the last Program Year; interview the
primary staff responsible for monitoring; ask the following questions:

Are the monitoring tools and procedures comprehensive enough to ensure compliance with
federal, state, and local requirements and policy?

How does the MWA develop its sub-recipient monitoring schedule? Is it followed?
Are all elements of every program monitored on at least a regular basis?

How are findings/corrective action tracked and resolved? Are there currently any outstanding
findings related to the local area? Are they on track to be resolved within a reasonable period
of time?

Sources and Notes:

Indicator 2.1.4 (C)

0 The MWA has a written Nepotism/Code of Conduct policy in place that meets the requirements

of WIA Section 667.200(g) and WDA PI 03-20.

Reviewer Guidance: Collect and review local policy; ask the following questions:

Does the policy contain procedures for immediate disclosure and documentation of the
relationship between the applicant and any family, friends, or stakeholders?

Does the policy describe the internal process that will ensure that a transparent and arms-
length assessment of the individual applicant’s eligibility, and any corresponding development
of the individual employment plan, has been conducted by staff with no personal relationship,
bias, special interest, or prejudice?

Does the policy describe the approval process for authorizing an individual subject to this
policy to be served in a local WIA program, including how training and supportive service
decisions are made?

How does the LWIB track individuals subject to the policy?
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e Has the LWIB provided training on this policy to persons directly involved in the assessments
and eligibility determination of participants?

Sources and Notes:

Indicator 2.1.5 (C)

O The MWA has a written grievance and complaint process that meets the requirements of
applicable federal law and regulations and follows its process. (20 CFR 667.700)

Reviewer Guidance: Obtain and review a copy of the policy/process; interview MWA staff
responsible for the grievance and complaint process; ask the following questions:

e Isthere a written grievance and complaint policy and process in place as described at
20 CFR 667.600, which includes?

o Resolution process

o Hearing policy

o Timely scheduling of hearings

o Hearing officer

o Notification process for all parties
o Communication of results

e Have all interested parties been informed of the policy and process? (Note: Interested parties
include, but are not limited to, participants, staff, one-stop partners, and service providers.)

Sources and Notes:

OBJECTIVE 2.2 Personnel: The management structure and staffing of the
MWA are designed to assure responsible general management of the
organization [2 CFR Part 225 (Office of Management and Budget (OMB)
Circular A-87) Attachment A.2.a; 2 CFR Part 230 (OMB Circular A-122)
Attachment A.2.a, P.L. 109-234].
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Summary of Indicators

(1 2.2.1 An organizational chart and job descriptions illustrate a staffing structure that is
sufficient to perform grant management functions and implement the program(s). E

Indicator 2.2.1 (E)

O An organizational chart and job descriptions illustrate a staffing structure that is sufficient to
perform grant management functions and implement the program(s).

Reviewer Guidance: Review the MWA organizational chart; interview the executive staff person
responsible for the direction and management of the MWA; ask the following questions:

* Does the organizational chart present a staffing structure that provides capacity for the key
functions, such as:
o Executive
o Fiscal
o Management Information Systems
o Program Operations

e Are there any gaps evident in the MWA organization management and staffing structure?

Sources and Notes:

OBJECTIVE 2.3 Civil Rights: Recipients of financial assistance from the
USDOL must comply with applicable Federal Civil Rights laws [Title VI, Section
504 of the Rehabilitation Act of 1973; Title IX, Age Discrimination Act of 1975;
WIA § 188; 29 CFR Part 31; 29 CFR Part 32; 49 CFR Part 25; 29 CFR Part 35;
and 29 CFR Part 37, respectively].

Summary of Indicators

2.3.1 Notices (in languages appropriate to populations served) are visibly posted to inform
staff, participants, and service providers of the discrimination complaint process, EQ, and
Section 504 policies. C
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Indicator 2.3.1 (C)

Notices (in languages appropriate to populations served) are visibly posted to inform staff,
participants, and service providers of the discrimination complaint process, EO, and Section 504

policies.

Reviewer Guidance: Review signage while touring the MWSC(s); raise unanswered questions with
MWaA staff:

Does the “Equal Opportunity Is The Law” notice provide contact information for the MWA’s EO
officer(s), an overview of the discrimination complaint process, and how complaints may be
filed?

Are notices prominently posted in a reasonable number of places to include
administrative and service delivery areas, and are they available in appropriate formats
to individuals with visual impairments?

If a significant portion of the population eligible to be served speaks a language or languages
other than English, has the MWA taken reasonable steps to provide the notice in the
appropriate language(s)?

Do employment notices, participant recruitment flyers, or other written materials
published by the MWA contain a statement providing the required written EO notice?

Sources and Notes:

OBJECTIVE 2.4 WIA Waivers: The MWA has appropriately implemented
WDA-approved waivers of WIA provisions as specified in §189(i)(4) or §192
of the Workforce Investment Act.

i,

Summary of Indicators

2.4.1 The MWA has implemented the waiver provisions in a manner that is consistent with the
terms and conditions described in the waiver request and as approved by the WDA. C

Indicator 2.4.1 (C)

The MWA has implemented the waiver provisions in a manner that is consistent with the terms
and conditions described in the waiver request and as approved by the WDA.
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Reviewer Guidance: Review the MWA's waiver request(s) and the WDA’s approval(s) of the

waiver(s). Note the specific steps that the MWA stated it would take to implement the waiver. Also
note any special conditions or limitations attached to the MWA'’s request and/or WDA’s approval of the
waiver. Interview staff responsible for implementing the waiver and review documentation used to
track the implementation of the waiver. Ask the following questions:

» Did the MWA identify the specific action steps it would take to fully implement the waiver?
If not, how does the MWA intend to determine what actions are needed?

¢ Have the specific actions been completed for each step in the implementation process? Has
the waiver been fully implemented? Was it implemented in a timely manner?

e Are there any special conditions or limitations attached to the MWA'’s request and/or
the WDA'’s approval of the waiver? If yes, have these special conditions or limitations
been strictly adhered to or satisfied?

o  Where applicable, has the waiver been targeted toward the individuals or groups
identified in the waiver request?

e Has the MWA followed its described process for monitoring the progress in
implementing the waiver?

« Ifthe MWA is not on schedule to implement the waiver, what actions is it taking to
achieve the planned result?

* Does the MWA have in place policies for local area implementation of approved waivers?
Did it provide guidance to staff or service providers in a timely manner?

= Does the MWA have a specific plan for achieving the goals and outcomes specified in the
waiver request?

= For each intended goal or outcome, has the intended goal or outcome been achieved, or is the
grantee on target to meet the goal or outcome in the future in accordance with its plan?

= [fthe MWA is currently not achieving, or is not on course to achieve, the goals and
outcomes as planned, what corrective action is it taking to achieve the goals/outcomes
and/or revise the goals/outcomes as appropriate?

Sources and Notes:
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CORE ACTIVITY 3
SERVICE DELIVERY

Core Activity 3 addresses the systems, procedures, and program operational elements that are
essential to the effective delivery of participant and employer services or the development of a product.

CORE ACTIVITY 3 GENERAL INSTRUCTIONS
The purpose of Core Activity 3 is to evaluate the grantee’s capacity and effectiveness in delivering
services to participants and employers, or to deliver indirect services or products, in accordance

with grant requirements. In addition to reviewing documents and interviewing staff, this core
activity will involve the review of participant files in accordance with the attached “Participant File

Review Guides” (Attachment D).

Summary of Findings for Core Activity 3

Promising Practices

Findings or High-Risk Factors

Other Observations

OBJECTIVE 3.1 Operating Systems: The MWA has the operating systems in
place to fully implement the grant [Local Plan, WIA Section 101(38), WIA Sec.
134(a)(2)(A), 20 CFR 665.300, P1 12-19].

Summary of Indicators

O 3.1.1 The MWA is providing Rapid Response services in accordance with WIA and WDA
requirements, and as stipulated in the local plan. C
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0O 3.1.2 The MWA is providing the full range of other services stipulated in the local plan. C

0 3.1.3 Sub-recipients and contracts called for in the local plan are in place and fully operational.

E

0 3.1.4 The MWA ensures priority of service/access to service for designated populations. C

Indicator 3.1.1 (C)

0 The MWA is providing Rapid Response services in accordance with WIA and WDA
requirements, and as stipulated in the local plan.

Reviewer Guidance: Compare the MWA'’s actual provision of Rapid Response services with the
description contained in the local plan; ask the following questions:

¢ Has the MWA developed policies or procedures re: the implementation of Rapid Response
services? If yes, obtain a copy.

¢  Whois on the Rapid Response team? Is membership in compliance with applicable
requirements?

* Does the MWA have the following Rapid Response services available, as needed, for local
employers and impacted workers?

o]

O O O O 0O o

(@)

o]

Preliminary steps upon notification of potential event (notification, research, strategy
meeting, approved plan)

Initial employer meeting

Rapid Response worker orientation sessions

Locally designed DW surveys

Workforce Transition Committees or Joint Adjustment Committees (JACs)
Peer-to-Peer Assistance, Transition Centers, Job/Career/Education Fairs

Workshops, including job-seeking skills, resume writing, interviewing, basic computer
literacy classes, other computer classes, and remedial education

Transition to local One-Stop services

Post-Rapid Response follow-up with employer

e What information does the Rapid Response team gather and disseminate at the initial on-site
contact with the employer?

Sources and Notes:
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Indicator 3.1.2 (C)

0O The MWA is providing the full range of other services stipulated in the local plan.

Reviewer Guidance: Compare the MWA’s actual service provision with the service requirements
contained in the local plan; interview Resource Room staff, as well as other program staff as needed;
ask the following questions:

Does the organization of services and customer flow appear to promote access to the full
array of services available through the MWSC(s)?

If there are deficiencies, how is the local area addressing them?

How does the MWA ensure that all required programs and services are available ona
continuous basis in the comprehensive one-stop center, as well as at other service locations

(Ex. monitoring, policy, etc.)?

How does the MWA ensure that Resource Room staff are aware of all the various programs
and services available at the MWSC? Do they receive the policy and/or procedure
information available to case managers? Have they received training on the different
programs/services available?

Have a Resource Room staff person walk you through the process as if you were a new job
seeker, including a demonstration of the job seeker database registration. Ask the following:

Do job seekers receive brochures or materials outlining available services? (If so, collecta
sample.) What questions do they ask a job seeker? How do they assess a job seeker’s needs
and how do they explain the available services?

Does the organization of and requirements associated with the provision of core, intensive, and
training services promote access to the full array of services as outlined in WIA §134?

What is the MWA'’s referral policy for customers who are referred internally and externally to
partner agencies? Does practice appear to conform to this policy?

For the WIA Youth program, how does the MWA ensure access to the 10 youth program
elements?

For the WIA Youth program, how does the MWA ensure potentially eligible youth applicants
that do not meet program requirements are referred for further assessment and to other
appropriate programs/agencies for service? (20 CFR 664.405(e)(1) and (2))

Sources and Notes:
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Indicator 3.1.3 (E)

O Sub-recipients and contracts called for in the local plan are in place and fully operational.

Reviewer Guidance: Collect and review MWA contracts with local service providers; ask the
following questions:

Are all sub-recipient contracts or agreements in place?

Do the sub-recipient contracts or agreements conform to WIA and WDA requirements for
service delivery?

Do sub-recipient contracts or agreements contain performance requirements and/or goals?

How does the MWA manage performance deficiencies or compliance issues with its
subrecipients?

Source and Notes:

Indicator 3.1.4 (C)

0 The MWA ensures priority of service/access to service for designated populations.

Reviewer Guidance: Review information from the local plan and policies regarding priority of
service; ask the following questions:

How do local policies and procedures embed service priorities into customer flow and
decision making?

What steps does the MWA take to provide services to individuals with disabilities? Does the
MWA have a Disability Navigator and assistive technology? At what point in the service
delivery process does staff typically refer people with disabilities to Michigan Rehabilitation
Services?

How does the MWA serve individuals with limited English proficiency?

Are training funds considered limited? If so, how does the MWA ensure priority of service for
public assistance recipients and other low-income individuals?

Sources and Notes:
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Objective 3.2 Service Delivery/Case Management: Interviews with MWA
staff and a review of participant files demonstrates that participants are

receiving appropriate and effective services [Local Plan, 20 CFR 663 Subparts

A, B,C, D, E, H; and 20 CFR Part 664].

Summary of Indicators

3.2.1 The MWA is serving the eligible population. C

3.2.2 The MWA develops and updates an individual service plan that identifies and meets the
specific needs of each individual participant. C/E

3.2.3 Supportive services are being provided as needed to overcome client barriers to
participation and completion of the individual service plan. C/E

3.2.4 Participants are receiving training as needed and progressing toward achieving their
employment goals. C/E

Indicator 3.2.1 (C)

O The MWA is serving the eligible population.

Reviewer Guidance: Interview staff to obtain a picture of service delivery from
outreach/recruitment through program exit and follow-up; compare answers collected from
interviews with service delivery as depicted in the participant files; ask the following questions:

Are there written eligibility/documentation requirements (Ex. eligibility checklists) that
are used to make accurate eligibility determinations? Does it appear that staff follows
the written procedures?

Did the files contain sufficient documentation to fully support the eligibility determination?

If applicable, were correct eligibility determinations made for the participants in the sample?
If you find errors or omissions, note the specific exceptions and advise the MWA to re-verify
the eligibility of any participant in question. If there appears to be a pattern of incorrect or
incomplete eligibility determinations, advise the MWA to perform a complete review of its
files to ensure that all participants are eligible.

Sources and Notes:
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Indicator 3.2.2 (C/E)

00 The MWA develops and updates an individual service plan that identifies and meets the specific
needs of each individual participant.

Reviewer Guidance: Interview staff to obtain a picture of service delivery from
outreach/recruitment through program exit and follow-up; compare answers collected from
interviews with service delivery as depicted in the participant files; ask the following questions:

e Isanindividual service plan (Ex. employment development plan, individual employment plan,
or individual service strategy) developed for each participant based on the assessment results?
Does it include short and long-term goals? Does it include a strategy for overcoming the
barriers identified in the assessment process?

e For WIA Youth, does local policy/procedure ensure that I1SSs include the following elements:
o Employment and/or age-appropriate career goal? (Required)
o Appropriate achievement objectives? (Required)
o Appropriate services, taking into account assessment results? (Required)
o Arecent service strategy developed for the participant under another education or training
program, if appropriate? (Needs to include all information required by WIA 20 CFR Sec.
129(c)(1)(B), TEGL 9-00)

e What kind of assessment is conducted of youth? Is the assessment conducted on-site?
CFR 664.405(a)(1)

e Does local policy/procedure require youth objective assessments to include a review of
the following (if a recent assessment conducted within the last 12 months pursuant to
another education or training program is not available): (20 CFR 664.405 (a)(1))

Basic Skills

Occupational Skills

Prior Work Experience

Employability

Interests

Aptitudes (including interests and aptitudes for non-traditional jobs)

Supportive Service Needs

Developmental Needs

O 0 O 0O 00 0 O0

e What happens if a youth tests as being basic skills deficient? Is he/she automatically provided
basic skills training or other such services to address the deficiency? Is at least one basic skills
goal set? ( TEGL 18-00; 20 CFR 664.205)

¢ Isthere evidence in the file that the case manager discussed the assessment results with the
participant and that they jointly developed the individual service plan?

e Do the case notes document that there is ongoing contact between the case manager and the
participant, that the participant’s progress is being tracked, and that the service plan is updated
when any change in circumstances, goals, or planned activities and services occurs?

* Do service plans for youth indicate that all ten program elements were made available? (20 CFR
664.410)
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¢ How does the MWA ensure that Summer Employment Opportunities (SEQ) are integrated into a
year-round comprehensive WIA Youth program? Describe how SEOs are directly linked to
academic and occupational learning. (20 CFR 664.600(a))

* How is the progress for youth participants tracked? Does this include pre and post-testing of
skills attainment? ( TEGL 17-05, Change 2)

* Forall WIA programs, are there any extended lapses in service? If yes, ask the case manager to
explain why.

e Overall, is the assessment process effective in matching participants with appropriate service
options?

Sources and Notes:

Indicator 3.2.3 (C/E)

0 Supportive services are being provided as needed to overcome client barriers to participation
and completion of the individual service plan.

Reviewer Guidance: Interview staff to obtain a picture of service delivery from
outreach/recruitment through program exit and follow-up; compare answers collected from
interviews with service delivery as depicted in the participant files; ask the following questions:

e Has the MWA implemented a policy to provide supportive services? Do interviews/file
reviews indicate that supportive services are provided in accordance with WIA regulations and
the local policy?

« Do interviews/file reviews indicate that a supportive services strategy has been developed
and followed for participants to overcome identified barriers? Is it adequate?

¢ Does the grantee provide follow-up services to participants after they have been placed in jobs
in order to enhance job retention?

e What financial needs analysis is conducted in order to identify and document financial
barriers to participation that can be overcome through supportive services?

» To what extent are referrals for supportive services, such as substance abuse counseling,
documented with substantive follow-up entries regarding the results of referrals?

e What kind of follow-up services are provided to youth? See 20 CFR 664.450(b) and checklist
below. How are follow-up services provided?
o Leadership development services
o Supportive services
o Regular contact with employer
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Assistance in addressing work-related problems which may arise
Assistance in securing better jobs, career development, or furthering education
Work-related peer groups

Adult mentoring

Tracking the progress of youth in employment after training
Information and fliers on topics of job search, job-keeping tips, etc.
Assistance with personal issues

Help with updating resumes

Contact with school

Employment assistance

Life-skills assistance

Other, please describe:

O 0O OO OO0 OO0 OO0 O0OO0

» Has the MWA determined a strategy and budget to ensure follow-up services for exited youth
continue for 12 months, even when service contracts expire prior to the end of the 12-month

period?

e To what extent is the MWA using resources other than formula grant resources to
provide supportive services that address barriers to participation?

» Areincentives offered to participants as a means to get them to respond to follow-up
in order to improve performance? (WIA Section 129(a)(5))
o Yes
o No

» Ifyes, please describe the types of incentives offered:

e  What follow-up services are intended to address post-exit barriers when Adult and
Dislocated Worker participants are placed or otherwise exit the program?

Sources and Notes:

Indicator 3.2.4 (C/E)

00 Participants are receiving training as needed and progressing toward achieving their
employment goals.

Reviewer Guidance: Interview staff to obtain a picture of service delivery from
outreach/recruitment through program exit and follow-up; compare answers collected from
interviews with service delivery as depicted in the participant files; ask the following questions:

e  What proportion of adults and dislocated workers are receiving training? To what
extent is this proportion consistent with the local plan?

e Ifactual service levels substantially deviate from the local plan, why is this and what
actions are being taken?
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For those participants in the file review sample who were receiving training, was it provided
though an ITA and by a provider on the ETPL? If there are any cases where an ITA was not
used, what is the basis for this? What is the MWA's justification and is it consistent with the
requirements of WIA at 20 CFR 663.4307?

If participant training is provided via OJT is there a written contract with each employer in
all instances and is the length of training and cost appropriate? (20 CFR 663.700 and
663.705)

Do participant files reflect regular contact between case managers and participants to
discuss the participant’s progress toward employment goals?

To what extent do participant files demonstrate that ITAs are being used for training in high-
demand occupations in high-growth areas in accordance with the MICA? Identify cases
where it appears that training is not in a high-demand/high-growth area and discuss these
with local area representatives to determine if there is adequate justification for this
training.

Are youth receiving paid and unpaid work-related training to help them reach their goals? If
so, what is the policy or procedure for unpaid work-related training? ( 20 CFR 664.460(a))

Is O] T provided to youth over the age of 18? Does it appear that the provision of this service
is based on the objective assessment for the youth? 20 CFR 664.460(10)(d)

Is there a structured work-based learning plar{ for youth that outlines increased
responsibility and skill levels?

Sources and Notes:

Indicator 3.3.1 (E)

0 The MWA provides information on high-growth occupations and regional economic trends to

job seekers and employers.

WDA Monitor Guidance: Identify how the MWA promotes available information on high-growth
occupations and regional economic trends (as identified through MICA). Identify any additional
information the local area produces and makes available to employers and job seekers. Ask the
following questions:

What information on high-growth occupations and regional economic trends is available in
the Resource Room? How does the Resource Room staff assist job seekers and employers in
accessing and interpreting this information? Are Resource Room staff able to explain to
customers the workforce information, Career-One-Stop, and O*NET products and services
available and how to use them?
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How do local area case managers use information on high-growth, high-wage jobs,
employment trends, and other career data as identified through the MICA to help participants
make appropriate career decisions, and to determine participants' qualification to receive

training services?

What kind of training have case managers received in order to understand and make use
of the MICA when developing a service strategy for their customers?

Sources and Notes:

Indicator 3.3.3 (E)

O The MWA provides effective job search and job placement services to place participants in

high-growth occupational areas.

WDA Monitor Guidance: Obtain and review information on local area job search and placement
strategies and workshops; ask the following questions:

What types of job search assistance activities are offered by the MWSC? In what ways do
these workshops emphasize high-growth occupational areas?

How is workforce information used in job search workshops or otherwise to help job
seekers and/or job developers make good decisions regarding job placement?

How does the local area measure the effectiveness of its job search/job placement activities?

How do local areas assure that job placements are accurately reported to the programs which
provide funds for staff engaged in job search and placement activity?

Sources and Notes:
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OBJECTIVE 3.3 High-Growth Jobs: The MWA provides employment and
training services that target high-growth jobs within expanding economic
sectors. [PI12-21]

Summary of Indicators

3.3.1 The MWA provides information on high-growth occupations and regional economic
trends to job seekers and employers. E

3.3.2 Training activities are concentrated in those occupational areas having high-demand jobs
in high-growth sectors. E

3.3.3 The MWA provides effective job search and job placement services to place participants in
high-growth occupational areas. E

Indicator 3.3.1 (E)

The MWA provides information on high-growth occupations and regional economic trends to
job seekers and employers.

Reviewer Guidance: /dentify how the MWA promotes available information on high-growth
occupations and regional economic trends (as identified through MICA). Identify any additional
information the local area produces and makes available to employers and job seekers. Ask the
following questions:

What information on high-growth occupations and regional economic trends is available in
the Resource Room? How does the Resource Room staff assist job seekers and employers
in accessing and interpreting this information? Are Resource Room staff able to explain
to customers the workforce information, Career One-Stop, and O*NET products and
services available and how to use them?

How do local area case managers use information on high-growth, high-wage jobs, employment
trends, and other career data as identified through the MICA to help participants make
appropriate career decisions, and to determine participants’ qualification to receive training
services?

What kind of training have case managers received in order to understand and make use of the
MICA when developing a service strategy for their customers?

Sources and Notes:
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Indicator 3.3.2 (E)

O Training activities are concentrated in those occupational areas having high-demand jobs in
high-growth sectors.

Reviewer Guidance: Compare the list of occupations that the WDA and the MWA have identified as
high-growth (as identified through the MICA) with the list of occupations in which training is
actually occurring. Review participant files and interview staff responsible for assisting participants
in making training choices and ask the following questions:

e Has the MWA targeted its training strategy toward preparing participants for jobs in high-
growth occupational areas as identified thought the MICA?

* Hasthe MWA confirmed with targeted employers that its training plans are meeting their needs?
(Ex. meeting industry recognized standards?)

e Does the MWA make use of apprenticeships in meeting the skill needs of employers?

e To what extent do the actual choices for training (classroom and OJT) coincide with the MICA in
high-growth areas? If they do not coincide, why not?

e To what extent do participant files demonstrate that ITAs are being used for training in high-
demand occupations in high-growth areas as identified through the MICA? Identify cases where
it appears that training is not in an area with high-demand/high-growth occupations and discuss
these with local area representatives to determine if there is adequate justification for this
training.

Sources and Notes:

Indicator 3.3.3 (E)

0O The MWA provides effective job search and job placement services to place participants in high-
growth occupational areas.

Reviewer Guidance: Obtain and review information on local area job search and placement
strategies and workshops; ask the following questions:

«  What types of job search assistance activities are offered by the MWSC? In what ways do
these workshops emphasize high-growth occupational areas?

* How is workforce information used in job search workshops or otherwise to help job seekers
and/or job developers make good decisions regarding job placement?

* How does the local area measure the effectiveness of its jobs search/job placement activities?

» How do local areas assure that job placements are accurately reported to the programs which
provide funds for staff engaged in job search and placement activity?

Sources and Notes:
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OBJECTIVE 3.4 Business Relationships: The MWA provides effective
services to employers.

Summary of Indicators
0 3.4.1 The MWA provides services to employers. E

O 3.4.2 MWA tailors the delivery of its services and products to meet the needs of employers. E

Indicator 3.4.1 (E)

O The MWA provides services to employers.

Reviewer Guidance: Obtain and review information on local area job search and placement
strategies and workshops; interview MWA management and/or business services representatives; ask
the following questions:

¢ Has the MWA developed the staffing and resource capacity to effectively deliver services to
employers?

¢ Isthe MWA'’s facility and layout designed to appeal to the employer customer? Do they
convey the image that the MWA looks and operates like a business?

e Whatis the MWA'’s strategy and process for serving employers? Are MWA business services

structured to:

o Quickly post available jobs and provide employers access to a comprehensive list of job
seekers who may be qualified for immediate job openings?

o Promote and/or conduct periodic events such as job fairs and other networking
opportunities that directly connect employers to prospective job seekers as well as
employers to employers?

o Promote and/or provide information sessions, seminars, or forums on topics of interest to
employers based on input from employers?

o Provide the flexibility necessary to ensure that employers have access and can receive

services more effectively?
o Coordinate the activities of the MWA'’s business services staff with those of the
local economic development agency?

e To what extent does the structure and operation of the MWA'’s business services staff
appear to meet the needs of employer customers?

Sources and Notes:
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Indicator 3.4.2 (E)

O MWA tailors the delivery of its services and products to meet the needs of employers.

Reviewer Guidance: Obtain a menu of business services from the local area which identifies the
service, the method of provision, and the partner(s) providing the service; ask the following
questions:

¢ To what extent has the MWA targeted employer groups to better identify priority
business or industry-wide needs and provide customized solutions?

e Does the MWSC use WIA Title I discretionary funds to enhance customized screening and
referral of qualified training applicants for particular employers?

What other strategies does the MWA use to provide customized services to employers?

To what extent does the grantee use WIA Title I or other formula grant funding sources to
provide customized business services for a fee?

Sources and Notes:

uses wo
for both ers and

Summary of Indicators

0 3.5.1 Timely and relevant workforce information is made available to employers and job
seekers through the state’s labor exchange system. C

Indicator 3.5.1 (C)

00 Timely and relevant workforce information is made available to employers and job seekers
through the state’s labor exchange system.

Reviewer Guidance: Review and assess workforce information materials and tools in the MWSC’s
Resource Room; ask the following questions:

How do Resource Room staff provide the most current Career-One-Stop and O*NET
information and services to job seekers?

e What workforce information, particularly in the area of high-growth industries/occupations,
is used by MWSC staff to guide job seekers into appropriate training programs?

In addition to Labor Market Information (LMI) data, how do MWSC staff use supplemental
employment-related sources including Local Employment Dynamics (LED) data from the U.S
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Census Bureau to identify employer's problems such as turnover rate, recruitment needs,
etc.? How is the information used to provide business and industry solutions including
developing layoff aversion strategies for businesses in transition?

¢ Do the Resource Room staff feel they have the most up-to-date workforce information
products and services? Do they feel that the products/services are available in sufficient
formats for all customers to be able to access (including access by person with disabilities) and
understand?

e  What strategies does the MWA employ to develop its own timely and relevant workforce
information?

Sources and Notes:

CORE ACTIVITY 4
PERFORMANCE ACCOUNTABILITY

Core Activity 4 refers to the MWA'’s accountability for performance as reflected by assessment in four
areas: meeting service level and expenditure goals, meeting performance outcome goals, managing
sub-recipient and contractor performance, and using performance data for continuous performance

improvement.

CORE ACTIVITY 4 GENERAL INSTRUCTIONS
The purpose of Core Activity 4 is to determine whether the MWA is meeting its operating goals,
such as planned service level and expenditure targets, and whether it is meeting its performance

outcome goals, as well as to evaluate the MWA's system for managing performance.

To prepare for this section, review grant goals and objectives, review MWA reports on services
provided and performance results achieved, and compare actual results against planned levels of
performance.
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Summary of Findings for Core Activity 4

Promising Practices

Findings or High-Risk Factors

Other Observations

— 146 —

JILPT



No.206

Pre-Review Performance Checklist

The pre-review performance checklist will be completed by the WIA State Coordinator prior to
conducting an on-site review. This information will help to ensure accuracy and efficiency
during the review. All data will be for the current Program Year (PY) through the most recent

completed quarter.

MWA
Date Reviewed:
Program Year

Performance
Measure Negotiated Achieved Status
Entered Employment Rate
Employment Retention Rate at Six
AUt onths
Average Earnings in Six Months
Employment and Credential Rate
Entered Employment Rate
DW Employment Retention Rate at Six
Program Months
Average Earnings in Six Months
Employment and Credential Rate
Entered Employment Rate
Employment Retention Rate at Six
Older Months
Youth Average Earnings Change in Six
Months
Credential Rate
Skill Attainment Rate
igﬁgﬁ;er Diploma or Equivalent Rate

Retention Rate
Overall Participant Customer Satisfaction
Activities Employer Customer Satisfaction
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Fiscal
Program PY Award Percent Percent Expenditures Percent Percent Percent
Allocated to Transferred Expended Expended Spent
Administration to Adult/DW on Training on Out-
of-
School
Youth
Adult
DW
Youth
Notes:
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List all WIA discretionary funding received by the Local Area. Are there any outstanding
issues or questions related to any of these grants?

WIA Program

Adult

DW

National Emergency Grant
Younger Youth

Older Youth

Total

Participants Served Locally
(# and % of Statewide Total)
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OBJECTIVE 4.1 Service Goals: The MWA is on schedule to achieve its service
level goals and fully utilize available funds. [29 CFR 95.21; 29 CFR 97.20; Local
Plan]

Summary of Indicators

4.1.1 An implementation plan identifies project goals, activity levels, spending targets, and
timeframes that are directly linked to achieving grant goals. E

4.1.2 MWA spending is occurring at a rate consistent with the amounts budgeted through the
most recent quarter being reviewed. C

4.1.3 The MWA is currently meeting service level goals proposed in the grant agreement. C

4.1.4 The MWA is projected to meet all service level goals and fully utilize all grant funds by the
end of the grant period. C

Indicator 4.1.1 (E)

An implementation plan identifies project goals, activity levels, spending targets, and
timeframes that are directly linked to achieving grant goals.

Reviewer Guidance: Review a copy of the MWA'’s implementation plan and/or sub-
contractor agreements; interview staff responsible for administering the program of services;
ask the following questions:

What kind of an implementation plan does the MWA use to guide its work? Does the plan
directly link project activities to project goals and include appropriate timeframes, staff
assignments, and levels of effort for each major project activity? How is the implementation
plan used as a tool to measure planned versus actual activity as a means of tracking the
progress toward goal achievement?

Has MWA staff received a written formal process (Ex. a flow chart or other method) that
illustrates the movement of program participants through service components that are
directly related to project goals? Is the sequence of services logical?

Sources and Notes:
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Indicator 4.1.2 (C)

0 MWA spending is occurring at a rate consistent with the amounts budgeted through the most
recent quarter being reviewed.

Reviewer Guidance: Compare actual expenditures at the end of the most recent quarter with the
level of expenditures forecast in the budget for the same period; ask the following questions:

e Compute the variance from plan as follows: actual expenditures divided by planned
expenditures, convert to a percentage and deduct 100 percent. For example:
$120,000/160,000 =.75 (75 percent) - 100 percent = -25 percent variance. Are actual
expenditures within +/-15 percent of planned levels through the most recent quarter?

* [fthe grant does not have quarterly expenditure goals, compute the percentage of the grant
period that has elapsed (Ex. 12 months of the 24-month grant period have elapsed, yielding a
completion rate of 50 percent), and compare that percentage with the percentage of total
planned expenditures achieved to date (Ex. 60 percent of total funds have been spent to date,
divided by 50 percent of grant period that has elapsed: 60 percent/50 percent = 1.2 (120
percent) - 100 percent = +20 percent variance).

o Ifactual expenditures are significantly higher or lower than projected levels for this period,
what are the causes for each variance from plan?

e Re:the WIA Youth program, how does the MWA ensure that, at a minimum, at least 30% of WIA
Youth funds are used to provide services to out-of-school youth? (20 CFR 664.320)

Sources and Notes:

Indicator 4.1.3 (C)
00 The MWA is currently meeting service level goals proposed in the grant agreement.

Reviewer Guidance: Examine the most recently available enrollment reports and compare the
number of participants currently being served to the number of enrollments planned for this period in
the MWA’s implementation plan. Perform the same analysis of other service goals that are identified in
the grant. Ask the following questions:

e Compute the variance from plan as follows: actual service level divided by planned service
level, convert to a percentage and deduct 100 percent (Ex. 120/160 =.75 (75 percent) - 100
percent = -25 percent variance).

» Are actual enrollments within +/-15 percent of planned service levels through the
most recent quarter?

o Ifthe grant only has grant-ending goals, compute the percentage of the grant period that has
elapsed (Ex. 12 months of the 24-month grant period have elapsed yielding a completion rate
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of 50 percent), and compare that percentage with the percentage of total planned service
levels achieved to date (Ex. 60 percent of total planned enrollments have been achieved to
date, divided by 50 percent of grant period that has elapsed: 60 percent/50 percent=1.2 (120
percent) - 100 percent = +20 percent variance).

» Ifachievement of service goals varies significantly from projected levels, what are the
causes for such variances?

Sources and Notes:

Indicator 4.1.4 (C)

O The MWA is projected to meet all service level goals and fully utilize all grant funds by the end of
the grant period.

Reviewer Guidance: Using the information already gathered on current enrollment, other service
goals, and expenditure rates, make a projection of whether the MWA’s service goals will be met and
all available funds will be spent by the end of the grant period. If you determine that significant
variances from the plan will remain by grant-end, determine what course of corrective action is
needed to remedy the problems you have identified. Ask the following questions:

* How close is the MWA to meeting its service level goals? If the MWA is not on course to meet
its service goals, what are the causes and how does the MWA plan to address them?

® Has the MWA obligated at least 80 percent of the prior program year’s allocation for WIA
programs serving adults, dislocated workers, and youth, less any amounts reserved (up to 10
percent) for the costs of administration? If not, why?

® Isthe MWA on course to spend their available funds by the end of each year in the grant
period, using 70 percent as a target expenditure level? If not, why?

Sources and Notes:
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OBJECTIVE 4.2 Performance Outcomes: The MWA is on schedule to meet or
exceed the performance outcomes that are identified in the grant agreement.
[WIA §136]

Summary of Indicators

0 4.2.1 The MWA is currently meeting or exceeding the performance outcomes that are identified
in the grant agreement and is projected to meet all performance goals by the end of the
Program Year. E

Indicator 4.2.1 (E)

0 The MWA is currently meeting or exceeding the performance outcomes that are identified in the
grant agreement and is projected to meet all performance goals by the end of the Program
Year.

Reviewer Guidance: Examine the MWA’s most recently available performance reports and compare
actual performance with planned performance from the beginning of the grant period through the
most recent quarter for each type of performance outcome identified in the program; ask the following
questions:

e Do actual performance results meet or exceed planned outcomes through the most recent
quarter?

e Ifactual performance is significantly higher or lower than planned levels for this period, what
are the causes for each significant variance from plan?

Sources and Notes:

OBJECTIVE 4.3 Sub-Recipient/Contractor Performance: The MWA holds
sub-recipients and contractors accountable for achieving their performance
goals.

Summary of Indicators

0 4.3.1 Sub-recipient and contract agreements contain clear, specific, and measurable
performance goals. E

0 4.3.2 The MWA holds sub-recipients accountable for actual versus planned accomplishments
related to performance goals. E
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Indicator 4.3.1 (E)

O Sub-recipient and contract agreements contain clear, specific, and measurable performance

goals.

Reviewer Guidance: If the grantee has entered into sub-recipient and/or contract agreements with
outside organizations to provide services, determine whether those agreements contain clear, specific,
and measurable performance goals that can be tracked and evaluated during the period of the
agreements; ask the following questions:

Do these agreements contain specific and measurable performance goals that are quantified? If
not, how does the grantee hold them accountable for their activities?

Do local grant agreements contain any performance indicators other than those prescribed by
WIA? (§136(c)(1))

Are the performance goals broken out into shorter increments of time, such as quarterly? If
not, how does the grantee measure performance during the course of the agreement?

Do the agreements contain any provisions requiring corrective action when performance goals
are not being met? If not, how does the MWA enforce the performance terms of the
agreement?

Sources and Notes:

Indicator 4.3.2 (E)

(0 The MWA holds sub-recipients accountable for actual versus planned accomplishments related

to performance goals.

Reviewer Guidance: If the grantee has contracted with sub-recipients or contractors to deliver
services, determine how the grantee reviews their reports, monitors their performance, and follows up
on performance problems; ask the following questions:

Do the reports reflect the progress of sub-recipients toward fulfilling goals and objectives
outlined by the grantee?

Is a procedure in place for the MWA to evaluate the reports? If so, has the procedure been
followed?

Are procedures in place to address reports that indicate performance below requirements?
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e Who initiates action when the reports suggest that corrective measures or technical assistance

are required?

Sources and Notes:

OBJECTIVE 4.4 Performance Data: The MWA uses performance data to
improve project implementation.

Summary of Indicators
O 4.4.1 The MWA uses relevant and objective data to assess the quality of service delivery. E

0 4.4.2 The MWA uses information from regular reviews to make adjustments to program
operations. E

Indicator 4.4.1 (E)
00 The MWA uses relevant and objective data to assess the quality of service delivery.

Reviewer Guidance: If a formal analysis process is in place, request and review a written description
of the steps followed in the process and copies of analyses for the period being examined. If no written
process, summarize the standard operating procedure (SOP). Request and review copies of
information used to create data for quality assessment; if no documentation is available, interview
MWA management. Ask the following questions:

e Does the process as described identify logical links between program activities and the
measures of program performance?

e How are “high” and “low” performance defined?

e When high or low performance is identified, what actions are undertaken to discover the
causes?

e Are project managers consulted about high or low performance and the causes that produced
them?

Sources and Notes:
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Indicator 4.4.2 (E)

0  4.4.2 The MWA uses information from regular reviews to make adjustments to program
operations.

Reviewer Guidance: Request and review copies of communication regarding low or high
performance results to contractors, the Board, or other partners; interview staff responsible for taking
action on low or high performance results; ask the following questions:

e Do the communications indicate that goals, staffing patterns, allocations or other
adjustments were made for the next reporting period?

¢ How do local boards and one-stop operators use performance data to identify trends or
patterns in the data that should be addressed, and are they pro-active in addressing these
trends or patterns? Have any reports been prepared? Ask for copy.

¢ What additional real-time performance measures have local boards developed for or
negotiated with service providers?

Sources and Notes:
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PROGRAMMATIC REVIEW EXIT CONFERENCE

MWA: Date:

Location

WDA Staff Present:
MWA Staff Present:

WDA Comments:

MWA Comments:
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ATTACHMENT A

WDA

WORKFORCE DEVELOPMENT AGENCY

Review Planning and Preparation Guide

Thorough planning and preparation for an on-site review is critical to both its completion and
effectiveness. As experienced monitors know, there is always more to look at once on-site and often
times, interviews and file reviews can raise red flags that require further exploration of issues. This
is a critical component of on-site monitoring and it's important to pursue identified issues with
additional questioning or document reviews to ensure a complete understanding of the situation.
This additional activity; however, takes time and can throw the review off-schedule. For that reason,
it is important to prepare thoroughly by reviewing relevant documents and to do as much of the
actual work (that is conducive to off-site review) as possible in advance. This may also include
following the “identification and verification” process in advance by identifying answers to
appropriate review guide questions while still in the office and verifying the answers once on-site at
the MWA.

Pre-Review Process:

Below are the required activities and associated timeframes for the pre-review phase of on-site
monitoring:

Activity Steps Responsible Timetable
Party
Pre-Review:
Determine Scope 1} Use “Review Planning and Preparation =~ WDA 45 - 60 days prior to
Guide” to determine scope of review, Coordinator review
sites to visit, time on-site, etc. (Steps 1-2);
2) Submit suggested review plan to WDA
management Management
3) Management approve/revise {Step 3)
Scheduling 1) Call MWA contact to determine WDA 30-45 days prior to
possible dates Coordinator review

2) Verify dates w/MWA via email
3) Make necessary travel arrangements

Formal 1) Draftletter to MWA confirming dates, WDA 30 days prior to
Notification scope and tentative agenda for review,  Coordinator review
as well as the WDA Programmatic (Steps 1-2);
Monitoring Guide and instructions re: WDA
file sample Management
2) Submit letter to Management for (Steps 2-3)

review and approval
3) Letter sent via centralized email to

MWA
Prepare Sample 1) Follow process in “Review Planning WDA 21 days prior to
for Participant File and Preparation Guide” to request Coordinator review
Review sample from WDA OSMIS staff

2) Follow process for notifying MWA of
file sample
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ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY

Knowledge Gathering &
Updating

Monitoring Guides & Tools

Packing Resources to Have
On-Hand

1)

2)

3)

4)

1

2)
3)

2)

3}

Review key sections of statute, regulations, WDA
TEGLs and PlIs (critical provisions or Coordinator
provisions pertaining to areas where MWA
has previously-identified issues)

Collect and review for MWA:

e Local plans (Strategic, MWSP)

e Board and Youth Council membership and
meetings

MWSC Certification

MWA Waiver Plan

Expenditure Reports (last 4 quarters)
Performance Reports (last 4 quarters)
Risk Assessments

Partner program and Internal Audit
monitoring reports

e Data validation findings

Discuss any questions/concerns regarding
MWA with Management or partner program
staff

Meet w/WDA staff assisting with review to
coordinate roles and division of labor while

on-site
Review on-site monitoring guides and toolsto =~ WDA
ensure familiarity prior to on-site review Coordinator

Complete “Pre-Review” portion of guide
Tailor guide to review by highlighting key
areas for MWA, adding in any MWA-specific
info already gathered or references that may
be useful on-site
Pack laptop, Internet card (encouraged for WDA
recording interviews; required for participant  Coordinator
file review)
Pack sign-in sheets for Entrance & Exit
Meetings
Ensure the following info is available while on-
site, preferably in an electronic format:
e Review schedule and directions to various
sites
MWaA contact information
e  Statute, regulations and policy guidance
for program under review
Monitoring Guide and tools
Local policies and any other information
provided prior to review
e Participant list for file sample
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ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY

Below are additional resources to assist the reviewer with establishing the review schedule and
requesting the participant file sample:

Review Schedule:

As outlined above, the length of time required for an on-site review is dependent upon both known
factors, such as the scope of the review (programs and provisions to be covered), the size of the
MWA, and the number and complexity of already-identified issues as well as unknown factors, such
as issues that crop up through the interview or file review process that were not previously known
by the reviewer. The best approach is to use the known factors to structure and schedule the review
as much as possible in advance, while allowing some extra time for the pursuit of red flags and issues
that arise during the course of the review. Below is a guide to help reviewers develop a schedule and
plan for the on-site review:

Key Questions: The reviewer should thoughtfully consider and answer the questions below when
determining the length and schedule for the on-site monitoring review. Remember, the goal of the
monitoring review is to thoroughly assess compliance and effectiveness across MWA operations. A
standard rule of thumb is to allow a half-day for Administrative-level interviews per program, a half-
day for Service Center Management/Case Management interviews per program, and at least one full
day for the file review per program and two - four hours for the Entrance and Exit meetings. This
generally allows time for follow-up questioning, a review of additional documents provided on-site
and a walk-through of case file organization and management. Timing can be shortened or
lengthened based on the answers to the questions below. (Note: For the purposes of this exercise,
Wagner-Peyser should not be considered a separate program but, rather, an element of the WIA
Adult or WIA Dislocated Worker review.)

Scope:

How many programs are being covered?
e How many WDA staff are participating in the on-site review?
e Are programs being covered in their entirety or only certain provisions?
¢ How many files will be reviewed for each program?

MWA Size

e Is the Administrative Office co-located with a Service Center?
e How many Service Centers are there and how many will be visited?
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ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY
How many case managers cover the program being reviewed?

Previously -Identified Issues

* Are there issues identified during previous programmatic monitoring or partner monitoring

that require follow-up?

Sample Review Schedule:

Once the scope and time on-site has been determined, it is necessary to develop a review schedule to
be shared with the review team, management and the MWA. This is included in the formal
notification letter outlined in the table above or can be provided under separate cover at a later date
if all details cannot be finalized at that time. The review schedule includes dates, times, locations and

participating WDA/MWaA staff and may follow the following format:
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ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY

Wagner-Peyser and WIA Adult On-Site Programmatic Monitoring Review

Day 1: June 1st

9:00am - 10:30am:

10:30 - Noon:

Noon - 1:00pm

1:00 - 1:30pm:

1:30 - 2:30pm:

MWAX
June 1 - June 3

Review Schedule

Entrance Meeting

Attendees: WDA Monitoring Team and MWA Administrative Staff
Location: Administrative Office

Purpose: To review the purpose, process and schedule for the review,
including the post-review activities; discuss any questions or concerns
regarding the process or schedule

Interview MWA Administrative Staff

Attendees: MWA staff identified by Director but with purview over the
program under review

Location: Administrative Office

Purpose: To discuss governance, policy, service design and delivery, and
performance

Lunch

Tour of Service Center #1

Attendees: WDA Monitoring Team and MWA Service Center Staff
Location: Service Center#1

Purpose: To gain a general understanding of service design and delivery, labor
exchange and facilities

Interview Service Center Management

Attendees: WDA Monitoring Team and Service Center Management
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ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY

Purpose: To discuss governance, policy, service design and delivery, and
performance

2:30 - 3:00pm: Time to review additional documentation collected, notes from initial
interviews, identify follow-up questions, etc.

3:00 - 5:00pm: Interview Case Management Staff and Walk-through of Case File Organization
Attendees: WDA Monitoring Team and MWA Case Managers
Location: Service Center #1

Purpose: To discuss case management procedures, service design and delivery,
access to resources, etc.

Day 2: June 2nd:
8:30 - Noon: Participant Case File Review

Attendees: WDA Monitoring Staff and MWA Case Management staff readily
available to answer questions

Location: Service Center #1

Purpose: To determine compliance and effectiveness of service design and

delivery
Noon - 1:00pm: Lunch
1:00 - 1:30pm: Tour of Service Center #2

Attendees: WDA Monitoring Team and MWA Service Center Staff

Location: Service Center #2

Purpose: To gain a general understanding of service design and delivery, labor
exchange and facilities

1:30 - 2:00pm: Interview Service Center #2 Management

Attendees: WDA Monitoring Team and Service Center Management
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ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY

2:00 - 3:00pm

3:00 - 5:00pm:

Day 3: June 3rd:

8:30 - Noon:

Noon - 1:00pm:

1:00 - 2:30pm:

Location: Service Center #2

Purpose: To discuss governance, policy, service design and delivery, and
performance

Interview Case Management Staff
Attendees: WDA Monitoring Team and MWA Case Managers
Location: Service Center #2

Purpose: To discuss case management procedures, service design and delivery,
access to resources, etc.

Participant Case File Review

Attendees: WDA Monitoring Staff and MWA Case Management staff readily
available to answer questions

Location: Service Center #2

Purpose: To determine compliance and effectiveness of service design and
delivery

Finish Participant Case File Review

Attendees: WDA Monitoring Staff and MWA Case Management staff readily
available to answer questions

Location: Service Center #2

Purpose: To determine compliance and effectiveness of service design and
delivery

Lunch
Follow-up Questions & Prepare for Exit Meeting

Attendees: WDA Monitoring Staff and MWA/Service Center staff available in
person or via phone to answer questions

Location: Service Center #2 (or somewhere with a private meeting space)

— 164 —

JILPT



No.206

ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY

Purpose: To close the loop on any outstanding concerns and develop written
outline based on completed review guide for use at Exit Meeting

2:30 - 3:00pm Travel to Exit Meeting at Administrative Office
3:00 - 4:30pm Exit Meeting

Attendees: WDA Monitoring Staff and MWA Administrative Staff as determined
by the Director

Location: MWA Administrative Office

Purpose: To provide summary of review activities, findings, high-risk areas or
other observations; explain process for issuing report

Note: This is simply one example of a potential review schedule. Structure and allotted times may
vary depending on a variety of factors, including the number of locations to visit, travel times
between sites, and the ability to distribute the work across the WDA Monitoring team to complete
some activities simultaneously.

Participant File Sample:

The purpose of the participant file review is to assess MWA compliance with the documentation, case
management, and service delivery requirements for the program under review, as well as to
determine the effectiveness of their service design and delivery. To accomplish this, WDA staff must
review a minimum of four participant files per program under review, with a goal of completing 8-
10% of the MWA caseload as reviewers become more proficient. The participant file sample should
include files from all of the service centers and case managers providing services as well as a mixture
of services provided. It is helpful to pull a sample larger than the number you intend to review
to allow for some discretion while on-site to select files from among the sample. This allows
another opportunity to ensure as much coverage of service centers, case managers, differences in

services provided, etc. as possible.
Below are the steps for requesting the participant file sample:

1. Request OSMIS information 3 weeks prior to the visit:

E-mail Paula Eklund (cc: Joe Billig) to request the following:
» MWA participant listing (at least 4 files per program)
» Ifreviewing more than one program, specify the number of participants per fund source

(atleast 4)
> Specify number of participants active, exited, and receiving specific services, such as on-

the-job training (OJT)
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ATTACHMENT A

WORKFORCE DEVELOPMENT AGENCY

Example E-MAIL:

Subject: WIA Participant Listing for (MWA Name) Program Review

Can you please provide me with a listing of the following for (MWA Name):

Four WIA Adult participants (3 active and 1 exited within the last 12 months). One
of the active should be receiving OJT.

Four WIA Dislocated Worker participants (3 active and 1 exited within the last 12
months). One of the active should be receiving OJT.

Four WIA Older Youth participants (3 active and 1 exited within the last 12 months).
Four WIA Younger Youth participants (3 active and 1 exited within the last 12
months).

For the participants selected, can you please provide the following information:

Status (Active/Inactive)
MWA ID

Region Code
First Name

Last Name

Birth Date
Program Code
Registration Date
Service Code
Begin Date

End Date

Exit Date

Once you receive the participant list from OSMIS staff, verify that the participants selected were

not reviewed the previous program year.

review.

Provide the MWA with the list of participant files no later than 48 hours prior to the program
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ATTACHMENT B

WORKFORCE DEVELOPMENT AGENCY

On-site Monitoring Step-by-Step Instructions

Effective on-site monitoring follows a multi-step identification and verification process.
This process requires the review team to ask questions at the Administrative Agency level
designed to identify if compliance and effectiveness provisions are in place. This step is
followed by interviews at the sub-contractor/service delivery level as well as a file review
to verify if those provisions are adhered to during program implementation. Experienced
monitors know that while the Administrative level often perceives that policies are widely
known and followed by middle management and front-line staff, communication
breakdowns between the levels may mean that is not reality. The identification and
verification process pinpoints these issues for resolution. This process also identifies
weaknesses in the local area’s internal monitoring procedures which may need to be
strengthened through technical assistance.

Below is a visual description of the steps:

On-site Monitoring Identification & Verification Process

On-site Monitoring Step-by-Step:

Following are the required activities and associated timeframes for the on-site phase of
monitoring:
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Activities
Entrance Meeting 1)
2)
Admin-level Interviews 1)
2)

3)
Service Center Visit(s) 1)

2)

3)

4)

Sub-contractor/Service Delivery 1)
Staff/Participant Interviews

2)

Participant File Review 1)

2)

3)

Steps

Meet w/MWA Director and/or
designated staff to review purpose,
scope, and agenda for review

Ask attendees to complete sign-in sheet
Use on-site monitoring guide to
interview Admin-level staff

Record answers, either by hand in guide
or electronically

Collect policies or other info needed
Travel to service center (if not co-located
w/Admin Office)

Meet w/service center management to
explain review schedule/process and
identify logistical needs - conference
room to work in, restrooms, nearby
restaurants, etc.

Use on-site monitoring guide to
interview service center management
{compare how answers align with
responses from Admin-level staff)

Take a guided tour of service center and
ask clarifying questions during tour (this
is an excellent opportunity to observe

service design and delivery to match with

the information ded

Use on-site monitoring guide to
interview one or more case managers for
program being reviewed. Compare how
answers align with Admin and service
center management responses.

If possible, use on-site monitoring guide
to interview one or more participants
regarding their experience and

satisfaction with the program and service

center overall

Ask case manager to “walk-through” a
typical case file to help review team
understand how files are organized and
maintained

Use OSMIS/hard copy files to complete
participant file review section of on-site
monitoring guide

As questions arise, ask case manager(s)
for assistance, use “Participant File
Review Guides” section of on-site
monitoring guide to note specific issues
with individual files as well as any
ongoing problems/themes overall
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Responsible  Est. Timeframe
Partv
Review Team  Review: Day 1
(led by WDA
Coordinator)

Review Team
(led by WDA
Coordinator)

Review Team
(led by WDA
Coordinator)

Review Team
(led by WDA
Coordinator}

Review Team
(led by WDA
Coordinator)

Review: Day 1

Review: Day 1

Review: Day 1 - 2

Review: Day 1-2
(and 3 if larger

review)
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Prep for and Implementation of
Exit Meeting

1)

2)

3)

4)

Prior to exit meeting, ask Admin or
service provider staff for clarification to
any outstanding questions or issues (to
ensure review team has full knowledge
prior to identifying any findings/areas of
concern)

Hold a review team meeting in a private
space (usually a conference room at
Admin office or service center) to draft
an agenda for Exit meeting that identifies
findings, administrative
recommendations, and positive practices
If unsure of how issue should be
categorized, contact Management via
phone or email prior to Exit Meeting. If
clarification is not obtained prior to Exit
Meeting, inform MWA that more research
will be done and the MWA will be
notified of the classification prior to
report issuance.

Facilitate Exit Meeting with MWA
Director and/or staff: ask attendees to
complete sign-in sheet; thank MWA for
their time and cooperation; outline
findings, administrative
recommendations, and positive
practices; allow MWA staff to raise
questions and offer additional
information that may resolve or re-
classify an issue; walk-through the report
issuance process and process for
resolving corrective action, if necessary.

Entrance and Exit Meetings: Talking Points

No.206

ATTACHMENT B

Review Team  Review: Day 2 or
(ledby WDA 3 (if larger
Coordinator)  review)

The Entrance and Exit Meeting components of on-site monitoring are critical to setting a
positive and professional tone for the review as well as relaying important information
about the process both on-site and post-review. The Entrance Meeting is an opportunity
for the review team to further define the scope, purpose, activities, and schedule for the on-
site review. It is also an opportunity for the MWA to ask questions or raise concerns. Even
though this information is provided to the MWA in writing in advance of the review, WDA
monitors should cover the following with MWA staff at the Entrance Meeting:

Introduction of the individual(s) conducting the review
Purpose, scope, and goals of the review

e Review schedule, including a statement that the schedule is the tentative plan but
the monitor(s) may have to diverge from the plan if unforeseen issues arise

e Designation of a representative(s) to serve as point(s) of contact for questions
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during the review
e Agreement regarding the time, location, and attendees for the Exit Meeting
¢ Questions, comments, or clarifications regarding the review

The Exit Meeting provides a summary of the monitors’ identified findings, high-risk areas,
and positive practices. WDA monitors also cover the process for the written report and
responsibilities for resolving corrective action, if necessary. Monitors should not feel
compelled to classify issues as either a finding or high-risk area during the Exit Meeting if
they are not sure of the appropriate designation. It is perfectly acceptable to describe the
concern and state that it requires further discussion and/or research before a final

classification is made. WDA monitors should cover the following with MWA staff at the Exit

Meeting:

e Locations visited, staff interviewed, and # of files reviewed

e The process and timeframe for completion and submission of the written
monitoring report to the MWA (see additional information below)

e The process and timeframe for completion and submission of required written

response to WDA, if applicable

The identification of any findings, high-risk areas, and positive practices

The identification of possible recommendations, if applicable

Questions, comments, or clarifications regarding the review

An opportunity for the MWA to respond to findings and/or observations with

clarifying information, if applicable

WDA Monitoring Report: The WDA will issue the formal report within forty-five (45) days
of the completion of the review. The report will include the following:

e Scope of the Review
e Summary of the Review

Findings (issues of compliance with the Act, Regulations, or other applicable laws or

regulations), if applicable
e Requested Corrective Action, if applicable
e High-Risk Areas (significant deficiencies which, though not compliance issues,
materially affect the grant’s performance, effectiveness, or efficiency of operations)
e Administrative Recommendations (suggestions or recommendations for
improvement), if applicable
Positive Practices

WDA Monitoring Reports will be provided to

e Chief Elected Official(s)
e Workforce Development Board (WDB) Chair
e MWA Director
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e WDASOM Executive Leadership
e WDASOM Office of Audit and Financial Compliance

If corrective action is required, MWA officials must submit a corrective action plan
addressing the finding(s) and the specific steps that will be taken to help ensure the
finding(s) is resolved. The MWA may wish to address program design, goals, or service
strategies that may inhibit programmatic operation and/or performance, including
reporting issues, and appropriate technical assistance (if needed). A timeline outlining the
steps to be taken must be included.

Once the WDA has received the corrective action plan, it will make a determination within
30 days regarding the effectiveness of the response. If the corrective action response is
deemed acceptable and appropriate, the MWA will be notified to proceed with the
indicated action. If the corrective action plan is not deemed acceptable, the WDA will
require additional information.

If applicable, corrective action plans must be submitted to the WDA at the address listed
below within from the date of the Summary Report to:

Ms. Stephanie Beckhorn, WIA Manager
Office of Talent Development Services
Victor Office Center, 5th Floor
201 N. Washington Square
Lansing, Michigan 48913
Or electronically at: beckhorns@michigan.gov

If your corrective action plan does not effectively identify and address the finding(s) in a
manner that ensures future success, or a response is not submitted within the required
timeframe, MWA officials will be notified and further corrective action may be required.

Programs and/or procedures included in corrective action will be reviewed during
subsequent programmatic reviews.
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Post-Review Guide

An on-site monitoring review is only effective if the information gathered and analyzed is
used in the following ways:

1. To provide clear feedback to the MWA in the form of a monitoring report that
identifies findings, high-risk areas, and positive practices;

2. To improve the monitor’s understanding of the MWA’s structure, operations, and
performance to support the provision of targeted technical assistance to the
grantee; and

3. To improve the WDA'’s understanding of the compliance and effectiveness of both
that individual MWA as well as common issues that run across the system to drive
the development of policy, procedure, technical assistance and training that will
improve system efficiency and performance.

The common thread within each of the three activities above is communication. Conducting
on-site monitoring that is not followed by clear, consistent, and comprehensive
communication both back to the MWA and forward to WDA management and peers will
drive neither compliance nor system improvement.

We can again use the “Effective Communication Loop” to depict the desired process for the
specific activity of on-site monitoring:

On-site Monitoring: Effective Communication Loop

Productive Transparency/Open Effective

WDA/MWA Communication Monitoring/Oversight

Relationship
Compliant/High- Effective Identification &
Performing Corrective Action, Communication of
System TA & Training Issues/Innovation

The three processes used to achieve the goals outlined above are:

1) Development and submission of the WDA On-site Monitoring Report
2) Tracking of corrective action and resolution of issues
3) Completing the Technical Assistance and Training Loop

- 172 —

JILPT



WORKFORCE DEVELOPMENT AGENCY

No.206

ATTACHMENT C

These processes are discussed in detail in the Step-by-Step table below. Following the
table are additional resources to support the report writing component of post-review

activities.

Post On-site Monitoring Step-by-Step:

Below are the required activities and associated timeframes for the Post On-site phase of

monitoring:

Activities
Management De-brief

Report Writing

Issue Report

Tracking of On-Site
Reviews and Corrective
Action

Complete TA/Training
Feedback Loop

Steps

1

1

2)

1)

2)

1)

1)

2)

Meet w/WDA Management to outline
findings, administrative
recommendations, and innovative
practices; clarifv anv auestions

Use “On-site Monitoring Report”
template to draft cover letter and
written report of findings/corrective
action, administrative
recommendations, and innovative
practices.

Submit to management for review,
collaborative editing, and approval
Management submits cover letter and
report to Executive level for review
and signature

Report cover letter signed and emailed
to MWA Director

Update on-site review tracking tool
located in shared drive (example also
provided at the end of this document)

Follow established process to raise
identified TA and training needs
Follow established process to share
innovative practices
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Staff
WDA
Coordinator

WDA
Coordinator
(Step 1 -2);
WDA
Management
(Step 2)

WDA
Management
(Step 1); WDA
Executive
Level (Step 2)
WDA
Coordinator;
WDA Lead
Staffer (back-

up)

WDA Lead
Staffer and
Management

Est. Timeframe

Within 5

working days of

completion of
on-site review
Step 1 -within
21 days of
completion of
on-site review;

Step 2-within 30

days of
completion of
on-site review
Within 45 days

of completion of

on-site review

Within 14 days
of report
issuance (Step
1});

Ongoing until
findings
resolved (Step
2)

Within 14 days
of report
issuance
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WDA Monitoring Reports

WDA monitoring reports, issued following an official monitoring event, are a primary tool for
driving individual grantee and system compliance and effectiveness. These reports also provide a
forum to highlight positive practices and share the WDA'’s current priorities and vision. To ensure
that MWAs receive a consistent product in terms of format and approach, WDA staff should use the
model outlined below when preparing monitoring reports.

General Guidelines:

e Reports should be written with an exception-only approach, meaning that content should
reflect the areas from the review that were exceptionally negative or positive. Narrative
describing operations that are neither non-compliant nor particularly ineffective or
effective should not be included.

e MWAs are only required to respond to the Findings included in the Report. Reports should
not mandate a response to issues identified as “High-Risk”.

e Timeframes for the submission of MWA responses should follow a 30-45 day window from
the date of receipt of the Report or follow-up communication.

e The specific date that responses are due should appear in the cover letter.

Use the following standard labels within the body of the monitoring report:

e Finding/Required Action: A Finding identifies an area of non-compliance with the
Act, regulations, ETA policy, WDA policy, or terms of the grant agreement. A Finding
statement is followed by a Required Action statement describing what must be done
to remedy the Finding.

High-Risk Areas/Administrative Recommendations: These headings are used to
address significant deficiencies which, though not compliance issues, materially
affect the grant’s performance, effectiveness, or efficiency of operations.

e Positive Practice: This heading is used when highlighting a grantee practice that is
noteworthy as a positive model or “best practice.”

MWaAs are only required to respond to the Findings included in the Report. Reports invite,
but do not mandate, a response to issues identified as “Administrative Recommendations.”
Timeframes for the submission of grantee responses should provide a 30-45 day window
from the date of receipt of the WDA monitoring report or follow-up communication. The
specific date that responses are due should appear in the cover letter. Monitoring reports
should be signed by WDA Management.
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WDA Monitoring Report Components:

All monitoring reports should contain, in the following order:

Cover Letter

Title Page

Executive Summary

Review Scope

Findings/Required Actions (if any)

High-Risk Areas/Administrative Recommendations (if any)

Positive Practices (if any)

Cover Letter

The cover letter should be brief, to the point, and include the dates of the review and
programs covered, a statement that the report is attached, and a required receipt date for
the MWA'’s response, if applicable. The letter should also note, if applicable, that the report
contains significant findings such as questioned costs and critical findings or risk areas
identified by the WDA. (Sample language appears in the attached Example Report.)

Title Page

To ensure consistency of presentation and to give the report a professional appearance, a
standard title page has been developed and appears in the attached Example Report.
Reviewers should edit the page to include the relevant grant program, MWA name, and
issue date.

Executive Summary

The Executive Summary is exactly what the name implies - a summary of the report for an
Executive, and, as such, it needs to be clear, concise, and brief. The Executive Summary
should be no longer than one or two pages and should include the key findings and
required actions identified during the review, as well as any positive practices the reviewer
wants to highlight. The Executive Summary is not the place to include background
information or a description of the scope of the review.

Review Scope
The Review Scope is the who, what, when, how, why and where of the review. This section
should include:

e Dates of review, including entrance and exit conferences

o Sites visited
e Names of staff members that conducted the review
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e Names & titles of those in attendance at entrance and exit conferences
Purpose of the review

e Programs reviewed
Areas reviewed (in most instances this should be a list of the content areas in the
Programmatic Monitoring Guide that were covered during the review)

e Time periods for data covered in the review

e What was reviewed prior to traveling on-site

Findings/Required Actions

Findings are identified issues, policies, or practices that are non-compliant with program
standards, other Federal regulations, USDOL/ETA or WDA policy, and/or the terms of the
grant agreement. Findings must contain a clear statement of the identified problem and
must cite the specific section of the statute, regulation, policy, or grant agreement that has
been violated. The report should follow the 4 Cs approach: Condition, Cause, Criteria, and
Conclusion/Corrective Action. (Further guidance re: the 4 Cs appears in the Report Writing
Approach section below).

Each Finding must have a corresponding Required Action. Required Action should be a
clear statement that identifies what the WDA must see as action taken or documentation
provided in order for a Finding to be resolved. The Required Action should use direct
language, such as “shall” or “must”. Recommendations on detailed steps to take to correct
the problem may be included when the reviewer is confident in knowing the cause of the
problem and the appropriate remedy to fix it.

High-Risk Areas/Administrative Recommendations

High-Risk Areas are issues, policies, or practices observed during the review that are
negatively impacting the grantee’s ability to effectively manage the grant or provide
services to participants. They may also be “red flags” or “risk areas” that, if not corrected,
could lead to an area of non-compliance in future monitoring reviews.

Each High-Risk Area should have a corresponding recommendation for improving the
issue/practice. Your grantee is encouraged, but not required, to implement the
recommended action for improving the issue/practice.

Positive Practices

Positive Practices are MWA practices or outcomes observed during the review that are
sufficiently effective and/or innovative to warrant “highlighting” in the report. While itisa
good practice to identify some positive things to say about a MWA and its program,
reviewers should be judicious with their use of compliments in the official monitoring
report. Such comments may be inappropriately used or taken out of context by MWAs for
use in other forums.
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Report Writing Approach:

The 4 C’s are a good writing approach to ensure the clarity and completeness of each
Finding. They are: condition, criteria, cause, and conclusion/corrective action.

Findings
For each Finding, the 4 C’s lead us to ask:
e What condition did we find? Explain this condition.

Example: Two of the 15 participant files reviewed did not contain sufficient eligibility
documentation.

e What s the criteria? In other words, what does the statute, regulation, federal
policy, WDA policy, or grant agreement require? How did the condition we found
compare to the criteria? Explain the criteria and give the specific citation.

Example: In accordance with the terms of the grant agreement, in order to be eligible to
receive services under this grant, an individual's income must be within 150% of the

poverty level.

e What was the cause? Why did this violation occur? Explain the causes that you
observed (lack of training, inappropriate documentation, etc.). If the immediate
cause is unknown, omit this part.

Example: The two files did not contain sufficient documentation to verify this eligibility
requirement because the income of family members was not included in the eligibility
determination.

What is the conclusion? What corrective action is required? Describe the
recommendation.

Example of Required Action: The grantee must verify the eligibility of the two questioned
participants for whom it did not have adequate eligibility documentation. The results of
this review, as well as copies of the eligibility documentation, must be provided to the
reviewer in the official response to this report. If an individual is found to be ineligible for
this grant program, the grantee must stop spending grant funds on him/her. Any costs

already spent on an ineligible individual are disallowed and must be paid back to the grant.
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High-Risk Areas

Three of the four Cs may be applied when writing an Administrative Recommendation

e Begin with the statement of condition.

Example: The case notes in all 15 of the participant files reviewed were incomplete. While
it was clear from talking with the case managers that they are making contacts with the
participants, this is not apparent from the case notes since they do not reflect the contacts
made or activities that took place.

Cause (when known)

Example: The case managers were not properly instructed on how to complete the case
notes.

Criteria may not necessarily be present. Include criteria if it applies.

Example: It is important that case notes accurately reflect interactions between the case
manager and the participant so that the service record is complete and documented.

Conclude with a suggestion.

Example: The reviewer recommends that the grantee provide training to the case
managers on how to complete the case notes and conduct periodic file reviews to ensure
that case managers are keeping thorough and accurate case notes that reflect all that is

being done on behalf of any given participant.
Positive Practices:

Positive Practices should contain a succinct description of the highlighted practice, as well
as a brief explanation of the benefit to the customer or system. A tightly-worded Positive
Practice will minimize the possibility of WDA’s language being inappropriately used or
taken out of context by grantees for use in other forums.
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Participant File Review Guide(s)

The review of participant hard copy and electronic files is an essential and required component of
all official on-site monitoring reviews. In terms of the “identification and verification” strategy
outlined earlier in the Monitoring Guide, the participant file review allows monitors to “identify”
issues not previously revealed through the document and interview process and “verify” if the
information conveyed in written policy/procedure and through interviews with staff is actually
implemented through the delivery of services to participants.

In Attachment A: Review Planning and Preparation Guide, monitors are provided step-by-step
instructions for ensuring a robust sample of participant files is available for review. Below are
instructions and tips for conducting the participant file review once on-site.

e Use the following spreadsheets to record information for each participant file.

e When non-compliance, high-risk or other issues are identified, note the issue in the
appropriate column on the spreadsheet and highlight the column in yellow. You may also
wish to make notes in the “Additional Comments” column to further explain the concern or
as a reminder to request additional/clarifying information from MWA staff.

¢ You may wish to adjust the order that you identify information in the file (from the columns
in the spreadsheet) to match the file organization system of the MWA.

e [ftime is limited and you will not get through all of the selected files, seek to review files
from a cross-section of case managers. Identified issues are often a result of insufficient
knowledge or errors on the part of an individual case manager. While it is critical to
identify those issues, it is also important to determine if the problem is isolated or systemic
to identify appropriate corrective action.

e When completing the “Eligibility” portion of the file review guide, please refer to any locally-
developed and WDA-approved checklists that may be in effect to ensure compliance with
federal, state, and local requirements.

e Once you've completed the file review, examine the spreadsheet to identify common issues
or “themes”. In many cases, you will need additional information to determine if the
concern is, in fact, a finding or if there is a reasonable explanation. Meet again with case
managers/management and use your notes to raise questions that will pull out the
information needed to make an assessment of the issue.
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