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Northern Virginia Eligible Training Provider Policy 
March 2013 

To become an Eligible Training Provider for the Northern Virginia Workforce Investment Board 
(NVWIB, Area #11) under the Workforce Investment Act (WIA), the training provider must 
offer a program of training services that leads to: 1) a certificate, an associate degree, a 
baccalaureate degree or 2) the skills or competencies needed for a specific job or jobs, an 
occupation, occupational group or generally for many types of jobs or occupations as recognized 
by employers and determined prior to training. Training Providers are required to complete an 
application according to the instructions and forms that are available online on 
the SkillSource website at www.myskillsource.org. Training providers must submit this 
application directly to the NVWIB’s WIA Training Provider Coordinator. 

According to the Virginia Community College System’s Workforce Investment Act Policy 
Number 00-7 (June 2010), eligible applicants include programs under Title IV of the Higher 
Education Act, apprenticeship programs with the National Apprenticeship Act, and public or 
private, profit or non-profit organizations offering training services. Organizations not eligible 
under Title IV or the National Apprenticeship Act must provide documentation that they are 
licensed to operate in the Commonwealth of Virginia and from a licensing or accrediting agency 
such as the State Council of Higher Education for Virginia (SCHEV), Virginia’s Department of 
Professional and Occupational Regulation (DPOR), or an oversight body pertaining to the 
program’s industry. Providers must demonstrate how the training programs will prepare job 
seekers with job skills, certification, or associate or baccalaureate degrees. Those applying also 
must demonstrate how their training program(s) will meet local workforce demand. Providers are 
required to submit performance information for each program of training reflecting program 
completion rates for all participating individuals; percentage of all individuals who obtain 
unsubsidized employment; and the wages at employment placement of individuals. 

The WIA Training Provider Coordinator reviews the training provider’s application to assure 
appropriate and consistent responses, including a site visit to all new applicants. The Coordinator 
works closely with the NVWIB Executive Director and the NVWIB Quality Assurance 
Committee members to enable the Committee members to review proposed programs and to 
determine training provider approval status. An application will not be submitted to the NVWIB 
Quality Assurance Committee for approval unless all of the requirements have been met. If 
approved by the NVWIB Quality Assurance Committee, the name of the training provider and 
the approved programs will be listed on the SkillSource website and distributed to our five (5) 

http://www.myskillsource.org/
http://www.vccs.edu/Portals/0/ContentAreas/Workforce/policy00_7_final%20posting_062910.pdf
http://www.vccs.edu/Portals/0/ContentAreas/Workforce/policy00_7_final%20posting_062910.pdf
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local SkillSource One-Stop Employment Centers. In addition, newly-approved training 
providers are invited to contact the Fairfax County SkillSource Centers Community Relations 
Supervisor to disseminate information and materials about their training programs.  

The WIA Training Provider Coordinator inputs new training provider information into the 
Virginia Workforce Connection database within 30 days of approval. Submitting this program 
information enables training provider offerings to be seen on a Statewide level; eligible job 
seekers may choose from any approved WIA program within the State, if so desired.  

Becoming an Eligible Training Provider for the Northern Virginia Workforce Area #11 under the 
Workforce Investment Act authorizes training providers to accept eligible WIA Adult and 
Dislocated Worker clients into these training programs who have Individual Training Accounts 
(ITAs), which will fund training opportunities of up to $3,000 for unemployed adults or $3,500 
for dislocated workers. ITAs are currently issued only by certified SkillSource One-Stop 
Employment Centers throughout the Northern Virginia area. 

The Northern Virginia Workforce Investment Board adheres to the procedure for training 
providers to appeal the denial of their eligibility or termination of their eligibility, as outlined in 
the Virginia Community College System’s Workforce Investment Act Policy Number 00-7 (June 
2010).  

 

 

http://www.vccs.edu/Portals/0/ContentAreas/Workforce/policy00_7_final%20posting_062910.pdf
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Individual Training Account (ITA) Policy 

 
As of December 2011 

 
 

I.  ITA Eligibility 
 
To be eligible for training services, the individual also referred to as the WIA participant must have 
participated in core services activities, and at a minimum, one or more of the following intensive 
service activities have been provided.  The participant must also have been determined unable to 
obtain or retain employment through core and intensive services. 
 
a.  A completed a comprehensive assessment of skill levels and service needs that may include 

diagnostic testing. 
b. Participated in an in-depth interview to identify employment barriers and employment goals.   
c. Development of an individual employment plan that identifies the employment goals and 

appropriate combination of services for the participant to achieve the employment goals.  Should 
occupational skills training be warranted as part of the participant’s Individual Employment Plan 
(IEP), the IEP must include evidence that a review of the labor market information has been 
conducted to determine that the occupation selected is in demand and those employment 
opportunities exist.  If the participant’s desired career interest is not a high growth occupation, 
the participant must demonstrate an intense need of training due to a prior experience of demand 
and existence of opportunities that would guarantee employment after completion of the training.  
Prior approval for this type of training must be obtained.   

d. Individual counseling sessions,  which include career planning and case management services, 
along with short-term pre-vocational services of developing learning skills, communication 
skills, punctuality, personal maintenance skills, and professional conduct to prepare individuals 
for unsubsidized employment or training.   

 
The WIA CM is responsible for ensuring the participant’s skill levels will result in the successful 
completion of the training.  WIA CM must carefully review the participant’s assessment results and 
immediately refer participants to the Adult Basic Education or Literacy classes if skill levels in reading 
or math are 8.5 or below, the client has limited English proficiency or results of placement tests from 
school/training provider require attending prerequisite courses.   
 
Once the participant has completed intensive service activities, the WIA Case Manager (CM) will 
provide information regarding the availability of training.  ITA will be discussed with the participant 
specifying his/her responsibility regarding the ITA.  In consultation with the WIA CM, the participant 
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will review the Statewide or local list of eligible training providers (ETP) to determine training options.  
The training provider’s requirements for enrollment, performance outcomes, and cost for the training 
course selected will be discussed with the participant.  It will be the responsibility of the WIA CM AND 
participant  to identify and select a training provider from the state or local list of ETPs approved by the 
Northern Virginia Workforce Investment Board (NVWIB).  Training shall be directly linked to 
occupations that are in demand in the local area or in another area to which an adult or dislocated worker 
receiving such services is willing to relocate.   
 

II.  Training Authorization Form (TAF) and Letter of Authorizations (LOA) 
 
Based on a comprehensive assessment on career interest/aptitude, the skill levels and evaluation of 
participant’s training needs coupled with labor market information on the participant’s career interest, 
the WIA CM will begin the process for initiating the TAF.  The TAF is the SkillSource Center’s ITA 
voucher system which provides information regarding the participant’s type of training, duration of 
training, training costs and training provider.  The TAF must be submitted at least two (2) weeks prior to 
the participant’s training start date for LOA processing.  An LOA may be expedited with prior approval 
from the CM Supervisor if and only when there is an immediate need for the participant to begin the 
training.  A written justification must be submitted and approved.  An email justification sent to the CM 
Supervisor may be acceptable.   
 
The following procedures must be implemented to initiate the TAF and LOA: 
 

a.  Training needs justified based on IEP, assessments, and labor market information. WIA CM 
completes Training Justification Form.  (If the WIA CM completed an Unlikely to Return 
Analysis statement for dislocated workers whose termination was not a result of a mass lay-off 
or plant closure, the training justification form does not need to be completed.)  

b.  Participant completes Customer Request for Training. 
c. WIA CM explains Training Agreement to participant.  Participant must read and fully 

understand  the training agreement and sign the agreement.  WIA CM must reiterate to the 
participant the importance of immediately informing WIA CM for any change in training status 
e.g. withdrawal and cancellation and to strictly adhere to training/school provider’s 
cancellation/withdrawal policies.  WIA CM must inform the participant that fees paid in advance 
without prior approval are not reimbursable.   

d. Participant selects training provider from Statewide/Local ETP list.   
e. WIA CM contacts training provider and obtains information on training availability, training 

costs, curriculum, class schedules, etc.  Participant should provide a copy of their Acceptance 
Letter from school or training provider.     

f. WIA CM gives Financial Award Analysis (FAA) form to participant to bring to training 
provider’s Financial Award Officer (FAO) for completion and signature to validate coordination 
of training funds or availability of other non-WIA training funds/resources.  WIA CM may fax 
the FAA form directly to training provider.   

g. TAF and LOA are created and submitted to CM Supervisor for approval.   
• TAF and LOA must have accurate information regarding training type, training costs, 

duration of training and WIA training fund to be charged (Adult,  Dislocated Worker, 
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BRAC, ARRA, Youth, VASAVOR, etc. ).  Training costs must include all training 
related costs (tuition fees, books, supplies, uniforms, other miscellaneous fees).   

• One (1) TAF and (1) LOA must be processed for each participant unless it is a group 
training of individuals under the same WIA Program attending the same training/class. 

• CM Supervisor reviews TAF and LOA for completeness and accuracy, as well as checks 
the Virginia Workforce Network Virtual One Stop management information system 
(VWC VOS) to ensure participant’s WIA registration and services.  The TAF or LOA 
will not be processed or approved if the training activity information has not been added 
or entered in the VWC VOS.  

• CM Supervisor sends LOA and TAF via email or original copy to SkillSource Fiscal 
Officer. 

h. SkillSource Fiscal Officer processes LOA and submits to Program Manager for approval and 
signature.   

i. Upon LOA approval, Kim-Chi: 
• Assigns the funding control # to LOA. 
• Mails original LOA to Training Provider and informs WIA Case Managers and CM 

Supervisor regarding the LOA approval via email.  
• Sends copies of the LOA to CM Supervisor for distribution to all WIA Case Managers 

concerned.   
• A copy of signed LOA to is sent to Finance to set aside training fund request.   

 
III. WIA Training Cap Limit 

 
The NVWIB sets the training fund cap limit every program year.  Currently, the maximum 
training fund limit for adults is $3,000 and $3,500.00 for dislocated workers.  The NVWIB 
Executive Director is authorized to increase or decrease the funding.   
 

IV.   WIA Training Forms and Documentation 
 
The following training forms and documentation must be completed and/or obtained prior to issuing the 
Training Authorization Form (TAF) and LOA: 
 

a.  Training Justification Form – indicates justification for training need (CM completes this form) 
(If an Unlikely to Return Analysis statement has been completed for Dislocated Workers (not 
involved in mass lay off) – there is no need to complete the Training Justification Form) 

b. Customer Request for Training – participant completes this form and indicates purpose of 
training, choice of training provider,  and level of commitment to successfully complete the 
training. 

c. Training Agreement Form – must be explained to Participant and participant must read and sign 
the agreement.   

d. Financial Award Analysis – this validates coordination of training funds.  The participant must 
present this form to the training provider’s Financial Aid Officer (FAO) for completion and 
evaluation of other funds/resources that could pay for the participant’s training expenses.  The 
form must be signed by the FAO and submitted to the WIA CM.   

e. School’s Acceptance Letter – validating participant’s registration with school/training provider 
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f. Course Curriculum 
g. Information on tuition fees, books, class schedules and other required training related items.   

The following documentation must be obtained to validate participant’s training activities: 
 

a.  Timesheet or attendance sheet or validation from instructor/school regarding participant’s 
training participation.  (Email from school or instructor regarding participant’s progress is 
acceptable). 

b. Participant’s progress or evaluation from instructor/school. 
c. Grades or official transcripts 
d. Certificates of completion, diplomas, etc.  validating completion of training 
e. For TRADE eligible participants, the WIA CM must coordinate with the Virginia Employment 

Commission (VEC) Trade staff for all Trade related documentation and training.  It is strongly 
encouraged that copies of Trade documents are kept in participant’s case files.   

 
V. Distance Learning or Web-Based Training 

 
Distance Learning or web-based training is another type of training that uses the internet and new 
interactive computer technologies to provide, create or replicate the types of training that takes place in a 
classroom setting.  Using an online computer connection, distance learning can establish a setting for 
students and instructors where for example, lessons are assigned, completed and returned and 
discussions can be held on line. 
 
There has been an increasing demand of students who prefer to complete a course through distance 
learning.  The ability of the WIA CM to monitor attendance in training is the primary concern when 
determining the approvability of distance training for the participant.  Although the regulations do not 
provide a clear definition of classroom setting, the usual meaning is that the training takes place in a 
room in a school where students can interact with an instructor.  Therefore, the key element to approval 
of distance learning is based primarily on the interactive nature of the classroom training experience 
between instructor and student.  A means of communication must be established where the instructor 
can ask questions and the students can respond and ask questions to the instructor. 
 
Distance leaning can only be approved when it is part of  a curriculum that: 
 

a. Leads to the completion of a training program; 
b. Requires the students to interact with instructors; 
c. Requires students to take periodic tests and; 
d. Requires students to come onto campus or other approved facility for tests and meetings with 

instructors.   
 
When the above four conditions are met, it ensures actual participation in order to monitor attendance. 
WIA CMs must provide validation of meeting the above 4 conditions and tracking of the participant’s 
attendance for distance learning to be approved. 
 

VI.  Invoice Processing  
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The CM Supervisor is the school/training provider’s Point of Contact in submitting invoices for 
payments of tuition fees, books or other training related costs in Fairfax and other Northern Virginia 
cities/counties except Loudoun County.  Case Managers in Loudoun are responsible for receiving, 
reviewing and sending the invoices for payment.  This also applies to the VASAVOR and PRC 
programs.   
 
The following procedures must be implemented in submitting invoices: 
 

a. Upon receipt of invoice from school/training provider:  
• CM Supervisor verifies training activity against the VWN VOS to ensure that training 

information has been entered or added in the VWC VOS.  
• CM Supervisors requests validation of participant’s training from WIA Case Managers.  

If timesheets are not available, WIA CM may obtain validation of participant’s 
attendance through email or other forms of correspondence.  The WIA CM must copy the 
CM Supervisor on any correspondence sent by the training provider/school regarding 
validation of participant’s training activity.   

b. Upon review of invoice and related documentation and validation of participant’s attendance, 
CM Supervisor submits invoice and other documentation to Kim-Chi Ly for payment processing.  

c. CM Supervisor maintains invoice tracking sheet and contacts CM to follow up on outstanding 
invoices.   

d. CM is responsible for tracking the participant’s training funding balance.  
• CM must follow up from the training provider/school on outstanding invoices or 

cancellation of remaining balances on the LOA.   
• CM must immediately inform CM Supervisor of cancellation of remaining balances in 

the LOA.   
• CM Supervisor will notify Kim-Chi of cancellation of remaining balances.     

 
VII.  LOA Cancellation 

 
Within the first week of training, it is imperative for the WIA CM to verify progress or attendance in 
training from the school/training provider or client as there may be instances where the client decides to 
withdraw from the class or the school/training provider cancels the training.   
 
The following procedures must be implemented: 
 

a. WIA CM MUST ensure that upon immediate notification of the participant’s decision to 
withdraw or cancel, or when the training provider cancels or postpones the training, the WIA 
CM must immediately cancel the LOA.  

• Sends the cancelled LOA to the school/training provider and/or notifies the 
school/training provider regarding the cancellation.   

• CM must work with client in resolving issues or barriers that led to the client’s 
withdrawal from the class.  It is recommended that the client’s Individual Employment 
Plan (IEP) must be updated to show client’s current service status and revised action 
plan.   
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b. A copy of the cancelled LOA must be faxed or mailed via interoffice mail to the CM Supervisor 
and Kim-Chi Ly.   

c. For classes that have been cancelled or postponed by the training provider: 
• CM must immediately cancel the LOA, fax copy of the cancelled LOA to CM 

Supervisor.   
• CM must notify client and determine client’s interest in pursuing the training on a later 

date.  CM will submit new TAF and LOA for future training.   
d. The SkillSource Finance Officer will cancel LOA from tracking database and notify the DFS 

Finance Department regarding the cancelled LOA.   
 
Invoices will NOT BE PAID for participants who NEVER ATTENDED the training at all unless it’s 
special circumstances.  In addition, invoices WILL NOT BE PAID for training that was cancelled by the 
training provider.  Supplies or books that were purchased prior to the training start date of participants 
who failed to attend the training may be paid if the withdrawal or cancellation was due to emergency or 
medical reasons. Validation for justification to cancel training must be documented via case notes, 
doctor’s notes, etc. The WIA CM must immediately notify the school/training provider of the 
participant’s emergency situation and cancellation of the LOA.  Invoices for the school/training 
provider’s withdrawal or cancellation fees may be paid.   
 
Unnecessary payments of invoices for participants who never attended the training could be avoided by 
constant follow up with participants and immediate notification of the school/training provider about the 
LOA cancellation. 
 

VIII.  Completion of Training Program 
 
The WIA CM must contact participant at least bi-weekly during the participant’s training activity to 
ensure immediate intervention in addressing participant’s training needs. This could be accomplished 
through emails, phone calls or other forms of correspondence.  The WIA CM is strongly encouraged to 
contact the school/training provider for additional information concerning participant’s progress in 
training on a regular basis during participant’s training activity.   
 
Upon completion of the training, WIA CM must obtain validation of completion e.g. certificates, 
diplomas, grades or official transcripts.  Copies must be kept in participant’s case files.   
 
The WIA CM must be responsible for updating information on the Virginia Workforce Network 
Information System (VWC VOS) relating to the participant’s training activity (completed or not 
completed) within five (5) business days from date of the change of the participant’s training status or 
progress or receipt of the information.   
 
However, credential information may be entered after participant’s exit date up until the 3rd quarter after 
exit.   
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WIA SUPPORTIVE SERVICES POLICY 

 
As of December 2011 

 
 

I. Transportation Service Policy 
 

Transportation assistance may be provided to WIA participants who are engaged in WIA 
activities. Transportation services may be provided and not limited to mileage reimbursements, gas 
cards, taxi vouchers, bus tickets/tokens, etc. The WIA service provider will complete all supportive 
service documentation prior to paying for services to support transportation costs. These documents 
include the following: 
 

1. Participant Request for Supportive Services (See attached form) 
2. WIA Referral form completed by WIA Service Provider and partnering agency to whom services 

are being referred. This referral form must be returned to the WIA Service Provider to determine 
whether service could be provided or not. (See attached form) 

3. Statement from DSS and/or other agencies indicating unavailability of funds 
4. Supportive Services Voucher. (May use contractor’s voucher or see attached form) 
5. Mileage Reimbursement Form (if applicable) 
6. Participant Time Sheet for verification of invoices and daily transportation to and from training. 
7. Reimbursement for mileage costs will be in accordance with the WIA Service Provider’s policies 

for up to a rate not to exceed the Standard mileage Rate established by the Internal Revenue 
Service, while participants are engaged in WIA activities. 

8. A copy of the WIA service provider’s policies on travel must be submitted to the NVWIB. 
9. The amount of WIA reimbursement will not exceed $300.00 per month, without prior approval 

from the Local Area. 
10. Quotes should be obtained prior to providing for the service. 
11. The WIA Case Manager should exert all efforts in seeking alternative options for the participant 

to resolve his/her transportation barrier. A plan of action regarding resolution of barrier(s) must 
be included in the employability plan prior to participant enrollment in any WIA activity. WIA 
funds may be used to pay for these services, only if they are not otherwise available to the 
participant. 

 
II. Other Supportive Services 

1. WIA funds may pay for services to cover other expenses associated with participating in WIA 
funded activities upon prior written approval. 
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2. Additional supportive service payments may include, but are not limited to, assistance in 
obtaining a driver’s license, uniforms and supplies for work, and emergency aid, etc. 

3. WIA service providers will maintain adequate documentation to support other supportive service 
costs. 

4. The WIA service provider will complete all supportive service documentation prior to paying for 
such services. These documents will include the following: 

 
a. Participant Request for Supportive Services. (See attached form) 
b. WIA Referral form completed by WIA Service Provider and partnering agency to whom 

services are being referred. This referral form must be returned to the WIA Service Provider 
to determine whether service could be provided or not. (See attached form) 

c. Statement from DSS and/or other agencies indicating unavailability of funds. 
d. Supportive Services Voucher. (May use contractor’s voucher or see attached form) 
e. e. Where WIA supportive services are provided, the WIA Service providers should ensure 

that participants receive financial counseling or participate in a budget management class for 
the purpose of learning proper budgeting and money management skills and assist them in 
achieving their goals of economic self-sufficiency. 

 
III. Payments 

1. The WIA service provider may be reimbursed for supportive service payments and invoices 
upon compliance with the following requirements. 

2. The WIA service provider must ensure that WIA participants are enrolled and actively 
participating in any allowable WIA activities for which support payments have been 
appropriated. 

3. The WIA service provider must arrange coordination with other human service agencies to 
eliminate duplication of services and all documentation must be completed prior to utilizing 
WIA funds. 

4. WIA service provider must provide proper documentation of any supportive service payments to 
be submitted to the Local Area. 

5. The WIA participant must meet attendance requirements of the WIA program. The WIA service 
provider will maintain participant’s time sheets documenting daily attendance. 

6. Reimbursement for supportive service payments and invoices will be made monthly to WIA 
service providers as per contract requirements. 
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On-The-Job Training Policy 
 

As of February 2006 
 

POLICY:  All On-the-Job Training (OJT) agreements written within the Northern 
Virginia Workforce Investment Area (NVWIA) will follow the guidelines as outlined in 
this policy. 
 
1. OJT Participants 
 

a. The results of objective assessment, as documented on the Individual 
Employment Plan (IEP) or Individual Service Strategy (ISS), must indicate the 
participant is in need of, and can benefit from, the activity of OJT. The IEP or ISS 
must capture the past work history of the applicant from the official file, assess 
the test results, capture additional information from the applicant about past work 
experience, volunteer experience, and identify strengths and weaknesses of the 
applicant. It should include documentation as to the new skills to be acquired 
during training and how deficiencies will be overcome with the training. The 
primary purpose of the IEP and/or ISS is to determine that there is a need for 
training and that the applicant is a likely candidate to benefit from the provision 
of training. 

 
b. An individual referred to the WIA program by an employer may be enrolled in an 

OJT program with such employer. The referred individual must be determined 
eligible for WIA services and may be enrolled only upon completion of the 
objective assessment and IEP/ISS in which OJT with such employer has been 
determined to be an appropriate activity and the employer has not already hired 
the individual.  

 
c. Employment with a participant’s previous employer in the same, similar, or an 

upgraded job is not permitted.  
 

d. A person who is related to the OJT Employer, or someone in a managerial, 
supervisory, or administrative position with the OJT Employer may not be placed 
in OJT with that employer. 

 
e. No participant shall be placed with more than one OJT employer. In cases where 

the participant became displaced due to no fault of his/her own, the NVWIB 
Executive Director may approve placement with a second OJT Employer. 
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f. Should special tools, books and supplies be required prior to employment, or the 
participant is required to have such items prior to employment, the case 
representative negotiating the contract shall identify the required items. The 
allowance for the items shall not exceed $300.00. An agreement must be prepared 
between the case representative, OJT Employer and participant concerning care 
and disposition of the tools should the participant not be employed following 
training. A clothing allowance may be considered based on need and a 
justification that without the appropriate clothing, the participant would face 
further barriers to employment. 

 
g. On-the-Job Training must be participant specific with the goal being -- permanent 

full-time employment. 
 
2. OJT Occupations 
 

a. Training shall be conducted only in those occupations in which there is a 
reasonable expectation of continued and permanent full-time employment in the 
occupation for which training occurred. While the training should be specific to 
the needs of the OJT Employer, it should not be so unique that the skills are not 
transferable to other work settings. The focus should be on occupations where 
instruction, supervision, and experience can enable a participant to become more 
competitive in the labor market. 

 
b. Ineligible occupations include, but are not limited to: 

1) Occupations that have not traditionally required specific occupational 
training as a requirement for employment; 

2) Occupations where the primary source of income is tips, commissions, or 
piecework; 

3) Intermittent or seasonal occupations; 
4) Occupations with a substantial number of workers currently unemployed 

in the local labor market (OJT must be for occupations in demand as 
defined by NVWIB—Refer to NVWIB On-The-Job Training Wage 
Subsidies Matrix of Authorizations Options); 

5) Occupations which include religious or political activity. 
 

c. Priorities in selecting occupations should include the following: 
1) Occupations in demand as defined by NVWIB (Refer to NVWIB On-The-

Job Training Wage Subsidies Matrix of Authorizations Options); 
2) Wages that meet the minimum hourly wage requirement as defined by 

NVWIB (refer to NVWIB On-the-Job Training Wage Subsidies Matrix of 
Authorizations Options); 

3) Career advancement potential. 
 
3. OJT Employers 
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a. The employer must provide a Federal Employer Identification number to 
demonstrate that they are a legitimate employer, having full-time employees, and 
conducting their trade or business at an appropriate worksite. 

 
b. The NVWIB will not allow an On-the-Job Training contract to be executed with 

an employer who has had prior OJT contracts and has exhibited a pattern of 
failing to provide OJT trainees continued long-term employment as regular 
employees with wages and working conditions at the same level and to the same 
extent as other similarly situated employees. The NVWIB defines the term 
“exhibiting a pattern of failure in providing long-term employment to 
participants” as meaning two or more OJT contracts that have been completed by 
an employer without any documented problems with the employee, and the 
employer fails to retain the employee without good and justifiable cause. 
Termination for just cause will not impact an employer’s eligibility, that is, the 
employee quit voluntarily; the employee was fired for documented absenteeism/ 
tardiness, objectionable behavior or poor performance; or the employee was laid 
off due to a documented business downturn which was not foreseeable. 

 
c. OJT participants must be afforded appropriate conditions of employment, 

adequate supervision, reasonable health and safety standards and wages and 
benefits equal to those of similarly situated employees. 

 
d. Wages paid to OJT participants must meet federal minimum wage law regardless 

if the employer is exempt. OJT may not be written for positions paying only 
commission, gratuity, piece rate, or incentive pay. 

 
e. Training agreements can only exceed three months or 516 hours with specific 

written approval from the NVWIB Executive Director. 
 

f. The employer must have the necessary equipment, materials, and supervision to 
perform the training. 

 
g. Participants may not work in any sectarian activity or be involved directly or 

indirectly in any religious or anti-religious activity.  
 

h. Funds may not be utilized to assist employers in relocating business 
establishments. 

 
i. The OJT Employer is required to rate the skill level of the participant for 

credentialing purposes at the completion of the OJT training using the approved 
On-The-Job Training Competency Achievement form. 

  
j. The OJT Employer is required to have and follow a grievance procedure in 

matters relating to the OJT participant. In the absence of an OJT Employer’s 
grievance procedure, the grievance procedure established by the NVWIB shall be 
followed. 
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k. The OJT Employer will give the Northern Virginia Workforce Investment Board 

and any authorized entities access to and the right to examine all related records 
and documents for monitoring and audit purposes.  

 
4. Length of Training 
 

On-the-Job Training opportunities will be developed with the length of time being 
determined by the complexity of the job and the capabilities of the participant as 
identified through the objective assessment. The training hours may be reduced 
and negotiated with the employer based on the participant’s acquired skills and 
abilities. 

 
5. Case Management and Monitoring 
 

a. The WIA Case Representative shall make contact with the participant  at a 
minimum once each month and shall keep in the participant’s file employer 
reports concerning the progress of training objectives as defined in the contract. 
Concerns and corrective action necessary to accomplish the objectives shall be 
recorded and appropriate action and follow-up shall be documented.  

 
b. A minimum of one on-site monitoring visit must be made during the time of 

active training of a participant at the worksite.  
 

c. Monthly time/attendance records must be reviewed prior to forwarding requests 
for reimbursement. 

 
d. The employer will maintain and make available, time and attendance, payroll, and 

other records to support amounts reimbursed under OJT contracts. 
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Priority of Service 
 

Operational Guidance: #02-2007 Revised February 4, 2010 
 
Effective:  July 1, 2007 Revised February 4, 2010 
 
Subject:    Priority of Service Policy for Unemployed Adults (Revised)  
 
References:   WIA Public Law Section 101, Definitions, #25 

WIA 20 CFR Section 663.600(d) 
 State Field Guidance Memorandum #02-05, Priority of Service 
 
Purpose: To revise the Priority of Service Policy that establishes a process and 

priority ranking system which gives priority for services to recipients of 
public assistance and other low-income individuals simultaneously serving 
other individuals meeting other eligibility requirements.  

 
Background: WIA section 134(d)(4)(E) and WIA 20 CFR Section 663.600 established 

the need for the LWIB to have a system of priority of services to 
unemployed adults in the event that funds are limited in the LWIA.  When 
funds are deemed limited, priority of service must be given to recipients of 
public assistance or low-income individuals whose income are at or below 
the 70% LLSIL or 100% of the Poverty Guideline.  However, it does not 
preclude serving other individuals who meet the basic eligibility 
requirements.   

 
Action:     The LWIB’s Priority of Service Policy is hereby revised as follows: 
    

1.  70% of target # of eligible WIA registrants must be: 
a. Low-income Military Veterans and eligible spouses 
b. Recipients of Public Assistance (cash payments under a 

Federal, Local and State cash based assistance program – 
TANF, Refugee Assistance, etc.) 

c.  Low-Income Individuals whose income falls AT or below the 
70% LLSIL. 

d. Food Stamp recipients (currently receiving or has received 
within the last 6 months from application date) 

e. Homeless 
f. Foster Child 
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g. Individual with Disability whose own income meets the low-
income guideline but member of a family whose income does 
not meet the low-income limit.   

 
2.  30% of target # of eligible WIA registrants may include those who are 

NOT recipients of public assistance NOR low-income individuals 
AND who have the following employment barriers:   

    
a. Obsolete skills that need upgrading 
b. Basic skills deficient 
c. Drop outs or no HS Diploma/GED 
d. Poor employability skills (resume preparation, interviewing 

skills as to those who have worked for a company in their 
entire lifetime). 

e. Offender  status 
f. Limited English proficiency (LEP) 
g. Other barriers that may hinder employment or job retention 

WIA Case Managers must use the revised Priority of Service Policy when 
determining eligibility for unemployed adults.   

Effective:  Immediately 
 
Expiration Date:  Indefinite 
 
Contact:  Marie Hatcher, Supervisor, Case Management 
 
Distribution:  WIA Case Managers 
 
Approved:  Dai Nguyen, Program Manager, DFS, Self-Sufficiency, E & T  
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Youth Who Do Not Meet Income Eligibility Guidelines 
 

5% WIA YOUTH POLICY 
 

As of December 2011 
 
 
Up to 5% of WIA youth participants served by the Northern Virginia Workforce Area 
#11 may be individuals who do not meet the income criteria for eligible youth, provided that 
they are within one or more of the following categories: 
 

A Deficient in Basic Literacy Skills – an individual who: 
1. Computes or solves problems, reads, writes, or speaks English at or below 

the 8th grade level on a generally accepted standardized test or a 
comparable score on a criterion-referenced test; or 

2. Is unable to compute or solve problems read, write, or speak English at a 
level necessary to function on the job, in the individual's family, or in 
society.  [Training and Employment Guidance Letter (TEGL) No. 14-00, 
Change I, Attachment E] 

B. School   Dropout - An individual who is no longer attending any school and who 
has not received   a secondary school diploma or its recognized equivalent. 

C. Behind Grade Level - Individuals with educational attainment that is one or more 
grade levels below the level appropriate to the age of the individual. 

D. Homeless Youth - An individual qualifies as homeless if they do not have a fixed 
regular, adequate nighttime residence; and any adult or youth who has a primary 
nighttime residence that is: 

1. A publicly or privately operated shelter for temporary accommodation; 
2. An institution providing a temporary residence for individuals intended to be 

institutionalized; or 
3. A public or private place not designed for or ordinarily used as a regular 

sleeping accommodation for human beings. The term does not include a 
person imprisoned or detained pursuant to an Act of Congress or State law 
(Section  03 Stewart B. McKinney Act). 

E. Runaway Youth - A youth ( 14-18 years  old)  who absents himself or herself from 
home or place of legal residence without permission of parents or legal guardian. 

F. Offender - A youth who is or has been subject to  any stage of the criminal 
justice process, for whom services under this Act may be beneficial. 

G. Pregnant or Parenting  Youth - An individual who  is under  22 years of age and  
who  is pregnant, or a youth (male or female) who is providing custodial  care for 
one or more dependents under age 18. 
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H. Face Serious Barriers to employment as defined by the Northern Virginia Workforce 
Area #11 as experiencing at least one of the following: 

1. Possess one or more disabilities (including learning disabilities); 
2. Was habitually truant as defined by state law; 
3. Is referred or trreated by an agency for substance abuse problems; 
4. Has aged out of foster care; 
5. Is unable to complete an educational program due to non- receipt of 

financial assistance as a result of the facility not being an eligible Title IV 
financial aid  institution or is ineligible to receive Title IV financial aid due 
to no fault of the applicant; 

 
6. Letter from employer stating youth does not possess skills required for 

employment; 
7. Lacks soft skills necessary to hold employment; 
8. Poor work history for older youth (has not worked 13 consecutive weeks  

of thirty hours or more in the last calendar year); 
9. Fired from job within six months of application. 
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Monitoring Policy 
As of March 2013 

 
It is the intent of the Northern Virginia Workforce Investment Board to establish a monitoring 
process and system which contains acceptable standards for ensuring accountability, provides 
technical assistance as necessary and appropriate, and defines the criteria that will be used to 
monitor sub-recipients and contractors in the Northern Virginia Workforce Investment Area #11. 
 
Policy 
 
Through regular oversight and monitoring of WIA sub-recipients and contractors, the Northern 
Virginia Workforce Area will assess compliance with regulations and policies established by the 
Workforce Investment Act (WIA), Virginia Community College System (VCCS), the Northern 
Virginia Workforce Investment Board, as well as compliance with the terms and conditions of 
contracts between the Northern Virginia Workforce Investment Board and the Program Operator. 
Monitoring activities will be conducted at least two times per year, and appropriate corrective 
action will be administered when evidence indicates a possible violation of one of the 
aforementioned regulations or policies. The major systems of compliance review include, but are 
not limited to: administrative, financial, and program. 
 
Compliance monitoring will be conducted by reviewing records and documents maintained by 
the Northern Virginia Workforce Investment Board administrative office on each program or 
contract, conducting onsite reviews and desk reviews of procedures, records, and documents 
maintained by the contractor or program operations staff, and by submission of written reports of 
findings, including corrective action recommendations if appropriate. 
 
General Monitoring Procedure 
 
• A written monitoring checklist is utilized to ensure all acceptable standards of 

accountability are reviewed. 
• Compliance monitoring activities are scheduled in advance with each Program Operator. 
• Reports, records, and documents maintained by the Northern Virginia Workforce 

Investment Board on each contract or program are reviewed for completeness, accuracy, 
and timeliness of submission. Such reports, records, and documents include but are not 
limited to: the approved contract and modifications thereto and/or program specifications, 
correspondence and reports maintained by the contracting officer in the contract file, 
transmittal of individual participant records, previous monitoring reports, and applicable 
corrective plans. 
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• Each contract or program is monitored at the site of operation. On-site monitoring may 
include but is not limited to: an entry interview with the Program Operator's designated 
representative, a review of applicable written policies and procedures, staff and 
participant interviews, a review of participant records, a review of financial 
procedures/records/ documentation, a review of performance and follow up 
procedures/records/documentation, and an exit interview with the Program Operator's 
designated representative.  Technical assistance may also be provided in order to ensure 
continuous improvement. 

• A written monitoring report is completed on each monitored contract or program and 
submitted to the Executive Director, who subsequently will distribute the report to the 
Program Operator. The written report includes but is not limited to: Findings and 
recommendations on identified deficiencies as well as administrative concerns regarding 
program operations. The Executive Director will request a response from Program 
Operators will respond with all corrections by the date established by the Executive 
Director. 

• Verbal reports may be made to the Executive Director when apparent deficiencies are 
identified which may need immediate action. Such deficiencies include but are not 
limited to: Inaccurate or insufficient financial management procedures, inaccurate or 
insufficient participant eligibility determinations, child labor law violations, or non-
compliance with the terms and conditions of the contract or other applicable federal, 
state, board, or WIA requirements. 

• The Northern Virginia Workforce Investment Board Monitoring staff will review 
Program Operator's responses to the monitoring report and will determine if action taken 
by the Program Operator is sufficient to satisfy the recommendations contained in the 
monitoring report. Additional information may be requested if deemed necessary by the 
Northern Virginia Workforce Investment Board and staff may conduct follow up 
monitoring reviews/visits to ensure corrective action has been initiated, is on-going, or 
has been completed. Once it has been determined that deficiencies have been corrected, 
the Program Operator will be notified that no additional action is necessary. 

 
Desk Reviews 
 
Desk reviews are conducted by Northern Virginia Workforce Investment Board staff to ensure 
that the performance objectives of Workforce Investment Area #11 are attained within 
reasonable limits. These performance reviews are used to determine whether the program design 
is adequate to meet the needs of the eligible population and whether the program design is 
adequate to attain planned objectives. Performance reviews are conducted at regular intervals on 
each contract or program. Participant and financial status reports completed and submitted 
monthly by Program Operators are reviewed on the basis of actual cumulative data versus 
planned data, actual performance rates versus planned rates, and actual performance relative to 
performance standards criteria. In addition, reports generated from the Virginia Workforce 
Connection are used to monitor program performance. Northern Virginia Workforce Investment 
Board staff may request performance reports or information from Program Operators for the 
purpose of analyzing performance data or to respond to performance related inquiries. 



PURPOSE OF THE MONITORING VISIT:
•To ensure uniform compliance with the administrative requirements of the
Workforce Investment Act
•To observe the quality of services provided to customers
•To follow Center progress along CQI Plan
•To ensure that Quality Standards are upheld
•To provide feedback as part of the Board’s commitment to continuous quality improvement

MONITORING ACTIVITIES DURING THE VISIT:
•Observe center environment, customer flow, and resource area usage
•Conduct interviews with customers, staff, and center manager
•Administer customer and staff satisfaction surveys
•Review documents and data with the Center team

PROCEDURE FOR THE MONITORING VISIT:
•Conducted by two NVWIB staff and/or one Consortium Partner picked at random from pool of 
volunteers
•Each SkillSource and Affiliate site will be evaluated twice annually on scheduled visits
•Results will be reported to Center Directors within two weeks
•Comprehensive reports will be issued to Center Directors, WIB Director, the Administrative 
Entity, and Quality Assurance Committee on a bi-annual basis

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
Monitoring Protocol for SkillSource Centers and Affiliates 
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Monitoring Visit Summary

Center Name:        
  __Full Service Center __Affiliate 
Date of Visit:

Monitors:

*SkillSource and Affiliate Center Staff Complete Summary Section
Summary of changes:

Examples of best practices:

Overall impression of the job market in the last six months: 
___Improving-more jobs are being offered and posted, we can place more candidates
___No change  
___Not improving or worse-fewer jobs are being offered and we cannot place many candidates

What can the NVWIB/SSG do to assist your center’s continuous quality improvement?

Completed by: ________________________________________

Date: ________________________________________

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
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Monitoring Visit Evaluation Outline

Section I. SkillSource Center and Affiliate Requirements
    *SkillSource and Affiliate Center Staff Complete Section I

A. Improvements
Improvements Implemented
What improvements have been made since the last 
visit?
What were the bases for these improvements?

B. Partners
Information on All Consortium Partners
Can customers take publications on display (for 
distribution) with them?
Where is program information and contact information 
posted in the center?

Participating Partners Attach copy of partner agencies and schedules
To what extent do partners participate in the center?   
Is their time in center sufficient to meet customer 
needs?
Are partners there when scheduled?
What are the typical referral rates to partners? (Are 
they heavily utilized?)

C. Services
Core Services
Are all required Core Services being provided?
Which staff members provide them?

Intensive Services
What Intensive Services are being provided?
Which staff members provide them?

Training Services
What on-site training is provided?
Is there a copy of the current state Eligible Training 
Provider List available to customers?
Is the list bookmarked on the computers?

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
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How are customers made aware of training 
opportunities?

Employer Services   Attach copy of current employer customers, business customer comment card 
report, and employer services
When employers contact the center for services, to 
whom are they referred?
Which staff members handle employer outreach?
Is there an area dedicated to employer services in the 
center?
Does the center get any walk-in employer customers?

D. Facility
Accessibility for Disabled Customers  
Have any customers had issues with accessibility?
What accommodations have been made for people with 
disabilities?

Office Equipment for Customer Use 
List items that have been added or removed since the 
last visit.
Are they easy to operate?
Is there generally a wait? How long is the wait?
Have you had any problems with the machines?
What additional equipment would be useful?
Does the office equipment meet staff needs?
How are repairs made?
Are they completed in a timely manner?

Non-Traditional Hours of Operation
What are the hours of operation? Have your hours 
changed since our last visit?
Will the building allow you to be open during non-
traditional hours?
If you have additional hours, how did you decide 
which hours to be open?
If not, do you have plans to extend hours or have you 
had requests for additional service hours?
How are you measuring the effectiveness of your 
extended hours?

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
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Signage
Is the SkillSource logo prominently displayed in all 
rooms of the center?
Are all signs correct, i.e., Full Service or Certified 
Affiliate?
Is the center easy to navigate, through signage?
Is exterior signage allowed by your building?  
Are the hours of operation clearly posted?
Do customers have to ask staff for help finding things 
in the center?

Staffing of Information Area
Which staff member welcomes customers to the 
center?  Is there always a staff member available to 
welcome customers? 
How are customers greeted?
What information are they given?

E. Process Management
Established Referral Process
How are customers referred to partner agencies?
Are all staff aware of the process?
How do customers know what services are available 
to them?

Grievance Procedures
Are Equal Opportunity Posters in plain view?
Do staff know what the procedures are / who to 
contact in the case of an EO claim?
Have any customers asked to file a grievance with the 
center? If so, how was it handled?

Case Management and ITA Procedures 
What changes been made to the case management 
process since our last visit?
Are cases kept in a uniform manner and properly 
documented?

Follow-Up Procedures

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
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What are the follow-up procedures used by staff? 
What changes to follow-up procedures have been 
made since our last visit?

Performance Reporting   Attach copy of performance reports
How is the center tracking performance information?
How is this information shared with customers?
What trends have you noticed in center performance?

Electronic Sign In/Tracking System for Customers   Attach copy of unique and duplicate visit 
report
Number of customer entered into MIS system
How are customers tracked?
Are regular reports generated? How is the data used?
How many visitors per week? and per month?
Is this number higher or lower since our last 
monitoring visit? 

Customer Comment Collection   Attach copy of customer comment report
Is the electronic customer comment card being used? 
Is the paper comment card also used, and how is that 
data added to the report?
Have there been any problems you can control? If so, 
what was done to resolve them? Any technology 
issues?
How many cards are collected each month?  In which 
languages?
How is the information used by the center staff and 
CQI team?
What improvements have been made as a direct result 
of customer comments?

Section II. Requirements for SkillSource Centers Only (N/A for Affiliates)
 *SkillSource Center Staff Complete Section II

Resource Sharing Agreement       
What partners are included in the agreement?
What partners have you added since our last visit? 
What are the provisions for including future partners?

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
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Interagency Training Plan
What changes have been made in the Interagency 
Training Plan since our last visit?
What training has staff attended?
Are partners involved?
How useful was the training?
What additional training would be useful?

CQI Team  
Have the CQI members and/or positions changed 
since our last visit?
What is the level of participation?
How often does the group meet?
How is information from the CQI meetings shared 
with all staff?
Are there any sub-groups of the team? If so, what are 
they?
How is customer data used in the CQI process?

Strategic Action Plan
What changes have been made to the Strategic Action 
Plan since our last visit? (Attach copy if changes have 
been made)
Are there any sub-groups of the team? If so, what is 
their role?

Section III.  On-Site Surveys 
*SSG monitoring staff complete Section III

Customer Satisfaction Survey
Number administered___.  Comments:

Staff Satisfaction Survey
Number administered___.  Comments:

Publications for Distribution
List missing forms needed:

Case Management: Review 3 random intensive case files, 3 training case files and 1 youth 
case file (if applicable):
Intensive:

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
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Training:

Youth:

NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD
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NVWIB Monitoring/File Review Schedule 2012 for SkillSource Centers/Affiliates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Monitoring Schedule 
       

        
 

Q 1/2 Schedule Q3/4 Schedule 
   

Center 
File Review 

Q1/2 
Monitoring 
Visit Q1/2 

File Review 
Q3/4 

Monitoring 
Visit Q3/4 POC 

Certification 
Due Date Type 

Falls Church/Annandale 
SkillSource Center Feb 16 Apr 3 

 
Oct 25 

Exempt-
Certification 

Marsha 
Enkerud Q3 2012 

Full 
Service 
Tier II 

Lake Anne/Reston 
SkillSource Center Feb 21 Apr 12 Oct 18 

Exempt-
Certification Shea Kinnahan Q2 2013 

Full 
Service 
Tier II 

Loudoun Workforce 
Resource Center Mar 7 Apr 17 Oct 3 Oct 31 Shelly Dugan Q2 2013 Affiliate 

Prince William 
SkillSource Center Mar 1 Apr 26 Sept 27 

Exempt-
Certification Kristi Sargent Q4 2012 

Full 
Service 
Tier II 

South County/Alexandria 
SkillSource Center Mar 15 May 3 Oct 10 

Exempt-
Certification Myra Mobley Q2 2012 

Full 
Service 
Tier II 

        



Adult

O	  -‐	  Criteria	  satisfied,	  no	  issues	  noted
Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID
X	  -‐	  Issue	  noted	  with	  criteria Adult/ARRA Adult/ARRA Adult/ARRA Adult/ARRA

N/A	  -‐	  Criteria	  does	  not	  apply	  to	  participant
VOS: Case	  Mgr Case	  Mgr Case	  Mgr Case	  Mgr

	  Section	  1	  INTAKE/ADMINISTRATION	  	  	  State	  Checklist	  in	  File
Date	  application	  was	  signed
Record	  VOS	  Participation	  Date	  Eligibility	  date	  from	  application	  and	  
verification	  documents.	  Must	  be	  within	  14	  days	  of	  VOS	  participation	  date.	  
(not	  within	  case	  mgr	  control	  if	  client	  comes	  back	  after	  14	  days)
Date	  of	  Eligibility	  on	  Core	  Intensive	  Training	  Checklist	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

Does	  the	  file	  indicate	  if	  the	  participant	  has	  Limited	  English	  Proficiency?	  EEO	  
related	  question	  (refer	  to	  case	  notes,	  application,	  etc.)	  	  VOS	  Individual	  
Barriers,	  in	  paper	  case	  file?
Does	  the	  file	  indicate	  if	  the	  participant	  has	  a	  disability?	  EEO	  related	  
question	  (refer	  to	  case	  notes,	  application,	  etc.)	  	  Application
Referral/WIA	  Partner	  form	  in	  file	  -‐	  (If	  applicable).	  Based	  on	  notes	  and	  
review,	  should	  a	  referral	  have	  been	  made?	  If	  so,	  note	  referral	  process	  and	  if	  
a	  referral	  form	  in	  the	  file?	  

Section	  2	  	  GENERAL	  ELIGIBILITY	  
Consent	  for	  Information	  form	  in	  file?
EEO/Grievance	  form	  in	  file?	  
Is	  there	  Right	  to	  Work	  verification	  in	  file?
Is	  there	  Age	  verification	  in	  file?	  
Is	  there	  Selective	  Service	  Verification	  in	  file?	  
Does	  the	  file	  have	  Unlikely	  to	  Return	  (SECTION	  2)and	  LMI	  data	  anyalsis?	  	  

INCOME	  ELIGIBILITY	  
Low	  Income	  Verification	  in	  file?
Family	  Size	  verification	  in	  file?	  (if	  receiving	  public	  assistance,	  not	  applicable)
If	  Applicant	  is	  employed	  has	  Self-‐sufficiency	  been	  determined	  (per	  local	  
policy)?

	  	  	  Sections	  2	  and	  4	  TRADE	  (DUAL	  ENROLLMENT)	  	  ??
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Is	  there	  a	  VOS	  activity	  code	  for	  the	  Trade?	  (Before	  9/2010	  Trade	  specific	  
codes	  did	  not	  exist).	  Previously	  300/	  OST	  code	  used	  and	  Trade	  was	  
referenced	  as	  partner	  provider.	  
Are	  trade	  documents	  in	  the	  file?
Agree	  with	  local	  policy?
Case	  Notes	  on	  WIA	  involvement	  during	  Trade	  paid	  training

Section	  3	  ASSESSMENTS
Is	  there	  a	  VOS	  activity	  code	  for	  assessments?	  (initial	  assessment	  done	  with	  
eligibility,	  objective	  assessment	  done	  for	  intensive	  services)	  	  	  Coded	  Career	  
Guidance	  Planning	  	  -‐	  WORKKEYS	  not	  in	  VOS	  
Assessment	  was	  conducted	  and	  included	  in	  file?	  (which	  of	  the	  following)

TABE,	  CareerScope
WorkKeys,	  CRC

Are	  the	  assessments	  scored?	  (cannot	  be	  scored	  by	  participant)	  NA
Was	  there	  an	  assessment	  within	  the	  first	  60	  days	  of	  participant	  registration?

Section	  4	  	  INDIVIDUAL	  EMPLOYMENT	  PLAN	  	  IEP
Is	  there	  a	  VOS	  activity	  code	  for	  the	  IEP?
Date	  IEP	  was	  completed	  and	  signed
Participant	  goals	  listed?	  Did	  they	  reference	  the	  assessments?
Did	  participant	  obtain	  goals	  within	  projected	  timeframe?
Has	  IEP	  been	  periodically	  updated	  to	  reflect	  progress?
Do	  services	  concur	  with	  the	  IEP?	  Will	  they	  help	  participant	  get	  employed?	  Look	  for	  rational	  
in	  IEP	  and/or	  case	  notes	  	  Section	  5	  	  SUPPORTIVE	  SERVICES	  (if	  applicable)	  	  	  	  and	  Training	  Activities
Are	  Supportive	  Services	  being	  provided?	  	  Is	  there	  a	  Support	  service	  
determination	  in	  file?	  (Form,	  IEP,	  Case	  Notes,	  etc)Is	  there	  a	  VOS	  activity	  code	  for	  the	  Supportive	  Services?	  (is	  it	  correctly	  
categorized	  in	  the	  appropriate	  service	  code)	  	  	  	  ITADoes	  the	  activity	  date	  in	  VOS	  agree	  to	  when	  the	  supportive	  service	  was	  
provided?Is	  there	  a	  SS	  payment	  tracker	  in	  file?	  	  Or	  documented	  in	  case	  notes?
Does	  it	  meet	  LWIA	  policy?	  (Check	  for	  individual	  caps,	  rounding,	  etc)	  	  NA
Is	  there	  supporting	  documentation	  in	  file?	  Need	  mileage	  and/or	  costs	  proof	  with	  signature	  
and	  date.	  	  Ensure	  reimbursement	  calculation	  is	  correct	  (mapquest	  mileage,	  participant	  
address,	  check	  semester	  schedule	  to	  match	  mileage,	  etc.)	  	  	  NO	  Documentation	  	  	  
Was	  it	  necessary,	  reasonable	  and	  allowable	  and	  not	  available	  from	  other	  sources?

Section	  5	  OCCUPATIONAL	  SKILLS	  TRAINING	  	  (If	  applicable)
Is	  there	  a	  VOS	  activity	  code	  for	  the	  OST?	  Also	  need	  Objective	  Assessment	  
Code.Is	  the	  Training	  on	  the	  WIB	  High	  Demand	  Occ.	  List	  or	  is	  LMI	  data	  used	  and	  in	  the	  file?
Is	  training	  on	  Certified	  Training	  Provider	  List?(sometimes	  on	  LWIA	  website)
Is	  the	  Training	  Provider	  listed	  in	  VOS	  by	  name	  or	  WIA	  One	  Stop	  Training	  
ProviderFin	  Award	  Analysis	  Form	  	  Must	  be	  proof	  that	  participant	  applied	  for	  
Financial	  Aid	  before	  WIA	  pays	  or	  that	  the	  trainer	  does	  not	  accept	  FA.	  Is	  training	  in	  process	  or	  complete?
Credential	  attained?	  Copy	  in	  file?	  	  
Credential	  entered	  in	  VOS?



Training	  curriculum	  in	  file?	  Are	  courses	  taken	  in	  curriculum?
Semester	  schedule	  in	  file?
Grade	  reports,	  are	  grades	  satisfactory?	  If	  not	  ,	  notes?
Is	  training	  supported	  by	  IEP,	  assessments	  and	  then	  documented	  by	  case	  notes?
Is	  Self-‐Sufficiency	  listed	  or	  is	  there	  a	  form?	  Need	  to	  make	  sure	  new	  occupation	  will	  make	  
them	  self-‐sufficient	  and	  needs	  to	  be	  part	  of	  training	  field	  analysis	  ???Section	  5	  ITAs
Is	  the	  ITA	  and	  support	  docs	  (with	  training	  costs)	  signed?
ITA	  payment	  authorization	  letters	  in	  file?
Is	  there	  a	  time	  limitation	  and/or	  max	  amount	  allowed?
Does	  the	  dollar	  amount	  of	  the	  ITA	  exceed	  local	  policy	  maximums?	  	  NA

WORK	  EXPERIENCE/INTERNSHIP/JOB	  PLACEMENT	  
Is	  there	  a	  VOS	  activity	  code	  for	  the	  appropriate	  activity?	  (218)
Does	  the	  Work	  Experience	  Agreement	  includes	  the	  following:

statement	  of	  work?
description	  of	  job	  duties?
tools	  and	  safety	  equipment	  used	  ?
Duration	  of	  work	  experience?
signed	  and	  dated?

Does	  the	  Work	  Experience	  agree	  to	  the	  IEP	  and	  the	  list	  of	  competencies	  that	  must	  be	  
mastered?Are	  Timesheets	  in	  file	  	  (showing	  participants	  attended)?
Was	  a	  Performance	  evaluation	  completed?
Is	  the	  ITA	  and	  support	  documentation	  in	  the	  file	  (if	  paid	  work	  experience)?

Section	  5	  ON-‐THE-‐JOB	  TRAINING	  (if	  applicable)
Is	  there	  a	  VOS	  301	  activity	  code	  for	  the	  OJT?	  
OJT	  contract/agreement	  with	  employer/participant	  includes	  the	  following:

statement	  of	  work?	  	  	  contract	  w	  terms,	  requests	  for	  ojt
budget	  information	  sheet?
time	  limitations/duration?
how	  are	  reimbursements	  made?
Is	  WIB	  paying	  50%	  of	  employee	  wages?	  	  (WIB	  can	  only	  pay	  between	  10	  and	  50%)

trainee	  information	  summary/	  Training	  Plan?
Did	  participant	  gain	  employment?	  
Does	  it	  comply	  with	  local	  area	  policies	  on	  OJT?
Are	  Timesheets	  in	  file	  	  (showing	  participants	  attended)?
Were	  Performance	  evaluations	  conducted	  and	  placed	  in	  file?	  	  



Is	  a	  Completion/Termination	  notice	  in	  file?	  
Does	  the	  OJT	  agree	  to	  the	  IEP	  and	  the	  list	  of	  competencies	  that	  must	  be	  mastered?

Section	  5	  APPRENTICESHIP	  
Is	  there	  a	  VOS	  activity	  code	  for	  the	  appropriate	  activity?	  

Section	  6	  	  	  VOS	  Case	  Notes	  Printout
Date	  of	  last	  VOS	  case	  notes?
Are	  all	  services	  reflected	  by	  a	  VOS	  code?	  Or	  does	  a	  VOS	  code	  need	  to	  be	  
removed	  because	  that	  service	  did	  not	  occur?	  	  Code	  required	  to	  enter	  into	  
VOS
Date	  of	  last	  written	  case	  notes?	  In	  Section	  4
Are	  they	  frequent	  enough?	  Note	  more	  than	  a	  month	  lapse	  of	  contact.	  Note	  date	  of	  last	  
contact	  if	  long	  lapse.	  (Standard	  is	  30	  days)Are	  activity	  codes	  open	  for	  long	  periods	  of	  time	  for	  no	  reason,	  for	  example	  they	  are	  not	  in	  
training	  and	  have	  no	  reason	  to	  have	  a	  long	  projected	  open	  activity?	  Do	  they	  meet	  LWIA	  policy	  requirements?	  NA

Closure/Exit
Did	  participant	  gain	  employment?	  
Employment	  verification	  from	  employer	  in	  file?
If	  Case	  Closure	  to	  Employment,	  employer	  must	  be	  in	  VOS	  to	  get	  credit	  for	  "Entered	  
Employment".	  Ck	  that	  case	  is	  closed	  after	  verification.If	  exited	  with	  a	  Global	  Exclusion,	  documentation?

Section	  6	  Follow-‐Up	  (for	  closed	  cases)
Is	  there	  a	  Placement	  follow	  up	  form	  in	  file?
Has	  quarterly	  follow-‐up	  been	  entered	  into	  the	  VOS	  follow-‐up	  section?	  (if	  the	  
follow-‐up	  box	  is	  present	  on	  VOS)
If	  follow-‐up	  activities	  have	  been	  provided,	  are	  appropriate	  VOS	  F(1-‐19)codes	  
used?	  (if	  applicable)
Is	  follow-‐up	  done	  as	  required	  per	  LWIA	  policy?
Is	  there	  sufficient	  documentation	  in	  file	  to	  support	  follow-‐up	  activities/services?	  

ADDITIONAL	  NOTES	  



Dislocated	  Worker

O	  -‐	  Criteria	  satisfied,	  no	  issues	  noted
Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID
X	  -‐	  Issue	  noted	  with	  criteria	  	  	  	  	  	  All	  dual	  enrolled	  as	  “formula	  funded”	  for	  intensive	  services	  (ESL,	  basic	  
literacy	  and	  computer,	  cosmetology;	  not	  other	  training),	  funding	  source	  can	  change	  is	  board/David	  
recommends,	  and	  that	  changes	  in	  VOS Adult/ARRA Adult/ARRA Adult/ARRA Adult/ARRA

N/A	  -‐	  Criteria	  does	  not	  apply	  to	  participant
VOS: Case	  Mgr Case	  Mgr Case	  Mgr Case	  Mgr

	  Section	  1	  INTAKE/ADMINISTRATION	  	  	  State	  Checklist	  in	  File
Date	  application	  was	  signed
Record	  VOS	  Participation	  Date	  Eligibility	  date	  from	  application	  and	  verification	  
documents.	  Must	  be	  within	  14	  days	  of	  VOS	  participation	  date.	  (not	  within	  case	  
mgr	  control	  if	  client	  comes	  back	  after	  14	  days)Date	  of	  Eligibility	  on	  Core	  Intensive	  Training	  Checklist	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  

Does	  the	  file	  indicate	  if	  the	  participant	  has	  Limited	  English	  Proficiency?	  EEO	  
related	  question	  (refer	  to	  case	  notes,	  application,	  etc.)	  	  VOS	  Individual	  Barriers,	  in	  
paper	  case	  file?
Does	  the	  file	  indicate	  if	  the	  participant	  has	  a	  disability?	  EEO	  related	  question	  
(refer	  to	  case	  notes,	  application,	  etc.)	  	  Application
Referral/WIA	  Partner	  form	  in	  file	  -‐	  (If	  applicable).	  Based	  on	  notes	  and	  review,	  
should	  a	  referral	  have	  been	  made?	  If	  so,	  note	  referral	  process	  and	  if	  a	  referral	  
form	  in	  the	  file?	  

Section	  2	  	  GENERAL	  ELIGIBILITY	  
Consent	  for	  Information	  form	  in	  file?
EEO/Grievance	  form	  in	  file?	  
Is	  there	  Right	  to	  Work	  verification	  in	  file?
Is	  there	  Age	  verification	  in	  file?	  
Is	  there	  Selective	  Service	  Verification	  in	  file?	  
Does	  the	  file	  have	  Unlikely	  to	  Return	  (SECTION	  2)and	  LMI	  data	  anyalsis?	  	  

DISLOCATED	  WORKER	  ELIGIBILITY	  
Check	  the	  criteria	  that	  applies	  (only	  verify	  criteria	  section	  that	  applies	  to	  
participant)Criteria	  1	  -‐	  terminated/laid-‐off	  (All	  of	  the	  following	  documents	  must	  be	  used	  for	  
verification)Employer	  notice/list/letter,	  TAA	  certification	  or	  Case	  Manager	  verbal	  verification	  in	  file?	  

UI	  status	  or	  current	  benefit	  year	  records	  in	  file?	  	  
unlikely	  to	  return	  LMI	  in	  file?	  

Ann
Typewritten Text
Attachment d



Note:	  Must	  have	  separation	  documentation	  to	  prove	  recent	  separation	  reason	  is	  accurate.	  UI	  
documents	  alone	  do	  not	  prove	  last	  employer	  or	  last	  separation	  reason.

Criteria	  2-‐	  Perm	  closure	  of	  plant/mass	  layoff	  (All	  of	  the	  following	  documents	  
must	  be	  used	  for	  verification)Employer	  notice/list/letter,	  or	  TAA	  certification	  in	  file?	  

UI	  status	  or	  records	  in	  file?
unlikely	  to	  return	  LMI	  in	  file?	  

Criteria	  3-‐	  prev	  self-‐employed	  (which	  of	  the	  following	  documents	  was	  used	  for	  
verification)Business	  License/permit

IRS	  forms
Bankruptcy	  processing/	  court	  docs
Financial	  statements
profit	  and	  loss	  statement	  
Local	  LMI

Criteria	  4-‐	  displaced	  homemaker	  (which	  of	  the	  following	  documents	  was	  used	  
for	  verification)

Self-‐attestation
VEC	  Wage	  Look-‐up
Legal	  docs	  to	  support	  

	  	  	  Sections	  2	  and	  4	  TRADE	  (DUAL	  ENROLLMENT)	  	  ??
Is	  there	  a	  VOS	  activity	  code	  for	  the	  Trade?	  (Before	  9/2010	  Trade	  specific	  codes	  
did	  not	  exist).	  Previously	  300/	  OST	  code	  used	  and	  Trade	  was	  referenced	  as	  
partner	  provider.	  
Are	  trade	  documents	  in	  the	  file?
Agree	  with	  local	  policy?
Case	  Notes	  on	  WIA	  involvement	  during	  Trade	  paid	  training

Section	  3	  ASSESSMENTS
Is	  there	  a	  VOS	  activity	  code	  for	  assessments?	  (initial	  assessment	  done	  with	  
eligibility,	  objective	  assessment	  done	  for	  intensive	  services)	  	  	  Coded	  Career	  
Guidance	  Planning	  	  -‐	  WORKKEYS	  not	  in	  VOS	  
Assessment	  was	  conducted	  and	  included	  in	  file?	  (which	  of	  the	  following)

TABE,	  CareerScope
WorkKeys,	  CRC

Are	  the	  assessments	  scored?	  (cannot	  be	  scored	  by	  participant)	  NA
Was	  there	  an	  assessment	  within	  the	  first	  60	  days	  of	  participant	  registration?

Section	  4	  	  INDIVIDUAL	  EMPLOYMENT	  PLAN	  	  IEP
Is	  there	  a	  VOS	  activity	  code	  for	  the	  IEP?
Date	  IEP	  was	  completed	  and	  signed
Participant	  goals	  listed?	  Did	  they	  reference	  the	  assessments?



Did	  participant	  obtain	  goals	  within	  projected	  timeframe?
Has	  IEP	  been	  periodically	  updated	  to	  reflect	  progress?
Do	  services	  concur	  with	  the	  IEP?	  Will	  they	  help	  participant	  get	  employed?	  Look	  for	  rational	  in	  IEP	  
and/or	  case	  notes

	  	  Section	  5	  	  SUPPORTIVE	  SERVICES	  (if	  applicable)	  	  	  	  and	  Training	  Activities
Are	  Supportive	  Services	  being	  provided?	  	  Is	  there	  a	  Support	  service	  determination	  
in	  file?	  (Form,	  IEP,	  Case	  Notes,	  etc)
Is	  there	  a	  VOS	  activity	  code	  for	  the	  Supportive	  Services?	  (is	  it	  correctly	  
categorized	  in	  the	  appropriate	  service	  code)	  	  	  	  ITA
Does	  the	  activity	  date	  in	  VOS	  agree	  to	  when	  the	  supportive	  service	  was	  provided?
Is	  there	  a	  SS	  payment	  tracker	  in	  file?	  	  Or	  documented	  in	  case	  notes?
Does	  it	  meet	  LWIA	  policy?	  (Check	  for	  individual	  caps,	  rounding,	  etc)	  	  NA
Is	  there	  supporting	  documentation	  in	  file?	  Need	  mileage	  and/or	  costs	  proof	  with	  signature	  and	  
date.	  	  Ensure	  reimbursement	  calculation	  is	  correct	  (mapquest	  mileage,	  participant	  address,	  check	  
semester	  schedule	  to	  match	  mileage,	  etc.)	  	  	  NO	  Documentation	  	  	  
Was	  it	  necessary,	  reasonable	  and	  allowable	  and	  not	  available	  from	  other	  sources?

Section	  5	  OCCUPATIONAL	  SKILLS	  TRAINING	  	  (If	  applicable)
Is	  there	  a	  VOS	  activity	  code	  for	  the	  OST?	  Also	  need	  Objective	  Assessment	  Code.
Is	  the	  Training	  on	  the	  WIB	  High	  Demand	  Occ.	  List	  or	  is	  LMI	  data	  used	  and	  in	  the	  file?
Is	  training	  on	  Certified	  Training	  Provider	  List?(sometimes	  on	  LWIA	  website)
Is	  the	  Training	  Provider	  listed	  in	  VOS	  by	  name	  or	  WIA	  One	  Stop	  Training	  Provider
Fin	  Award	  Analysis	  Form	  	  Must	  be	  proof	  that	  participant	  applied	  for	  Financial	  Aid	  
before	  WIA	  pays	  or	  that	  the	  trainer	  does	  not	  accept	  FA.	  
Is	  training	  in	  process	  or	  complete?
Credential	  attained?	  Copy	  in	  file?	  	  
Credential	  entered	  in	  VOS?
Training	  curriculum	  in	  file?	  Are	  courses	  taken	  in	  curriculum?
Semester	  schedule	  in	  file?
Grade	  reports,	  are	  grades	  satisfactory?	  If	  not	  ,	  notes?
Is	  training	  supported	  by	  IEP,	  assessments	  and	  then	  documented	  by	  case	  notes?
Is	  Self-‐Sufficiency	  listed	  or	  is	  there	  a	  form?	  Need	  to	  make	  sure	  new	  occupation	  will	  make	  them	  self-‐
sufficient	  and	  needs	  to	  be	  part	  of	  training	  field	  analysis	  ???

Section	  5	  ITAs
Is	  the	  ITA	  and	  support	  docs	  (with	  training	  costs)	  signed?
ITA	  payment	  authorization	  letters	  in	  file?
Is	  there	  a	  time	  limitation	  and/or	  max	  amount	  allowed?
Does	  the	  dollar	  amount	  of	  the	  ITA	  exceed	  local	  policy	  maximums?	  	  NA

WORK	  EXPERIENCE/INTERNSHIP/JOB	  PLACEMENT	  



Is	  there	  a	  VOS	  activity	  code	  for	  the	  appropriate	  activity?	  (218)
Does	  the	  Work	  Experience	  Agreement	  includes	  the	  following:

statement	  of	  work?
description	  of	  job	  duties?
tools	  and	  safety	  equipment	  used	  ?
Duration	  of	  work	  experience?
signed	  and	  dated?

Does	  the	  Work	  Experience	  agree	  to	  the	  IEP	  and	  the	  list	  of	  competencies	  that	  must	  be	  mastered?

Are	  Timesheets	  in	  file	  	  (showing	  participants	  attended)?
Was	  a	  Performance	  evaluation	  completed?
Is	  the	  ITA	  and	  support	  documentation	  in	  the	  file	  (if	  paid	  work	  experience)?

Section	  5	  ON-‐THE-‐JOB	  TRAINING	  (if	  applicable)
Is	  there	  a	  VOS	  301	  activity	  code	  for	  the	  OJT?	  
OJT	  contract/agreement	  with	  employer/participant	  includes	  the	  following:

statement	  of	  work?	  	  	  contract	  w	  terms,	  requests	  for	  ojt
budget	  information	  sheet?
time	  limitations/duration?
how	  are	  reimbursements	  made?
Is	  WIB	  paying	  50%	  of	  employee	  wages?	  	  (WIB	  can	  only	  pay	  between	  10	  and	  50%)

trainee	  information	  summary/	  Training	  Plan?
Did	  participant	  gain	  employment?	  
Does	  it	  comply	  with	  local	  area	  policies	  on	  OJT?
Are	  Timesheets	  in	  file	  	  (showing	  participants	  attended)?
Were	  Performance	  evaluations	  conducted	  and	  placed	  in	  file?	  	  
Is	  a	  Completion/Termination	  notice	  in	  file?	  
Does	  the	  OJT	  agree	  to	  the	  IEP	  and	  the	  list	  of	  competencies	  that	  must	  be	  mastered?

Section	  5	  OJT	  Re-‐Employment	  Project	  (LWIAs	  2,8,11,13,14)
Are	  there	  Statewide	  Grant	  Activities	  Codes	  and	  VOS	  301	  activity	  code	  for	  the	  OJT?	  
Did	  participant	  gain	  employment?	  
Has	  the	  participant	  been	  unemployed	  since	  Jan	  2008	  or	  at	  least	  beyond	  27	  weeks	  prior	  to	  
placement	  in	  OJT?
Has	  the	  OJT	  extended	  past	  6	  month	  maximum	  timeframe?
Has	  the	  LWIA	  paid	  any	  more	  than	  the	  maximum	  on	  participant's	  wages?	  (up	  to	  90%	  of	  wages	  but	  
not	  to	  exceed	  $9,860	  per	  participant)
Were	  Performance	  evaluations	  conducted	  and	  placed	  in	  file?	  	  
Were	  monthly	  meetings	  with	  supervisor	  and	  on-‐site	  visits	  to	  observe	  the	  participants	  conducted?	  
Were	  Performance	  evaluations	  conducted	  and	  placed	  in	  file?	  	  
Is	  a	  Completion/Termination	  notice	  in	  file?	  



Section	  5	  APPRENTICESHIP	  
Is	  there	  a	  VOS	  activity	  code	  for	  the	  appropriate	  activity?	  

Section	  6	  	  	  VOS	  Case	  Notes	  Printout
Date	  of	  last	  VOS	  case	  notes?
Are	  all	  services	  reflected	  by	  a	  VOS	  code?	  Or	  does	  a	  VOS	  code	  need	  to	  be	  removed	  
because	  that	  service	  did	  not	  occur?	  	  Code	  required	  to	  enter	  into	  VOS
Date	  of	  last	  written	  case	  notes?	  In	  Section	  4
Are	  they	  frequent	  enough?	  Note	  more	  than	  a	  month	  lapse	  of	  contact.	  Note	  date	  of	  last	  contact	  if	  
long	  lapse.	  (Standard	  is	  30	  days)
Are	  activity	  codes	  open	  for	  long	  periods	  of	  time	  for	  no	  reason,	  for	  example	  they	  are	  not	  in	  training	  
and	  have	  no	  reason	  to	  have	  a	  long	  projected	  open	  activity?	  
Do	  they	  meet	  LWIA	  policy	  requirements?	  NA

Closure/Exit
Did	  participant	  gain	  employment?	  
Employment	  verification	  from	  employer	  in	  file?
If	  Case	  Closure	  to	  Employment,	  employer	  must	  be	  in	  VOS	  to	  get	  credit	  for	  "Entered	  Employment".	  
Ck	  that	  case	  is	  closed	  after	  verification.
If	  exited	  with	  a	  Global	  Exclusion,	  documentation?

Section	  6	  Follow-‐Up	  (for	  closed	  cases)
Is	  there	  a	  Placement	  follow	  up	  form	  in	  file?
Has	  quarterly	  follow-‐up	  been	  entered	  into	  the	  VOS	  follow-‐up	  section?	  (if	  the	  
follow-‐up	  box	  is	  present	  on	  VOS)
If	  follow-‐up	  activities	  have	  been	  provided,	  are	  appropriate	  VOS	  F(1-‐19)codes	  
used?	  (if	  applicable)
Is	  follow-‐up	  done	  as	  required	  per	  LWIA	  policy?
Is	  there	  sufficient	  documentation	  in	  file	  to	  support	  follow-‐up	  activities/services?	  

ADDITIONAL	  NOTES	  



Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID

Participant	  
Name/State	  

ID

Adult/ARRA Adult/ARRA Adult/ARRA Adult/ARRA

Case	  Mgr Case	  Mgr Case	  Mgr Case	  Mgr



Youth
Legend

O	  -‐	  Criteria	  satisfied,	  no	  issues	  noted
Name/ID Name/ID Name/ID

X	  -‐	  Issue	  noted	  with	  criteria
OY/YY/ARRA OY/YY/ARRA OY/YY/ARRA

N/A	  -‐	  Criteria	  does	  not	  apply	  to	  participant
Case	  Mgr Case	  Mgr Case	  Mgr

INTAKE/ADMINISTRATION VOS
Is	  application	  signed/dated?	  (parent/guardian	  signatures	  needed	  for	  under	  
18)
Record	  Eligibility	  date	  from	  application	  and	  verification	  documents.	  Must	  be	  
within	  14	  days	  of	  VOS	  participation	  date.
Consent	  for	  Information	  form	  in	  file?	  
EEO	  /Grievance	  Form	  in	  file?
Eligibility	  Verification	  Checklist	  in	  file?	  (or	  part	  of	  application)
VOS	  activity	  screens	  in	  file?	  
At	  risk	  Youth	  Assessment	  form	  in	  file?	  (if	  applicable)
In-‐School	  Verification	  	  in	  file?

Does	  the	  file	  indicate	  if	  the	  participant	  has	  Limited	  English	  Proficiency?	  EEO	  
related	  question	  (refer	  to	  case	  notes,	  application,	  etc.)
Does	  the	  file	  indicate	  if	  the	  particiant	  has	  a	  disability?	  EEO	  related	  question	  
(refer	  to	  case	  notes,	  application,	  etc.)

GENERAL	  ELIGIBILITY	  
Is	  there	  Right	  to	  Work	  verification	  in	  file?
Is	  there	  Age	  verification	  in	  file?	  
Is	  there	  Selective	  Service	  Verification	  in	  file?	  

INCOME	  ELIGIBILITY	  

Ann
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Is	  there	  Low	  Income	  Verification	  in	  file?
Is	  there	  Family	  Size	  verification	  in	  file?	  (if	  receiving	  public	  assistance,	  not	  
applicable)

Is	  there	  documentation	  that	  Youth	  5%	  income	  been	  used?	  (if	  applicable)

YOUTH	  BARRIER	  

Is	  there	  verification	  of	  at	  least	  one	  Youth	  Barrier	  in	  file?	  	  on	  application

10	  ELEMENTS	  (all	  that	  are	  applicable,	  just	  need	  one	  element)

Is	  there	  proper	  documentation	  in	  the	  file	  to	  support	  the	  provision	  of	  at	  least	  
one	  of	  the	  10	  Elements?	  If	  more	  than	  one	  element	  is	  provided,	  then	  
documentation	  must	  support	  all	  elements	  provided.

ASSESSMENTS	  (can't	  use	  if	  over	  6	  months	  old)
Is	  there	  a	  VOS	  activity	  code	  for	  assessments?	  (initial	  assessment	  only	  for	  
youth	  )

Assessment	  was	  conducted	  and	  included	  in	  file?	  (which	  of	  the	  following)

Basic	  Skills-‐	  TABE,	  accecpted	  standardized	  test	  used	  by	  a	  school.	  (if	  basic	  
skills	  deficient,	  has	  successive	  TABEs	  been	  completed	  to	  show	  progress)
Career	  Interest-‐Careerscope,	  etc	  (not	  mandatory	  but	  helpful	  to	  note	  if	  
they	  are	  not	  doing	  them)

Are	  the	  assessments	  scored?	  (cannot	  be	  scored	  by	  participant)
Was	  there	  an	  assessment	  within	  the	  first	  60	  days	  of	  participant	  
registration?
Was	  the	  post-‐test	  administered	  before	  the	  exit?

INDIVIDUAL	  SERVICE	  STRATEGY	  
Is	  there	  a	  VOS	  activity	  code	  for	  ISS?

Is	  the	  ISS	  completed	  and	  signed?	  (parent/guardian	  signatures	  for	  under	  18)	  



Does	  the	  ISS	  identify	  age	  appropriate	  education/career	  goals?	  
Do	  the	  goals	  reference	  the	  assessments?	  
Are	  at	  least	  one	  of	  the	  10	  Elements	  addressed	  in	  plan?
Do	  services	  provided	  concur	  with	  the	  ISS?	  Will	  they	  help	  particpant	  get	  
employed?	  Look	  for	  rational	  in	  ISS	  and/or	  case	  notes

Has	  ISS	  been	  periodically	  updated	  to	  reflect	  progress?
SUPPORTIVE	  SERVICES
(if	  applicable)	  

Are	  appropriate	  VOS	  activity	  codes	  used	  for	  services	  provided?	  (categorized	  
properly?)	  

Is	  there	  a	  SS	  payment	  tracker	  in	  file?	  Or	  documented	  in	  case	  notes?
Is	  there	  Supportive	  Service	  determination	  in	  the	  file?	  (form,	  ISS,	  case	  notes,	  
etc)

Does	  it	  meet	  LWIA	  policy?	  (check	  for	  individual	  caps,	  rounding,	  etc)
Is	  there	  supporting	  documentation	  in	  file?	  (need	  mileage	  and/or	  cost	  proofs	  
with	  signature	  and	  date.	  Ensure	  reimbursment	  calculation	  is	  correct	  
(mapquest	  mileage,	  participant	  address,	  check	  semester	  schedule	  to	  ensure	  
match	  with	  mileage)	  	  Was	  SS	  necessary,	  reasonable,	  and	  allowable	  and	  not	  available	  from	  other	  
source?	  
Does	  the	  activity	  date	  in	  VOS	  agree	  to	  when	  the	  Supportive	  Service	  was	  
provided?	  

REFERRALS/WIA	  PARTNERS	  (if	  applicable)
Were	  any	  referrals	  made?	  Based	  on	  notes	  and	  review,	  should	  a	  referral	  
have	  been	  made?	  If	  so,	  note	  referral	  process	  and	  if	  a	  referral	  form	  in	  the	  
file?

OCCUPATIONAL	  SKILLS	  TRAINING	  
(if	  applicable)	  

Is	  there	  a	  VOS	  activity	  code	  for	  the	  OST?	  Also	  need	  Objective	  Assessment	  
Code.



Is	  the	  Training	  on	  the	  WIB	  High	  Demand	  Occ.	  List	  or	  is	  LMI	  data	  used	  and	  in	  
the	  file?

Is	  training	  on	  Certified	  Training	  Provider	  List?(sometimes	  on	  LWIA	  website)

Must	  be	  proof	  that	  participant	  applied	  for	  Financial	  Aid	  before	  WIA	  pays	  or	  
that	  the	  trainer	  does	  not	  accept	  FA.	  Need	  FA	  status	  in	  file	  if	  FA	  is	  used.
Training	  curriculum	  in	  file?	  Are	  courses	  taken	  in	  curriculum?
Semester	  schedule	  in	  file?
Grade	  reports,	  are	  grades	  satisfactory?	  If	  not	  ,	  notes?
Is	  training	  supported	  by	  IEP,	  assessments	  and	  then	  documented	  by	  case	  
notes?
Credential	  attained?	  Is	  there	  a	  copy	  in	  file	  to	  prove?

ITA's	  (if	  applicable)	  
Is	  the	  ITA	  and	  support	  docs	  (with	  training	  costs)	  signed?	  	  	  LOA
Is	  there	  a	  time	  limitation	  and/or	  max	  amount	  allowed?

Does	  the	  dollar	  amount	  of	  the	  ITA	  exceed	  local	  policy	  maximums?
ITA	  payment	  tracker	  in	  file?	  	  Or	  documented	  in	  case	  notes?
WORK	  READINESS	  
(if	  in	  a	  Work	  Experience	  or	  Internship)	  
Is	  there	  a	  VOS	  activity	  code	  for	  Work	  Experience?	  
Work	  readiness	  pre/post	  
assessments?	  
Is	  information	  on	  the	  work	  readiness	  training	  in	  the	  file?	  
Are	  attendance	  sheets	  in	  the	  file	  (showing	  the	  participant	  attended	  
training)?
Was	  a	  performance	  evaluation	  econducted	  and	  put	  in	  file?
WORK	  EXPERIENCE/Internship/Job	  Placement	  
(if	  applicable)	  

Is	  there	  a	  VOS	  code	  for	  Work	  experience?
Does	  the	  Work	  Experience	  Agreement	  include	  the	  following:
statement	  of	  work?	  



description	  of	  job	  duties?	  
tools	  and	  safety	  equipment	  used?	  
signed	  and	  dated?
Does	  the	  work	  experience	  agree	  to	  the	  ISS	  and	  the	  list	  of	  competencies	  that	  
must	  be	  mastered?
Are	  number	  of	  hours	  worked	  allowable	  for	  that	  age?
Are	  timesheets	  in	  file?
Was	  a	  performance	  evaluation	  completed	  and	  in	  the	  file?
Is	  there	  a	  Participant	  sign-‐off	  sheet	  (for	  incentive	  payments	  received)	  in	  file	  
or	  elsewhere?

Case	  Notes
Are	  they	  frequent	  enough?	  Note	  more	  than	  a	  month	  lapse	  of	  contact.	  Note	  
date	  of	  last	  contact	  if	  long	  lapse.	  (Standard	  is	  30	  days)

Do	  they	  meet	  LWIA	  policy	  requirements?

Are	  VOS	  or	  hand	  written	  case	  notes	  in	  the	  file?	  

Closure/Exit
If	  there	  was	  a	  Case	  Closure	  due	  to	  Employment,	  verification	  from	  employer	  
in	  file?	  	  	  Work	  Number	  Detail	  Results
If	  exited	  with	  a	  Global	  Exclusion,	  must	  have	  documentation

Follow-‐Up	  (for	  closed	  cases)
Is	  there	  a	  signed	  Follow-‐up	  agreement	  in	  file?	  
Has	  participant	  received	  follow-‐up	  services	  for	  the	  12	  month	  period	  after	  
closure?

Are	  the	  appropriate	  VOS	  activity	  codes	  (f-‐codes)	  used	  to	  indicate	  the	  follow-‐
up	  services	  being	  provided?	  

Do	  case	  notes	  and	  file	  documentation	  support	  the	  F/U	  activities	  provided?	  
Has	  quarterly	  follow-‐up	  been	  entered	  into	  the	  VOS	  follow-‐up	  section?	  (if	  
the	  follow-‐up	  box	  is	  present	  on	  VOS)
Is	  follow-‐up	  done	  as	  required	  per	  LWIA	  policy?



ARRA	  SUMMER	  YOUTH	  
Is	  the	  Agreement	  to	  Participate	  Form	  signed	  and	  dated?
Is	  there	  a	  Disclosure	  and	  Release	  Form	  in	  file?
Is	  the	  ISS	  in	  file	  and	  signed	  and	  dated?
Are	  timesheets	  and	  performance	  reports	  signed	  and	  dated	  by	  both	  
participants	  and	  worksite/work	  readiness	  supervisors?	  	  
Check	  that	  summer	  youth	  incentives	  were	  $6.55	  per	  hour	  	  before	  7/24/09	  
and	  $7.25	  per	  hour	  afterwards.
Is	  there	  a	  Worksite	  Agreement	  in	  file?	  Must	  have	  job	  duties,	  equipment	  and	  
description	  of	  the	  job.

Check	  youth's	  age	  and	  child	  labor	  laws.	  Reference	  17	  Harzardous	  
Occupations	  if	  under	  18.	  Are	  worksites	  and	  jobs	  age	  appropriate?
Are	  Pre	  and	  Post	  tests	  in	  the	  file?	  Were	  they	  scored?	  If	  not	  how	  was	  
progress	  evaluated?

Was	  the	  ISS	  updated	  to	  reflect	  progress	  or	  a	  lack	  of	  progress	  towards	  goals?
Is	  the	  Work	  Readiness	  Goal	  unique	  to	  the	  participant?
Was	  the	  Work	  Readiness	  Goal	  completed?	  If	  so,	  WRG	  or	  Successful	  
Completion	  Form	  in	  file	  to	  prove?
Must	  have	  WRG	  in	  VOS	  as	  Attained	  and	  have	  a	  completion	  date	  to	  count	  
towards	  performance	  measures

VOS	  
Are	  all	  services	  reflected	  by	  a	  VOS	  code?	  Or	  does	  a	  VOS	  code	  need	  to	  be	  
removed	  because	  that	  service	  did	  not	  occur?
Training	  Outcome	  entered	  (if	  applicable)	  

Employment	  Outcome	  entered	  (if	  applicable)	  and	  verified	  and	  case	  closed
For	  SYEP	  the	  activity	  code	  400	  must	  be	  closed	  on	  Septemeber	  30th,	  2010	  if	  
the	  participant	  is	  not	  in	  the	  year	  long	  program
Activity	  code	  400	  under	  ARRA	  Funding	  stream	  must	  be	  closed	  September	  
30th,	  2010
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The SkillSource Group, Inc.  
   

SUMMARY OF ETHICAL CONDUCT EXPECTATIONS OF BOARD MEMBERS 
 
Board Members are expected to conduct themselves in the performance of their Board 
duties according to the highest standards of ethical and businesslike conduct, recognizing 
their duty of loyalty to the organization. 
  
Policy Provisions and Procedures: 
 

A. Board Members must recognize their duty of loyalty to the organization.   This duty of 
loyalty supersedes any potentially conflicting loyalty such as that to a particular advocacy 
or interest group or membership on any other Board or staff, as well as any personal 
interest as an individual consumer or representative of an individual consumer of the 
organization’s services.   

 
B. Board Members should attempt to avoid conflicts of interest related to business or 

employment relationships, which could include but are not limited to: 
1. receiving direct business income as a supplier to the organization; 
2. receiving indirect business benefit such as expectation of reciprocal 

business, corporate board appointment, or other business favors; 
3. using inside knowledge gained at the Board to compete with the interests 

of the organization or cause another entity to compete with the 
organization; 

4. using their position to unfairly obtain employment in the organization 
for themselves, a family member or close associate; 

5. having a family member or close associate employed by the organization  
(other than program participants served by the organization); or 

6. having a family member employed by the independent auditor of the 
organization. 

 
C. Board Members should seek to minimize potential or the appearance of conflicts of 

interest with the organization. 
 
D. Board Members who have actual or potential financial or business interests with 

companies or entities with whom the organization has, or seeks to establish a contract or 
business relationship, shall declare the interest to the President and Chairman of the 
Board and refrain from any contract-related activity including negotiations, which might 
be construed as a conflict of interest.  This is not meant to preclude Board Members from 
making appropriate referrals to the staff of companies or entities whose services or goods 
might be a benefit to the SkillSource Group, Inc. or from customers who might wish to 
use the SkillSource Group, Inc.’s services. 
 

E. Any Board Member who has potentially conflicting interests shall declare them to the 
President and Chairman of the Board as soon as the matter arises or is anticipated, 
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including full disclosure of the terms of any relationship from which a conflict might 
arise or be perceived. 

 
F. The Board shall be informed of declarations of actual or potential conflicts and the 

attendant circumstances and shall decide what action should be taken, if any, in the 
matter.  Other than a brief explanatory statement, the Board Member with the potential 
conflict shall refrain from participating in any discussion of, or action on, the matter. 

 
G. Board Members should avoid, and if unavoidable, disclose to the President and Chairman 

of the Board, any activities, legal proceedings, or conflicts whose reality or perception 
would constitute a business conduct or community relations issue for the organization, 
including, but not limited to: 

1. personal or business bankruptcy filings; 
2. personal or business criminal proceedings; 
3. personal or material business proceedings adverse to the interest of the 

organization; 
4. debarment, suspension, proposed for debarment or declared ineligible 

for award of contracts by any Federal or other government agency. 
 

H. The Board will periodically review and revise as appropriate written policies and 
processes regarding ethical conduct and conflicts of interest. 

 
I. Potential Board Members will be assessed for conflicts of interests as part of the 

nomination process and current Board Members will complete an annual review on 
conflicts. 

 
J. All Board Members will be asked to execute a Code of Ethical Conduct agreement 

governing individual Board Member conduct. 
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Equal Opportunity Policy of the Northern Virginia Workforce Investment System  

 
It is the policy of the Northern Virginia Workforce Investment Board that all customers and staff working 
within the Northern Virginia Workforce System are prohibited from discriminating on the ground of race, 
color, religion, sex, national origin, age, disability, political affiliation or belief.  Potential or active 
program participants may not be discriminated against for the above or on grounds of citizenship or in 
admission or access to participation in programs funded by WIA Title I or in any opportunity or treatment 
in, or employment in the administration of or in connection with any WIA Title I funded program or 
activity.  
 
If you think that you have been subjected to discrimination under a WIA Title I funded program or activity, 
you may file a complaint with 180 days from the date of the alleged violation with the recipient’s Equal 
Opportunity Officer: David A. Hunn, Executive Director, Northern Virginia Workforce Investment Board, 
Area XI.  Or you may file a complaint directly with the Director, Directorate of Civil Rights (DCR), U.S. 
Department of Labor. 
 
Equal Opportunity Officer 
David A. Hunn 
Northern Virginia Workforce Investment Board, Area XI 
8300 Boone Blvd, Suite 450, Vienna, VA  22182 
(703-752-1606).   
 
Civil Rights Director 
Director, Directorate of Civil Rights (DCR) 
U.S. Department of Labor 
200 Constitution Avenue, NW, Room N-41423 
Washington, D.C. 20210. 
 
EO Liaison for each SkillSource Workforce Center 
Ms. Marsha Enkerud 
Center Manager 
Fairfax County SkillSource Center - Annandale 
7611 Little River Turnpike 
Heritage Building, Suite 300 W 
Annandale, VA 22003 
703-533-5764 
 
The Northern Virginia Workforce Investment Board and its One-Stop Operator are equal opportunity 
employers and state this on all job vacancy announcements. Each SkillSource Center is monitored twice a 
year to ensure recruitment and hiring of staff is being done without regard to race, color, religion, gender, 
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national origin, age, disability status and political affiliation. 



Attachment 16 

 
 

Grievance Procedures of the Northern Virginia Workforce Investment System  
 
The Northern Virginia Workforce Investment Board follows the Grievance Hearings and Appeals Procedures 
established by the County of Fairfax Personnel Regulations. If you elect to file your complaint with the 
Northern Virginia Workforce Investment System, you must wait until the recipient issues a decision or until 60 
days have passed, whichever is sooner, before filing with DCR.  If the Northern Virginia Workforce 
Investment System has not provided you with a written decision within 60 days of the filing of the complaint, 
you need not wait for a decision to be issued, but may file a complaint with DCR within 30 days of the 
expiration of the 60 day period.  If you are dissatisfied with the Northern Virginia Workforce Investment 
System’s resolution of your complaint, you may file a complaint with DCR.  Such complaint must be filed 
within 30 days of the date you received notice of the recipient’s proposed resolution.  
 
Equal Opportunity Officer 
David A. Hunn 
Northern Virginia Workforce Investment Board, Area XI 
8300 Boone Blvd, Suite 450, Vienna, VA  22182 
(703-752-1606).   
 
Civil Rights Director 
Director, Directorate of Civil Rights (DCR) 
U.S. Department of Labor 
200 Constitution Avenue, NW, Room N-41423 
Washington, D.C. 20210. 
 
EO Liaison for each SkillSource Workforce Center 
Ms. Marsha Enkerud 
Center Manager 
Fairfax County SkillSource Center - Annandale 
7611 Little River Turnpike 
Heritage Building, Suite 300 W 
Annandale, VA 22003 
703-533-5764 
 



 
Incumbent Worker / Layoff Aversion Training Policy 

 
Approved By The  

 
NORTHERN VIRGINIA WORKFORCE INVESTMENT BOARD 

 
 
This updated local workforce policy reflects Federal and State policy and administrative 
updates. 
 
Implementation of an Incumbent Worker / Layoff Aversion Training Policy 
 
It shall be the policy of the Northern Virginia Workforce Investment Board to benefit regional 
businesses and industry by assisting in skill development of existing employees and increasing 
productivity as part of a broader layoff aversion strategy. For purposes of this policy, a lay-off is 
averted when 1) a worker’s job is saved with an existing employer that is at risk of downsizing or 
closing; or 2) a worker at risk of dislocation transitions to a different job with the same employer 
or a new job with a different employer and experiences no or a minimal spell of unemployment. 
 
Eligible employers must be: 
 

• Private for profit or non-profit businesses 
• Operating in Virginia for entire twelve month period prior to application date 
• Current on all Virginia tax obligations 
• Proposing training for employees in a Virginia facility 

 
Non-eligible employers are: 
 

• Business with history of failing to provide WIA participants with continued employment 
• Recently relocated business that has resulted in employee separations 

 
Eligible workers must be: 
 

• Existing workers at least 18 years old, a U.S. citizen or non-U.S. citizen eligible to work 
in the United States 

• Existing worker must be currently employed full-time with participating employer 
• Existing worker needs skills upgrading or retraining, completion of GED or High School 

Degree, basic skills upgrade, to retain or be successful in current employment. 
 
Participating businesses must provide a minimum of a 50% matching contribution to the 
Incumbent worker training project. These match funds may include in-kind services.  
 
This policy shall be in effect as long as the State policy waiver with the U.S. Department of 
Labor is in effect, but will not expire earlier than June 30, 2014. 
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 Business with history of failing to provide WIA participants with continued employment 
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Eligible workers must be: 
 

 Existing workers at least 18 years old, a U.S. citizen or non-U.S. citizen eligible to work 
in the United States 

 Existing worker must be currently employed full-time with participating employer 
 Existing worker needs skills upgrading or retraining, completion of GED or High School 

Degree, basic skills upgrade, to retain or be successful in current employment. 
 
Participating businesses must provide a minimum of a 50% matching contribution to the 
Incumbent worker training project. These match funds may include in-kind services.  
 
This policy shall be in effect as long as the State policy waiver with the U.S. Department of 
Labor is in effect, but will not expire earlier than June 30, 2014. 
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