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*These policies are new or were revised to be in conformance with EDD and DOL guidance and directives.
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America’s Job Center of California®™ (AJCC) Branding Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

All Workforce Innovation and Opportunity Act (WIOA) funded America’s Job Center of Californias"
(AJCC) operators, locally known as WorkSource and YouthSource Centers, must adhere to the City
of Los Angeles Workforce Development Board’s (WDB) branding policy, federal, and state
requirements regarding co-branding with the U.S. Department of Labor's (USDOL) American Job
Centers brand.

BACKGROUND

The WDB’s branding policy ensures a consistent image and public service identity to increase the
public’s awareness of the City’s WorkSource and YouthSource networks. The policy also ensures
the consistency and integrity of the WorkSource and YouthSource brands as they appear to the
public and compliance with Federal and State of California Workforce Development Board’s co-
branding requirements.

POLICY AND PROCEDURES

All AJCC operators must adhere to the Workforce Development Board’s (WDB) branding policy
covering the WorkSource and YouthSource brands and must co-brand with the U.S. Department of
Labor's (USDOL) American Job Center brand.

Specifically, all AJCC operators shall adhere to the co-branding of "A proud partner of America’s
Job Center of California®™ network" as directed through their contractual obligations and any
related directive(s).

All AJCC operators shall ensure that logos, taglines, and graphics of all collateral materials,
websites, and signage utilized for WIOA programs conform to the AJCC Organizational Identity and
Style Guide referenced below, issued by the California Workforce Investment Board effective July
1,2013.

In addition, for any visual materials created — marketing collateral materials, training, recruitment
flyers, articles, press/media releases, etc. — AJCC operators mustinclude the appropriate branding
logo (WorkSource or YouthSource) and the City of Los Angeles, the WDB, and the Economic and
Workforce Development Department logos.

Atalltimes (including all references, marketing collateral materials, training, and recruitment flyers,
articles, press/media releases, social media efforts, and external and internal signage, etc.),
branding of the WorkSource or YouthSource Centers shall require naming which states the Center’s
designated geographical name first (required), with the operator’s organization as secondary
(optional). Examples: “Northwest Los Angeles WorkSource Center, operated by XYZ Contractor,
Inc” or “Central Mid Los Angeles YouthSource Center, operated by ABC Youth Agency, Inc.”

To the extent possible and feasible, WorkSource and YouthSource contractors are encouraged to
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utilize the brochure/flyer templates provided by the Economic and Workforce Development
Department.

In addition, all AJCC operators must adhere to the EEO requirements in terms of accessibility
language on all websites, collateral materials, and media outreach. For more information on this
requirement, refer to the Nondiscrimination and Equal Opportunity Policy.

REFERENCES
e State of California Employment Development Department Workforce Services Information

Notice WSIN12-43: New One-Stop Branding- America’s Job Center of California Network
(March 15, 2013)

e AJCC Organizational Identity and Style Guide, California Workforce Investment Board (July
1,2013)
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Infrastructure Funding Agreement (f.k.a. Resource Sharing

Agreement)

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT
This policy provides guidance on the Resource Sharing Agreement (“Infrastructure Funding
Agreement”).

BACKGROUND

The Workforce Innovation and Opportunity Act (WIOA) requires that a Resource Sharing Agreement
(RSA), a key component of the WIOA MOU, be executed between the operators of the WorkSource
Center / America’s Job Center of California (WorkSource/AJCC) and the co-located partners at
each site, with the objective to ensure that the costs of operating a WorkSource/AJCC are shared
between the partners. It includes funding of infrastructure and operating costs of the Centers,
funding of shared services, and the leveraging of in-kind contributions, as appropriate. All
mandatory WIOA partners shall negotiate in good faith and seek to establish RSAs that are
equitable.

In order to establish a high-quality One-Stop delivery system and enhance collaboration amongst
partner programs, WIOA requires Local Boards to develop MOUs with all AJCC-required partners
present in their Local Workforce Development Area (Local Area). The expectation is that these
MOUs serve as a functional tool as well as a visionary plan for how the Local Board and AJCC
partners will work together to create a unified service delivery system that best meets the needs of
their shared customers.

The City of Los Angeles (City) renewed its MOUs with all strategic partners on July 1, 2022, in
compliance with EDD Directive WSD 18-12. These MOUs, which will run through June 30, 2025,
include infrastructure cost sharing agreements with all partners.

PROCEDURES

The purpose of the Resource Sharing Agreement (RSA) is to establish the terms and conditions of
how services and operating costs of the local workforce system will be funded. The RSA should
capture cost sharing information on infrastructure funding of the AJCC/WSCs and Specialized
AJCCs [YouthSource Centers (YSC)], funding of shared services, operating costs of the System,
and the leveraging of in-kind contributions, as appropriate. All required AJCC/WSC and Specialized
AJCC Partners mustwork together to integrate shared services and leverage each other’s resources
to effectively and efficiently serve common customers of the local workforce system.

WIOA requires that American Job Center Partners describe how the costs of services and the
operating system will be funded, including:

e Cash and in-kind contributions that are fairly evaluated, which may include contributions
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from philanthropic organizations or private entities, or through alternative financing options,
to provide a stable and equitable funding stream for ongoing AJCC/WSCs delivery system
operations;

e Infrastructure costs of the AJCC/WSC and Specialized AJCCs.

As detailed in WIOA, the goal of the RSA is to develop a funding mechanism that:

e Maintains the local workforce delivery system to meet the needs of the local area;

e Reduces duplication by improving program effectiveness through the sharing of services,
resources, and technologies among Partners;

e Reduces overhead by streamlining and sharing financial, procurement, and facility costs;
and

e Ensures that costs are appropriately shared by AJCC/WSC and Specialized AJCC Partners
by determining contributions based on a proportionate share of use and requiring that all
funds are spent solely for allowable purposes in a manner consistent with the applicable
authorizing statute and all other applicable legal requirements, including the Federal cost
principles.

The State’s workforce delivery system is intended to function as a system where all customers can
access valuable services and connect to resources necessary for their career success. The costs
of operating this system, therefore, include non-personnel costs, such as facilities and
technologies, in addition to personnel costs for those who deliver services directly to businesses
and job-seeking customers. Shared services’ costs may include the costs of shared services that
are authorized for and may be commonly provided through, any of the AJCC/WSC and Specialized
AJCC partner programs to any individual, such as:

e |nitial intake;

o Assessment of needs;

e Evaluation of basic skills;

e |dentification of appropriate services to meet needs;
o Referrals to other American Job Center Partners; and,
e Business Services.

Shared costs must be allocated according to AJCC/WSC/YSCs Partner’s proportionate use and
relative benefits received. Any shared costs agreed upon by the Partners must be included in the
WIOA MOU.

With this in mind, the City and Collocated Partners will employ a cost allocation methodology
based on space use by square footage (the proportion of a Partner’s occupancy percentage) to
determine the proportionate share of infrastructure costs for each Collocated Partner. The
methodology will apply the ratio of space usage by a Partner over the entire space of the site
occupied by all Partners to the infrastructure costs of the Comprehensive AJCC to determine the
share of the given Partner’s cost. The calculation of infrastructure costs will be for the whole
system rather than center by center.

The RSA component of the WIOA MOU will identify infrastructure and shared services of the local
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workforce system that will be reconciled on an annual basis against actual costs incurred and
adjusted accordingly. The WIOA MOU/RSA should further identify how the partners will operate
when overages or savings occur after reconciliation. This is required to ensure that the costs are
fairly evaluated and that each Partner is not required to contribute more than its proportionate
share. The RSAs will be transparent and negotiated among Partners on an equitable basis to ensure
costs are shared appropriately. All Partners will negotiate in good faith and seek to establish a WIOA
MOU/RSA that is reasonable and fair.

Reconciliation of AJCC Partner Contributions

The Local Board is responsible for ensuring that all AJCC infrastructure costs are paid according to
the provisions of the signed MOU. Until the actual costs are known, and the usage and benefits are
calculated, each partner’s true proportionate share of cost will be unknown. Therefore, all AJCC
partner contributions, regardless of type, are to be reconciled regularly (e.g., monthly, quarterly, or
annually), comparing expenses incurred to relative benefits received. The reconciliation processis
necessary to ensure that the proportionate share each partner program is contributing remains
consistent with the cost methodology, is up to date, and in compliance with the terms of the MOU.
The MOU must include a reconciliation schedule, identify who will be responsible for the
reconciliation, and include the names and/or titles of partners who will be approving the
reconciliation.

Local Funding Mechanism

One of the hallmarks of WIOA is an increased emphasis on local control. If a Local Board is unable
to complete Infrastructure Funding Agreements (IFAs) with all its AJCC partners by the required
due date, then the State Funding Mechanism (SFM) will be triggered.

Timeline

The MOUs are required to include their duration, amendment procedures, and an assurance to
update not less than once every three years. The MOUs must be amended anytime there are
significant changes to the shared customers, services, and/or costs. If an MOU gets amended, the
Local Board shall notify their regional Advisor of the amendment and approvals. In order to allow
for state monitoring and policy developments, all MOUs are to be effective on the same three-year
schedule starting on July 1, 2022, and ending on June 30, 2025.
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Limited English Proficiency Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and sets standards for the City of Los Angeles Workforce
Development System (WDS) and other agencies serving Limited English Proficiency (LEP)
individuals to ensure meaningful and timely access to Workforce Innovation and Opportunity Act
(WIOA) funded programs and services.

For this purpose, no one will be denied access to information, services, or resources throughout
the WDS because of their limited proficiency in the English language or be subjected to
unreasonable delays in the receipt of such services. A person can qualify as LEP if they are an adult
or out-of-school youth, who has a limited ability to read, write, speak, or understand English, and
a) whose native language is a language other than English; or b) who lives in a family or community
environment where a language other than English is the dominant language.

BACKGROUND

The WIOA requires programs receiving Federal financial assistance, to take reasonable steps to
ensure meaningful access to their programs and activities by LEP persons. Denial of equal access
to federally funded programs and activities based on national origin, including LEP is strictly
prohibited. This policy is pursuant to Section 188 of WIOA; Title VI of the Civil Rights Act of 1964;
Executive Order 13166 “Improving Access to Services for Persons with Limited English
Proficiency;” the Dymally-Alatorre Bilingual Services Act; and the U.S. Department of Labor (DOL)
Training and Employment Guidance Letter 26-02.

POLICY AND PROCEDURES

Language Assistance Plan:

The Workforce Development System (WDS) through its WorkSource and YouthSource Centers
must develop a language assistance plan that is annually updated and submitted to the EWDD’s
LEP Coordinator by July 15th of each year for the upcoming program year. Failure to comply will
impact contract compliance. The contents of the Language Assistance Plan must at a minimum
consist of the following elements:

= LEP Language Assessment Survey

= LEPclient policy

= Current demographics showing the number of LEP individuals requiring language
assistance during the prior program year

= Description of language assistance tools (e.g., “l Speak” Identification Cards)

= List of vital documents available for dissemination to LEP persons

= Updated information identifying staff who are bi-lingual or multi-lingual. The Centers have
two primary ways to provide language services: oral interpretation, either in person or via a
telephone interpretation service, and written translation. The correct mix of language
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assistance services should be based on demographic data reflected in the LEP
Assessment, and on what is both necessary and reasonable.
= Local outreach efforts to increase LEPs’ awareness of available resources.

LEP Assessment:

As the first key to ensuring meaningful access, each agency in the WDS will conduct a thorough
annual assessment of the languages spoken by customers and potential customers in the
communities it serves. In addition to identifying the current LEP makeup of the service areas, the
Workforce Development System will also examine a) whether existing LEP resources and tools are
adequate, and b) what improvements are needed to outreach to LEP populations that might be
underserved relative to their proportion in the service area. An LEP Questionnaire to collect this
data shall be emailed by the City to all WSCs and YSCs by June 1%

For the WDS to properly assess the significant LEP population, the Workforce Development Board
(WDB) promotes the use of the DOL’s four factors to determine the language needs of an area:

= The number or proportion of LEP persons served or encountered in the eligible service
population--the greater the number or proportion of LEP persons in a language group, the
more language services needed;

= The frequency with which LEP individuals come in contact with the program higher
frequency requires more services;

= The nature and importance of the program, activity, or service provided by the recipient; and

= The resources available to the recipient and costs--larger recipients with larger budgets
must provide a higher level of language services

In assessing the first factor, consider any temporary but significant changes in the community’s
demographics. For example, in some communities, the population swells during peak vacation
periods or seasonal influx for agricultural or manufacturing employment purposes.

The second factor, frequency of contact, should be considered in the light of areas or
neighborhoods that may have concentration of LEP individuals. In such cases, even if the overall
number of LEP persons in the area is low, the frequency of contact may be higher.

The third factor should be taken in the light of how the services available in the area impact the lives
of its target population. The more important the program, or the greater the possible consequences
of the contact for LEP individuals, the more likely the language assistance services will be
necessary.

The fourth factor should be considered in promoting service quality and service integration that
provide a seamless system with a responsive and comprehensive array of services.

Translation of Vital Documents:

The language assistance plan should incorporate a plan to translate “vital” written materials into
the languages that were identified through the LEP assessment. DOL has acknowledged the
difficulty in identifying vital documents. However, the federal register states that “meaningful
access” must be granted to all individuals. Thus, vital documents could include:
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= Applications to participate in a Workforce Innovation and Opportunity Act (WIOA) program,
activity, or services

= Written tests that do not assess English language competency, but test the competency for
a particular license, job, or skill for which English language proficiency is not required

= Consentand compliance forms

= List of partners at a Center and services provided

= Letter containing important information regarding participation in a program or activity

= Notices pertaining to the reduction, denial, or termination of services or benefits and of the
right to appeal such actions

= Notices that require a response from beneficiaries

= Information on the right to file complaints of discrimination

= Information on the provision of services to individuals with disabilities

= State wage, hour, safety, health enforcement, and information materials

= Notices advising LEP persons of the availability of free language assistance

= Other marketing and outreach information

Additionally, all translated documents must be reviewed for accuracy. Even though certified
translators are not required, the WDS should have mechanisms in place to verify the accuracy of
the translated document.

Interpreter Requirements:
At a minimum, all interpreters used by the WDS must meet the following requirements:

= Demonstrated proficiency in both English and another language

= Fundamental knowledge in both languages of any specialized terms or concepts peculiar
to the Center’s program or activity

= Sensitivity to the LEP person’s culture

= Demonstrated ability to convey information in both languages accurately; and if possible,
use staff trained in the skills and ethics of interpreting

There may be cases where interpretation services are offered to the LEP person and these are
declined. In such cases the LEP person may request the use of a family member or friend as an
alternative. It is then appropriate for the Center to use this person to assist in the provision of
services. However, the use of such a person should not compromise the effectiveness of services
or breach confidentiality. In these cases, the Center should have a competent bilingual staff
member observe the communication and interpretation to ensure the accuracy of the information
being translated. The Center must also document in the LEP person’sfile: the offer of an interpreter,
the refusal of free language assistance services, and the witnessing of the communication using
“Interpreter Services Statement” form.

Consistent with U.S. DOL’s federal register guidance, the WDB has adopted the following hierarchy
of methods to meet LEP needs as needed:

= Ensuring the WDS hire multilingual staff
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= Paid interpreters that are on staff

» Paid outside interpreters

= Usetelephone interpreter lines

= Community volunteers-trained in both interpretation and in WIOA programs

= Not using children, family members, friends, and/or strangers as interpreters except in
emergency circumstances or when the LEP person decides to use them after being advised
of free and competent interpreters being available.

LEP Customer Flow:

After the Center identifies an LEP customer’s primary language through a language needs
assessment, this information should be documented in the case files preferably using a language
identification form such as the Oral and Written Language Designation Form. The choice of whether
to use the LEP individual’s primary language for oral or written communication is the customer’s
choice.

Effective February 20, 2018, the required LEP questions were added to the individual registration
formin CalJOBS. Beginning on January 3, 2019, itis required that each WorkSource Center records
the LEP and preferred language of each applicant, registrant, participant, and terminee. (EDD
Information Notice WSIN17-30, April 2, 2018)

The WDS will serve LEP individuals in their service delivery areas and ensure that LEP customers
are offered meaningful and equal access to WIOA services. Each Center must be able to describe
and document how LEP customers receive services. This will be subject to review by the City’s LEP
Coordinator and reported to the WDB.

Furthermore, as the WDB develops new sector initiatives and other training programs, Vocational
English as a Second Language (VESL) training should be incorporated in these programs to increase
LEP customer participation. The WDB is committed to designing programs to ensure that limited
English speakers are included in skills training as well as bridge programs. Moreover, the WDS shall
leverage resources to increase training opportunities in other languages where available.

Monitoring and Oversight:
Both WDS and City staff will be responsible for monitoring the quality of services to LEP persons.

The WDS must annually evaluate its language assistance plan to keep information current on the
LEP makeup of its service area, the communication needs of LEP customers, whether assistance
offered is meeting the needs of such persons, whether staff is knowledgeable about policies and
procedures and how to implement them, and whether sources of, and arrangements for, assistance
are still current and viable. Oversight of the plan should include obtaining the LEP persons’
feedback in these areas.

Monitoring and evaluation of the WDS for compliance with Civil Rights legislation will be
incorporated in the regular monitoring processes.

The City’s evaluation of the WDS’s efforts in serving LEP customers will be measured through the
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DOL 4-factor analysis and through the following activities:

= Qutreach and enrollment activities

= Surveys of customers, clients, and advocates to determine customer satisfaction

= Periodic assessment of current data and local demographics

= Review of the effectiveness of agency policies and practices describing services to LEP
individuals

= Review staff capacity by determining in-house linguistic resources, recruiting, and hiring
bilingual or multilingual employees and promote continuing education to enhance staff
ability to serve LEP clients

= Review of the agency’s protocol in receiving and responding to complaints by customers.

REFERENCES

= Section 188 of the Workforce Innovation and Opportunity Act

= Federal Register: Vol. 79, No. 220, Guidance on the prohibition against National Origin
Discrimination Affecting Persons With Limited English Proficiency (November 28, 2014);
and Vol. 65, No. 159, Executive Order 13166, “Improving Access to Services for Persons
with Limited English Proficiency” (August 11, 2000)

= Title VI and VIl of the Civil Rights Act of 1964
= Dymally-Alatorre Bilingual Services Act, California Government Code Section 7290-7299.8

= Employment Development Department Directive (WSD) 17-03: Limited English Proficiency
(August 11, 2017)

» Department of Labor Training and Employment Guidance Letter (TEGL) 28-16, Change 2:
Best Practices, Partnership Models, and Resources Available for Serving English Language
Learners, Immigrants, Refugees, and New Americans (January 18, 2017)
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Priority of Service Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding priority of service for
individuals who are basic skills deficient, low-income individuals, and recipients of public
assistance served with Workforce Innovation and Opportunity Act (WIOA) Adult funds.

BACKGROUND

The WIOA requires that funds allocated to a Local Area for Adult employment and training activities
must follow priority of service guidelines, which state priority of service is to be provided to
individuals who are basic skills deficient, low-income individuals, and recipients of public
assistance for career individualized services and training services. Adult priority of services does
not apply to the WIOA Dislocated Worker program.

Veterans and eligible spouses receive priority of service for all DOL-funded programs amongst all
participants. These requirements must still be applied in accordance with guidance issued by the
DOL and State of California Employment Department (EDD) Workforce Services Directive Priority
of Service (Veterans) - Final - Directive Template.docx (ca.gov) (WSD) 19-04.

The WIOA encourages cooperation across partner programs to help make certain the workforce
system is prioritizing individuals most in need. AJCC partners may do this via cross-training with
other programs, an integrated technological case management system, community-based
partnerships, and enhanced outreach strategies.

POLICY AND PROCEDURES

Priority of Service Requirement

AJCC Operators are required to provide priority of service to veterans and eligible spouses for all
WIOA-funded activities, including technology-assisted activities. Priority of service means that
veterans and eligible spouses are entitled to take precedence over non-covered persons in
obtaining employment, training, and placement services. More specifically, a veteran or an eligible
spouse either receives access to a service earlier in time than a non-covered person o, if the
resource is limited, the veteran or eligible spouse receives access to the service instead of or before
the non-covered person.

In implementing priority of service, AJCC Operators must ensure veterans and eligible spouses
receive basic career services and individualized career services before other non-covered
individuals. Additionally, they must ensure veterans and eligible spouses receive priority on waiting
lists for training slots and are enrolled in training before non-covered persons. However, once a non-
covered participant is enrolled in a workshop or training class, priority of service is not intended to
allow a veteran or eligible spouse to bump the non-covered participant from that class or service.

AJCC Operators must ensure that veteran and eligible spouses are identified at the point of entry,
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given an opportunity to take full advantage of priority of service and are aware of their entitlement
to priority of service, such as: the full array of employment, training, and placement services
available under priority of service, and any applicable eligibility requirements for those programs
and/or services. Additionally, AJCC Operators must ensure that written copies of local priority of
service policies are maintained at all service delivery points and, to the extent practicable, posted
in a way that makes it possible for members of the public to easily access them.

Veterans and eligible spouses continue to receive priority of service among all eligible individuals;
however, they must meet the WIOA adult program eligibility criteria and meet the criteria under
WIOA Section 134(c)(3)(E). As described in TEGL 10-09, when programs are statutorily required to
provide priority, such as the WIOA adult program, then priority must be provided in the following
order:

1. Veterans and eligible spouses who are also recipients of public assistance, other low-
income individuals, or individuals who are basic skills deficient.

2. Individuals (other than veterans and eligible spouses) who are the recipient of public
assistance, other low-income individuals, or individuals who are basic skills deficient.

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

4. Priority populations established by the Governor and/or Local Workforce Development
Board

5. Otherindividuals not included in WIOA’s priority groups.

For additional guidance on providing priority of service to veterans through the Workforce Services
Directive, please reference Priority of Service (Veterans) - Final - Directive Template.docx (ca.gov)
EDD WSD19-04.

Local Workforce Development Boards (Local Boards) may establish additional priority groups for
their Local Area (e.g., residents of the Local Area, individuals with disabilities, ex-offenders,
homeless, etc.). If any additional priority groups are established, they should be identified in the
local policy.

Definitions
For purposes of this policy, the following definitions apply:

Basic Skills Deficient — An individual that is unable to compute or solve problems, or read, write,
or speak English, at a level necessary to function on the job, in the individual’s family, or in society
(Reference WIOA Section 3[5]). Criteria used to determine whether an individual is basic skills
deficient includes the following:

e Lacks a high school diploma or high school equivalency and is not enrolled in post-
secondary education.
Enrolled in a Title Il Adult Education/Literacy program.
English, reading, writing, or computing skills at an 8.9 or below grade level.
Determined to be Limited English Skills proficient through staff-documented
observations.

e Other objective criteria determined to be appropriate by the Local Area and documented
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in its required policy.

Case Notes — Paper or electronic statements by the case manager that identifies, at a minimum,
(1) a participant's status for a specific data element, (2) the date on which the information was
obtained, and (3) the case manager who obtained the information. If case notes are used as a
documentation source, the case notes must provide an auditable trail back to the source of
information verified. The case manager does not need to keep a hard copy of the information
verified in the participant’s case file.

Example: A case manager verifies an individual is basic skills deficient by viewing school records,
specifically, enrollment in a Title Il Adult Education/Literacy program. The case notes must include
auditable information, such as the name of the school and the date of enrollment, which could
allow an auditor/monitor to later retrieve this information. The case manager would not need to
keep a hard copy of the school record in the participant’s file (TEGL 06-14, Attachment A).

Low-Income - An individual that meets one of the four criteria below:

1. Receives, or in the past six months has received, or is a member of a family that is
receiving, or in the past six months has received, assistance through the Supplemental
Nutrition Assistance Program (SNAP), Temporary Assistance For Needy Families (TANF),
program supplemental security income program, or state or local income-based public
assistance.

2. Inafamily with total family income that does not exceed the higher of the following:

a. The poverty line.
b. 70 percent of the Lower Living Standard Income Level.

3. Ahomeless individual.

4. Anindividual with a disability whose own income does not exceed the income requirement
but is a member of a family whose total income does.

Public Assistance Recipient — An individual that receives federal, state, or local government cash
payments for which eligibility is determined by a needs or income test (Reference WIOA Section
3[50]).

Self-Attestation — \When a participant states his or her status for a particular data element, such
as low income, and then signs and dates a form acknowledging this status. The key elements for
self- attestation are (1) the participant identifying his or her status for permitted elements, and (2)
signing and dating a form attesting to this self-identification. The form and signature can be on paper
or in the Local Area management information system, with an electronic signature (TEGL 23-19,
Attachment Il).

*Note that be is not to be used as the primary method of gathering documentation to verify data
elements. Self-attestation as a documentation source is only to be used when the preferred
options of paper documentation or third-party corroboration are not available.

Benchmark Percentage of Priority of Service Populations
Each agency will be required to ensure that 75 percent of participants receiving individualized
career and training services in the Adult program are from at least one of the priority groups
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mentioned above in the “Priority of Service Requirement”. Agencies are recommended to
strengthen internal systems and seek outside partnership to ensure priority populations are
reached (TEGL 07-20).

The Local Area and WorkSource Center priority of service rate is calculated based on the number
of participants exited from the program who are identified as a priority population and received an
individualized career or training service during their period of participation. This nhumber is divided
by the total number of participants exited from the program who have received an individualized
career or training service.

Documentation
Local Areas may use the following sources of documentation to verify whether an adult participant
qualifies for priority of service under WIOA:

PRIORITY OF SERVICE

Priority of Service Criteria Acceptable Documentation

(Only the documentation sources listed below

may be used.)

1. Basic Skills Deficient e School Records

o Areferral or records from a Title Il Basic
Adult Education program or English
Language Learner program

e Results of academic assessment

e C(Casenotes*

e Self-Attestation*

2. Low Income

Alimony agreement

Award letter from veteran’s
administration

Bank statements

Compensation award letter

Court award letter

Pension statement

Employer statement/contact
Family or business financial records
Housing authority verification

Pay stubs

Public assistance records

Quarterly estimated tax for self-
employed persons

Social Security benefits
Unemployment Insurance documents
e Self-attestation*
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3. Recipient of Public Assistance e Crossmatch with public assistance
database

e Copy of authorization to receive cash

public assistance

Copy of public assistance check

Medical card showing cash grant status

Public assistance records

o Refugee assistance records

*Please reference the definition section of this directive for additional guidance on case notes
or self-attestation being used for documentation purposes.

For reporting and statistical purposes, document all barriers of employment to accurately measure
populations served within the City’s workforce development system.

REFERENCES

e WIOA (Public Law 113-128) Sections 3 and 134

o Title 20 Code of Federal Regulations (CFR) WIOA Final Rule, Sections 680.150, 680.600,
680.610, 680.650

e Training and Employment Guidance Letter (TEGL) 7-20 (PDF), Effective Implementation
of Priority of Service Provisions for Most in Need Individuals in the Workforce Innovation and
Opportunity Act (WIOA) Adult Program (November 24, 2020)

e Training and Employment Guidance Letter (TEGL) 23-16 (PDF), Guidance for Validating
Required Performance Data Submitted by Grant Recipients of U.S. Department of Labor (DOL)
Workforce Programs (June 18, 2021)

e Training and Employment Guidance Letter (TEGL) 19-16 (PDF), Guidance
on Services Provided Through the Adult and Dislocated Worker Programs Under the WIOA and
the Wagner-Peyser Act Employment Services (ES), as Amended by Title Ill, Under the WIOA
Final Rule (March 1, 2017)

e EDD Workforce Services Directive (WSD) 19-09, Strategic Co-Enrollment — Unified Plan
Partners (February 12, 2020)

o EDD Workforce Services Directive (WSD) 23-02: 70 Percent LLSIL and Poverty Guidelines for
2023 (August 22, 2023)
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Services and Referrals to Victims of Human Trafficking Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance on the procedures AJCC staff should take when recognizing
characteristics of human trafficking, and providing comprehensive services as employment is an
essential step to integrating victims of human trafficking back into society.

BACKGROUND

Trafficking in persons affects millions of individuals worldwide. Individuals may be lured into
trafficking networks through false promises of good working conditions and high pay as domestic,
factory, and farm workers, childcare workers, wait staff, sales clerks, models, or other occupations.
Others are kidnapped. Many victims of trafficking may remain undetected because strategies used
by the perpetrators isolate victims and prevent them from coming forward. Additionally, many
victims of trafficking do not self-identify and may be unaware of resources and services that are
available to assist them. The DOL plays a role in the U.S. Government’s efforts to combat human
trafficking. These methods include:

e |dentifying and seeking restitution for unpaid labor performed by victims of trafficking;

e Providing training and employment services to victims of trafficking who qualify for those
services, and helping them to become self-sufficient;

e Funding research and technical assistance to combat the worst forms of child labor
overseas; and

e Maintaining lists of goods, including their countries of origin that are made using forced
labor or forced child labor.

POLICY AND PROCEDURES

America’s Job Center of California/WorkSource Center staff is being asked to review and recognize
the characteristics of human trafficking, and refer those individuals to the proper authorities and
resources, provide employment and training services, and offer information and referral to other
wraparound services or law enforcement.

Definitions
Section 103(8) of the TVPA defines the term “severe forms of trafficking in persons” as:
e Sex trafficking in which a commercial sex act is induced by force, fraud, or coercion, orin
which the person induced to perform such act has not attained 18 years of age; or

e The recruitment, harboring, transportation, provision, or obtaining of a person for labor or
services, through the use of force, fraud, or coercion for the purpose of subjection to
involuntary servitude, peonage, debt bondage, or slavery.

Employment is an essential step in integrating victims of trafficking into society, and therefore,
America’s Job Center of California/WorkSource Center Staff is reminded that they can assist
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trafficking victims in the following ways, as applicable:

1. Recognize the characteristics of victims of trafficking and refer individuals to proper
authorities and resources:

Many victims of trafficking do not self-identify. It is important for America’s Job Center/WorkSource
Center staff to recognize the characteristics of potential victims of trafficking and refer them to the
proper authorities and resources. The following are ways in which to identify potential victims of
trafficking:
e The potential victim does not possess identification and/or travel documents.
e The potential victim appears to be coached on what to say to law enforcement and
immigration officials.
e The potential victim was recruited for one purpose and forced to engage in some other job.
e The potential victim’s salary appears to be being garnished to pay off a smuggling fee.
(Note: Paying off a smuggling fee alone is not considered trafficking.)
e The potential victim appears to have been forced to perform sexual acts.
e The potential victim does not appear to have freedom of movement.
e The potential victim and/or his or her family have been threatened with harm if the victim
attempts to escape.
e The potential victim has been threatened with deportation or law enforcement action.
e The potential victim has been harmed or deprived of food, water, sleep, medical care,
and/or other life necessities.
e The potential victim cannot freely contact friends or family.
e The potential victim is a juvenile engaged in commercial sex.
e The potential victim is not allowed to socialize or attend religious services.

For information about hotlines that frontline staff can call to get help for potential victims, refer to
the U.S. Department of State’s trafficking hotline list at https://www.state.gov/domestic-
trafficking-hotlines/

If an individual is under immediate threat or states that they are in danger, staff should call 911.

2. Provide employment and training services:

United States citizens or lawful residents who are victims of trafficking can receive the same
America’s Job Center of California/WorkSource Center services that are provided to the general
public under WIOA. Specifically, Section 188(a)(5) of the WIOA further prohibits discrimination
against certain non-citizens and indicates that participation in programs, activities, and receiving
funds shall be available to citizens and nationals of the U.S., lawfully admitted permanent resident
aliens, refugees, and parolees, and other immigrants authorized by the Attorney General to work in
the U.S. Also, this is discussed under Section 107(b) of the TVPA where it is indicated that certain
foreign nationals are also eligible for WIOA services. This includes:

e Victims of a severe form of trafficking in persons, or
e Individuals granted a nonimmigrant “T” visa.
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The T non-immigrant Status (T visa) is available to individuals who are, or have been victims of
human trafficking, and protects these victims of human trafficking by allowing them to remain in
the U.S. to assist in an investigation or prosecution of human trafficking. Additional information
about T visas and the Department of Health and Human Services (HHS) certification process can
be found in TEGL 19-01 Change 1. Individuals who are granted T visas from the Department of
Homeland Security are also eligible for WIOA | services.

For purposes of being eligible for WIOA services, as a victim of a severe form of trafficking:

e Individuals 18 years of age or older must have been subjected to an act or practice
described in the definition of “severe forms of trafficking in persons” and have received a
letter of certification issued by the HHS 22 U.S.C. § 7105(b)(1).

e Children under 18 years old who have been subjected to a severe form of trafficking need
not be certified by HHS to be eligible for services; instead, HHS issues Letters of Eligibility
to victimized children of trafficking. As with any participant, they must meet all applicable
program eligibility requirements to receive WIOA services.

Employment and training services for victims of trafficking should follow the same procedures and
case management processes as given to other America’s Job Center of California/WorkSource
Center customers. However, in the case of victims of trafficking, services may need to be tailored
and adapted to match the particular needs of this population. For instance, victims of trafficking
may have Limited English Proficiency (LEP), criminal records (e.g. prostitution), or limited resumes.

Victims of trafficking who have LEP will likely require referrals to courses in English as a Second
Language (ESL) in order to enhance job readiness. America’s Job Center of California/WorkSource
Center staff should work with local training providers and community colleges to find ESL course
offerings, as needed. The TEGL 26-02 (“Publication of Revised Guidance Regarding the Title VI
Prohibition Against National Origin Discrimination Affecting Limited English Proficient Persons”)
and TEN 14-05 (“Release of On-Line Training Resources and Census Data on Limited English
Proficiency Individuals in Local Workforce Areas and a translatable Glossary of Workforce Terms”)
provide some resources and guidance on working with LEP persons.

3. Offer information and referral to other wraparound services and/or law enforcement:

In most cases, victims of trafficking will approach America’s Job Center of California/WorkSource
Centers toward the end of their rehabilitation process and will have already been working with other
nonprofit organizations and governmental agencies.

In the event that the victim has not yet received services, itis important for America’s Job Center of
California/WorkSource Center staff to be aware and utilize local resources and service providers,
particularly non-profit organizations that provide services to trafficking victims. Service providers
for trafficking victims can also refer or accompany their clients to the nearest America’s Job Center
of California/WorkSource Center when they are ready for employment and training services.

A description of available services for victims of trafficking can be found here
https://oag.ca.gov/human-trafficking/help If no local service providers are known, the (NHTRC) at
1-888-373-7888 can help determine best steps for assisting the individual.
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REFERENCES
e Department of State. Trafficking in Persons Report: 20" Edition (June 2020).
www.state.gov/reports/2021-trafficking-in-persons-report/
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WDB and EWDD Support of Grant Applications Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy serves as a guide for organizations requesting letters of support from the City of Los
Angeles Workforce Development Board (WDB) and/or the Economic and Workforce Development
Department (EWDD) for workforce-related grants. Additionally, this policy provides specific
parameters that the WDB and EWDD will utilize in making determinations to provide those letters.

BACKGROUND

The City of Los Angeles WDB and EWDD receive requests for letters of support, partnership
agreements, and/or memorandums of understanding (MOU) for various workforce-related grant
applications. There may be instances when the WDB and EWDD will compete for the same grant
opportunity along with the organization(s) requesting the letter of support, partnership agreement,
or MOU. On occasion, multiple organizations may seek the same grant opportunities and related
support. This policy is intended to set parameters in determining under which circumstances the
WDB and EWDD letters of support, as well as the level of commitment, should be provided.

POLICY AND PROCEDURES

A Requester must request the support letter to the Resource Development Unit (RDU) staff by
written correspondence (via email) a minimum of ten business days in advance to allow staff
sufficient time to review the request, coordinate with WDB and/or executive staff to ensure the
proposalis in alignment with the WDB and EWDD’s mission.

The requestor must detail and demonstrate the intent to collaborate with the WDB and WDB-
supported organizations (i.e. Workforce Development System, YouthSource, Economic
Development), as appropriate. In addition, the request must include the following information:

Grantor Agency, Program Name, and Nature of the Grant
Time period of Grant (including an evaluation period)
Intention for collaboration with the WDB

Proposed funding amount

Proposed Grant partners

Program Design

Program Abstract or Executive Summary

The RDU will be responsible for processing and tracking letters of support. Upon the receipt and
review of the required grant abstract or executive summary, RDU will obtain the necessary
approvals to release the letter of support. EWDD letters of support will be signed by the General
Manager or designee. WDB letters will be signed by the Executive Director or designee.

The WDB and EWDD will provide letters of support to organizations submitting workforce related
grant applications, (including occasions when the City may be submitting competing applications)
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only under the following circumstances:

e |[fthe Cityis included as a partner in the proposal with an intent to enter into a formal MOU
reflecting the partner roles/responsibilities; The proposer is a current contractor within the
City’s Workforce Development System;

e |f the proposer is not a current contractor, then the Requestor’s proposed program design
should reflect integration with the City’s Workforce Development System.

e The Administrative and/or Fiscal lead on the grant must be an organization that is in good
standing with the City of Los Angeles, State of California, and/or any Federal Agencies.

As a supporter of and/or partner in the proposer’s grant application, the WDB and EWDD wiill
request successful awardees to report back regarding the status of the grant and proposed program
as soon as notification is made by the funder.
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Worker Displacement Prohibition Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding the prohibition on the
replacing of regular employees with Workforce Innovation and Opportunity Act (WIOA)
participants, and against infringing on the promotional opportunities of currently employed
individuals. This policy applies to Local Workforce Development Areas and other recipients of
WIOA funds.

BACKGROUND

The WIOA Section 181(b)(2) states the general prohibitions against displacing current employees
and against impairing existing contracts for services and collective bargaining agreements.
Additionally, WIOA Section 181(b)(3) states the prohibitions against replacing laid-off employees
with WIOA participants and against using WIOA participants to replace employees who have been
terminated with the intent of so replacing them. Section 181(b)(3) of WIOA further prohibits
infringement on the promotional opportunities of currently employed workers. Further information
and clarification regarding federal requirements for ensuring that WIOA participants do not displace
other employees can be found in 20 CFR Section 683.270(a) through (c). Finally, 20 CFR Section
683.270(d) provides that regular employees and program participants alleging displacement may
file a complaint under applicable WIOA grievance procedures.

POLICY AND PROCEDURES

Participants in programs and activities authorized under WIOA Title | may not displace (including a
partial displacement, such as a reduction in the hours of non-overtime work, wages, or
employment benefits) any currently employed employee (as of the date of participation).

Participants in programs and activities authorized under WIOA Title | may not prohibit the
impairment of existing contracts for services or collective bargaining agreements. When a program
or activity authorized under WIOA Title | would be inconsistent with a collective bargaining
agreement, the appropriate labor organization and employer must provide written concurrence
before the program or activity begins.

A WIOA participant may not be employed in, or assigned to, a job if any of the following is true:
e Any other individual is on layoff from the same or any substantially equivalent job.

e The employer has terminated the employment of any regular, unsubsidized employee or
otherwise caused an involuntary reduction in its workforce with the intention of filling the
vacancy so created with the WIOA participant.

e Thejobis created in a promotional line that infringes in any way on the promotional
opportunities of currently employed workers as of the date of the participation.
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Regular employees and program participants alleging displacement may file a complaint under the
applicable grievance procedures found in WIOA Section 181(c) and 20 CFR Section 683.600.
Contractors are required to establish and maintain procedures for participants and other interested
parties to file grievances and complaints alleging violations of WIOA Title | requirements as outlined
in WSD18-05.

REFERENCES
e WIOA (Public Law 113-128) Sections 181(b)(2) and (3)

e Title 20 Code of Federal Regulations (CFR) Section 683.270

e Workforce Services Directive WSD18-05, Subject: WIOA Grievance and Complaint
Resolution Procedures (September 4, 2018)
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WorkSource Center Customer Flow

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance to the City of Los Angeles Workforce Development System, and
establishes the procedures for AJCC Operators, locally known as WorkSource Centers, to ensure
that customers can access self-directed services and, if determined eligible under the Workforce
Innovation and Opportunity Act (WIOA), can access Career and Training Services.

In conjunction with the customer, each WorkSource Center (through its Integrated Services teams,
which are comprised of a WorkSource Center and co-located partners such as the Employment
Development Department (EDD), and/or a Los Angeles Unified District (LAUSD) Navigator, and/or
other strategic partner staff) shall consider the entire array of career and training services available
under WIOA when determining which services to provide.

BACKGROUND

The WIOA Adult and Dislocated Worker formula programs, in coordination with Wagner-Peyser
(WP), are pivotal pieces of the one-stop delivery system, which is the foundation of the workforce
system. The system provides universal access to career services to meet the diverse needs of
adults and dislocated workers. The adult and dislocated worker programs are required partners of
the one-stop delivery system. WIOA has made significant reforms to how career services are
delivered in the one-stop system. Under WIOA, adults and dislocated workers may access career
services and training services. WIOA provides for a workforce system that is universally accessible,
and customer centered. WIOA provides career and training services at nearly 2,500 nationwide
one-stop centers. Training is supported through a robust Eligible Training Provider List (ETPL),
composed of entities with a proven capability of securing quality employment outcomes for
participants. WIOA also provides enhanced access and flexibility for work-based training options,
such as Registered Apprenticeship (RA), on-the-job training, customized training, and incumbent
worker training.

POLICY AND PROCEDURES

WorkSource Customer Flow:

Services received by a WIOA client will vary, based on his/her particular needs, informed choice,
availability of funds and resources. Determination of necessary career and training services shall
be determined through individual assessments completed by ISD teams and shall not be based on
receiving prior services.

Both mandatory and voluntary partners shall participate at the WorkSource Centers to provide the
services that are required as mandated by law. The career services to be provided by each partner
shall be outlined in a memorandum of understanding, which will include cost and resource sharing.
Access to career services shall be seamless as a result of a well-designed integrated service
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strategy and includes all the partners of a WorkSource Center.

Welcome Team:
Each WSC shall establish a “Welcome Team” whose core functions will include:
e Greeting and orienting customers to WSC programs and services;
e Conducting initial jobseeker skills and needs assessment to determine appropriate
services;
e Referring jobseekers to:
e CalOBS registration for self-directed services and/or
e WSC Orientation and Enrollment (if determined eligible under WIOA); and
e Collecting data for CaUOBS registrations.

CaUOBS Enrollment

ALLWSC program participants seeking services at a WSC, whether self-directed or staff-assisted,
must be directed to CalJOBS.ca.gov to complete registration. CalJOBS provides WSC participants
access to online employment services, including labor market information, job placement and
training services.

WSC Services & WIOA Registration

When jobseekers receive a WIOA Service other than self-service or information-only activities, and
have met eligibility determination requirements, the individuals must be registered into WIOA.
Additionally, EO data must be collected on all individuals being considered for WIOA Title |
financially assisted aid, benefits, services, or training. The Welcome Team staff shall refer
jobseekers to the following career services:

e \WSC Orientations;

e |nitial Assessment;

e WSC workshops, which may include job clubs; resume preparation; interview techniques;
and job search skills

Following the “initial assessment,” the Welcome Team staff will determine whether the jobseeker
is ready for employment or if additional skills development is necessary. If determined as requiring
additional skills development, the customer will be referred to the Skills Team. If determined job-
ready, the customer will be referred to the Employment Team.

Skills Team

The Skills Team will conduct a comprehensive skills and career assessment to identify skills,
aptitudes, interests, barriers to employment and supportive service needs. An Individual
Employment Plan (IEP) will be developed for each jobseeker that will identify career services and/or
training required to secure gainful employment. Career and training services may include basic
skills remediation, computer training, vocational training, and/or on-the-job training.

Employment Team
The Employment Team will provide assistance with job placement, career counseling and
coaching, job retention and supporting services to job seeking customers and to provide skilled,
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qualified applicants to local business and employers.

Program Services
Career Services — WIOA authorizes that “career services’ for registered adult and dislocated worker

participants. There are three types of “career services” and they are as follows:

e Basic Career Services
e Individualized Career Services
e Training Services

Basic Career Services

Basic Career Services are universally accessible and must be made available to all individuals
seeking employment and training services. Generally, these services involve less staff time and
involvement and include services such as initial skill assessments, labor exchange services, job
posting information, job clubs, job fairs, provision of information on programs and services, and
program referrals. Basic Career Services do not require WIOA registration or enrollments.

Individualized Career Services

Individualized career services must be provided to participants after WSC staff determine that such
services are required to retain or obtain employment. Generally, these services involve significant
staff time and customization to each individual’s needs. Individualized career services do extend
the date of exit in performance reporting. Individualized Career Services will require full WIOA
registration and enrollment.

Training Services

Training services can be critical to the employment success of many adults and dislocated workers.
There is no sequence of service requirement for “career services” and training. This means that a
one-stop operator or one-stop partner may determine training is appropriate regardless of whether
the individual has received basic or individualized career services first. Under WIOA, training
services may be provided if the one-stop operator or one-stop partner determine, after aninterview,
evaluation or assessment, and career planning, that the individual meets the following criteria:

e [sunable or unlikely to obtain or retain employment, that leads to economic self-
sufficiency or wages comparable to or higher than wages from previous employment
through career services alone;

e Has the skills and qualifications to successfully participate in the selected plan for training
services;

e [sunable to obtain grant assistance from other sources to pay the costs of such training,
including state funded training or Pell grants or requires WIOA assistance in addition to
other grant sources including Pell grants;

e Isamember of a worker group covered under a petition filed for TAA and is awaiting a
determination. If the petition is certified, the worker may then transition to TAA approved
training. TAA requires that the participant receives an IEP (Activity Code 205) prior to
enrolling them in TAA training activity codes. If the petition is denied, the worker will
continue training under WIOA;
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e [sdetermined eligible in accordance with the state and local priority system in effect for
Adults under WIOA sec. 134(c)(3)(E) if training services are provided through the Adult
funding stream;

e Selected a program of training services that is directly linked to the employment
opportunities in the Local Workforce Development Area (Local Area) or the Regional
Planning Unit, or in another area to which the individual is willing to commute or relocate;

e [sin need of training services to obtain or retain employment that leads to economic self-
sufficiency or wages comparable to or higher than wages from previous employment.

When determined appropriate, training services, with the exception of certain types of customized,
incumbent, and On-the-Job training; WDB contracts with institutions of higher learning; or the
alternatives to traditional ITA training programs described in the Alternative Training Programs
Policy; must be provided through an ITA. Only training providers through their training programs
listed on the Eligible Training Provider List (ETPL) are eligible to receive WIOA funds to train adults
and dislocated workers through ITAs. Training services must be linked to in-demand employment
opportunities in the local area or planning region or in a geographic area in which the adult or
dislocated worker is willing to commute or relocate. The selection of training services should be
conducted in a manner that maximizes customer choice, is linked to in-demand occupations,
informed by the performance of relevant training providers, and coordinated to the extent possible
with other sources of assistance.

Below is a list of services for reference
Basic Career Services Individualized Career | Training Services Follow-Up
(Self Service) Services Services
(CalOBS (FUL WIOA (Full WIOA registration | Job Search
registration required) registration required) required)
Determination of Eligibility | Staff assisted job Occupational skills Referral to
to receive Assistance search & placement training Supportive
under Title assistance, career Services
counseling available in
community
Outreach, intake (which Follow-up services, On the Job Training Case
may include WPRS including counseling Management
referrals) & orientation to regarding the workplace
One Stop Center
Initial assessment of skill | Staff assisted job Workplace training & Additional
levels, aptitudes, abilities | referrals (such as cooperative education | Career
& need for additional testing & background programs Planning &
assistance checks) Counseling
Employment statistics Staff assisted job Private sector training | Peer
development (working | programs Counseling
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with employer & job

seeker)
Information, job listings, Staff assisted Skill upgrading & Needs Related
job skill requirements for workshops and job retraining Payment

job listings & information clubs
on demand occupations

Performance information Comprehensive & Entrepreneurial Information

on Eligible training specialized training about

providers assessment, e.g. additional
diagnostic testing, educational
interviewing opportunities

Performance information Full development of Adult Education in

on the local One-Stop Individual Employment | combination

System Plan (IEP) w/training

Information on filing for Short-term pre- Job readiness training

Unemployment Insurance | vocational services
(UI) Self- determined

eligibility
Information on referral to Individual counseling & | Customized training
supportive services career planning

Assistance in establishing | English Language
eligibility for welfare-to- acquisition

work activities and for
other training and
education programs
Resource room Financial Literacy
Services

Internet browsing (job info
and training search)

Internet accounts

Talent referrals
(informational, e.g. talent
scouts, labor exchange
referrals of resumes
without further screening)
Workshops and job clubs

Follow-Up Services
While follow-up services must be offered, not all of the adults and dislocated workers who are
registered and placed into unsubsidized employment will need or want such services. Also, the
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intensity of appropriate follow-up services may vary among participants. Participants who have
multiple employment barriers and limited work histories may be in need of significant follow-up
services to ensure long-term success in the labor market. Other participants may identify an area
of weakness in the training provided by the WIOA prior to placement that will affect their ability to
progress further in their occupation or to retain their employment.

Follow-up services must be provided, as appropriate, including counseling regarding the
workplace, for participants in adult or dislocated worker workforce investment activities who are
placed in unsubsidized employment, for up to 12 months after the first day of employment. If a
customer declines follow up services, this must be recorded in the customer’s case file under Case
Notes and in CalJOBS. Follow-up services for the purposes of career planning are not to be
construed as the follow-up services required for performance reporting.

REFERENCES

e Training and Employment Guidance Letter (TEGL) No.19-16: Guidance on Services
provided through the Adult and Dislocated Worker Programs under the Workforce
Innovation and Opportunity Act (WIOA) and the Wagner-Peyser Act Employment Service
(ES), as amended by title Ill of WIOA, and for Implementation of the WIOA Final Rules
(March 1,2017)

e Training and Employment Guidance Letter (TEGL) No.10-16, Change 2: Performance
Accountability Guidance for Workforce Innovation and Opportunity Act (WIOA) Core
Programs (September 15, 2022)

e EDDWSD 19-06: CALJOBS ACTIVITY CODES (December 27, 2019)

e EDDWSD20-10 - CaUOBS Participant Reporting (April 8, 2021)

e EDD WSD18-03 - Pathway to Services, Referral, and Enrollment (August 29, 2018)

e EDDWSD15-14 - WIOA Adult Program Priority of Service (January 22, 2016)

e EDDWSD16-05 - WIOA Closeout Requirements (July 29, 2016)

e EDD WSD14-04 - WIA Title | Eligibility (September 25, 2014)
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YouthSource Center Customer Flow Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT
This policy describes the sequence of activity for a youth accessing Workforce Innovation and
Opportunities Act (WIOA) services through the City’s YouthSource Center (YSC) system.

BACKGROUND

WIOA places a priority on the delivery of services to out-of-school youth. WIOA stipulates that not
less than 75 percent of allotted youth funds be used to provide out-of-school youth with workforce
activities. Since 2012, the YouthSource system has focused on re-engaging dropout youth through
its partnership with the Los Angeles Unified School District (LAUSD) Office of Pupil Services, which
collaborates with the YouthSource system to identify out-of-school youth and target them for
services. Additionally, over the last few years, the system has expanded its priority of services to
include additional disconnected youth (i.e., homeless, justice-involved, and foster youth) ages 16
to 24, who have barriers to accessing education, employment, housing, and overall well-being
services.

Akey tenet of the YouthSource System is the collaboration and alignment of resources. As a Federal
Performance Partnership Pilot (LAP3) designee, the YouthSource system works with local partners
and internal systems of support to increase high school graduation, college acceptance, and
employability and employee placement of its participants. With a focus on youth with multiple
barriers, the YouthSource System seeks to collaborate with public and private agencies whose
values, goals and objectives are aligned. In order to accomplish the vision that all youth in Los
Angeles are connected to education and employment, YouthSource Centers are required to
collaborate, partner, and cooperate with the system partners.

The YSC program will have an intensive focus on dropout recovery and re-engagement, eventually
preparing youth to be college and/or career ready. Youth with the highest barriers to employment
will receive the services necessary to meet their education and career goals, and out of school
youth will be provided effective plans for returning to school and/or employment.

The YSC program will emphasize identifying individual participant needs, developing customer-
centered objective assessments, setting out individual service strategies, and utilizing intensive
case management practices and follow-up services linked to a participant’s education and career
needs and interests, thereby meeting the objectives of the program and of the participants
themselves, ultimately leading to them successfully completing the program.

At a minimum, YouthSource service providers are deploying the following program components:

e QOutreach and Recruitment
e Info sessions
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e  WIOA Eligibility Determination

e Education/Needs Assessment and Intake

e Program Suitability Assessment

e WIOA Eligibility Determination

e Development of Individual Service Strategy/Plan
e Provision of Services

e Reassessment as needed

e Minimum of 12 months of Follow-up services

Youth participants entering the City’s YouthSource centers (YSC) come from direct recruitment,
outreach, referrals including the LAUSD dropout list and truancy diversion project, self-referred
youth (“walk-ins”), and other youth and community-based organizations such as the City
FamilySource centers.

POLICY AND PROCEDURES

YouthSource Centers (YSC’s) employ proven recruitment strategies that include community
events, outreach, and engagement of youth within the City planning area of service. YSC’s develop
strategies tailored to the target population and outreach efforts reflect the demographics of the
planning area served. Referrals to YSCs are made through multiple sources including partner
agencies, LAUSD, direct YSC outreach & recruitment, and self-referrals/ walk-ins.

YouthSource Centers maintain a regular weekly schedule of general information sessions at which
potential enrollees may obtain information about the YSC’s WIOA-funded and non-WIOA funded
services as well as auxiliary services. YSC’s offer a pre-screening process which includes
overviews of available program services, eligibility requirements, program expectations and
performance outcomes.

The LAUSD PSA shall serve as mandatory outreach partners to all YSCs to identify and access
potential youth participants. YSC staff working in conjunction with the LAUSD PSA Counselor will
determine school status of youth to be served : In-School Youth (ISY) and Dropout/Non-Dropout
Out-of-School youth (OSY). A minimum of 75% of youth enrolled in the YouthSource system must
be out-of-school youth as defined by WIOA. Dropoutyouth are returned to school or to an alternate
high school diploma/diploma equivalency program. In-school youth remain in school.

During the assessment process, if the youth is found to be in need of any immediate services such
as Mental Health or housing, those needs will be addressed through the YSC’s resources or through
the LAP3 network of resources prior to examining the youth’s suitability for WIOA services. Utilizing
modern technology, YSC staff will determine program eligibility based on WIOA eligibility criteria.
Youth who are ineligible or choose not to enrollin the YSC/WIOA program are referred to non-WIOA
resources via the YSCs system of support (LAP3) (i.e. WorkSource Center, Youthbuild, LAUSD
Support Services Educational Options, FamilySource Center, community colleges and
community-based organizations). Youth committed to participating in YSC WIOA activities
complete the eligibility determination process and, if eligible, the enrollment process. Enrollment
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of youth participants will include the following: a) collection of core identification and demographic
information; b) orientation to the youth program; and c) expectations regarding program
participation.

Eligible youth are enrolled in the WIOA program and complete additional objective assessments to
identify their academic levels, skill levels, career interests, and service needs. YSC’s are required
to conduct a comprehensive assessment of eligible youth in the following categories: a)
Educational - to measure academic performance and cognitive abilities, b)
Vocational/Occupational -- to measure employment-related interests, values and goals, and
vocational aptitude; and c) Psycho-social — to measure cognitive abilities, behavior, and
social/emotional health.

Utilizing the identified objectives, an Individual Service Strategy (ISS) that addresses the youth’s
needs and goals and is directly linked to WIOA youth performance indicators is developed with the
YSC case manager. Taking the objective assessment into account, the ISS will identify career
pathways that include education and employment goals, and appropriate achievement objectives
and services. Services provided to the youth will include, as appropriate, activities leading to
attainment of a secondary school diploma or equivalent, preparation for post-secondary
educational and training opportunities, strong linkages between academic instruction and
occupational education, preparation for unsubsidized employment opportunities, and effective
connections to employers.

Youth will meet with the assigned case manager on a regular basis to review their progress toward
attainment of their high school diploma and/or for guidance toward achieving their educational
goals and/or employment goals. The case manager works with the youth to establish an
educational plan that includes both traditional and alternative school programs as well as
alternatives to the high school diploma. In addition, the youth may participate in work readiness
workshops that will prepare youth to achieve employment objectives.

WIOA-related activities shall not be imposed on In-School Youth during normal school hours.
WIOA program-related activities shall not interfere with or replace In-school Youth participants’
regular academic requirements.

Youth and YSC staff are to maintain regular communication and the service strategy is reassessed
periodically and updated as needed as the youth progresses toward completion of planned
activities and attainment of program outcomes. In addition, YSCs must ensure participants are
placed in safe education, training, and work locations. Completion of services is linked to
performance outcomes. An Exit and Follow-up Strategy is developed with the youth, and upon
completion of planned services, a strategy for the required 12-month follow-up period is developed
and executed. YSC shall provide services and support, as needed.

All services provided from enrollment to exit and through follow-up for both WIOA enrolled

and non-WIOA enrolled youth are to be entered into the CalJOBSS", data collection system,
and any additional tracking system prescribed by the City.
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REFERENCES

e EDDWSD17-07 - WIOA Youth Program Requirements (January 16, 2018)
e EDD WSD20-09 - Youth Service Eligible Provider List (March 12, 2021)
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CaUOBS Data and Performance
Reporting
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CalJOBS®" Correction Request Form (CCRF) Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding the CalOBSS" Correction
Request Form (CCRF). Separate forms have been developed for WorkSource and YouthSource
Centers. All WorkSource and YouthSource Centers are required to use their respective CCRFs to
enable participant data to be changed or updated in the CalJOBS system.

BACKGROUND

WIOA Title | Adult, Dislocated Worker, Youth, National Dislocated Worker Grant Subrecipients,
and Employment Development Department (EDD) Workforce Services Branch (WSB) staff are
required to report participant information via the CallOBSS" system. Managers, staff, and LA City
Management Information System (MIS) Administrators have the ability to change active
participant data. After 30 calendar days, the CalJOBS®" system does not allow certain areas of
the participant record to be changed or updated by managers, staff, or LA City MIS Administrators.
The CCRF is a tool to be used to correct data key entry errors and other circumstances that are
beyond the control of staff.

POLICY AND PROCEDURES
The CCRF is intended to maintain data integrity, promote consistent and accurate data in the DOL
Quarterly and Annual reports, and enable performance to be properly calculated.

Data within the program application cannot be updated or changed once the individual becomes
a participant in the program. It is the staff’s responsibility to ensure that all application data is
accurate prior to enrolling an individual. The only time a program application can be updated is
when additional program eligibility is being determined. Only new data associated with that
program eligibility can be added to the application.

WorkSource/YouthSource Centers, LA City MIS and WSB staff must ensure records are updated
within 30 calendar days of the activity’s Projected End Date/Scheduled Date to avoid a “System
Closed” completion status. Once the activity becomes “System Closed,” the data cannot be
changed or updated. Activities with a “System Closed” status are included in performance
calculations.

A participant’s application is system-exited after 90 calendar days of inactivity across all
programs within CaUOBS®", and when no new activity has been scheduled for the participant in
CallOBS®™. If services (except post-program/follow-up services) need to be provided to an
applicant who has been system-exited, the application intake process will have their new
enrollment counted separately in performance calculations.
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If any data needs to be added or changed after 30 days, the CCRF must be completed and
submitted to the LA City MIS Administrator. Any requests associated with data beyond 90 days
will be reviewed on a case-by-case basis and may not be approved.

The State Program Reporting and Analysis Unit (PRAU) will review the request and analyze the
overall impact of the proposed change, especially with respect to current WIOA performance
outcomes. Each request will be considered on a case-by-case basis contingent upon the
detailed reasons listed, and the supporting documentation provided. If additional information is
required, the PRAU will email the requestor for clarification. The requestor must reply to the
PRAU message within seven calendar days, or the request may be denied. The reply mustinclude
the entire email stream and all attachments.

If the CCRF is approved, the PRAU will make the request changes and respond to the WSB office
or the LA City MIS Administrator. Itis the requestor’s responsibility to verify that the changes
made by the PRAU are accurate. If the CCRF is denied, the PRAU will notify the LA City MIS
Administrator or WSB office and explain the reason(s) for the denial.

SUBMISSION PROCEDURES
The CCRF requires: 1) Participant Information; 2) Requestor Information; 3) WorkSource Center
Information; 4) Reason for Correction

e Participant Information
This section of the form includes: Participant Name; User ID; Date; State ID; and WIOA App
Number.

e Requestor Information
This section of the form includes: Requested By; Phone Number; Email Address.

e  WorkSource Center Information
This section of the form lists all WorkSource Centers and also includes: 1) Other Office
Location; 2) Program.

e Reason For Correction
Ample space is provided to describe or detail the reason or reasons for data correction.

Complete all data fields and make sure that a participant’s full Social Security Number is not
included. Any request without a detailed reason or explanation as to why the change needs to
occur will be denied. All applicable documentation must accompany the request.

REFERENCES

e WIOA (Public Law 113-128)

e Department of Labor (DOL) Training and Employment Guidance Letter (TEGL) 10-16,
Change 1 Performance Accountability Guidance for Workforce Innovation and
Opportunity Act (WIOA) Title I, Title Il, Title Ill, and Title IV core Programs

e EDD Directive WSD 18-02, Data Change Request Form
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Electronic Signature Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures to collect participants’ electronic
signatures when in-person appointments are not possible or when an individual submits an
electronic  Application. This Policy applies to all contractors and Partner Staff utilizing the
CalJOBSSM system and governs all uses of electronic signatures regarding enrollments recorded
in CalOBS®™,

BACKGROUND

In an effort to remove barriers and offer individuals more straightforward access to WIOA services,
the State has enhanced the CalOBS®™ system to capture remote electronic applicant signatures.
An electronic signature is an acceptable substitute for a wet signature on any CallJOBSSM system
document or correspondence. Center staff can email or text applicants for a signature using their
mouse. The applicant receives an email or text with a PDF application, allowing them to use a
mouse to sign and send their signature back to the Center.

POLICY AND PROCEDURES

A signed program application is required for all WIOA and Agency Defined Program participants
enrolled in CalUJOBSSM. An electronic signature for eligibility documentation may be obtained by
using the CalJOBSS™ Remote Electronic Signature feature. There are two methods to capture an
electronic signature. The first is the Manual method. This method will allow the staff or the
participant to sign using the computer mouse. The second is the Message method. This method
will send a signature request to the client by email or text. This feature may be used when in-person
appointments are not possible. The electronic signature must remain accessible for the entire
retention period of the record to which the program is associated.

E-SIGNATURE SUBMISSION PROCEDURE
The following three procedures are recommended for e-signatures for staff using the CalJOBS
system.

1. Electronic signatures are captured on the WIOA Application, Remote Electronic Signature
Section. From there, click on the Staff Signature/Capture Signature Link. Center Staff will
use the mouse for their signature and create a message with a PDF application to request
their electronic signature.

2. To create the message and PDF, click the Applicant Signature/Capture Signature Link and
select the message option. Center staff can use either text or email a link to the applicant.
When applicants get the text or email, they can click on the link and use their mouse to
create their electronic signature.
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3. Individuals will get confirmation in the CaUOBS®" message center informing staff that the
participant signed the application.

Regardless of the method for implementing e-signatures, each method should support the
following functions: maintain confidentiality, authenticity, and integrity of the record from
origination through the entire program process.

REFERENCES

e EDD INFORMATION NOTICE WSIN 20-31, CaUOBS®" System Upgrade to Version 20
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Participant Reporting Requirements Policy

EFFECTIVE DATE: July 1,2024

POLICY STATEMENT

All WIOA-funded contractors are required to report individual participant data via CalUOBSS™. The
City of Los Angeles requires daily data entry to ensure that the single common record is
maintained according to federal requirements. Data cannot be modified more than 30 days in
arrears.

BACKGROUND

The State of California Employment Development Department (EDD) is required by federal
regulations to submit accurate participant reports and validated individual participant data to the
Department of Labor (DOL) on a quarterly and annual basis. The data entered into the CallOBSs™
system is used to calculate the WIOA Primary Indicators of Performance, create Quarterly
Performance Reports, and the WIOA Annual Report. As part of this reporting requirement, the
DOL requires coordination and co-enrollment between WIOA Title | and Title Ill core and partner
programs to ensure a common record is maintained for each participant served with the funding
streams.

The DOL utilizes this data to assess the effectiveness of the state and subrecipients in achieving
positive outcomes for individuals served under the core and non-core programs. The WIOA six
core programs include Title | Adult, Dislocated Worker, and Youth programs; Title Il administered
by the California Department of Education (CDE); Title lll Wagner-Peyser; and Title IV Vocational
Rehabilitation (VR) program. The non-core programs that are included in this policy are Jobs for
Veterans State Grants (JVSG), National Dislocated Worker Grants (NDWG), and Trade
Adjustment Assistance (TAA).

POLICY AND PROCEDURES

e Participant data should be entered/updated daily. Notwithstanding daily entry, all WIOA-
funded agencies must enter WIOA individual participant data into CallOBS®" within 30
days from the date of service to ensure a common record and where appropriate, a
common exit is maintained at all times.

e The data cannot be modified in the CalJOBS®" system more than 30 days in arrears.

e Participantrecords, including all required WIOA forms and eligibility documentation, case
notes, and supporting documentation for training activities, will be maintained in the
participant’s CalJOBS®" profile.

Primary Indicators of Performance
Under section 116(b)(2)(A) of WIOA, there are six primary indicators of performance:

A. Employment Rate — 2nd Quarter After Exit: The percentage of participants who are in
unsubsidized employment during the second quarter after exit from the program (for title |
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Youth, the indicator is the percentage of participants in education or training activities, or
in unsubsidized employment during the second quarter after exit);

B. Employment Rate — 4th Quarter After Exit: The percentage of participants who are in
unsubsidized employment during the fourth quarter after exit from the program (for title |
Youth, the indicator is the percentage of participants in education or training activities, or
in unsubsidized employment during the fourth quarter after exit);

C. Median Earnings — 2nd Quarter After Exit: The median earnings of participants who are
in unsubsidized employment during the second quarter after exit from the program;

D. Credential Attainment: The percentage of those participants enrolled in an education or
training program (excluding those in on-the-job training (OJT) and customized training) who
attain a recognized postsecondary credential or a secondary school diploma, or its
recognized equivalent, during participation in or within one year after exit from the
program. A participant who has attained a secondary school diploma or its recognized
equivalentis included in the percentage of participants who have attained a secondary
school diploma or its recognized equivalent only if the participant also is employed or is
enrolled in an education or training program leading to a recognized postsecondary
credential within one year after exit from the program;

E. Measurable Skill Gains: The percentage of program participants who, during a program
year, are in an education or training program that leads to a recognized postsecondary
credential or employment and who are achieving measurable skill gains, defined as
documented academic, technical, occupational, or other forms of progress, towards such
a credential or employment. Depending on the type of education or training program,
documented progress is defined as one of the following:

e Documented achievement of at least one educational functioning level of a participant
who is receiving instruction below the postsecondary education level;

e Documented attainment of a secondary school diploma or its recognized equivalent;

e Secondary or postsecondary transcript or report card for a sufficient number of credit
hours that shows a participant is meeting the State unit’s academic standards;

e Satisfactory or better progress report, towards established milestones, such as
completion of OJT or completion of one year of an apprenticeship program or similar
milestones, from an employer or training provider who is providing training; or

e Successful passage of an exam that is required for a particular occupation or progress
in attaining technical or occupational skills as evidenced by trade-related benchmarks
such as knowledge-based exams.

F. Effectiveness in Serving Employers: California has two approaches designed to gauge
critical workforce needs of the business community.

e Approach 1 - Retention with the same employer — addresses the programs’ efforts to
provide employers with skilled workers.
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e Approach 2 — Repeat Business Customers — addresses the programs’ efforts to
provide quality engagement and services to employers and sectors and establish
productive relationships with employers and sectors over extended periods of time.

CalUOBS Activity Codes Dictionary

For a reference of the CalJOBS Activity Codes Dictionary, please see Attachment | below.
REFERENCES

e EDD Workforce Services Directive (WSD) 20-10: CalJOBS Participant Reporting (April 8,
2021)

e EDD Workforce Services Directive (WSD) 23-03: Performance Guidance (November 8,
2023)

e WIOA Public Law 113-128

e DOL Training and Employment Guidance Letter (TEGL) 14-18: Aligning Performance
Accountability Reporting, Definitions, and Policies Across Workforce Employment and
Training Programs Administered by the U.S. Department of Labor (DOL) (March 25, 2019)

e TEGL 10-16, Change 2: Performance Accountability Guidance for WIOA Core Programs
(September 15, 2022)
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Attachment 1: CalJOBSS" Activity Codes Dictionary

Participant Activity Codes

Activity /Activity Code Name and Definition
Code
002 Self-Service AJCC Employment and Workforce Information Services

This activity is system generated when an individual accesses self-service activities or
workforce information available in CalUOBS. Workforce information includes topics,
such as: local performance, availability of supportive services, filing claims for
unemployment compensation, and performance and program cost information of
training providers.

004 Self-Service Information on Training Providers/Performance Outcomes

This activity is system generated when an individual accesses information regarding
training providers and/or how the local area is performing on local performance
measures in CalUOBS.

005 Self-Service Labor Market Research

This activity is system generated when an individual accesses labor market information
in CalJOBS. Labor market information includes: information on state and local labor
market conditions; industries, occupations, and characteristics of the workforce;
employer wage and benefit trends; short and long-term industry and occupational
projections; worker supply and demand; area businesses' identified skill needs; job
\vacancies' survey results; workforce availability; business turnover rates; job creation;
and job identification of high-growth and high-demand industries.

006 Self-Service Job Search through CaUOBS

This activity is system generated when an individual conducts an online job search
using CalJOBS at an America’s Job Center of California (AJCC) resource room,
partnering agency, home, library, or other physical location.

06M Self-Service Job Search through Mobile App

This activity is system generated when an individual conducts a job search through the
CalUOBS mobile application using a smartphone, tablet or other electronic device at an
AJCC resource room, partnering agency, home, library or other physical location.

007 Self-Service Initial Résumé
This activity is system generated when an individual prepares his/her CalJOBS résumé
at an AJCC resource room, partnering agency, home, library, or other physical location.

008 Self-Service Résumé: Update and Additions

This activity is system generated when an individual revises his/her résumé on CalJOBS
using an AJCC resource room, partnering agency, home, library, or other physical
location.

080 Complaint Process Information
A participant was informed of the grievance and complaint procedures established by
the Local Area or EDD staff, either through self-service or by a staff member.
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089 Self-Service Informed of Veteran Priority of Service

This activity is system generated when a veteran self-identifies at the time of
registration in CalJOBS. A pop-up window informs the Veteran of the Priority of Service
policy.

090 Self-Service Skills Self-Assessment

This activity is system generated when an individual completes a CalJOBS self-
assessment tool desighed to inform and educate him/her about his/her employment
strengths and weaknesses.

101 Orientation

An individual attended an orientation informing him/her of the information and services
available through the AJCC delivery system. This includes, but is not limited to Veteran
Orientation, WIOA Orientation, and Local Office Orientation.

102 Initial Assessment
AJCC staff conducted an initial assessment of a participant's skill level, aptitude,
abilities, interests, and supportive service needs.

103 Provision of Information on Training Providers/Performance Outcomes

AJCC staff provided an individual with readily available information on training
providers that did not require staff's assessment of the individual's skills, education, or
career objectives.

105 Job Finding Club

A participant attended an organized activity that provided instructions on résumé
writing, application preparation, interviewing skills, and/or job lead development, and
included a period of structured application where participants attempted to secure
employment.

106 Follow-Up Services after Employment (prior to exit)

This activity applies to a participant who is enrolled in a program but has not soft exited.
This code includes, but is not limited to the following:

1. AJCC staff met with a participant for the provision of supportive services.

2. Contacting the participant on a regular or intermittent basis to discuss
progress in training or career services. AJCC Staff met with participant to
collect documentation related to MSGs and/or Credential attainment.

3. Peer support groups.

4. Contacting the participant and/or his/her employer on a regular or intermittent
basis to offer assistance with work-related issues following job placement.

5. AJCC staff phone call or letter offering to visit employee and/or employer
following job placement.

6. Enrollmentin training to secure a better-paying job; comprehensive guidance,
counseling, or referral, including for alcohol and drug abuse following job
placement.

For Youth participants, they should use the Leadership Development Services (410)
activity instead.
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107 Provision of Labor Market Research

AJCC staff provided a participant with readily available information on labor market
information that did not require staff assessment of the participant's skills, education,
or career objectives. Examples include: state and local labor market conditions;
industries, occupations and characteristics of the workforce; area businesses’
identified skill needs; employer wage and benefit trends; short and long-term industry
and occupational projections; worker supply and demand; and job vacancies survey
results. This service may also include local employment information, such as
workforce availability; business turnover rates; job creation; and job identification of
high-growth and high-demand industries.

108 Referred to WIOA Services (not training)
A participant was referred to WIOATTitle | Career Services.

109 Referred to Community Resource
AJCC staff—via phone call, email, or other means of direct contact—initiated a referral
to a community resource on behalf of a participant.

110 Attended Rapid Response
A participant took part in Rapid Response activities subsequent to his/her program
participation.

112 Job Fair

IAJCC staff provided a participant with information regarding an upcoming job fair (e.g.,
physical address, date, and time) to assist the participant in locating employment
opportunities. This activity code can also be used if a participant attended a job fair
hosted or sponsored by the AJCC.

114 Job Referral: Federal Contractor Job Listing (FCJL)
/A special disabled, campaign, or recently separated veteran was referred to a job
opening listed by an employer as a Federal Contractor.

115 Résumé Preparation Assistance
/An AJCC staff provided one-on-one instruction on résumé and cover letter formats, and
assisted in the development of one or both.

*AJCC staff assisting a participant by inputting a participant's résumé into CalJOBS
does not constitute as Résumé Preparation Assistance.

117 Ul General Information

An individual filed or re-opened an online Unemployment Insurance (Ul) claim, certified
for benefits, or contacted the Ul Branch using a smartphone, tablet, or other electronic
device at an AJCC, a partnering agency, or other physical location. The individual
required minimal or no AJCC staff assistance.

118 Ul Claims Assistance

A participant who requested, or a claimant that self-identified as having barriers, such
as limited English proficiency or disabilities, received meaningful assistance in filing a
Ul claim from a knowledgeable AJCC staff trained in how to file a Ul claim; verify Ul
certification, benefits, and claim status; or make appointments. If the assistance is
provided remotely using technology, it must be technology that enables trained staff to
provide the assistance, e.g., live Web chat, video conference applications, and other
one- on-one means.
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119 Financial Aid Assistance

A participant received meaningful assistance from knowledgeable AJCC staff in
exploring and/or establishing eligibility for financial aid assistance for training and
education programs not covered under WIOA.

120 Use of AJCC Resource Room

An individual used the services and/or equipment in the AJCC resource room. This
definition also includes a staff member providing an individual with information or
instruction on how to access the resource room's tools and equipment.

121 Job Referral: Job Outside CalJOBS (non-Federal)
AJCC staff referred a participant to a job opening that was neither listed in CaUOBS, nor
by a federal department or agency.

122 Job Referral: Federal

AJCC staff referred a participant to a job opening listed by a federal department/agency,
or other entity under the jurisdiction of the U.S. Office of Personnel Management. This
definition does not include referrals to a Federal Contractor.

123 Job Development Contacts

AJCC staff assisted a participant by working with both the employer and participant.
Activities include, but are not limited to: securing the participant a job interview (either
in-person, telephone, email, or U.S. Mail inquiry) for a job opening not currently listed
on file; or contacting a union or employer on behalf of a particular participant. Referrals
to governmental and/or local public agencies for a currently advertised job listing (all
sources) are not considered a valid Job Development Contact. Job Development
Contacts through U. S. Mail inquiries must include a cover letter introducing the
client(s) and explaining the enclosed application(s)' purpose.

124 Received Bonding Assistance

AJCC staff designated to provide bonding services, verified participant and employer
bonding eligibility and completed the required steps to provide an at-risk, or hard-to-
place participant with a fidelity bond. These steps include, but are not limited to the
following:

1.Confirming the participant's CaUOBS registration is complete

2.Verifying participant has a firm job offer and the legal right-to-work

3.Completing EDD's Fidelity Bonding Certification Request

4.Completing EDD's Fidelity Bonding Employer Confirmation Letter

5.Submitting bonding requests to the WSD’s Bonding Coordinator

125 Job Search and Placement Assistance

AJCC staff provided a participant job search and placement assistance and, in
appropriate cases, career counseling, including the provision of information on in-
demand industry sectors and occupations, and nontraditional employment.

126 Tax Credit Eligibility Determination (includes WOTC)

AJCC staff determined if a participant qualified as a member of the Work Opportunity
Tax Credit (WOTC) target group and, if so, assisted the participant in completing the
applicable forms, including, but not limited to: IRS 8850 (Pre-screening Notice and
Certification Request), RTA 9061 (Individual Characteristics Form), and ETA 9154 (Youth
Self-Attestation Form).
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130 Proficiency Testing

IAJCC staff tested a participant's ability to read, write and speak in English, and to
compute and solve problems at the proficiency level necessary to function on the job,
within the participant's family, and in society.

131 Testing as Requested by Employer
AJCC staff conducted employer-required participant testing.

132 Résumé Writing Workshop

AJCC staff provided a résumé writing workshop to two or more participants in need of
résumé writing assistance and/or cover letter format, and assistance in the
development of one or both.

*This definition does not include Résumé Preparation Assistance (115).

133 Job Search Workshop

IAJCC staff provided a job search workshop to two or more participants instructing them
on résumeé writing, application preparation, interview skills, and job lead development.

This definition does not include Job Finding Club (105), Résumé Preparation Assistance
(115), Résumeé Writing Workshop (132), Workshop (134), or Ul-mandated events (147,

149 or 194).

134 'Workshop
IAJCC staff provided two or more participants instruction relative to employment.

This definition does not include Job Finding Club (105), Résumé Preparation Assistance
(115), Résumé Writing Workshop (132), Job Search Workshop (133), or Ul-mandated
events (147, 149 or 194).

140 Referred to Other Federal/State Assistance

A participant was referred to other Federal/State Assistance, which may include, but is
not limited to: Supplemental Nutrition Assistance Program (SNAP) benefits, Temporary
Assistance for Needy Families (TANF), health insurance assistance, child support
assistance, tax preparation support, and/or any other Federal or State assistance
programs.

147 Personalized Job Search Assistance Workshop (PJSA)

A Ul claimant(s) attended a Personalized Job Search Assistance (PJSA) session. PJSA
activities include, but are not limited to, entering a résumé in CalJOBS, inquiring about
the claimant’s search for work, providing information on AJCC services, assisting with
job search via CalUOBS or other methods, providing specific labor market information,
and referring to other AJCC services as appropriate.

159 Referred to NFJP: WIOA 167 Grantee

A participant was referred to a National Farmworker Jobs Program Grantees, WIOA 167
to receive one or more of the services which is included, but not limited to receive
assistants in job training, job placement assistance, affordable housing assistance,
English Classes, energy services, criminal justice services, citizenship and immigration
aid, food, healthcare, childcare assistance, disability and rehabilitation services.
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160 Referred to JVSG Services: SBE
IAJCC staff referred a participant to Jobs for Veterans’ State Grants (JVSG) services due
to identification that the participant has significant barriers to employment.

161 Referred to JVSG Services: TSM

AJCC staff referred a participant to JVSG services due to identification that the
participant being identified as a Transitioning Service Member (TSM) is in need of
individualized career services.

162 Referred to JVSG Services: Medical or Caregiver

AJCC staff referred a participant JVSG services due to identification that the participant
is wounded, ill, or injured located in a military treatment facility. This activity code can
also be used for the caregiver of a veteran that is wounded, ill or injured.

164 Referred to VA Services: 9/11 Gl Bill
AJCC staff referred a participant to Veterans Affairs (VA) services for Post-9/11 Gl Bill
benefits.

165 Referred to VA Services: Montgomery Bill

AJCC staff referred a participant to VA services for Montgomery Gl Bill benefits.

166 Referred to VA Services: Gl Bill and Montgomery Bill

IAJCC staff referred a participant to VA services for both the Post-9/11 Gl Bill, and to the
Montgomery Gl Bill benefits.

167 Referred to VA Services: Other

IAJCC staff referred a participant to VA services for services other than Post-9/11 Gl Bill
or Montgomery Gl Bill benefits. Services may include referrals for PTSD, TBI treatment,
and substance abuse assistance.

179 Job Referral: Outside Web-Link
A participant obtained a job referral for employment through a CalJOBS’ auto-spidering
link.

180 Supportive Service: Child/Dependent Care

A participant received assistance with child care or dependent care that enabled him/
her to participate in career services or training activities.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.
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181 Supportive Service: Transportation Assistance

A participant received assistance with transportation that enabled him/her to
participate in career services or training activities.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

182 Supportive Service: Medical

A participant received assistance with medical services that enabled him/her to
participate in career services or training activities.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

183 Supportive Service: Incentives/Bonuses

A participant received an incentive or bonus that enabled him/her to participate in
career services or training activities.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

This definition does not include Needs-Related Payments (326). Service must be
provided according to the approved Local Area policy for Incentives and Bonuses.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

184 Supportive Service: Temporary Shelter

A participant received assistance with temporary shelter that enabled him/her to
participate in career services or training activities.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.
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185 Supportive Service: Other

A participant received assistance that was necessary to enable the individual to
participate in career services or training activities. This activity code should only be
used if no other Supportive Service codes apply.

This activity code requires staff to document the type of service provided in a case
note.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

186 Supportive Service: Seminar/Workshop Allowance
A participant received an allowance to attend an employment-related seminar or
workshop.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

187 Supportive Service: Job Search Allowance

A participant received an allowance to purchase items necessary for conducting a
successful job search.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

188 Supportive Service: Tools/Clothing

A participant received assistance with employment-related attire or tools for the
purpose of obtaining employment.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.
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189 Supportive Service: Housing Assistance

AJCC staff provided and/or arranged for a participant to receive housing that enabled
him/her to participate in career services or training activities.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

190 Supportive Service: Utilities

IAJCC staff provided and/or arranged for a participant to receive assistance with his/her
utilities that enabled him/her to participate in career services or training activities.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

191 Supportive Service: Educational Testing

/A participant received financial assistance to take a high school equivalency test, or an
exam for an occupation certification or credential for the purpose of obtaining
employment.

Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.

192 Supportive Service: Post-Secondary Academic Materials

A participant received assistance with books, fees, school supplies, and other
necessary supplies for students enrolled in post-secondary education classes.
Supportive services may be made available to any adult or dislocated worker
participating in Title | career services (not including follow-up services) or training
activities.

*This service must be provided in conjunction with a career service or training service.
Service dates for the supportive service must be within the dates of the career service
or training activity.
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194 Reemployment Services and Eligibility Assessment (RESEA)

A Ul claimant attended a Reemployment Services and Eligibility Assessment (RESEA)
workshop, and received services which may include, but are not limited to: Ul eligibility
assessment, orientation of AJCC services, provision of labor market information,
registration in CalJOBS, development of a reemployment plan, and referral to other
AJCC services.

195 RESEA Subsequent Service

AJCC staff provided an Unemployment Insurance claimant with a mandatory
Reemployment Services and Eligibility Assessment (RESEA) Subsequent Service. The
participant must have already completed the initial RESEA.

This activity code must be used in conjunction with an approved RESEA subsequent
service code, as listed in the most recent RESEA Internal Administrative Notice (IAN).
200 Individual Counseling

IAJCC staff, in a one-on-one setting, provided a participant counseling and vocational
guidance to assist the participant in achieving employment goals, and to make
decisions regarding employment and/or training opportunities.

201 Group Counseling

AJCC staff, in a group setting, provided a participant counseling and vocational
guidance to assist the participant in achieving employment goals, and to make
decisions regarding employment and/or training opportunities.

202 Career Guidance/Planning
AJCC staff provided a participant information, materials, suggestions, and/or advice to
help a participant make occupational or career decisions.

203 Objective Assessment

IAJCC staff conducted a comprehensive, specialized assessment of skill levels and
service needs of a participant. The assessment may include diagnostic testing or other
assessment tools, and in-depth interviewing and evaluation to identify employment
barriers and appropriate employment goals.

204 Interest and Aptitude Testing

IAJCC staff tested a participant's aptitude to determine whether the participant has the
necessary skills and qualifications to achieve his/her employment goals, or
successfully participate in a selected program of training services.

205 Development of IEP/ISS/EDP

AJCC staff and a participant jointly developed an ongoing strategy to identify the
participant's employment goals, appropriate achievement objectives, and appropriate
combination of services for the participant to be able to achieve his/her employment
goals, including providing information on eligible providers of training services and
career pathways to attain career objectives.

206 Referred to Registered Apprenticeship Program

IAJCC staff referred a participant to an apprenticeship program approved and recorded
by the U.S. Department of Labor's Employment and Training Administration, Bureau of
Apprenticeship Training, or a California state-recognized apprenticeship agency or
council, such as the California Department of Industrial Relations, Division of
Apprenticeship Standards.
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207 Referred to Job Corps
AJCC staff referred a participant to the WIOATitle IC Job Corps program.

208 Referred to Other Federal Training (non-WIOA Title IB)
Staff referred a participant to a training program supported by the federal government,
such as TAA, Adult Education or Vocational Rehabilitation.

This definition does not include referrals to Job Corps (207), or WIOA Title IB funded
training (211).

209 Referred to State and Local Training (non-WIOA)

Staff referred a participant to a training program funded with monies from state and/or
local agencies.

This definition does not include referrals to WIOA Title IB funded training (211).

210 Referred to Educational Services (non-Federal/State/Local)

IAJCC staff referred a participant to a service provider funded with monies other than
federal, state or local agencies monies, to receive educational services leading to the
completion of the participant's educational goals. These services include, but are not
limited to, tutoring, study skills training, and instruction.

211 Referred to WIOA Title IB Training
AJCC staff referred a participant to a training program funded under WIOA Title IB. This
definition does not include Referred to Registered Apprenticeship Program (206).

213 Mentorship

IAJCC staff referred a participant to a mentoring program. The participant was paired
with a mentor experienced in one or more areas that would benefit the participant. The
mentor shared their knowledge, wisdom, and experience with the participant, and
facilitated learning through instructing, coaching, sharing experiences, modeling and
advising. The mentorship could include a contract for learning and should last for a
specified period of time.

214 /Adult Literacy, Basic Skills or GED Preparation

AJCC staff referred a participant to a course of basic academic instruction and/or basic
education services below the post-secondary level to increase the participant's ability
to read, write and speak in English, and to perform mathematics, or other necessary
activities, to obtain a secondary school diploma or its recognized equivalent; and, to
transition to post-secondary education and training.

215 Short-Term Prevocational Services

A participant is receiving short-term, prevocational services, including the
development of learning, communication, interviewing skills, punctuality, personal
maintenance skills, and professional conduct to prepare the participant for
unsubsidized employment or training.

216 Out-of-Area Job Search Assistance

IAJCC staff assisted a participant with an out-of-area job search. The assistance was
deemed appropriate based upon the participant's assessment, and/or the participant's
individual employment plan.

217 Relocation Assistance

IAJCC staff provided financial assistance to relocate in order to accept employment, as
provided by local policy.
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218 Referred to Internship

AJCC staff referred a participant to an internship opportunity. The internship was
deemed appropriate based upon the participant's assessment, and/or the participant's
individual employment plan.

219 'Work Experience

/A participant took part in a planned, structured learning experience that took place in a
private, for-profit, nonprofit, or public sector workplace for a limited time period. Work
experience may be paid or unpaid, as appropriate. A WIOA-funded paid internship may
also be included in this activity, as appropriate.

This activity does not include Referred to Internship (218), Pre-Apprenticeship Training
(224), or Transitional Job (320).

221 Financial Literacy Education

A participant received financial literacy services that support the ability to do one or
more of the following:

1. Create household budgets, initiate savings plans, and make informed financial
decisions about education, retirements, home ownership, wealth building, or
other savings goals.

2. Manage spending, credit, and debt, including credit card debt, effectively.

3. Increasing awareness of the availability and significance of credit reports and
credit scores in obtaining credit, including determining their accuracy (and
how to correct inaccuracies in the reports and scores), and their effect on
credit terms.

4. The ability to understand, evaluate, and compare financial products, services,
and opportunities.

Address the particular financial literacy needs of non-English speakers, including

providing the support through the development and distribution of multilingual

financial literacy and education materials.

222 English Language Learner (ELL)

A participant received English as a second language service or training. ELL services

are provided to a participant whose primary language is not English. Services are

designed to increase the English language proficiency of the participant so they can
attain training and/or employment success.

224 Pre-Apprenticeship Training

The participant enrolled in a Pre-Apprenticeship (PA) program that has a documented

partnership with at least one Registered Apprenticeship program. The PA's training and

curriculum must be based on industry standards, approved by the documented

Registered Apprenticeship partner(s), and prepare the individual with the skills and

competencies needed to enter one or more Registered Apprenticeship program(s).

This activity code requires staff to provide justification in CallJOBS under case notes.
226 Reading and/or Math Testing
AJCC staff tested a participant's reading and math skill levels and competencies.
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227 Disaster Relief Employment/Temporary Job (NDWG only)

Staff enrolled an eligible participant in disaster relief employment. The temporary job
will provide immediate employment and wages. Clean-up and repair work will be
performed on public and/or private non-profit lands.

*This service is only available to eligible National Dislocated Worker Grant participants.

230 Case Management (TAA)

EDD staff provided services by (a) preparing and coordinating a comprehensive
employment plan, such as service strategy to ensure a participant's access to
necessary Trade Assistance Act (TAA) activities and supportive services, using
computer-based technologies whenever feasible; and (b) providing job and career
planning during program participation and after job placement.

*This activity code is only available to the TAA program.

231 ‘Waiver: Recall

The TAA requires participants to be enrolled in, or have completed an approved training
course in order to receive Trade Readjustment Assistance (TRA) allowances (i.e.,
additional Ul benefits under TAA). This requirement may be waived if the participant
has been notified that he/she will be recalled by the employer from which the
separation occurred.

*This activity is only available to the TAA program.
232 ‘Waiver: Marketable Skills

The TAA requires participants to be enrolled in, or have completed an approved training
course in order to receive TRA allowances (i.e., additional Ul benefits under TAA). This
requirement may be waived if the participant has marketable skills for suitable
employment, and there is a reasonable expectation of employment of equivalent
wages in the foreseeable future.

*This activity code is only available to the TAA program.

233 'Waiver: Retirement

The TAA requires a participant to be enrolled in, or have completed an approved training
course in order to receive TRA allowances (i.e., additional Ul benefits under TAA). This
requirement may be waived if a participant has met all requirements for entitlement to
either (a) old-age insurance benefits under Title Il of the Social Security Act within two
years; (b) was certified prior to January 1, 2011; and (c) does not want to be re-trained.

*This activity code is only available to the TAA program.

234 'Waiver: Poor Health

The TAA requires participants to be enrolled in, or have completed an approved training
course in order to receive TRA allowances (i.e., additional Ul benefits under TAA). This
requirement may be waived if the participant is unable to participate in training due the
participant's health.

*This activity code is only available to the TAA program.
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235 'Waiver: Delay for Training

The TAA requires participants to be enrolled in, or have completed an approved training
course in order to receive TRA allowances (i.e., additional Ul benefits under TAA). This
requirement may be waived if the first available enrollment date for approved training is
within 60 days after the date of the waiver's determination, or, if later, there are
extenuating circumstances for the delay in enrollment.

*This activity code is only available to the TAA program.

236 \Waiver: Training Not Available

The TAA requires participants to be enrolled in, or have completed an approved training
course in order to receive TRA allowances (i.e., additional Ul benefits under TAA). This
requirement may be waived if training is not reasonably available to the worker from
either governmental agencies or private sources, and no training that is suitable for the
participant is available at a reasonable cost, or not enough training funds are available.

*This activity code is only available to the TAA program.

237 Approved Out-of-Area Job Search Allowance (TAA)
IAn adversely affected dislocated worker has received a Job Search Allowance in
obtaining employment in areas outside his/her normal labor market.

*This activity code is only available to the TAA program.

280 'Wage Subsidy (TAA)

Established as an alternative assistance program for older workers certified eligible to
apply to under the TAA. Workers in an eligible group who are at least 50 years of age,
and who obtain different, full-time employment within 26 weeks of separation from
adversely affected employment, at wages less than those earned in adversely-affected
employment, may receive up to half the difference between the old wage and the new
wage. The new wage subsidy may be paid up to a maximum of $10,000 during a two-
year eligibility period. To be eligible for the TAA program, workers may not earn less than
$50,000 per year in the new employment.

*This activity code is only available to the TAA program.

300 Occupational Skills Training (Approved ETPL Provider)

The participant enrolled in a California (CA) Eligible Training Provider List (ETPL) training
program designed to provide the technical skills necessary to perform a specific job or
group of jobs.

All Occupational Skills Training services must have an Occupational Code (ONET Code)
that indicates the type of training being provided. The Industry Code (NAICS Code) is
not required.
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301 On-the-Job Training

/A participant took part in paid training while engaged in productive work in a job. The
training (a) provided knowledge or skills essential to the full and adequate performance
of the job; and (b) provided reimbursement to the employer for up to 50% of the
participant's wage rate for extraordinary costs of providing the training and additional
supervision related to the training; and (c) was limited in duration appropriate to the
occupation for which the participant was being trained, taking into account the
training's content, the participant's prior work experience, and service strategy, as
appropriate.

302 Entrepreneurial Training

A participant attended entrepreneurial skills training that included, but was not limited
to, the elements of starting and operating a small business, business plan
development, securing financing, general business law concepts, employee
management, and the understanding of marketing concepts.

303 Distance Learning (TAA)

'The participant is enrolled in TAA Technology-Based Learning (TBL) (i.e., an e-learning
program or course of study where instruction is delivered via electronic technology,
including the internet, intranet sites, satellite broadcasts, audio and video
conferencing, internet bulletin boards, chat rooms, webcasts, and sometimes in
concert with face-to- face instruction, aka, "blended learning”).

*This activity code is only available to the TAA program.

304 Customized Training

A participant enrolled in an employer's customized training program. The training was
designed to meet the specific requirements of an employer (or a group of employers);
was conducted with a commitment by the employer to employ the participant upon
successful completion of the training; and for which the employer paid a significant
portion of the cost of training, as determined by the Local Board in accordance with
WIOA.

Customized training may be provided when the following criteria are met:
1. The participantis not earning a self-sufficient wage as determined by Local
Board policy.
2. The above paragraph's requirements are met.
The customized training relates to on-the-job training contracts for employed workers,
or other appropriate purposes identified by the Local Board.
305 Skills Upgrading and Retraining
/A participant was provided training to upgrade his/her skills, and/or to retrain.

306 'WIOA Prerequisite Trainings
/A participant enrolled in the required prerequisite training/coursework prior to entry
into an institution's approved training program.

307 Pre-Apprenticeship Program w/Occupational Skill Training (ITA)

The participant enrolled in a Pre-Apprenticeship (PA) program that has a documented
partnership with at least one Registered Apprenticeship program. The PA's training and
curriculum must be based on industry standards, approved by the documented
Registered Apprenticeship partner(s), and prepare the individual with the skills and
competencies needed to enter one or more Registered Apprenticeship program(s).
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In addition, the pre-apprenticeship program provides occupational skills training that
leads to an industry-recognized certificate, credential, or license upon completion.

If the pre-apprenticeship training does not provide occupational skills training that
leads to an industry-recognized certificate, credential, or license, the Pre-
Apprenticeship Training (224) activity code should be utilized.

308 Incumbent Worker Training

The participant participated in an incumbent worker training designed to meet the
needs of an employer or group of employers in an effort to help avert potential layoffs,
or for the employee to obtain the skills necessary to retain employment, such as
increasing the skill levels of employees so they can be promoted within the company
and create backfill opportunities for less-skilled employees.

311 Placed in Job Corps
IAJCC staff verified that a participant enrolled in a WIOATitle IC Job Corps program.
312 Placed in Federal Training (includes TAA and WIOA)

IAJCC verified that a participant enrolled in a federal government supported training
program, such as a WIOA-funded project or TAA program designed to provide the
technical skills necessary to perform a specific job or group of jobs.

This definition does not include Placed in Job Corps (311), or Apprenticeship Training
(325).

*This service functions as an indicator that a client is enrolled in training elsewhere and
might be part of one of the performance measures due to shared performance. This
activity code does not place someone in the Measurable Skill Gains and/or Credential
Measure.

313 Placed in State and Local Trainings (non-TAA, hon-WIOA)

IAJCC staff verified that a participant entered a state and/or local agency-funded
training program. In this instance, staff should select the activity code's co-enrolled
training code option.

This definition does not include Job Corps (311), or Placed in Federal Training (312).

*This service functions as an indicator that a client is enrolled in training elsewhere and
might be part of one of the performance measures due to shared performance. This
activity code does not place someone in the Measurable Skill Gains and/or Credential
Measure.

320 Private Sector Training
A participant enrolled in a private sector, non-WIOA training program.

321 Transitional Job

The participant has barriers to employment, is chronically unemployed, or has an
inconsistent work history, and has been placed by the AJCC in subsidized, time-limited
work within the public, private, or nonprofit sector. The participant must concurrently
receive comprehensive employment and supportive services. Transitional jobs are
designed to assist participants with establishing a work history, demonstrate success
in the workplace, and develop the skills that lead to entry into and retention in
unsubsidized employment.
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322 Job Readiness Training

A participant received training regarding the skills necessary to be successful in the
workplace. The training provided the participant with specific occupational
competencies needed to perform specific tasks on the job. These competencies
include, but are not limited to: how to communicate in an office environment, how to
function as part of a team, and how to work in a deadline-driven workplace.

This code must be applied in conjunction with one of the following codes:

1. Occupational skills training, including training for nontraditional employment
(300)

2. On-the-job training (301)

3. Incumbent worker training (308)

4. Programs that combine workplace training with related instruction, which
may include cooperative education programs (321)

5. Private sector operated training programs (320)

6. Skill upgrading and re-training (305)

7. Entrepreneurial training (302)

8. Transitional jobs (321)

323 ‘Workplace Training & Cooperative Education

/A participant attended a training program that combined workplace training with
related instruction. This definition includes cooperative education programs.

324 /Adult Education with Training Services

A participant, in consultation with an employment counselor, enrolled in Adult
Education that incorporates an Occupational Skills Training program selected from the
CA ETPL that confers industry-valued skills in priority industry sectors, and is paid for
with a pre- approved Individual Training Account.

The participant must also be enrolled in one of the following activities: 300, 301, 302,
305, 306, 320, 323, 325, 330, 346, or 416.

325 Apprenticeship Training
A participant enrolled into a Registered Apprenticeship Program listed on the CA ETPL.

326 Supportive Service: Needs-Related Payments (Training)

IAn unemployed Adult or Dislocated Worker participant received a needs-related
payment(s) for the purpose of enabling him/her to participate in training services. In
order to qualify for needs-related payments, the participant must also be unemployed,
not qualified or ceased to qualify for unemployment compensation, and be enrolled in
a training services under WIOA.

Please note: The maximum level of needs-related payments must be established by the
Local WDB.

327 Supportive Service: Training Allowance

The participant received an approved training allowance required in conjunction with
his/her original training or education. The training allowance may be utilized to pay for
training-related applications, tests, and certifications. For example, a participant with a
nursing degree received a training allowance for CPR training.

328 Occupational Skills Training (non ETPL provider, non-formula)
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/A participant attended training designed to provide the technical skills necessary to
perform a specific job or group of jobs. The training provider was not on the CA ETPL.

This code cannot used for formula ITAs.

330 Local Board Determination Training

A participant enrolled in a training program that can bypass the CA ETPL upon the
determination of the Local Workforce Development Board (LWDB) for reasons, such as
higher education, lack of providers, barriers to employment, etc. This activity code
requires staff to provide justification in CalJOBS under case notes.

331 Approved Travel in Training (TAA)

A participant was provided an approved travel allowance due to his/her TAA training
being outside a normal commute area. The definition of a normal commute is 25 miles
or one hour, each way.

*This activity code is only available to the TAA program.

332 Approved Subsistence in Training (TAA)

A participant was provided a subsistence allowance while in training because he/she
must live away from home to attend TAA-approved training.

*This activity code is only available to the TAA program.

333 Approved Remedial Training for those with GED/HS Diploma (TAA)
A participant was provided prevocational training in elementary skills that are required
of every worker in order to be employed.

*This activity code is only available to the TAA program.

335 Approved Occupational Skills Training — Approved by other State (TAA)
The participant is an Agent/Liable client in TAA-approved training.

Agent State: the State in which the participant will be attending training pays for the
training.

Liable State: where the petition is certified and weekly UI/TRA benefits are paid. That is,
an out-of-state (non-California) TAA client can attend occupational training in

California, and his/her training is paid by California's TAA program.

*This activity code is only available to the TAA program.

339 Approved GED Training (TAA)
/A participant obtained a certificate of High School equivalency prior to entering
\vocational/occupational training.

*This activity code is only available to the TAA program.
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341 Approved Remedial Training for those with GED/HS Diploma - Approved by other
State (TAA)

/Agent State — the state in which the participant will be attending training pays for the
training. Liable State — where the petition is certified and weekly UI/TRA benefits are
paid. That is when an out-of-state (non-California) TAA client can attend remedial
training in California, with his/her training being paid by California's TAA program.

*This activity code is only available to the TAA program.

342 Approved Prerequisite Training (TAA)
A participant completed prerequisite coursework required by the training institution
before entry into one of the institution's approved training programs.

*This activity code is only available to the TAA program.

346 Out-of-State Training Provider other ETPL (Requires Case Note to indicate other
State’s ETPL)

A participant was enrolled with a provider headquartered outside of California, and
who does not have an in-state training facility. Provider must be listed on another
state’s ETPL. This activity code requires staff to provide justification in CalUOBS under
case notes.

347 Occupational Skills Training (Approved ETPL Provider) (TAA)

The participant enrolled in a California (CA) Eligible Training Provider List (ETPL) training
program designed to provide the technical skills necessary to perform a specific job or
group of jobs.

*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.

348 On-the-Job Training (TAA)

A participant took part in paid training while engaged in productive work in a job. The
training (a) provided knowledge or skills essential to the full and adequate performance
of the job; and (b) provided reimbursement to the employer for up to 50% of the
participant's wage rate for extraordinary costs of providing the training and additional
supervision related to the training; and (c) was limited in duration appropriate to the
occupation for which the participant was being trained, taking into account the
training's content, the participant's prior work experience, and service strategy, as
appropriate.

*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.
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349 Customized Training (TAA)

A participant enrolled in an employer's customized training program. The training was
designed to meet the specific requirements of an employer (or a group of employers);
was conducted with a commitment by the employer to employ the participant upon
successful completion of the training; and for which the employer paid a significant
portion of the cost of training, as determined by the Local Board in accordance with
WIOA.

Customized training may be provided when the following criteria are met:

1. The participant is not earning a self-sufficient wage as determined by Local
Board policy.

2. The above paragraph's requirements are met.

3. The customized training relates to on-the-job training contracts for employed
workers, or other appropriate purposes identified by the Local Board.

*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.

350 Pre-Apprenticeship Program w/Occupational Skills Training (ITA) (TAA)

The participant enrolled in a Pre-Apprenticeship (PA) program that has a documented
partnership with at least one Registered Apprenticeship program. The PA's training and
curriculum must be based on industry standards, approved by the documented
Registered Apprenticeship partner(s), and prepare the individual with the skills and
competencies needed to enter one or more Registered Apprenticeship program(s).

In addition, the pre-apprenticeship program provides occupational skills training that
leads to an industry-recognized certificate, credential, or license upon completion.

If the pre-apprenticeship training does not provide occupational skills training that
leads to an industry-recognized certificate, credential, or license, the Pre-
Apprenticeship Training (224) activity code should be utilized.

*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.

351 Adult Education with Training Services (TAA)

A participant, in consultation with an employment counselor, enrolled in Adult
Education that incorporates an Occupational Skills Training program selected from the
CA ETPL that confers industry-valued skills in priority industry sectors, and is paid for
with a pre- approved Individual Training Account.

The participant must also be enrolled in one of the following activities: 300, 301, 302,
305, 306, 320, 323, 325, 330, 346, or 416.
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*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.

351 /Adult Education with Training Services (TAA)

A participant, in consultation with an employment counselor, enrolled in Adult
Education that incorporates an Occupational Skills Training program selected from the
CA ETPL that confers industry-valued skills in priority industry sectors, and is paid for
with a pre- approved Individual Training Account.

The participant must also be enrolled in one of the following activities: 300, 301, 302,
305, 306, 320, 323, 325, 330, 346, or 416.

*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.

352 Apprenticeship Training (TAA)
A participant enrolled into a Registered Apprenticeship Program listed on the CA ETPL.

*This activity code is only available to the TAA program. Participants must receive
activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.

354 Occupational Skills Training (non-ETPL provider, non-formula) (TAA)
A participant attended training designed to provide the technical skills necessary to
perform a specific job or group of jobs. The training provider was not on the CA ETPL.

This code cannot used for formula ITAs.
*This activity code is only available to the TAA program. Participants must receive

activity code 205 (Development of an IEP) prior to receiving any TAA training activity
codes.

400 Youth Summer Employment
/A Youth participant participated in a summer worksite learning experience which
provided direct linkages between academic and occupational learning.

406 Tutoring, Study Skills Training & Instruction

A Youth participant received tutoring, study skills training, instruction, and evidence-
based dropout prevention and recovery strategies to complete secondary school
diploma requirements; or its recognized equivalent (including a recognized certificate
of attendance or similar document with individuals with disabilities); or for a
recognized post-secondary credential.
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407 Financial Literacy Education
/A Youth participant completed Financial Literacy coursework that Include one or more
of the following:

1. Supportthe ability of participants to create budgets, initiate checking and
savings accounts at banks, and make informed financial decisions;

2. Support participants in learning how to effectively manage spending, credit,
and debt, including student loans, consumer credit, and credit cards;

3. Teach participants about the significance of credit reports and credit scores;
what their rights are regarding their credit and financial information; how to
determine the accuracy of a credit report and how to correct inaccuracies;
and how to improve or maintain good credit;

4. Support a participant’s ability to understand, evaluate, and compare
financial products, services, and opportunities and to make informed
financial decisions;

5. Educate participants about identity theft, ways to protect themselves from
identify theft, and how to resolve cases of identity theft and in other ways
understand their rights and protections related to personal identity and
financial data;

6. Support activities that address the particular financial literacy needs of
non- English speakers, including providing the support through the
development and distribution of multilingual financial literacy and
education materials;

7. Support activities that address the particular financial literacy needs of
youth with disabilities, including connecting them to benefits planning
and work incentives counseling;

8. Provide financial education that is age appropriate, timely, and provides
opportunities to put lessons into practice, such as by access to safe and
affordable financial products that enable money management and
savings; or

9. Implement other approaches to help participants gain the knowledge, skills,
and confidence to make informed financial decisions that enable them to
attain greater financial health and stability by using high quality, age-
appropriate, and relevant strategies and channels, including, where
possible, timely and customized information, guidance, tools, and
instruction.

408 'Youth Internship (Unpaid)

/A Youth participated in an unpaid internship in the private, for-profit, nonprofit, or

public sector.

409 'Youth Job Shadowing

/A Youth participated in a job-shadowing experience in the private, for-profit, nonprofit,
or public sector. Job shadowing is a work experience option that is a temporary, unpaid
exposure to the workplace in an occupational area of interest to the participant. Youth
witness firsthand the work environment, employability and occupational skills in
practice, the value of professional training, and potential career options. A job-
shadowing experience can be anywhere from a few hours, to a day, to a week or more.
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410 Leadership Development Services

/A Youth participated in leadership development opportunities that encourages
leadership development, responsibility, confidence, employability, self-determination,
and other positive social behaviors. Activities may include:

1. Exposure to postsecondary educational possibilities;

2. Community and service learning projects;

3. Peer-centered activities, including peer mentoring and tutoring;

4. Organizational and team work training, including team leadership training;
5

Training in decision-making, including determining priorities and problem
solving;

6. Citizenship training, including life skills training such as parenting and work
behavior training;

7. Civic engagement activities which promote the quality of life in a community;
or

8. Other leadership activities that place youth in a leadership role such as
serving on youth leadership committees, such as a Standing Youth
Committee.

411 /Adult Mentoring

Youth participant participated in an adult mentoring activity. Adult mentoring must last
at least 12 months, and be a formal relationship between a youth participant and an
adult mentor that includes structured activities where the mentor offers guidance,
support, and encouragement to develop the competence and character of the mentee.
Mentoring may include workplace mentoring where the local program matches a youth
participant with an employer or employee of a company. Group mentoring activities
and mentoring through electronic means are allowable as part of the mentoring
activities, but at a minimum, the local youth program must match the youth with an
individual mentor with whom the youth interacts on a face-to-face basis.

Local programs should ensure appropriate processes are in place to adequately screen
and select mentors. While DOL strongly prefers that case managers not serve as
mentors, case managers are allowed to serve as mentors in areas where adult mentors
are sparse.

412 Objective Assessment

IAJCC staff conducted an objective assessment of the Youth participant's academic
levels, skill levels, and service needs, which included an assessment of basic skills,
occupational skills, prior work experience, employability, interests, aptitudes (including
interests and aptitudes for nontraditional jobs), supportive service needs, and
developmental needs for the purpose of identifying appropriate services and career
pathways. Assessments must also consider a youth’s strengths rather than just
focusing on areas that need improvement.
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413 Develop Service Strategies (IEP/ISS/EDP)

AJCC staff developed individual strategies for the Youth participant that are directly
linked to one or more performance indicator, and that identified career pathways that
included education and employment goals, including, when appropriate,
nontraditional employment, appropriate achievement objectives, and appropriate
services that took into account the Youth's Objective Assessment.

414 Basic Skills Training

A Youth participant, whose English, writing, and/or computing skill level was at or
below the eighth grade level, received basic skills training that included reading,
writing, mathematic, problem solving, and interpersonal skills training that enabled the
'Youth to communicate in English, use math, or obtain a high school diploma or GED (if
applicable), to become eligible for post-secondary education or training, and to
develop into a productive, employable citizen.

*Youth must receive 412 and 413 prior to enrolling in this activity.

415 Enrolled in Alternative Secondary Education

A Youth participant was enrolled, during participation, in an Alternative Education
program, i.e., a separate program within a K- 12 public or charter school that was
established to serve and provide a Youth, whose needs are not being metin a
traditional school setting, an educational alternative.

*Youth must receive 412 and 413 prior to enrolling in this activity.

416 Occupational Skills Training (Approved ETPL Provider)

/An Out-of-School Youth participant aged 16-to-24, was enrolled in occupational skills
training that provides specific vocational skills that lead to proficiency in performing
actual tasks and technical functions required by certain occupational fields, and that
aligned with an in-demand industry sector(s) or occupations in the Youth's local area.
The training must be outcome-oriented and focused on an occupational goal specified
in the individual service strategy, be of sufficient duration to impart the skills needed to
meet the occupational goal; and lead to the attainment of a recognized postsecondary
credential. Provider must be on the CA ETPL.

*This activity code should not be used for In-School Youth. Youth must receive 412 and
413 prior to enrolling in this activity.

417 Comprehensive Guidance and Counseling
A Youth participant was provided one or more of the following:

1. Activities leading to secondary school diploma attainment, or its equivalent;
preparation for post-secondary and training opportunities;

2. Strong linkages between academic instruction and occupational education
that lead to the attainment of recognized post-secondary credentials;

3. Preparation for unsubsidized employment opportunities;
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4. Effective connections to employers, including small employers, on in-demand
industry sectors and occupations within the Youth's local and regional labor
markets; or

5. Drug and alcohol abuse counseling, mental health counseling, and referral to
partner programs as appropriate. If referring a Youth to necessary counseling
that cannot be provided by the local Youth program or its service providers, the
local youth program must coordinate with the organization it refers to in order
to ensure continuity of service.

*Youth must receive 412 and 413 prior to enrolling in this activity.

418 /Adult Education (GED)

/A Youth participant (not enrolled prior to participation) enrolled in a high school
diploma equivalency program to qualify for one of the three U.S. Department of
Education, Office of Post-Secondary Education's recognized high school equivalency
certificate programs:

1) General Educational Development (GED) Test provided by the GED Testing Service; 2)
the High School Equivalency Test (HiSET), provided by Educational Testing Services; or
3) the Test Assessing Secondary Completion (TASC) provided by CRB/McGraw-Hill.

*Youth must receive 412 and 413 prior to enrolling in this activity.

419 Incentive Payment

At the discretion of the Local Board, a Youth participant received an incentive payment
based on an incentive contract between a Youth and the Local Board in recognition of
the Youth’s achievement directly tied to training activities, education and/or work
experiences. The local program must have written policies and procedures in place
governing the award of incentives and must ensure that such incentive payments are
tied to the goals of the specific program; outlined in writing before the commencement
of the program that my provide incentive payments’ alighed with the local program’s
policies; and are in accordance with the requirements contained in 2 CFR part 200.

Such an incentive differs from a supportive service, as a supportive service may only be
made when deemed necessary for a Youth to participate in program activities.

*Youth must receive 412 and 413 prior to enrolling in this activity.

421 Enrolled in Post-Secondary Education

A Youth participant possessing a high school or a GED diploma enrolled in a post-
secondary program that provided the skills, education and/or training for an in-demand
occupation or industry, and grants recognized credentials or degrees.

*Youth must receive 412 and 413 prior to enrolling in this activity.
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424 Entrepreneurial Skills Training

/A Youth enrolled in Entrepreneurial training that included the planning, starting and
operating of a small business. Training includes, but is not limited to, the
entrepreneurial- associated skills of initiative, self-direction, calculated risk taking,
adaptability, seeking out and identifying business opportunities and innovative
solutions; risk assessment, budget development; resource forecasting; the ability to
analyze capital acquisition options and their corresponding trade-offs; and how to
effectively market oneself and one's ideas.

*Youth must receive 412 and 413 prior to enrolling in this activity.

425 'Work Experience (Paid)

A Youth participant took part in a paid, planned, structured learning experience that
took place in a private, for-profit, nonprofit or public sector workplace for a limited
period of time. The experience included such elements as: employability skills
instruction or generic workplace skills; exposure to various aspects of an industry;
progressively more complex tasks; the integration of basic academic skills into work
activities, work adjustment, and other transition activities; entrepreneurship; and
service learning.

This definition does not include: Unpaid Youth Internship (408), Youth Job Shadowing
(409), Unpaid Work Experience (426), Paid Internship (427), or On-the-Job Training
(428).

*Youth must receive 412 and 413 prior to enrolling in this activity.

426 'Work Experience (Unpaid)

A Youth participant took part in an unpaid, planned, structured learning experience that
took place in a private, for-profit, nonprofit or public sector workplace for a limited
period of time. The experience included such elements as employability skills
instruction or generic workplace skills; exposure to various aspects of an industry;
progressively more complex tasks; the integration of basic academic skills into work
activities, work adjustment, and other transition activities; entrepreneurship; and
service learning.

This definition does not include: Unpaid Youth Internship (408), Youth Job Shadowing
(409), Paid Work Experience (425), Paid Internship (427), or On-the-Job Training (428).

*Youth must receive 412 and 413 prior to enrolling in this activity.

427 Internship (Paid)

/A Youth participant took part in a paid internship in the private, for-profit, nonprofit, or
public sector workplace for a limited time period.

*Youth must receive 412 and 413 prior to enrolling in this activity.
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428 'Youth On-the-Job Training

/A Youth participant took part in an on-the-job training experience in the private, for-
profit, nonprofit, or public sector workplace for a limited time period.

*Youth must receive 412 and 413 prior to enrolling in this activity.

429 Enrolled in Secondary Education Program

/A Youth participant enrolled in a secondary education (high school) program during
program participation.

This definition does not apply to Enrolled in Alternative Secondary Education (415), or
Adult Education (418).

*Youth must receive 412 and 413 prior to enrolling in this activity.

430 'Youth Occupational Skills Training (Youth Service Eligible Provider List)

A Youth participant attended training designed to provide jobs specific vocational skills
that lead to proficiency in performing actual tasks and technical functions required by
certain occupational field and aligns with in-demand industry sectors or occupational
in the Local Area. The training must be outcome-oriented and focused on an
occupational goal specified in the individual service strategy, be of sufficient duration
to impart the skills needed to meet the occupational goal; and lead to the attainment of
a recognized postsecondary credential. The training provider must be on the Youth
Service Eligible Provider List.

*Youth must receive 412 and 413 prior to enrolling in this activity.

431 Enrolled in Pre-Apprenticeship Training

/A Youth participant enrolled in a program or participated in a set of strategies designed
to prepare Youth to enter and succeed in a registered apprenticeship program that has
a documented partnership with at least one, if not more, registered apprenticeship
program(s).

*Youth must receive 412 and 413 prior to enrolling in this activity.

432 Enrolled in Apprenticeship Training

/A Youth participant enrolled in a Registered Apprenticeship program. Apprenticeship
programs can be sponsored by individual employers, joint employer and labor groups,
and/or employer associations.

*Youth must receive 412 and 413 prior to enrolling in this activity.

433 Career Awareness

/A Youth participant engaged in activities designed to developed knowledge of the
\variety of careers and occupational available their skill requirements, working
conditions and training prerequisites, and job opportunities across a wide range of
industry sectors.

*Youth must receive 412 and 413 prior to enrolling in this activity.
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434 Career Exploration

A Youth participant selected an educational path and training, or a job which fits their
interests, skills and abilities.

*Youth must receive 412 and 413 prior to enrolling in this activity.

435 Career Counseling/Planning

A Youth participant received advice and support in making decisions about what career
paths to take. Career counseling services may include providing information about
résume preparation, interview skills, potential opportunities for job shadowing, and the
long-term benefits of postsecondary education and training (e.g., increased earning
power and career mobility).

*Youth must receive 412 and 413 prior to enrolling in this activity.

436 Post-Secondary Transition Services

A Youth participant received services that helped him/her to prepare for and transition
to post-secondary education and training. These services include exploring
postsecondary education options including technical training schools, community
colleges, 4-year colleges and universities, and registered apprenticeship. Additional
services include, but are not limited to, assisting youth to prepare for SAT/ACT testing;
assisting with college admission applications; searching and applying for scholarships
and grants; filling out the proper Financial Aid applications and adhering to changing
guidelines; and connecting youth to postsecondary education programs.

*Youth must receive 412 and 413 prior to enrolling in this activity.

437 Pre-Apprenticeship Program with Occupational Skills Training (ITA)

The participant enrolled in a Pre-Apprenticeship (PA) program that has a documented
partnership with at least one Registered Apprenticeship program. The PA's training and
curriculum must be based on industry standards, approved by the documented
Registered Apprenticeship partner(s), and prepare the individual with the skills and
competencies needed to enter one or more Registered Apprenticeship program(s).

In addition, the pre-apprenticeship program provides occupational skills training that
leads to an industry-recognized certificate, credential, or license upon completion.

If the pre-apprenticeship training does not provide occupational skills training that
leads to an industry-recognized certificate, credential, or license, the Pre-
Apprenticeship Training (431) activity code should be utilized.

*Youth must receive 412 and 413 prior to enrolling in this activity.
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438 Occupational Skills Training (non-WIOA Funds)

/A participant attended training designed to provide the technical skills necessary to
perform a specific job or group of jobs. The training was funded through non-WIOA
funds, and the provider was not on the CA ETPL or the Youth Service Eligible Provider
List.

IThis code cannot used for formula ITAs.

*Youth must receive 412 and 413 prior to enrolling in this activity.

439 Education Offered Concurrently w/Workforce Prep and Training

Participant enrolled in an integrated education and training model that teaches
workforce preparation activities, basic academic skills, and hands-on occupational
skills training within the same time frame and connected to training in a specific
occupation, occupational cluster, or career pathway. While programs developing basic
academic skills, which are included as part of alternative secondary school services
and dropout recovery services, workforce preparation activities that occur as part of a
work experience, and occupational skills training can all occur separately and at
different times, this program activity code refers to the concurrent delivery of these
services which make up an integrated education and training model.

*Youth must receive 412 and 413 prior to enrolling in this activity.

480 Supportive Service: Child/Dependent Care

A Youth participant received assistance with child care or dependent care which
enabled him/her to participate in activities authorized under WIOA Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

481 Supportive Service: Transportation Assistance

/A Youth participant received assistance with transportation which enabled him/her to
participate in activities authorized under WIOA Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.
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482 Supportive Service: Medical

A Youth participant was referred to medical services which enabled him/her to
participate in activities authorized under WIOA Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

483 Supportive Service: Temporary Shelter

A Youth participant received assistance with temporary shelter that enabled him/her to
participate in activities authorized under WIOA Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
iyouth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

485 Supportive Service: Other

A Youth participant received assistance that was necessary to enable him/her to
participate in activities authorized under WIOA Title IB. This activity code should only
be used if no other Supportive Service codes apply.

This activity code requires staff to document the type of service provided in a case
note.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
lyouth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

487 Supportive Service: Tools/Clothing

A Youth participant received assistance with employment-related attire or tools for the
purpose of obtaining employment.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

488 Supportive Service: Housing Assistance

AJCC staff provided and/or arranged for a Youth participant to receive housing
assistance that was necessary to enable him/her to participant in activities authorized
under WIOA Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
lyouth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.
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489 Supportive Service: Utilities

AJCC staff provided and/or arranged for a Youth participant to receive assistance with
his/her utilities that enabled him/her to participant in activities authorized under WIOA
Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413

prior to enrolling in this activity.

490 Supportive Service: Educational Testing

A Youth participant received supportive services to take a high school equivalency test,
or an exam for an occupation certification or credential. Supportive services can also
be provided to a Youth participant with disabilities to assist with participation in certain
assessments to ensure equal access and opportunity to participate in a variety of work-
based learning activities.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

491 Supportive Service: Needs-Related Payments

An unemployed Youth participant received a needs-related payment(s) for the purpose
of enabling him/her to participate in training. Unlike other supportive services, in order
to qualify for needs-related payments, a participant must be enrolled in training. The
participant must be unemployed, not qualified or ceased to qualify for unemployment
compensation, and be enrolled in a training services under WIOA.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

492 Supportive Service: Linkages to Community Services

/A Youth participant received assistance with linkages to community services that
enabled him/her to participate in activities authorized under WIOA Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.
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493 Supportive Service: Post-Secondary Educational Materials

/A Youth participant received assistance with books, fees, school supplies, and other
necessary supplies for students enrolled in post-secondary education classes that
enabled him/her to participate in activities authorized under Title IB.

*This service must be provided in conjunction with another youth career service or
training service. Service dates for the supportive service must be within the dates of the
youth career service or training activity. Additionally, youth must receive 412 and 413
prior to enrolling in this activity.

500 Referred to Job: 150 Days or Greater

'The act of referring an active job seeker, or a group of job seekers, to an employer with a
job opening that is 150 days or greater in length.

501 Referred to Job: 4-150 Days in Length

'The act of referring an active job seeker, or a group of job seekers, to an employer with a
job opening that is 4-150 days in length.

502 Referred to Job: 3 Days or Less

'The act of referring an active job seeker, or a group of job seekers, to an employer with a
job opening that is 3 days or less in length.

503 Negative Referral Result
This code is system generated when the job seeker’s referral profile is updated to “Not
Hired.”

505 External Job Referral by Staff

IAJCC staff referred a participant, or a group of participants, to a job opening thatis
available through an outside source (not listed on CalUOBS).

590 Notification to Jobseeker of Potential Job

This code is system generated when staff notify job seeker of potential job.

Follow-Up Activity Codes

Activity /Activity Code Name and Definition
Code
FO1 Referral to Community Resources

AJCC staff referred a participant to a community resource. This follow-up service was
provided to the participant to enable him/her to progress further in education, training,
or to retain or obtain employment.
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F02 Referral to Medical Services

AJCC staff referred a participant to medical services. This follow-up service was
provided to the participant to enable him/her to progress further in education, training,
or to retain or obtain employment.

FO3 Tracking Progress on the Job

AJCC staff tracked a participant's progress on the job, and identified which, if any,
additional follow-up services the participant required to progress further in his/her
occupation or employment.

F04 'Work-Related Peer Support Group

IAJCC staff referred a participant to a work-related peer support group after being
placed in unsubsidized employment, education, or training. This follow-up service was
provided to the individual to enable them to progress further in their education,
training, occupation or retain his/her employment.

FO5 /Assistance Securing Better Paying Job

AJCC staff provided a participant assistance in securing a job paying a higher wage.

F06 Career Development and Further Education Planning

AJCC staff provided a participant additional career planning and counseling. This
follow- up service was provided to the participant to enable him/her to progress further
in education, training, or to retain or obtain employment.

FO7 IAssistance with Work-Related Problems

Staff assisted a participant with a work-related problem, which may have included
contacting the participant's employer. This follow-up service was provided to the
individual to enable him/her to progress further in his/her occupation, or retain
employment.

FO8 Adult Mentoring

A Youth participant received adult mentoring after being placed in unsubsidized
employment, education, or training. This follow-up service was provided to the
participant to enable him/her to progress further in education, training, or to retain or
obtain employment.

F09 Tutoring

IAJCC staff provided or arranged for a Youth participant to receive tutoring. This follow-
up service was provided to the participant to enable him/her to progress further in
education, training, or to retain or obtain employment.
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F10 Leadership Development

IAJCC staff provided and/or arranged for a Youth participant to receive Leadership
Development activities. This follow-up service was provided to the participant to
enable him/her to progress further in education, training, or to retain or obtain
employment.

F12 Supportive Service: Transportation

IAJCC staff provided and/or arranged for a Youth participant to receive transportation
assistance that enabled him/her to be successful in employment and/or
postsecondary education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

F13 Supportive Service: Purchase Work-Related Uniform/Attire

IAJCC staff provided and/or arranged for a Youth participant to receive an allowance to
purchase work-related uniforms or attire that enabled him/her to be successfulin
employment and/or postsecondary education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

F14 Supportive Service: Purchase Work-Related Tools

IAJCC staff provided and/or arranged a Youth participant to receive an allowance to
purchase work-related tools that enabled him/her to be successful in employment
and/or postsecondary education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

F15 Supportive Service: Housing Assistance

IAJCC staff provided and/or arranged for a Youth participant to receive housing
assistance that enabled him/her to be successful in employment and/or
postsecondary education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.
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F16 Supportive Service: Utilities

AJCC staff provided and/or arranged for a participant to receive assistance with his/her
utilities that enabled him/her to be successful in employment and/or postsecondary
education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

F17 Supportive Service: Dependent Care

IAJCC staff provided and/or arranged for a participant to receive child care or dependent
care assistance that enabled him/her to be successful in employment and/or
postsecondary education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

F18 Supportive Service: Medical

A Youth participant received assistance with medical services that enabled him/her to
be successful in employment and/or postsecondary education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

F19 Supportive Service: Incentives/Bonus

A participant received an incentive or bonus after being placed in training activities or
education. Per TEGL 21-16, allowable work experience expenditures include incentive
payments tied directly to the completion of work experience; and employability
skills/job readiness training to prepare youth for a work experience.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

F21 Supportive Service: Educational Testing

A Youth participant received financial assistance in obtaining a High School
equivalency certificate, a license, or other type certificate that enabled him/her to be
successful in employment and/or postsecondary education and training.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.
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F22 Supportive Service: Post-Secondary Educational Materials

/A Youth participant received assistance with books, fees, school supplies, and other
necessary supplies for students enrolled in post-secondary education classes that
enabled him/her to participate in activities authorized under Title IB.

*Youth only

Per TEGL 19-16 an Adult/DW customer who has exited and is only receiving follow-up
services is not eligible to receive supportive services during their follow-up.

Employer Activity Codes

Activity Activity Code Name and Definition
Code

EO1 )Alien Labor Certification

Under the H-2A program, local AJCC staff developed a hiring agreement with an
employer that took into account the local AJCC site's resources, but that did not
adversely affect the site's ability to adequately serve other employers. The hiring
agreement may not include provisions for AJCC staff to assist the employer in pre-
employment activities such as verifying prior employment or obtaining references.

E02 /Americans with Disabilities

AJCC staff contacted an employer that submitted a job posting that appeared to be
discriminatory under the Americans with Disabilities Act of 1990. In contacting the
employer, AJCC provided legal job posting requirements, and informed the employer
that unless the job posting’s specifications can be legally justified, that the employer's
job posting request could not be accommodated.

EO3 CalJOBS Assistance

IAJCC staff provided an employer with information regarding CallOBS, or assisted an
employer with registering in CallOBS.

E04 Apprenticeship

IAJCC staff informed the employer of apprenticeship requirements and explained job
order posting access.

EO5 Bonding

The designated AJCC staff person responsible for providing and/or arranging for
bonding services, completed the required steps to provide an employer with a fidelity
bond for an at-risk or hard-to-place participant. These steps include, but are not limited
to, ensuring the employer meets all eligibility requirements, completing the EDD
Fidelity Bonding Certification Request, completing the EDD Fidelity Bonding Employer
Confirmation Letter, and submitting bonding requests to the Workforce Services'
Division Bonding Coordinator.
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EO6 CalJOBS External Recruitment

After determining that the CalJOBS job-seeker participant pool did not include qualified
individuals for an employer's specific job opening, AJCC staff conducted recruitment
efforts to locate qualified individuals. These efforts include, but are not limited to,
contacting colleges, trade schools, professional organizations, and other employment
and training providers who may have access to individuals with the employer's required
skills and qualifications.

EO07 Disability Insurance

/An AJCC sponsored a Disability Insurance seminar for employers.

E08 Employer Advisory Council (EAC)

AJCC staff provided an employer information regarding the Employer Advisory Council,
or provided AJCC services to an employer at an Employer Advisory Council event.

E09 Employer Application Issuance

At the request of an employer, AJCC staff issued the employer's work application to job
seekers. Prior to agreeing to issue the employer's work application, the staff member
reviewed the work application to ensure compliance with the Department of Fair
Employment and Housing pre-employment guidelines.

E10 Employer Recall

AJCC staff suspended an employer's access to CalJOBS after determining the
employer violated Workforce Services' regulations and/or Federal, State, or local
employment- related laws. Reasons for access suspension include, but are not limited
to: the employer includes discriminatory specifications in the job listing; fails to adhere
to Federal, State, or local employment-related laws; misrepresents terms or conditions
of employment; causes Workforce Services to receive substantiated formal or informal
complaints from job seekers; and posts an invalid job opening, such as one dueto a
trade dispute.

E11 Employment Training Panel (ETP)

AJCC staff assisted an employer with information regarding the Employment Training
Panel’s (ETP) available programs and services, including eligibility requirements,
application assistance and programs specific to an employer's business.

This definition does not include Training for New Employees (E40), or Training for
Current Employees (E41).

E12 Employment Law

An AJCC sponsored a labor law seminar for employers.

E13 Employment Taxes

IAn AJCC sponsored a payroll tax seminar for employers.
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E14 Enterprise Zone (EZ) Tax Credits

AJCC staff identified a potentially eligible job seeker and referred him/her to the nearest
Enterprise Zone-certifying agency or Enterprise Zone employer. Staff may not perform
eligibility determinations, request documentation, or sign the Enterprise Tax Voucher
(DOC EZ1).

E15 Exclusive Hiring Agreement

AJCC staff established an agreement with an employer that requires all job seekers to
apply through CalJOBS.

E16 Federal Contractor Job Listing

AJCC staff assisted an employer with a federal job contractor job listing. Staff ensured
that the federal contractor was properly identified, and that its special employment
needs, particularly those relating to qualified veterans' hiring, were met to the fullest
possible extent.

E17 Fraud Reporting

After receiving a job listing from a questionable employer, AJCC staff ensured the
request was genuine, and represented an actual job opportunity. Questionable
employer examples include employers who require unusual pre-employment action on
the job- seeker's part (e.g., a deposit for some alleged service, such as training,
transportation, dues, fees, or food and lodging; employers who require monetary
deposits or payments), unknown employers who request permission to interview at the
AJCC; employers who ask job seekers to be sent to an address that is not a normal
place of business (e.g., hotel room), unknown employers who offer to provide
transportation to the job site, and employers whose address or job location is vague.

E18 High Density Unemployment Area Resident

IAJCC staff assisted an employer in hiring a high-density unemployment area resident.

E19 Internship

AJCC staff entered an internship into CalJOBS for an employer, or publicized the
internship at the AJCC.

E20 Job Development Contact

AJCC staff contacted an employer regarding Job Development Contact participation. If
the employer is not registered, then staff would need to complete the employer's
CallOBS' registration to collect the employer's information.

E21 Job Fairs

IAJCC staff partnered with an appropriate entity within the community to present and/or
participate in a job fair.

E22 Job Identification Contact

AJCC staff contacted a CallOBS-registered employer for available job postings.
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E23 Job Listing Assistance

IAJCC staff assisted a CalJOBS-registered employer with filling out a job listing form (DE
8203), or AJCC staff completed a job order listing in CaUOBS on behalf of the employer.

This service does not include CalJOBS Assistance (E03).

E24 Job Referrals

AJCC staff advertised or referred an employer's CaJOBS job order to participants.

E25 Job Shadowing

AJCC staff coordinated a job shadowing experience for a qualified participant with an
employer. The employer would like to hire a participant, but would first like the
participant to do a job shadowing.

E26 Labor Market Information

IAJCC staff provided an employer with the nation, state, or local area’s market
information to assist in the employer's business plan expansion, relocation, or future
hiring and training needs; or, referred the employer to a labor market information
consultant who prepared detailed occupational labor market for the employer.

E27 Local Planning, Zoning, Permits

AJCC staff provided an employer with Local Planning, Zoning, and Permits information.

E28 Marketing Package

AJCC staff provided an employer marketing materials containing information regarding
EDD services. Materials could include, but are not limited to, DE forms, brochures
geared towards the employer, Labor Market Information Fact Sheets, and flyers.

E29 New Employee Registry

IAJCC staff provided an employer with the specific information pertaining to the
California New Employee Registry.

E30 On-the-Job Training

IAJCC staff established an on-the-job training contract with an employer. Under the
contract, the employer provided occupational training to a WIOA participant in
exchange for a specified percentage reimbursement of the participant's wage rate, and
received technical assistance from AJCC staff throughout the life of the training
contract.

E31 Older Worker Hiring

AJCC staff conducted outreach efforts to employers highlighting the potential of older
works and their contributions to a diverse workforce. The outreach efforts highlighted
traits that make older workers ideal candidates for employment, including their
reliability, commitment, enthusiasm, and a keen know-how that comes with a lifetime
of experience.
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E32 Rapid Response (layoff or closure)

IAJCC staff provided rapid response activities in the case of a permanent closure or
mass layoff at a plant, facility or enterprise, or a natural or other disaster that resulted
in mass job dislocation in order to assist dislocated workers in obtaining reemployment
as soon as possible. Rapid response activities include, but are not limited to,
establishing on-site contact with employers and employee representatives; providing
information and access to available employment and training activities; providing an
on-site presentation to employees on when to file for, how to file for, and who qualified
for Unemployment Insurance; assisting in establishing a labor-management
committee; voluntarily agreed to by labor and management, with the ability to devise
and implement a strategy for assessing the employment and training needs of
Dislocated Workers, and obtaining services to meet such needs; providing emergency
assistance adapted to the particular closure, layoff or disaster; and providing
assistance to the local community in developing a coordinated response and in
obtaining access to state economic development assistance.

E33 Recruitment at EDD

An employer used an AJCC's facility and scheduling services to screen and interview
job- seeking participants.

E34 Reverse Referral Agreement

AJCC staff established an agreement with an employer that it would provide a handout
or poster to encourage job seekers to enroll and enter a résumé in CalJOBS. The
rationale for this agreement is that when an employer has openings and lists them in
the CalJOBS those job-seekers’ résumés can be accessed by the employer. This
agreement reduces business interruptions to the employer when there are no
openings, and expands the job-seeker participant pool in CalJOBS.

E35 Résumé Referral

IAJCC staff conducted a résumé search to find job-seeking participants' résumés that
match an employer's job requirements, and provided those résumés to the employer.

E36 Career Pathway Programs

IAJCC staff informed employers about the Career Pathway programs, located in their
local and regional area. This may include inquiring about an employer's interest and/or
ability to assist with Career Pathway Programs, including job shadowing, work
experience sites, mentoring, speaking engagements, and employer focus groups.

E37 Targeted Recruitment

AJCC staff coordinated a focused recruitment campaign for a new business venture, or
a facility needing a large number of specialized workers.
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E38 Tax Credit Programs

IAJCC staff informed an employer about available hiring incentives and tax credits
including, but not limited to, the Work Opportunity Tax Credit (WOTC), Empowerment
Zone/Renewal Community Tax Incentives, the Disabled Access Credit, and the
Architectural and Transportation Tax Deduction.

This definition does not include the Veteran Hiring Incentive Program (E43).

E39 Trade Assistance Act

AJCC staff informed an employer of Trade Assistance Act (TAA) associated programs.

E40 Training for New Employees

AJCC staff informed an employer of funding available through the Employment Training
Panel (ETP) for workforce training programs, and referred it to the ETP website or phone
number for additional information.

E41 Training for Current Employees

AJCC staff informed an employer of funding available through the Employment Training
Panel (ETP) for workforce training programs, and referred it to the ETP website or phone
number for additional information.

E42 Unemployment Insurance

AJCC staff sponsored a seminar for employers regarding Unemployment Insurance.

E43 \Veteran Hiring Incentive Program

AJCC staff informed an employer about the Work Opportunity Tax Credit (WOTC) and
that "Qualified Veterans" is one of the WOTC target groups that may qualify the
employer for a tax credit.

E44 'Welfare Recipient Hiring

AJCC or staff assisted an employer in hiring a welfare recipient.

E45 'Work Experience Programs

IAJCC staff coordinated with an employer to provide a participant with a Work
Experience Opportunity, and technical assistance throughout the life of the contract.
Work Experience is a planned, structured learning experience that takes placein a
workplace for a limited time period. It may be paid or unpaid, as appropriate, and may
be in the private for-profit sector, the nonprofit sector, or the public sector.

E46 'Workforce Innovation and Opportunity Act (WIOA)

IAJCC staff informed an employer of available Workforce Innovation and Opportunity
Act employer services that include, but are not limited to, customized training, on-the-
job- training reimbursement assistance, and training subsidies.
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E47 'Work Opportunity Tax Credit (WOTC)

IAJCC staff processed an employer's application for Work Opportunity Tax Credit
(WOTC) certification. Application processing includes, but is not limited to, ensuring
the applicable forms (i.e., IRS 8850 [Pre-screening Notice and Certification Request],
ETA 9061 [Individual Characteristics From], and ETA 9154 [Youth Self-Attestation Form])
are accurately completed; conducting an employee background check to ensure the
employer received the highest tax credit they are eligible for; inform the employer that
the application must be post-marked no later than the 28th calendar day following the
new employee's start date; if necessary, sending a request to employer for more
information; and sending the employer a certification or denial letter.

E48 'Youth Employment Opportunities

A Youth Employment Opportunity Program (YEOP) Specialist contacted an employer for
the purposes of informing the employer about YEOP, and encouraging the employer to
hire a Youth participant.

E51 CalJOBS Suppressed Job Listing Referral

AJCC staff entered a suppressed job listing into CalJOBS, and assisted the employer in
filling the opening through either of the following service levels: résumé search service
(staff screen and select job-seeking participants and send the résumés of participants
who match the job requirements), or mediated staff services (staff screen and select
participants and provide them with the employer contact instructions).

E52 OFCCP Employer Outreach

IAJCC staff conducted outreach to a contractor or subcontractor that holds any federal
or federally assisted construction contract in excess of $10,000. Services may include
assistance with the Office of Federal Contract Compliance Programs (OFCCP)
requirements, such as affirmative action and equal employment opportunity.

E54 Lay-Off Aversion Activities

AJCC staff provided lay-off aversion strategies and activities designed to prevent, or
minimize a participant's unemployment. These strategies include, but are not limited
to, the following:

1. Ongoing engagement and partnership-building activities with local businesses
and community to avert lay-offs, and assist Dislocated Workers in obtaining
employment as soon as possible.

2. Provide employers assistance in reduction-in-force management.

3. Fund feasibility studies to determine if the company's operations might be
sustained through a buyout or other means.

4. Develop and/or manage incumbent worker programs via connecting
companies to state Short-Time Compensation or other programs to prevent
layoffs; quickly re-employ Dislocated Workers; business loans for employee
skill upgrading, along with other available government and local resources.

5. Establish linkages at the federal, state, and local levels, including the
Department of Commerce, state and local resources available for business
retention and expansion; partner or contract with business-focused
organizations to assess risks to companies and how those risks can be
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ameliorated; analyses of affected company's suppliers to assess their risks
and vulnerabilities.

6. Connect businesses and workers to short-term, on-the-job, or customized
training programs, and/or apprenticeships before or after lay-offs to facilitate
rapid re-employment.

Locally-defined lay-off activities.

E55 Candidate Pre-Screen (on behalf of employer)

IAJCC staff provided an employer, employer association, or other such organization,
customized screening and referral of qualified participants; or in addition to Wagner-
Peyser services, received customized employment-related services on a fee-for-service
basis; and/or was provided business services and strategies that met the workforce
investment needs of area employers, as determined by the Local Board, and consistent
with the local plan.

E56 Other Referral (referred to other agency for service)

AJCC staff referred an employer/company to another public agency to obtain services
not available through WIOA/EDD/TAA programs.

E57 Follow-Up with Employer on New Hires

IAJCC staff contacted the employer to determine if a hired participant was successful,
and to provide as-needed additional assistance to the employer to ensure satisfaction
with the business services provided by AJCC staff.

E59 Follow-Up with Employer on Referred Candidate

IAJCC staff contacted an employer via phone, email, or in person to follow-up on a
candidate referred by staff to a CalJOBS job listing.

E60 Employer Networking

IAJCC staff provided an employer with information regarding AJCC services in an effort
to establish a relationship, or to maintain an existing relationship.

E61 HR Consultation Services

AJCC staff provided the employer with Human Resource (HR) related services, such as
pre-employment testing, background checks and assistance in completing the |-9

paperwork, and providing employers with job and task analysis services, and
absenteeism analysis.

E62 Referral to Community Resource

IAJCC staff provided a proactive linkage and referral to community resources that
support the employer's workforce needs.
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E63 \Veteran Employer Council (VEC)

AJCC staff provided an employer information regarding the Veteran Employer Council
(VEC), or provided AJCC services to an employer at a VEC event.

E64 Small Business Downsizing/Closure Assistance

AJCC staff provided services to a small business that is downsizing or expected to go
out of business. Assistance may include onsite visits to provide the employer with
information on the available AJCC services for affected employees and referrals to
appropriate community resources.

E65 Engaged In Strategic Planning/Economic Development

IAJCC staff engaged in workforce investment strategic planning or business growth and
economic development strategic planning. These activities include, but are not limited
to, participating in community-based strategic planning; sponsoring employer forums;
securing information on industry trends; providing information for the purpose of
corporate economic development planning; partnering in collaborative efforts to
identify workforce challenges; and developing ways to address those challenges.

E66 Accessed Untapped Labor Pools

IAJCC staff established pipeline activities in partnership with the public workforce
system to access untapped labor pools. These activities include, but are not limited to:
outreach to youth, veterans, individuals with disabilities, older workers, ex-offenders,
and other targeted demographic groups; industry awareness campaigns; joint
partnerships with high schools, community colleges, or other education programs to
improve skill levels; and programs to address limited English proficiency and vocational
training.

E67 Customized Training

IAJCC staff provided publicly funded customized training assistance to an employer.

E68 Incumbent Worker Training

IAJCC staff provided publicly funded incumbent worker training assistance to an
employer.

E69 Follow-Up with Employer on Employer Services

IAJCC staff contacted the employer to determine if employer services that were
provided by the AJCC were successful.

E70 'Youth Outreach and Marketing Presentation

Staff conducted presentations at entities (e.g., employers, community-based
organizations, schools, workforce partners) in the community serving youth on the
available EDD and partner youth services and resources as part of the YEOP expansion
effort.
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E71 'Youth Outreach and Marketing Contact

Staff contacted entities (e.g., employers, community-based organizations, schools,
workforce partners) serving youth to schedule an appointment to provide information
on the available EDD and partner youth services and resources as part of the YEOP
expansion effort.

E72 DOLVETS Hire Medallion Program (HVMP)

Staff provided information regarding the HVMP that recognizes employers who hire and
retain veterans throughout the year and have dedicated resources for their veteran
employees.

E73 Reasonable Accommodation

Provided Employer information on reasonable accommodations that may include, but
not limited to, physical change, accessible communication and assistive technologies,
modified work tasks, and policy enhancements.

E74 RETAIN - Employer
'The Employer received services from a staff member on the Retaining Employment and
Talent After Injury/Illness Network (RETAIN).

*This code should not be used by staff that are not associated with the Local Area(s)
who have received funding to carry out this pilot program.

E75 RETAIN - Provider
'The Health Provider received services from a staff member on the Retaining
Employment and Talent After Injury/Illness Network (RETAIN).

*This code should not be used by staff that are not associated with the Local Area(s)
who have received funding to carry out this pilot program.

E90 Referred Qualified Applicants
Staff referred client to employer based on their review of the client’s resume, skills and
qualifications.

*This code is system generated at time of client referral.

E92 Notification to Employer of Potential Applicant
Staff notified client of potential job.

*This code is system generated at time of client notification.
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Personally Identifiable Information (Pll) Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

All programs receiving funding under the Workforce Innovation and Opportunity Act (WIOA) must
protect all personally identifiable information (PIl) and other sensitive information. All WIOA-
funded agencies are required to take aggressive measures to mitigate the risks associated with the
collection, storage, and dissemination of sensitive data, including PII.

BACKGROUND

As part of its grant activities, the City of Los Angeles Workforce Development System (WDS) may
have in their possession large quantities of PIl relating to their organization and staff; partner
organizations and their staff; and individual program participants. This information is generally
found in personnelfiles, participant data sets, performance reports, program evaluations, grant and
contract files, and other sources.

Definitions
e Pll-Information that can be used to distinguish or trace an individual’s identity, either
alone or when combined with other personal or identifying information that is linked or
linkable to a specific individual.

e Sensitive Information — Any unclassified information whose loss, misuse, or unauthorized
access to or modification could adversely affect the interest or the conduct of Federal
programs or the privacy to which individuals are entitled under the Privacy Act.

e Protected Pll and Non-sensitive Pll - The United States Department of Labor (DOL) has
defined two types of PII: (1) Protected PIl and (2) Non-sensitive Pll. The differences
between protected Pll and Non-sensitive Pll are primarily based on an analysis regarding
the “risk of harm” that could result from the release of the PII.

1. Protected Pll is information that, if disclosed, could harm the individual whose name or
identity is linked to that information. Examples of protected Pll include, but are not limited
to, social security numbers (SSNs), credit card numbers, bank account numbers, home
telephone numbers, ages, birthdates, marital status, spouse names, educational history,
biometric identifiers (fingerprints, voiceprints, iris scans, etc.), medical history, financial
information, and computer passwords.

2. Non-sensitive Pll, on the other hand, is information that, if disclosed by itself, could not
reasonably be expected to result in personal harm. Essentially, it is stand-alone
information that is not linked or closely associated with any protected or unprotected PII.
Examples of hon-sensitive Pll include information such as first and last names, e-mail
addresses, business addresses, business telephone numbers, general education,
credentials, gender, or race. However, depending on the circumstances, a combination of
these items could potentially be categorized as protected or sensitive PII.
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POLICY AND PROCEDURES

Federal regulations require that Pll and other sensitive information be protected. The WDS must
secure transmission of Pll and sensitive data developed, obtained, or otherwise associated with
WIOA funds and must comply with all of the following:

e To ensure that such Pll is not transmitted to unauthorized users, all Pll and other sensitive
data transmitted via e-mail or stored on CDs, DVDs, thumb drives, etc., must be
encrypted. The WIOA-funded agencies must not email unencrypted sensitive Pll to any
entity.

e The City and all WIOA-funded agencies must take the steps necessary to ensure the
privacy of all Pll obtained from participants and/or other individuals and to protect such
information from unauthorized disclosure. All agencies must maintain such Pllin
accordance with the DOL Employment and Training Administration standards for
information security described in this policy.

e The WIOA-funded agencies shall ensure that any Pll used during the performance of their
agreement with the City has been obtained in conformity with applicable federal and state
laws governing the confidentiality of information.

e The WIOA-funded agencies further acknowledge that all Pll data shall be stored in an area
thatis physically safe from access by unauthorized persons at all times.

e The WIOA-funded employees and other personnel who will have access to
sensitive/confidential/proprietary/private data (1) must be informed of the confidential
nature of such information and of the safeguards required to protect such information; and
(2) must be advised that, per federal and state laws, civil and criminal sanctions may be
imposed for noncompliance.

e The WIOA requires that funded agencies have in place policies and procedures under
which their employees and other personnel acknowledge (1) their understanding of the
confidential nature of the data, (2) the requirements with which they are required to
comply when handling such data, and (3) that they may be liable to civil and/or criminal
sanctions for noncompliance with statutory nondisclosure requirements.

e Grantees must not extract information from data supplied by the CallOBS®" system for
any purpose not stated in their contract agreement with the City.

e Access to any Pll must be restricted to only those employees who need it in their official
capacity to perform duties in connection with the scope of work in the agreement with the
City.

e All Pll data must be processed in a manner that will protect the confidentiality of the
records/documents and is designed to prevent unauthorized persons from retrieving such
records by computer, remote terminal, or any other means. Data may be downloaded to,
or maintained on, mobile or portable devices only if the data are encrypted.

e The WIOA funded agencies must permit city, state, and federal staff to make onsite
inspections during regular business hours for the purpose of conducting audits and/or
conducting other investigations to assure that the WIOA funded agency is complying with
the confidentiality requirements described in this policy.

e The WIOA funded agencies must retain data only for the period of time required to use it
for assessment and other purposes, or to satisfy applicable Federal records retention

6 - 91



YEAR 25 ANNUAL PLAN FOR PROGRAM YEAR 2024-25 - DRAFT

requirements, if any. Thereafter, all data will be destroyed, including the degaussing of
magnetic tape files and the deletion of electronic data.

SUBMISSION PROCEDURES

e Before collecting Pll or sensitive information from participants, the WIOA-funded agencies
must have participants sign releases acknowledging the use of PIl for grant purposes only.

e Whenever possible, use unique identifiers for participant tracking instead of SSNs. While
SSNs may initially be required for performance tracking purposes, a unique identifier could
be linked to each individual record. Once the SSN is entered for performance tracking, the
unique identifier will be used in place of the SSN for tracking purposes. If SSNs are to be
used for tracking purposes, they must be stored or displayed in a way that is not
attributable to a particular individual, such as using a truncated SSN.

e Use appropriate methods for destroying sensitive Pll in paper files (i.e., shredding or using
a burn bag) and securely deleting sensitive electronic PII.

e Do not leave records containing Pll open and unattended.

e Store documents containing Pll in locked cabinets when notin use.

e Anagency’s failure to comply with the requirements identified in this policy, or any
improper use or disclosure of Pll for an unauthorized purpose, may result in the
termination or suspension of the agreement with the City or the imposition of special
conditions or restrictions, or such other actions as the City may deem necessary to
protect the privacy of participants or the integrity of data.

REFERENCES

e Privacy Act of 1974

e Computer Security Act of 1987

e Title Il of the E-Government Act of 2002

e Office of Management and Budget (OMB) M-0615, Safeguarding Personally Identifiable
Information

e OMB M-06-19, Reporting Incidents Involving Personally Identifiable Information and
Incorporating the Cost for Security in Agency Information Technology Investments

e Executive Order 13402 established the President’s Task Force on Identity Thief
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WIOA Data Validation

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding the Workforce Innovation
and Opportunity Act (WIOA) data validation requirements. Data validation contains various
activities that ensure the accuracy of quarterly and annual performance reports, protect data
integrity, and encourage the timely resolution of data anomalies and inaccuracies. This policy
applies to all WIOA-funded programs within all WorkSource and YouthSource Centers.

BACKGROUND

The State EDD issued WSD 22-04 regarding WIOA Data Validation. The directive indicates Section
116 of WIOA establishes performance accountability indicators and performance reporting
requirements to assess the effectiveness of states and Local Workforce Development Areas (Local
Area) in achieving positive outcomes for individuals served by the workforce development system’s
programs. The WIOA provides a historic opportunity to align performance-related definitions,
streamline performance indicators, integrate reporting, and ensure comparable data collection and
reporting across programs, while also requiring the collection and reporting of program-specific
data.

To comply with WIOA regulations, the Employment Development Department (EDD) is required to
conduct data validation on program participant files on an annual basis. Data validation is a series
of quality assurance techniques established to verify the accuracy, validity, and reliability of data
entered into CalJOBS and reported to the Department of Labor (DOL). The data validation ensures
that all program data routinely and accurately reflects the characteristics and performance of each
program. Ultimately, the purposes of validation procedures are as follows:

e Verify the performance data reported by grant recipients to the DOL are valid, accurate,
reliable, and comparable across programs.

e |dentify anomalies in the data and resolve issues that may cause inaccurate reporting.

e QOutline source documentation required for data elements.

e |mprove program performance accountability through the results of data validation efforts.

Data validation compares data entered into CalJOBS against source documentation. The EDD
utilizes the data validation findings to assess the accuracy of program participant data pulled from
CalJOBS and reported to the DOL.

POLICY AND PROCEDURES
Provides a list of the allowable source documents needed to perform validation on each data
element. Most data elements have multiple forms of acceptable source documentation. If there
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are multiple documents collected for the same data element and the sources conflict, the most
objective source document determines if the data is valid and accurate.

The source documentation types include the following:

1. Crossmatch — A crossmatch utilizes supporting evidence for the data element in a database
administered by a WIOA core program. The description of the allowable source documentation for
each data element identifies the allowable databases.

2. Self-attestation — Self-attestation (also referred to as a participant or applicant statement)
occurs when a participant states their status for a particular data element and then signs and dates
a form acknowledging this status.

The key elements for self-attestation are as follows:
a) The participant identifies their status for permitted elements.
b) The participant sighed and dated a form attesting to this self-identification. The form and
signature can be on paper or in CalJOBS with an electronic signature.

*Note that self-attestation is not the primary method of gathering documentation to verify
data elements. Self-attestation may be used when an item is unverifiable, or it is
unreasonably difficult to obtain. The applicant’s difficulty in obtaining documentation does
not need to entail hardship or suffering to justify using self-attestation.

3. Case Notes — Case notes refer to either paper or electronic statements by the case manager that
identify, at a minimum, the following:

a) A participant's status for a specific data element.

b) The date on which the information was obtained.

c) The case manager who obtained the information.

4. Electronic Records - Electronic records are participant records created, stored, or transferred in
a form that only a computer can process and are maintained in CalJOBS.

Program staff are required to maintain source documentation as electronic files in CalJOBS.
CalUOBS can maintain electronic documents using the CalOBS Document Management and
Scanning module. This module provides a secure, centralized place to manage source documents.

Staff are responsible for ensuring the data in CalJOBS is accurate and timely. If CalJOBS information
is incorrect, staff should submit a CalJOBS Correction Request Form to the LA City MIS
Administrator Unit.

REFERENCES

e EDD Workforce Services Directive (WSD) 22-04: WIOA Data Validation (September 1,
2022)
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e EDDWSD22-15 - WIOA Data Validation Source Documentation (June 27, 2023)
e WIOA (Public Law 113-128) Section 116(d)(5), Section 185(a)(3)(c), and Section 188

e Title 2 Code of Federal Regulations (CFR) Part 200: Uniform Administrative Requirements,
Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance), Section
200.334.

o Title 29 CFR Part 97: Retention and Access Requirements for Records (Uniform
Guidance), Section 97.42

e Training and Employment Guidance Letter (TEGL) 23-19, Guidance for Validating Required
Performance Data Submitted by Grant Recipients of U.S. Department of Labor (DOL)
Workforce Programs (June 18, 2020)

e TEGL 7-18, Guidance for Validating Jointly Required Performance Data Submitted under
the Workforce Innovation and Opportunity Act (WIOA) (December 19, 2018)
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Definition of Demand Occupations Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance on “in demand” industry to ensure America’s Job Center of
California/WorkSource provider staff, and One-Stop partners, select appropriate training programs
for customers of the WIOA system.

BACKGROUND

The term “in-demand industry sector” means: an industry sector that has a substantial current or
potential impact as a result of the high number of job openings or fastest growing occupations
within that sector in a given region. These types of jobs lead to economic self-sufficiency and
provide increased opportunities for advancement in the state, regional, or local economy, as
appropriate; fuel the growth and the stability of feeder and other supporting businesses, as well as
the growth of other industry sectors; or an occupation that currently has or is projected to have a
number of positions (including positions that lead to economic self-sufficiency and opportunities
for advancement) in an industry sector, so as to have a significant impact on the state, regional, or
local economy.

The determination of whether an industry sector or occupation is in-demand shall be made by the
state or local board, as appropriate, using state and regional business and labor market projections,
including the use of Labor Market Information (LMI). This information is available online at:
www.labormarketinfo.edd.ca.gov

The following are additional sources defining Demand Occupations:

e Los Angeles Economic Development Corporation’s (LAEDC) economic research at
www.laedc.org http://www.laedc.org/;

e The U.S. Bureau of Labor Statistics website at www.bls.gov has available information on
occupations, annual and hourly wages, career tracks, etc.;

e The WDB may define targeted sectors as demand sectors;

e Other additional labor market resources may be used as long as the following information
is presented: a) justification of any determination that a particular job is in a demand
occupation; b) documentation of any steps taken in reaching that determination; and c)
documentation in the file of the particular customer for whom such determination is
made.

POLICY AND PROCEDURES

Individual Training Account (ITA) training services made available to eligible adults and dislocated
workers must be directly linked to the employment opportunities either in the local area or in
another area to which the individual is willing to relocate. Local Workforce Development Areas
(LWDA) therefore need to identify “demand occupations” The demand occupations are
subsequently used in determining programs of training services that lead to these employment
opportunities.
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Definition of Gender Equity Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance to ensure equity for women and girls throughout the City of Los
Angeles Workforce Development System. The goal of this policy is to address the inherent set of
disadvantages and biases women face in obtaining education and training for and placement in
high-wage occupations and professions, and to overcome their multiple barriers to full participation
and advancement in the labor market.

Definition of Gender Equity

Equity means fairness of treatment of women and girls in the Workforce Development System
(WDS) according to their respective needs. This includes equal treatment to men and boys, or
treatment that is different, but equivalent in terms of rights, benefits, obligations, and
opportunities.

BACKGROUND

In August 2015, Mayor Garcetti issued an Executive Directive requiring each General Manager or
Head of a City of Los Angeles Department to submit and implement a Gender Equity Action Plan
that:

e Upholds an inclusive work environment that promotes fairness and fosters the equal
participation of women in leadership positions at all levels;

e Tracks recruitment in fields where women remain underrepresented (such as public
safety, science, technology, engineering, and mathematics) and addresses
underrepresentation;

e Tracks contracts and promotes ways to ensure equal contracting opportunities for
women-business enterprises;

e Evaluates City services to discover ways to increase gender equity parity and to promote
equal opportunities for and the advancement of women and girls;

e Provides any raw data regarding sex and gender on the City’s open-data portal;

e |dentifies and develops baseline metrics regarding the status of women and girls; and

e Publishes on the online Gender Equity Dashboard metrics and indicators related to the
status of women and girls.

In alignment and support of achieving gender equity, the Workforce Development Board (WDB) will
undertake immediate and ongoing efforts to integrate a gender perspective into the design,
implementation, delivery, monitoring, and evaluation of services provided through the Workforce
Development System that produce greater outcomes for women and girls. Additionally, the WDB
will actively collaborate with the City of Los Angeles Commission on the Status of Women on the
implementation of this Executive Directive.

POLICY AND PROCEDURES
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Data Gathering & Reporting

In order to establish a baseline to determine whether all City operated workforce development
programs and services meet the unique needs of women and girls, the Economic and Workforce
Development Department (EWDD) and its workforce development contractors shall provide the
following data to the WDB:

e Enrollment numbers for all women and girls by workforce development program

e Participant characteristics for women and girls enrolled in workforce development
programs (e.g., income levels, educational levels, school status, barriers to employment,
labor force status, public assistance recipient, veteran, etc.)

e Supportive services provide to women and girls while enrolled in workforce development
programs

e Trainings (e.g., occupational skills, work experience, on-the-job, subsidized wage, etc.)
facilitated for women and girls enrolled in workforce development programs

e Trainings facilitated for women and girls by occupation and industry sector

e Training resources expended in support of women and girls enrolled in workforce
development programs

e Training completions and training-related job placements of women and girls enrolled in
workforce development programs

e Job placements of women and girls upon completion of workforce development programs

e Wages (i.e., training and non-training related) achieved by women and girls upon
completion of workforce development programs

e Retention rates for women and girls placed in jobs after completion of workforce
development programs

The above shall be made available to the WDB upon request, as part of its ongoing efforts to
evaluate workforce development programs, and at the mid-year and program year’s end. Said data
will be used to assess the effectiveness of workforce development service delivery to women and
girls.

Outreach Efforts/Training and Recruitment Events

The Economic and Workforce Development Department (EWDD) and its workforce development
contractors shall ensure that all marketing/ outreach materials, other than those targeting a
specific population, be free from gender bias and stereotypes. Marketing/outreach images of
gender bias and stereotypes corresponding to certain occupations must be avoided. Recruitment
events conducted for the purposes of training enrollments, training referrals, job placements, etc.
shall be free of gender bias and stereotypes, as well.

REFERENCES
e Executive Directive #11, “Gender Equity in City Operations,” August 2015



YEAR 25 ANNUAL PLAN FOR PROGRAM YEAR 2024-25 - DRAFT

*Definition of Good Jobs Policy

EFFECTIVE DATE: JULY 1,2024

POLICY STATEMENT

This policy defines good jobs and aims to ensure that the distribution of Workforce Innovation and
Opportunity Act (WIOA) resources are directed and informed based on job quality. AJCC
operators in the City’s Workforce Development System should integrate good jobs strategies into
its employer partnerships and workforce training. It also defines what constitutes a living wage for
Los Angeles.

BACKGROUND

Good jobs are the foundation of an equitable economy that lifts up workers and families and
makes businesses more competitive globally. They allow everyone to share in prosperity and
support local communities and the entire U.S. economy. Workers know the value of a good job
that provides stability and security for them and their families. All work is important and deserving
of dignity. Many companies recognize that providing good quality jobs — that make them an
employer of choice — creates a clear competitive advantage when it comes to recruitment,
retention, and execution of a company's mission.

WDS stakeholders and partners can play a role in identifying and promoting good jobs to make the
workforce system more equitable and responsive to worker and business needs.

DEFINITION

The Departments of Commerce and Labor have partnered to identify what comprises a good job.
These eight principles create a framework for workers, businesses, labor unions, advocates,
researchers, state and local governments, and federal agencies for a shared vision of job quality.
The WDB and EWDD adopt the following framework to define the characteristics of good jobs.

e Recruitment and Hiring: Qualified applicants are actively recruited — especially those
from underserved communities. Applicants are free from discrimination, including
unequal treatment or application of selection criteria that are unrelated to job
performance. Applicants are evaluated with relevant skills-based requirements.
Unnecessary educational credentials and experience requirements are minimized.

e Benefits: Full-time and part-time workers are provided family-sustaining benefits that
promote economic security and mobility. These include health insurance, a retirement
plan, workers' compensation benefits, work-family benefits such as paid leave and
caregiving supports, and others that may arise from engagement with workers. Workers
are empowered and encouraged to use these benefits.

e Diversity, Equity, Inclusion, and Accessibility (DEIA): All workers have equal
opportunity. Workers are respected, empowered, and treated fairly. DEIA is a core value
and practiced norm in the workplace. Individuals from underserved communities do not
face systemic barriers in the workplace. Underserved communities are persons adversely
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affected by persistent poverty, discrimination, or inequality, including Black, Indigenous,
people of color; LGBTQ+ individuals; women; immigrants; veterans; individuals with
disabilities; individuals in rural communities; individuals without a college degree;
individuals with or recovering from substance use disorder; and justice-involved
individuals.

¢ Empowerment and Representation: Workers can form and join unions. Workers can
engage in protected, concerted activity without fear of retaliation. Workers contribute to
decisions about their work, how it is performed, and organizational direction.

e Job Security and Working Conditions: Workers have a safe, healthy, and accessible
workplace, built on input from workers and their representatives. Workers have job
security without arbitrary or discriminatory discipline or dismissal. They have adequate
hours and predictable schedules. The use of electronic monitoring, data, and algorithms is
transparent, equitable, and carefully deployed with input from workers. Workers are free
from harassment, discrimination, and retaliation at work. Workers are properly classified
under applicable laws. Temporary or contractor labor solutions are minimized.

e Organizational Culture: All workers belong, are valued, contribute meaningfully to the
organization, and are engaged and respected especially by leadership.

e Pay: All workers are paid a stable and predictable living wage before overtime, tips, and
commissions. Workers' pay is fair, transparent, and equitable. Workers' wages increase
with increased skills and experience.

e Skills and Career Advancement: Workers have equitable opportunities and tools to
progress to future good jobs within their organizations or outside them. Workers have
transparent promotion or advancement opportunities. Workers have access to quality
employer- or labor-management-provided training and education.

Implementation of these Good Jobs Principles should take into account local context and other
circumstances, such as employer size. This means that, while a good job may not necessarily
reflect all eight principles equally, an employer interested in providing good jobs should
demonstrate commitment to and operationalization of these principles. 15 The workforce system
should continually engage with employers to increase good job opportunities and help build
partnerships that raise job quality in meaningful ways. The system should engage with employers
and help them work to create more good jobs no matter where they are in terms of integrating the
Good Jobs Principles.

Attachment | below represents the components of a good job, including what is necessary for a
worker to have basic dignity; what career supports help a worker to grow their skills and climb a
career pathway; and what worker empowerment opportunities can be embedded into businesses
to ensure worker voice is heard and respected. The details of each bullet can change based on
local factors, but the broad components of each should exist for a job to be considered a good
job.
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Attachment I: Sample Job Quality Continuum

Job Quality Continuum

Allthree are necessary for a high-guality job.

Job Necessities Career Supports Worker Empowerment
e Pay e Recruitment and Hiring e Empowerment and
o Job Security and Working o Skills and Career Representation
Conditions Advancement e Organizational Culture
e DEIA
* Benefits
POLICY AND PROCEDURES

Job quality expectations are directly related to WIOA. The purpose of WIOA is to help people
attain economic self-sufficiency while giving employers opportunities to train, hire, and retain
workers. WIOA Section 2(3) declares one purpose of the statute is: “To improve the quality of the
workforce, reduce welfare dependency, increase economic self-sufficiency, meet the skill
requirements of employers, and enhance the productivity and competitiveness of the Nation.”
Improving the quality of the workforce and increasing economic self-sufficiency calls for
jobseekers to secure good jobs with family-sustaining wages and advancement opportunities.
Evidence-based workforce strategies such as career pathways and sector strategies, when
appropriately designed and implemented, can increase the quality of jobs that program
participants enter and close equity gaps among program participants. The workforce system can
design services and develop sector partnerships with employers, educators, labor organizations,
and community partners to create good jobs and well-defined career pathways starting from
entry-level positions.

Embedding Good Jobs Principles into Workforce Development

As we work towards embedding job quality principles into ongoing workforce development
activities, tailored to the economy and community they serve, it will be important for workforce
system program staff to be knowledgeable about these Good Jobs Principles, so they can
empower workers and employer customers to prioritize job quality.

Below are some techniques the workforce system should implement to ensure job quality
discussions are occurring with jobseekers, exiters, and potential employers. This is not an
exhaustive list of ways the workforce system can integrate the Good Jobs Principles into its
services.
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Services to Jobseekers, Workers, and Employers
e Train jobseekers about good jobs. WIOA program staff, grantees, and workforce

development partners can help individuals identify quality employment opportunities,
understand and navigate benefit options, negotiate pay, and understand their workers’
rights and where and how to seek recourse when those rights are violated. AJC workforce
programs may also help jobseekers and workers find information about the quality of jobs
within an industry, within specific occupations, or with respect to jobs of an individual
employer.

e Embed good job discussions in all career services. To improve employment outcomes for
program participants, AJC staff should include discussions about job quality as a
component of career services. For instance, quality career counseling includes
discussions of good job characteristics such as pay, benefits, and career advancement
into any career pathways discussion, individualized employment plan, or individualized
service strategy. Such discussion is useful at any pointin a jobseeker’s career.

For example, workforce development practitioners and other youth workforce
development practitioners should work with youth to ensure they are connected to the
appropriate work experience or employment opportunity for them, e.g., work experiences
that prepare them for a high-wage job, a pre-apprenticeship, or living wage work.
Additionally, workforce development practitioners should ensure that women are
presented with all employment and training opportunities, including in non-traditional
sectors for women. If a participant is already employed but could benefit from better pay
and working conditions, AJC and grantee staff can help that individual identify and pursue
alternate good job opportunities such as through a Registered Apprenticeship or find
training programs convenient for working adults and offer supportive services during
training to aid their progress into higher-paying or otherwise good jobs.

e Ensure jobseekers access needed supportive services to attend necessary training that
will lead to a good job. AJC program staff should help connect participants to the
supportive services they need to complete training or a Registered Apprenticeship—such
as transportation, childcare, and housing support—whether via WIOA or a partner
program. This is particularly important to help vulnerable individuals stay in a training
program or Registered Apprenticeship, rather than taking a lower-quality job or multiple
jobs simply to make ends meet.

e Collect data about job quality for program exiters. Workforce grantees can also collect
quality information through follow-up conversations and feedback processes for
participants post-employment, to share their experiences once on the job such as the
employer’s benefits, pay, and workers’ perceptions of worker empowerment, potential
career growth with the employer, and compliance with equal opportunity and anti-
discrimination laws and guidelines. Grantees or the local WDB may choose to collect this
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feedback as a component of their participant follow-up services or customer satisfaction
surveys.

Services to Employers
e Highlight job quality as a recruitment and retention strategy. WIOA program staff and

workforce grantees can also incorporate job quality into services for businesses,
particularly for smaller or medium sized employers that look to AJCs for recruitment and
retention strategies. When examining new ways of increasing labor force participation,
hiring, and retaining employees, an easy first step is a comparison of the cost of turnover
versus the cost of increased wages or benefits. The Aspen Institute has created a helpful
cost of turnover tool, which provides a framework for employers to calculate the total cost
of replacing workers, including both direct and indirect costs of employee separation.17
This cost analysis makes the case for investing in workers, whether directly through pay or
via training programs and professional development.

e Assistemployers inimplementing Good Jobs Principles. Business services
representatives can help employers attract and retain talent through becoming a
Registered Apprenticeship sponsor, exploring pay scale adjustments and benefit options,
and providing training on responsibilities for worker safety and health, preventing and
addressing harassment in the workplace, and promoting equal opportunity for all. The
local WDB and its employers may also choose to create a subcommittee that focuses on
fostering the Good Jobs Principles.

e Work closely with local industry associations and employer groups. Local WDBs working
to embed job quality can also partner with industry associations to test good job metrics
and expand evidence-based strategies to support job quality. Interested employers or
industry associations can use tools such as the Good Jobs Scorecard and U.S.
Department of Commerce Job Quality Toolkit to self-assess and find opportunities to
enhance the quality of their jobs.

Living Wages

Definition: A living wage is what one full-time worker must earn on an hourly basis to help cover
the cost of their family's minimum basic needs where they live while still being self-sufficient.

Today, families and individuals working in low-wage jobs make too little income to meet minimum
standards of living in their community. MIT developed the Living Wage Calculator to help
individuals, communities, employers, and others estimate the local wage rate that a full-time
worker requires to cover the costs of their family’s basic needs where they live.

The living wage shown is the hourly rate that an individual in a household must earn to support
themselves and/or their family, working full-time, or 2080 hours per year. The tables below provide
living wage estimates for individuals and households with one or two working adults and zero to
three children. In households with two working adults, all hourly values reflect what one working
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adult requires to earn to meet their families’ basic needs, assuming the other adult also earns the
same.

The poverty wage and state minimum wage are for reference purposes. Poverty wage estimates
come from the Department of Health and Human Services’ Poverty Guidelines for 2024 and have
been converted from an annual value to an hourly wage for ease of comparison. The state minimum
wage data is sourced from the Labor Law Center and includes the minimum wage in a given state
as of January of that year. Explore the living wage calculator tool for Los Angeles County. The data
was last updated on February 14, 2024.

Child | Child | Child | Child | Child | Child | Child | Child | Child [ Child | Child | Child

Living
Wage | $26.63 | $48.03 | $61.73 | $82.05 | $35.66 | $43.61 | $48.36 | $53.34 | $17.83 | $26.12 | $33.24 | $40.12

REFERENCES
e Training and Employment Guidance Letter (TEGL) 07-22: Increasing Employer and
Workforce System Customer Access to Good Jobs (January 18, 2023)

e Department of Commerce and Department of Labor: “Good Jobs Principles” (June 21,
2022)

e Jobs for the Future: Job Quality Start Guide (February 2024)

e Amy K. Glasmeier, “Living Wage Calculator,” Massachusetts Institute of Technology, 2024.
Accessed on April 1, 2024, https://livingwage.mit.edu/counties/06037.
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Definition of the Green Economy and Green Jobs

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy requires that all America’s Job Center of California (AJCC), locally known as
WorkSource and YouthSource Centers, use the definition of green jobs developed by the DOL’s
Bureau of Labor Statistics (BLS) to identify the number of green jobs and related training programs
reported and tracked in the State’s CalOBS®" system.

BACKGROUND

The Economic and Workforce Development Department (EWDD) recognizes the transformative
and socio-economic importance of the Green Economy for the Los Angeles region. The objective
of a green economy is to facilitate economic growth while achieving sustainable development and
preservation of the environment.

In March 2010, the Bureau of Labor Statistics (BLS) developed a definition of green jobs as part of
their green jobs initiative, with the aim of identifying the number, updated trends, geographical
distribution, industrial classification and wages of green jobs in the economy (last modified in
January 2013). BLS defines green jobs as either:

e Jobsin businesses that produce goods or provide services that benefit the environment or
conserve natural resources

e Jobsin which workers’ duties involve making their establishment’s production processes
more environmentally friendly or use fewer natural resources

Critical to the understanding of the green economy and green jobs, the BLS definition will be the
accepted definition throughout the City of Los Angeles Workforce Development system and will be
applied throughout the WDS to capture training and employment data in the green economy.

In April 2015, the Mayor’s Office released a Sustainable City plan (pLAn) that set sustainability as
a core value for the City and a course for economic and environmental sustainability. As part of the
pLAn strategy, the Mayor issued Executive Directive No. 7-Sustainable City pLAn, which orders all
General Managers, Heads of Departments/Offices and Commissions to utilize the pLAn as a tool
for strategic planning and program prioritization and to take ownership of associated components
in their respective jurisdictions. In accordance with the pLAn and directive, the Workforce
Development Board and EWDD work collaboratively with a variety of partners on the creation of
services to green businesses and green jobs.

POLICY AND PROCEDURES

Consistent with the definition, all WIOA-funded contractors are required to report participants that
have received “green training” and are placed into employment in green jobs. This data should be
captured in CalJOBS at the time of closure (exit) of participants.
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REFERENCES

e Sommers, Dixie, January 2013 Monthly Labor Review, Bureau of Labor Statistics Green
Jobs Overview.

e (City of Los Angeles Sustainability Plan

e Executive Directive No. 7, issued by Mayor Garcetti on April 8,2015
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Definition of Industry-Certified Training Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

To the greatest extent possible, participants enrolled in an accredited postsecondary education
institution or industry/ occupational skills training program (excluding those in OJT and/or
customized training) shall acquire technical skills and information required to perform a specific
job or group of jobs and attain a recognized postsecondary credential.

BACKGROUND

The Workforce Innovation and Opportunity Act of 2014 defined the term "recognized
postsecondary credential" as a "credential consisting of an industry-recognized certificate or
certification, a certificate of completion of an apprenticeship, a license recognized by the State
involved or Federal Government, or an associate or bachelor’s degree! A recognized
postsecondary credential is awarded in recognition of an individual’s attainment of measurable
technical or industry/occupation skills necessary to obtain employment or advance within an
industry/occupation. These technical or industry/occupational skills generally are based on
standards developed or endorsed by employers or industry associations.

Neither certificates awarded by workforce development boards, nor work readiness certificates,
are included in this definition because neither type of certificate documents the measurable
technical or industry/occupational skills necessary to gain employment or advance within an
occupation. These certificates are also not recognized industry-wide. Credentials must recognize
technology or industry/occupational skills for the specific industry/occupation rather than general
skills related to safety, hygiene, etc., even if such general skills certificates are broadly required to
qualify for entry-level employment or advancement in employment. Credentials/certificates that
are not recognized postsecondary credentials include, but are not limited to, Occupational Safety
and Health Administration 10-hour course (OSHA 10), Microsoft Office, National Career Readiness
Certification, ServSafe Food Handler’s Certification, and Cardio Pulmonary Resuscitation (CPR)
Certification.

The State Plan calls for the production of one million industry-recognized credentials over the next
ten years. In alignment with the vision articulated in the State Plan, the ideal characteristics of a
quality industry-recognized credential should be:

e Accessible — Affordable and readily available at places and times convenient for working
adults;

e Transparent — Clearly articulated costs and prerequisites; accurate picture of what skills,
knowledge and abilities are benchmarked by a given credential, and the value it carries in
the labor market;

e Stackable — One of multiple manageable chunks that add up to a more substantial
credential and do not require starting over at each new step;

e Portable — Transferable between firms, regions, and educational institutions;
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e Meaningful — Has value in the labor market; and
e Connected — Links to a job or an educational pathway.

The goal is for the workforce system to assess credentials based on the industry-recognized
characteristics mentioned above.

The Labor Market Information Division (LMID) is the official source for California Labor Market
Information by providing analyzed data on the State’s labor force, industries, occupations,
employment qualifications, employment projections, and wages. The objective is by using the
resources provided by LMID, an informed decision regarding a participant’s career and educational
choices can be made.

POLICY AND PROCEDURES
For the purpose of this policy, EWDD shall apply the above definition of recognized postsecondary
credential.

Avariety of different public and private entities issue recognized postsecondary credentials (not all
credentials by these entities meet the definition of recognized postsecondary credential).

e A state educational agency or a state agency responsible for administering vocational and
technical education within a state;

e Aninstitution of higher education described in Section 102 of the Higher Education Act (20
USC 1002) that is qualified to participate in the student financial assistance programs
authorized by Title IV of that Act. This includes community colleges, proprietary schools,
and all other institutions of higher education that are eligible to participate in federal
student financial aid programs;

e A professional, industry, or employer organization (e.g., National Institute for Automotive
Service Excellence certification, National Institute for Metalworking Skills, Inc., Machining
Level | credential) or a product manufacturer or developer (e.g., Microsoft Certified IT
Professional (MCITP), Certified Novell Engineer, Sun Certified Java Programmer) using a
valid and reliable assessment of an individual’s knowledge, skills, and abilities;

e DOL/ETA’s Office of Apprenticeship or a recognized State Apprenticeship Agency;

e Apublic regulatory agency, which awards a credential upon an individual’s fulfillment of
educational, work experience, or skill requirements that are legally necessary for an
individual to use an occupational or professional title or to practice an occupation or
profession (e.g., FAA aviation mechanic license, state-licensed asbestos inspector);

e Aprogram that has been approved by the Department of Veterans Affairs to offer
education benefits to veterans and other eligible persons;

e ETA’s Job Corps program, which issues certificates for completing career training
programs that are based on industry skills standards and certification requirements; or

e Aninstitution of higher education that is formally controlled, or has been formally
sanctioned, or chartered, by the governing body of an Indian tribe or tribes.

e Thefollowing are acceptable types of credentials that count toward the credential
attainment indicator:
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e Secondary School diploma or recognized equivalent (Youth participants only. Participants
must be employed, or enrolled in an education or training program leading to a recognized
postsecondary credential within one year following exit);

e Associate’s degree;

e Bachelor’s degree;

e Occupational licensure;

e Occupational certificate, including Registered Apprenticeship and Career and Technical
Education educational certificates;

e Occupational certification; or

e Otherrecognized certificates of industry/occupational skills completion sufficient to
qualify for entry-level or advancement in employment.

Note: Graduate degrees are notincluded in the definition of a recognized postsecondary credential.
Therefore, graduate degrees do not count towards credential attainment.

Sections 766-769 of the Higher Education Act of 1965 authorize the Model Comprehensive
Transition and Postsecondary Programs for Students with Intellectual Disabilities. ED provides
grants to institutions of higher education to enable them to create, or expand, high quality and
inclusive transition and postsecondary programs for these students to help prepare them for
employment. Students may or may not earn a recognhized postsecondary credential upon
completing these programs. Therefore WIOA core programs must review whether participants who
complete these programs earn a credential that meets the definition of a recognized postsecondary
credential.

Credential Verification Tool:

Using LMID’s Occupation Data tool at labormarketinfo.edd.ca.gov, an individual can research an
industry and identify if a credential is required for employment. If a credential is required for
employment, then that credential will often qualify for the credential attainment indicator.
Contractors are strongly encouraged to access EDD’s Labor Market Information Occupational
Guides before determining if a credential and/or occupational certificate qualifies under the
Credential Attainment indicator.

REFERENCES
e Training and Employment Guidance Letter (TEGL) 10-16, Change 2: Performance
Accountability Guidance for Workforce Innovation and Opportunity Act (WIOA) Core
Programs (September 15, 2022)
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Definition of Substantial Layoff

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy clarifies the definition of substantial layoff and provides guidance to America’s
Job Center of California (AJCC)/WorkSource provider staff in determining eligibility for the
Dislocated Worker Program.

BACKGROUND

WIOA Section 3(15) defines the term dislocated worker and identifies the various dislocated
worker categories. The dislocated worker category relating to substantial layoff is defined as
an individual who: “(B)(i) has been terminated or laid off, or has received a notice of
termination or layoff, from employment as a result of any permanent closure of, or any
substantial layoff at, a plant, facility, or enterprise; (ii) is employed at a facility at which the
employer has made a general announcement that such facility will close within 180 days; or
(iii) for purposes of eligibility to receive services other than training services described in
section 134(c)(3), career services described in section 134(c)(2)(A)(xii), or supportive
services, is employed at a facility at which the employer has made a general announcement
that such facility will close.” The WIOA regulations allow the local Workforce Development
Boards to further define “substantial layoff.”

POLICY AND PROCEDURES
The term substantial layoff is defined as the layoff of at least 10 employees from a plant,
facility, military installation, or enterprise in a 30-day period.

This policy requires all City of Los Angeles WorkSource Center Operators to use the
definition when determining eligibility for individuals applying for the Dislocated Worker
program.

Documentation to verify substantial layoff includes, but is not limited to, WARN Notice
(Separation Notice) or a Letter of authorization from the State WIOA Administrative
Department.

Documenting and verifying the eligibility of participants in WIOA is mandatory. WIOA-funded
agencies must confirm eligibility requirements through an examination of documents.
Eligibility determination shall be made prior to enrollment in WIOA.

REFERENCES
e WIOA Section 3 (15)
e Final Regulations 680.120
e Final Regulations 680.130
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Definition of Unlikely to Return

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy clarifies the definition of “unlikely to return” to previous occupation or industry from
employment generally due to plant closures or downsizing and provides guidance to America’s Job
Center/WorkSource provider staff in determining eligibility for the Dislocated Worker Program.

BACKGROUND
WIOA Section 3(15) defines the term dislocated worker and identifies the various dislocated

worker categories. The dislocated worker category relating to “unlikely to return” is defined as an
individual who:

“(A)(i) has been terminated or laid off, or who has received a notice of termination or layoff, from
employment; (ii)(1) is eligible for or has exhausted an entitlement to unemployment compensation;
or (1) has been employed for a duration sufficient to demonstrate, to the appropriate entity ata one-
stop center referred to in section 121(e), attachment to the workforce, but is not eligible for
unemployment compensation due to insufficient earnings or having performed services for an
employer that were not covered under a State unemployment compensation law; and (iii) is unlikely
to return to a previous industry or occupation; the WIOA regulations allow the local Workforce

Development Boards to further define “unlikely to return.”

POLICY AND PROCEDURES
To be considered as unlikely to return to a previous industry or occupation, an individual must meet
at least one of the following criteria:

e Worked in a declining industry/occupation, as documented on State or locally developed
lists of such industries/occupations; or

e Has had alack of job offers as documented by local EDD Workforce Services or
Unemployment Insurance staff, rejection letters from employers in the area, or other
documentation of unsuccessful efforts to obtain employment in the prior
industry/occupation; or,

e [sinsufficiently educated, does not have the necessary skills or can no longer meet the
minimum requirements of jobs available in field or occupation (e.g., a clerical worker
without word processing skills) for reentry into the former industry/occupation, as
documented through the assessment of the individual’s educational achievement, testing,
or other suitable means; or

e Has a physical limitation or an injury which limits the individual’s ability to perform the job
from which they were dislocated or other problems which would preclude reentry into the
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former industry/occupation, as documented by a physician or other professional (e.g.,

psychiatrist, psychiatric social worker, chiropractor, etc.); or

e Has a poor employment history indicating a reduced capacity or ability to be re-employed
in the former industry or occupation. Documentation to verify poor employment history
may include but is not limited to proof that:

o Employment has been limited to one or more part-time (20 hours per week or less), or
short-term (four months or less), jobs within the prior year, which were for the income
maintenance rather than a career path (i.e., employment in “dead-end” jobs, which
would not prepare the individual for permanent reemployment in the previous industry
or occupation);

o Unemployment insurance and/or public assistance receiptin the prior year, with little
or no employment in interim periods, indicating a poor work history; or

o Terminated or laid-off due to mechanization (“to do or operate by machinery, not by
hand”).

e Determination by the service provider staff that an individual’s likelihood of returning to
his/her previous industry or occupation is unlikely due to circumstances that cause
significant barriers to employment. Barriers to employment include:

Offender

High school dropout

Homeless

Cultural or language barrier

Older worker (Age 55+)

Basic skills deficient

Referred through the Worker Profiling and Reemployment System

e Has exhausted Ul Benefits and has been unable to find a job in their previous industry or
occupation

e Has been long term unemployed (12 weeks of the last 20 months) and has been unable to
find a job in their former industry or occupation

e Needs additional assistance in order to retain employment leading to self-sufficiency

e Hasachange in a family situation that requires higher income, includes a claim of financial
hardship supported by documentation. (e.g., pay stubs, bank statements, family or
business financial records, tax documents, public benefits award letters)

e Does not have a specific recall date from the employer of the qualifying dislocation within
12 weeks of termination or layoff

e |[slikely to enter a new job that is different structurally or organizationally than their
previous job.

e Islikely to enter a new job with lower seniority compared to their previous position.

e Has agap in employment that decreases their chances of returning to the same level of
occupation or type of job.

e Has limited employment opportunities in the occupation or industry within the local area.

e Has adequate skills but lacks a credential required by most employers

e Has been actively seeking, but unable to find employment in their previous industry or
occupation for a period of 60 days or more

O 0 O O O 0 O
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Layoffs/Major Dislocations

The City takes into account the negative economic conditions and the sudden economic impacton
industries that the nation is currently experiencing in cases like the current COVID-19 outbreak
when determining “unlikely to return to a previous industry or occupation.” Individuals are unlikely
to return to a previous industry or occupation during a major economic catastrophic event when
few job openings do not begin to offset the high unemployment rates.
e Mass Layoff or Closure - Layoffs at one or more companies where the dislocation from
each company impacts 50 or more workers. If at least one company has a large layoff of
50 or more workers, companies with smaller layoffs may be included if the primary layoff
caused or contributed to the smaller layoffs.

¢ Industry-Wide Layoffs - Multiple company layoffs from companies in the same industry,
including layoffs of less than 50 workers.

e Community Impact - Multiple small dislocations (less than 50 employees) occurring over
a period of up to twelve months that have significantly increased the total number of
unemployed individuals in a designated regional or local workforce area.

Unlikely to Return - Recently Separated Service Members

Recently separating service members who are within 48 months of discharge (other than
dishonorable) or release from active military, naval, or air service automatically meet the dislocated
worker requirement that the individual is unlikely to return to his or her previous industry or
occupation.

Unlikely to Return — Military Spouses

A military spouse may be documented as “unlikely to return” if the spouse was required to leave
employment due to a result of a military member’s transfer. These circumstances do not position
the spouse to return immediately to his/her previous occupation or industry for the following
reasons:

e Evenif a spouse resumes employment with the same employer, the employmentisin a
new location, and may not be the same structurally or organizationally as in the prior
location;

e When military spouses do get jobs in their new locations, they often start at lower levels of
seniority than the levels of their positions in their prior locations;

e Thereis frequently a gap in employment, which may lessen their likelihood of returning to
the same level of occupation or job;

e The spouse’s skills may be obsolete or inadequate to meet the advancing competency
needs of the current workforce and economy.

Agency staff may use one of the rationales listed above to indicate that the military spouse is
unlikely to return to their previous industry or occupation. As with all documentation, if there is no
documentary evidence from an official source, document the failed attempts to obtain the
documents, and then a Self-Attestation form may be used.

6-114



YEAR 25 ANNUAL PLAN FOR PROGRAM YEAR 2024-25 - DRAFT

WIOA-funded agencies may use one of the rationales listed above to indicate that a farmworker or
individual who worked seasonally is unlikely to return to their previous industry or occupation.

This policy requires all City of Los Angeles WorkSource Center Operators use the definition when
determining eligibility for individuals applying for the Dislocated Worker program.

Documentation to verify “unlikely to return” includes, but is not limited to, internet site that
indicates lack of industry occupation availability, insufficient skills or significant wage variable;
newspaper employment section that indicates lack of industry/occupational availability; doctor’s
statement verifying applicant’s inability to return to previous occupation/industry due to physical
limitations; documentation of IAW Profiling (WPRS); court records/telephone verification from
Probation Officer; documents listing age.

REFERENCES

e WIOA 3(15)(A)(iii);
e 20CFR680.660
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Definition of Youth Additional Assistance

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy seeks to define and/or provide clarification on what constitutes a youth who requires
additional assistance as described in the Workforce Innovation and Opportunity Act (WIOA).

BACKGROUND

Under WIOA, no more than five percent of In-School (IS) youth enrolled in a given program year may
be found eligible based solely on meeting the criterion, “requires additional assistance”. This
limitation applies to IS youth enrolled on or after July 1, 2015.

Local Boards are responsible for establishing local definitions and eligibility documentation
requirements for “requires additional assistance” as it relates to both Out-of-School (OS) and IS
youth.

The City of Los Angeles Workforce Development Board shall define Additional Assistance as
an individual who meets one or more of the following:

1. Have repeated at least one secondary grade level or is one year over age for grade.

2. Have a core grade point average (GPA) of less than 1.5.

w

For each year of secondary education, are at least two semester credits behind the rate
required to graduate from high school.

Are emancipated youth.

Have aged out of foster care.

Are previous dropouts or have been suspended five or more times, or have been expelled.
Have received court/agency referrals mandating school attendance.

Are deemed at risk of dropping out of school by a school official.

© ® N o o &

Have been referred to or are being treated by an agency for a substance abuse related
problem.

10. Have experienced recent traumatic events, are victims of abuse, or resides in an abusive
environment as documented by a school official or other qualified professional.

11. Have serious emotional, medical, or psychological problems as documented by a
qualified professional.

12. Have never held a job (applies to OS youth).
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13. Have been fired from a job within the 12 months prior to application (applies to OS youth).

14. Have never held a full-time job for more than 13 consecutive weeks (applies to OS youth).

Documentation requirements will include a case note in the participant’s file indicating the
Additional Assistance category that applies and the participant’s situation related to the
Additional Assistance.

REFERENCES

e WIOA Section 2

e WIOA Section 129

e EDD Directive WSD 17-07
e DOLTEGL8-15
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Definition of Youth Not Attending School

EFFECTIVE DATE: JULY 1,2024

POLICY STATEMENT

This policy provides clarification on the definition of a youth “not attending school,” also referred
to as an out-of-school youth under WIOA.

BACKGROUND

Under the Workforce Innovation and Opportunity Act (WIOA), at least 75 percent of available youth

funds are to be used for out-of-school youth. An out-of-school youth is defined as an individual who

is age 16 to 24 years, not attending any school (as defined by State law), and meets one or more of
the following conditions:

e aneligible youth who is a school dropout;

e an eligible youth who is within the age of compulsory school attendance, but has not attended
school for at least the most recent complete school year calendar quarter;

e aneligible youth who has either graduated from high school or holds a GED, a secondary school
diploma, or its equivalent who is low-income and is either basic skills deficient or an English
language learner;

e eligible youth subject to the juvenile or adult justice system;

e ahomelessindividual, homeless child or youth, a runaway, in foster care or has aged out of the
foster care system, a child eligible for assistance under section 477 of the Social Security Act,
or in an out-of-home placement;

e anindividual who is pregnant or parenting;

e ayouth whois an individual with a disability; or

e a low-income individual who requires additional assistance to enter or complete an
educational program or to secure or hold employment.

The WIOA regulations allow the local Workforce Development Boards to further define “not
attending school”

Youth “Not Attending School”

1. Avyouth who is not attending a secondary or postsecondary school. In addition, youth who
are enrolled in the following programs would still be considered “not attending school”:

a) WIOATIitle Il Adult Education, YouthBuild, Job Corps, high school equivalency
program, or dropout re-engagement programs. Youth attending high school
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equivalency programs funded by the public K-12 school system, who are classified
by the school system as still enrolled in school, are an exception.

b) Non-credit bearing postsecondary classes only.

c) Acharter school program that provides instruction exclusively in partnership with
WIOA, federally funded YouthBuild programs, federal Job Corps training or
instruction, California Conservation Corps, or a state certified local conservation
corps.

2. Ayouth who is within age of compulsory school attendance but has not attended for at
least the most recent complete school year calendar quarter.

3. Ayouth who is chronically absent (as defined by LAUSD or other school district), meaning
a youth who has missed 25 or more days of school year. Refer to CDE Bulletin 3720.0 &
LAUSD Attendance Manual and Policy & Procedures for Elementary, Secondary & Options
Schools.

4. Avyouth attending an Adult education program, who is not enrolled in an adult education
program leading to a High School diploma or equivalent. Refer to CDE Bulletin No. 2-74,
Bulletin No. 4926.2 and LAUSD Attendance Manual and Policy & Procedures for
Elementary, Secondary & Options Schools

REFERENCES

e WIOA Section 3: Definitions

e EDD Directive WSD17-07 pg. 3-4
e DOLTEGL21-16

e WIOA Fact Sheet: Youth Program
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Eligibility
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Authorization to Work Verification Requirements

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT
This policy provides guidance and establishes the procedures regarding verifying authorization to
work and making services accessible to all populations.

BACKGROUND

The federal procedures for verifying an individual’s authorization to work are included in Title 8 CFR,
Section 274a.2. This section specifies that the requirements published in the USCIS Form I-9,
Employment Eligibility Verification, are to be used in verifying and documenting that an individual is
authorized to work in the United States.

In 1993, the passage of SB 733 created a state-imposed eligibility requirement for WIOA and
Wagner-Peyser Act (WPA) services. The law required verification of an individual’s citizenship
status or authorization to work in the U.S. prior to providing employment services. Additionally, it
required America’s Job Center of California™ (AJCC) locations to publicly post that only U.S.
citizens and those authorized to work in the U.S. could receive services.

In 2016, Governor Brown signed AB 2532, which repealed these requirements. Therefore,
California no longer has a state requirement to verify authorization to work. Additionally, there is no
work authorization verification requirement in WIOA. However, the federal Immigration Reform and
Control Act requires employers to verify a job seeker’s authorization to work documents prior to
employment. At the same time, federal immigration regulations authorize state employment
agencies to verify authorization to work (Title 8 CFR Section 274a.6).

Generally, WIOA participants receive job referrals during their period of participation in a program.
Additionally, at times Local Areas are the employer of record for coordinating services concurrently
with an employer. In these instances, an individual cannot participate unless they can provide
documentation verifying their right to work in the U.S.

For these reasons, this Policy provides guidance on verification of authorization to work
documents, including which services require verification, when to ask, and where to refer
individuals for additional services. This policy also provides a pathway to services for those
individuals who do not possess authorization to work documents. The WDB seeks to prohibit
discrimination and make workforce services accessible to all populations.

DEFINITIONS

Self-Service Basic Career Services — an individual independently uses services at an AJCC with
minimal or no staff assistance (e.g., self-service labor market research, job Search, use of AJCC
resource room, referral to a partner program, etc.). Self-service also includes staff establishing
access to CalJOBS®" for an individual or looking up a password. Individuals using self-services only
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do not count toward performance measures.

Basic Career Services — an individual requires an assessment by a Staff member of the individual’s
skills, education, or career objectives (e.g. Initial Assessment, proficiency testing, etc.).

Individualized Career Services — an individual receives WIOA-funded services that are appropriate
for them to obtain or retain employment (e.g., development of an Individual Employment Plan,
English as a second language services, work experience, etc.).

Training Services — an individual receives services that include WIOA-funded training (e.g.
Occupational skills training, on-the-job training, skills upgrading and retraining) and/or support and
coaching.

POLICY AND PROCEDURES

Authorization to work verification is not required for Basic Career Services that are self-service or
information-only activities. For customers who receive self-service or information-only activities,
only demographic information is collected and reported.

WorkSource and YouthSource Center staff providing WIOA employment services must verify an
individual’s authorization to work in accordance with the requirements of the USCIS Employment
Eligibility Verification | USCIS, Employment Eligibility Verification. As specified in Form [-9, staff
must accept as evidence of employment authorization, any of the documents listed on the last
page of Form I-9 (https://www.uscis.gov/i-9). Individuals may present any List A document or a
combination of a List B and a List C document. Additional guidance and information on acceptable
documents can be found at https://www.uscis.gov/i-9-central/acceptable-documents. When
verifying authorization to work, staff must retain either hard copies or scanned copies of the
individual’s Form I-9 documents. One-Stop operator staff are also required to scan authorization to
work documents into CalUOBS. Scanning documents into CalUOBS facilitates a one-time
verification process should an individual visit a different America’s Job Center of California™
(AJCC).

Any documents that One-Stop operator staff use to verify right to work must be uploaded into
CalOBS and documentation kept current throughout an individual’s period of participation in a
WIOA program. The period of participation refers to the period of time beginning when an individual
becomes a participant and ending on the participant’s date of exit from the program. Exit generally
occurs when a participant has not received services for 90 days and has no additional services
scheduled. One-Stop operator staff should make note of any right to work documents that are soon
to expire, and follow-up with participants to obtain updated documents. If right to work documents
expire during program participation One-Stop operators may face disallowed costs for any services
provided after expiration of right to work documents as eligibility is no longer current. One-Stop
operators may not use any expired document to verify right to work. Possessing authorization to
work documents is not only critical for individuals to participate in workforce and training programs,
but to fully integrate into society and the local economy. Often vulnerable populations who are
legally authorized to work in the United States such as the homeless, ex-offenders, and transient
youth lack physical copies of authorization to work documents due to various circumstances. One-
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Stop operators are strongly encouraged to enroll such individuals and use supportive services to
help the individual obtain authorization to work documents. Supportive services such as legal aid
are available to participants enrolled in Basic Career, Individualized Career, or Training services. For
participants enrolled in Training services, supportive services may include needs related payments
to help cover the cost of obtaining or renewing authorization to work documents.

Staff will also not need to verify the citizenship or authorization to work status for an individual
receiving WPA services alone. If an individual is co-enrolled in WPA and WIOA services at the time
of determination for WIOA individualized career or training services, staff should follow the WIOA
procedures outlined above. Staff may not require Ul claimants to present [-9 documentation in
order to receive EDD reemployment services. As a result, Ul claimants do not need to bring photo
identification or employment authorization documentation to RESEA, IAW, or PJISA appointments.
Since the EDD Ul Branch has already verified a claimant’s right to work during the benefit eligibility
process, it is sufficient for RESEA, 1AW, and PJSA attendees to establish their identity and
attendance through self-attestation. As long as the claimant’s stated name matches the name staff
has for the appointment, identity is considered to have been verified. This process will ensure
maximum participation and avoid turning away individuals who do not have photo identification
with them at the time.

PUBLIC NOTIFICATION

Because individuals may receive employment services and services from other partnersinan AJCC
without first providing their right to work documents, operators should remove any public notices
that state employment services are available only to individuals who are U.S. citizens or legally
authorized to work in the United States. Posting such signs may discourage individuals who are
legally entitled to services from entering an AJCC.

REFERENCES

e Title 20 Code of Federal Regulations (CFR) “Workforce Innovation and Opportunity Act
(WIOA), Final Rule”, Sections 677.150, 680.900, and 680.910

e Title 8 Code of Federal Regulations (CFR) “Verification of Identity and Employment
Authorization” Part 274a.6

e Workforce Innovation and Opportunity Act (WIOA) (Public Law 113-128), Section
188(a)(5)

e USCIS Form I-9, Employment Eligibility Verification

e Senate Bill (SB) 733 (Russell), Chapter 819, Statutes of 1993

e Assembly Bill (AB) 2532 (Chiu), Chapter 759, Statutes of 2016

e EDD Workforce Services Directive (WSD)18-03 Subject: “Pathway To Services, Referral,
And Enrollment” (August 29, 2018)

e Training and Employment Guidance Letter (TEGL) 19-16, Guidance on Services Provided
through the Adult and Dislocated under the Workforce Innovation and Opportunity Act
(WIOA) and the Wagner-Peyser Act Employment Service (ES), as amended by title Ill of
WIOA, and for Implementation of the WIOA Final Rules (March 1, 2017)
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e Training and Employment Guidance Letter (TEGL) 10-16 Change 2, Performance
Accountability Guidance for WIOA Title I, Title I, Title Ill and Title IV Core Programs
(September 15, 2022)

e WSD 23-03: Performance Guidance (November 8, 2023)
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Eligibility Determination Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding the eligibility
verification process. Verifying and documenting participants’ eligibility is mandatory. WIOA-
funded agencies must confirm eligibility requirements through an examination of
documents.

BACKGROUND

Verification of eligibility ensures the participant information system’s reliability, guarantees
services are provided to persons mostin need, and avoids potential disallowed costs. Once
an applicant is determined to be eligible, eligibility verification must be completed. Agency
staff must enter WIOA participant data into CaJOBS*™ within 30 days from the date of
service. WIOA services may only be provided once the participant has finished proof of
eligibility to the enrolling agency.

POLICY AND PROCEDURES
Documenting and verifying the eligibility of participants in WIOA is mandatory. WIOA-funded
agencies must confirm eligibility requirements through an examination of documents.

Submission Procedure
The procedure for determining eligibility and maintaining participant case records includes
the following:

e 100% up-front eligibility documentation will be required for all WIOA applicants
prior to accessing services.

e Applicants will complete a WIOA Application for WIOA-funded services.

e Verification of supporting eligibility documentation will be recorded in the
participant’s CalJOBS file and in case notes as needed.

e Initial documentation of applicant eligibility will be based on the date of application.

e Participant records, including all required WIOA forms and eligibility
documentation, case notes, and supporting documentation for training activities,
will be maintained in the participant’s CallOBS file as appropriate.

e WIOA-funded agencies will scan and upload documents for all fields requiring
verification, including eligibility documentation.

e All participant files are subject to monitoring and audit.

REFERENCES
e WIOA Section 3(2), WIOA Section 3(36), WIOA Section 3(24), WIOA 134(c)(2)&(3), 20
CFR 680.110, 20 CFR 680.120, 20 CFR 680.130, CFR 680.600, 20 CFR 680.660
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*Self-Sufficiency Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding self-sufficiency and
the annual update of the Lower Living Standard Income Level (LLSIL) and poverty guidelines
to determine low-income status as it relates to WIOA Title | program eligibility for the City of
Los Angeles Workforce Development System.

BACKGROUND

The Lower Living Standard Income Level (LLSIL) and poverty guidelines are used to establish
low-income status for Workforce Innovation and Opportunity Act (WIOA) Title | programs.
The Employment and Training Administration (ETA) releases its update to the LLSIL annually.
A Federal Register Notice (FRN) is published later in the year to announce the availability of
the LLSIL, which is used in eligibility determinations for workforce programs.

WIOA defines the term "low-income individual' as one who qualifies under various criteria,
including an individual in a family with total family income for a six-month period that does
not exceed the higher level of the poverty line or 70 percent of the LLSIL. WIOA Section
3(36)(A) sets the criteria Local Areas must use to determine whether an individual is a low-
income individual. These criteria include two sets of data: the poverty guidelines as
published by HHS, and the 70 percent of the lower living standard income level (LLSIL) as
published by the DOL. For the purposes of WIOA, self-sufficiency means employment that
pays at least 100 percent of the LLSIL as illustrated in the table below.

The Local Area must use the higher of these two measures to establish low-income status
for eligibility purposes of the WIOA Title | programs. The WIOA requires annual revisions to
both sets of data. All Local Areas use the same poverty guidelines. However, the LLSIL
identifies maximum qualifying income levels for residents in either of two broad geographic
desighations: metropolitan and non-metropolitan areas. Metropolitan income levels apply
to residents living within Metropolitan Statistical Areas (MSA) as defined by the Office of
Management and Budget. Non-metropolitan income levels apply to places with populations
under 50,000.

The Lower Living Standard Income Level (LLSIL) reflects the cost of living increases for the
Regions and major metro areas by calculating the percentage change in the most recent
Consumer Price Index for All Urban Consumers (CPI-U) for an area then applying this
calculation to each of the previous year's LLSIL figures.

POLICY AND PROCEDURES

AJCC Operators/ WorkSource Centers shall use the following LLSIL and Poverty Guidelines
table to determine youth eligibility, eligibility of employed adults for certain services such as
training eligibility, and to determine self-sufficiency.
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Training services are available for individuals who, after interview, evaluation or assessment,
and case management are determined to be unlikely or unable to obtain or retain
employmentthatleads to self-sufficiency or wages comparable to or higher than wages from
previous employment through career services alone.

LLSIL and 2024 Poverty Guidelines

The LLSIL and poverty guidelines indicated below are to be used for determining low-income
status for WIOATitle | programs. WIOA program staff should use the higher of either the LLSIL
or HHS poverty guidelines for the appropriate family size to determine low-income status.

2024 70% LLSIL and Poverty Guidelines for City of Los Angeles WDS

Family Size

Each Add’l
Add

70% LLSIL

Annual | 13 173 | $21,587 | $29,638 | $36,589 | $43,175 | $50,499 | +$7,324

6 Months | $6,587 | $10,794 | $14,819 | $18,295 | $21,588 | $25,250 +$3,662

100% $18,819 | $30,839 | $42,340 | $52,270 | $61,679 | $72,142 +$10,463

HHS 2024 Poverty Guidelines

Annual $15,060 | $20,440 | $25,820 | $31,200 | $36,580 | $41,960 $5,380

6 Months | $7,530 | $10,220 | $12,910 | $15,600 | $18,290 | $20,980 $2,690

Since the income received during the six-month period immediately prior to the individual's
application for WIOA funded services is used for income determination, each chart below
shows the six-months, as well as the annual, figures for each family size.

REFERENCES

e EDD Workforce Services Directive (WSD) 23-02: 70 Percent LLSIL and Poverty
Guidelines for 2023 (August 22, 2023)

e Workforce Innovation and Opportunity Act (WIOA) Sections 3(36), 127(b)(2)(C),
132(b)(1)(B)(v)(IV), and 134(d)(1)(A)(x)

e Federal Register, Volume 88, Number 88, WIOA 2023 LLSIL (PDF) (May 8, 2023)

e Federal Register, Volume 89, Number 11, Annual Update of the HHS Poverty
Guidelines (January 17, 2024)
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Selective Service Registration Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures for all programs and services
established or receiving assistance under the Workforce Innovation and Opportunity Act
(WIOA) which must comply with the Selective Service registration requirements. These
requirements apply to both formula and discretionary grants awarded by the Department of
Labor Employment and Training Administration under the WIOA. They do not apply to
programs funded or solely authorized by the Wagner-Peyser Act.

BACKGROUND

Only those males who are subject to, and have complied with, the registration requirements
of the Military Selective Service Act are eligible for participation in WIOA funded programs
and services. Section 189(h) of the WIOA requires the Secretary of Labor to ensure that each
individual participating in any WIOA program, or receiving any assistance under the Act, has
not violated the requirements of Section 3 of the Military Selective Service Act. This section
requires that every male citizen and every other male residing in the United States must
register with Selective Service between their 18th and 26th birthday. This section also
requires the Director of the Selective Service System and the Secretary of Laborto cooperate
in carrying out these provisions.

POLICY AND PROCEDURES

Selective Service Registration Requirements
Males born on or after January 1, 1960, are required to register with the Selective Service
within 30 days of their 18th birthday and up to, but not including their 26th birthday.

This includes males who are:

e C(Citizens of the U.S.;

e \Veterans discharged before their 26th birthday;

e Non-citizens, including undocumented immigrants, legal permanent residents,
seasonal agricultural workers, and refugees who take up residency in the U.S. prior
to their 26th birthday; and/or

e Dual nationals regardless of whether they live inside or outside of the U.S.

e For U.S. citizens, Selective Service registration is not required if the male falls within
one of the following categories:

e Males who are serving in the military on full-time active duty;

e Males attending the service academies;

e Disabled males who were continually confined to a residence, hospital or
institution;
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e Males who are hospitalized, institutionalized, or incarcerated are not required to
register during their confinement; however, they must register within 30 days after
being released if they have not yet reached their 26th birthday; and/or

e \Veterans discharged after their 26th birthday.

e Fornon-U.S. citizens, Selective Service registration is not required if the male falls
within one of the following categories:

o Non-U.S. male who entered the U.S. for the first time after his 26th birthday.
Acceptable forms of supporting documentation include:
o Date of entry stamp in his passport;
1-94 with date of entry stamp on it; or
o Letter from the U.S. Citizenship and Immigration Services indicating the date
the male entered the U.S. (shown along with documentation establishing the
male’s age).

e Non-U.S. male who entered the U.S. illegally after his 26th birthday. He must provide
proof that he was not living in the U.S. from age 18 through 25.

e Non-U.S. male on avalid non-immigrant visa.

O

NOTE: The requirement for transsexual, transgendered, and intersex individuals to register
with the Selective Service depends upon the gender recorded on their birth certificate. If an
individual is recorded as a male, that individual would need to register for the Selective
Service regardless of their present sexual identity (e.g. sex change from male to female).
According to the Selective Service website, “[in] the event of a resumption of the draft,
individuals born male who have changed their gender to female can file a claim for an
exemption from military service if they receive an order to report for examination or
induction.”

This list of Selective Service registration requirements is not exhaustive; however, additional
information regarding these requirements can be found on the Selective Service website at
www.sss.gov. This website also provides a quick reference chart listing who must register at:
https://www.sss.gov/Portals/0/PDFs/WhoMustRegisterChart.pdf .

Acceptable Documentation

In order to be eligible to receive WIOA-funded services, all males born on or after January 1,
1960, must present documentation showing compliance with the Selective Service
registration requirement. Acceptable documentation to determine a person’s eligibility for
WIOA programs include:

e Selective Service Acknowledgement letter

e Form DD-214 “Report of Separation,” (use only if veteran was discharged after his
26th birthday)

e Screen printout of the Selective Service Verification site:

e https://www.sss.gov/Home/Verification For males who already registered, this
website can be used to confirm their Selective Service number as well as the date of
registration, by entering a last name, social security number, and date of birth.
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e Selective Service Registration Card
e Selective Service Verification Form (Form 3A) and/or
e Stamped Post Office Receipt of Registration

Registration Requirements for Males Under 26

Before being enrolled in WIOA-funded services, all males who are not registered with the
Selective Service and have not reached their 26th birthday must register through the
Selective Service website at www.sss.gov. If a male turns 18 while participating in WIOA-
funded services, registration with Selective Service must be completed no later than 30 days
after he becomes 18 in order to continue to receive WIOA-funded services. If a male under
the age of 26 refuses to register with Selective Service, WIOA-funded services must be
suspended until he registers.

Non-Registration by Males 26 and Older

Grantees, subgrantees or contractors, funded or authorized by WIOA, must establish a
policy for those potential participants who are 26 or older that failed to register with the
Selective Service. This policy may request either a Status Information Letter from a potential
participant before making a determination of knowing and willful failure to register; or (2)
initiate the process to determine if the potential participant’s failure was knowing and willful
without first requesting a Status Information Letter. The second option may be preferable for
entities that have time limits for enrolling participants (e.g. individuals recently released
from incarceration).

Before enrolling in WIOA-funded services, all males 26 and older must provide either:
e Documentation showing they were not required to register; or

e Ifthey were required to register, documentation establishing that their failure to
register was not knowing or willful.

Individuals who did not register for the Selective Service or who cannot provide any of the
documentation listed in the “Acceptable Documentation” section of this directive must
obtain a Status Information Letter from the Selective Service indicating whether they are
required to register. The Request for the Status Information Letter form and instructions can
be accessed at https://www.sss.gov/Forms . The individual will need to describe, in detail,
the circumstances that prevented him from registering (e.g., hospitalization, incarceration,
military service) and provide documentation of those circumstances. The documentation
should be specific as to the dates of the circumstances.

Status Information Letter

If the Status Information Letter indicates that an individual was not required to register for
the Selective Service, then he is eligible to enroll in a WIOA-funded service. If the Status
Information Letter indicates that the individual was required to register and did not register,
he is presumed to be disqualified from participation in WIOA-funded activities and services
until it can be determined that his failure to register was not knowing and willful. All costs
associated with grant-funded services provided to non-eligible individuals may be
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disallowed.
An individual may obtain a Status Information Letter from the Selective Service if he:

e Believes he was not required to register; or
e Did register but cannot provide the appropriate documentation.

How to Determine “Knowing and Willful” Failure to Register

(Documentation and Model Questions)

If the individual was required but failed to register with the Selective Service, as determined
by the Status Information Letter or by his own acknowledgement, the individual may only
receive services if he establishes by a preponderance of the evidence that the failure to
register was not knowing and willful. The grantee, subgrantee or contractor that enrolls
individuals in WIOA-funded activities and is thereby authorized to approve the use of WIOA
grant funds, is the entity responsible for evaluating the evidence presented by the individual
and determining whether the failure to register was knowing and willful.

Documentation

Evidence presented may include the individual’s written explanation and supporting
documentation of his circumstances at the time of the required registration and the
reason(s) for failure to register. The individual should be encouraged to offer as much
evidence and in as much detail as possible to support his case. The following are examples
of documentation that may be of assistance in making a determination in these cases:

e Service in Armed Forces. Evidence that a male has served honorably in the U.S.
Armed Forces such as a Form DD-214 or his Honorable Discharge Certificate. These
documents serve as evidence that his failure to register was not knowing and willful.

e Third Party Affidavits. Affidavits from parents, teachers, employers, doctors and
others concerning reasons for not registering may help grantees in making
determinations in cases regarding willful and knowing failure to register.

e Self-Attestation. Signed statement that explains the circumstance under which the
individual’s failure to register was not knowing and willful. This method of
documentation may be sufficient if other forms of documentation or third-party
corroboration are not available. For template, see Attachment 1 of WSD 16-18.

Model Questions

In order to establish consistency regarding the implementation of the requirement, local
areas should consider the following questions as a model when determining whether a
failure to register is knowing and willful.

In determining whether the failure was “knowing,” authorized organizations should ask:

e Was the individual aware of the requirement to register?
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e [ftheindividual knew about the requirement to register, was he misinformed about
the applicability of the requirement to him (e.g. veterans who were discharged
before their 26th birthday were occasionally told that they did not need to register)?

e Onwhich date did the individual first learn that he was required to register?
e Where did the individual live when he was between the ages of 18 and 267

e Doesthe status information letter indicate that Selective Service sent letters to the
individual at that address and did not receive a response?

e Indetermining whether the failure was “willful,” authorized organizations should
ask:

e Was the failure to register done deliberately and intentionally?

e Didtheindividual have the mental capacity to choose whether or not to register and
decided not to register?

e What actions, if any, did the individual take when he learned of the requirement to
register?

Finally, a participant’s claim of ignorance (e.g. “l did not know...”) regarding Selective Service
registration requirements should not suffice as enough evidence to make a determination if
his failure was knowing and willful. Ask him for more evidence to support his claim.

Results of Findings

If an authorized organization determines that an individual’s failure to register with the
Selective Service was not knowing and willful and the individual is otherwise eligible,
services may be provided. However, if the authorized organization determines that evidence
shows that the individual’s failure to register was knowing and willful, WIOA services must
be denied. Individuals denied services must be advised of available WIOA grievance
procedures. Authorized organizations must keep documentation related to evidence
presented in determinations on Selective Service.

REFERENCES

e Workforce Innovation and Opportunity Act (WIOA) (Public Law 133 — 128), Section
189(h)

e Title 50 United States Code, Military Service Act, Appendix 453

e Workforce Services Directive WSD 16-18, Subject: Selective Service Registration
(April 19, 2017)
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Youth Eligibility Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT
This policy provides guidance to youth contractors on how to establish participant eligibility
for youth enrolled under the Workforce Innovation and Opportunity Act (WIOA).

BACKGROUND

The WIOA seeks to strengthen the workforce development system through innovation,
alignment, and improvement of employment training and education programs in the United
States by promoting individual and national economic growth.

POLICY AND PROCEDURES

To be eligible to participate in activities carried out under WIOA during any program year, an
individual shall, at the time the eligibility determination is made, be an in-school or out-of-
school youth as defined below.

An in-school youth is defined as follows:
e attending school, including secondary and postsecondary school (as defined by
State law);
e notyoungerthan age 14 or (unless an individual with a disability who is attending
school under State law) older than age 21;
e alow-income individual; and
e one or more of the following:
o Basic skills deficient.
o An English language learner.
o An offender.
o Ahomeless individual, a homeless child or youth a runaway, in foster care or has
aged out of the foster care system, a child eligible for assistance under section
477 of the Social Security Act (42 U.S.C. 677), or in an out-of-home placement.
o Pregnant or parenting (custodial and non-custodial parent including non-
custodial fathers).
o Avyouthwhois anindividual with a disability.
o Anindividual who requires additional assistance to complete an educational
program or to secure or hold employment.

An out-of-school youth is defined as:

e not attending any school (not including Title Il Adult Education, Job Corps, Youth
Build, high school equivalency programs, non-credit bearing postsecondary
classes, dropout reengagement programs, or charter schools that provide
instruction exclusively in partnership with WIOA, Federally-funded YouthBuild
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programs, federal Job Corps training or instruction, California Conservation Corps,

or a state certified local conservation corps).;

e notyoungerthan age 16 or older than age 24; and
e one or more of the following:

o Aschool dropout.

o Avyouth who is within the age of compulsory school attendance but has not
attended school for at least the most recent complete school year calendar
guarter.

o Arecipient of a secondary school diploma or its recognized equivalent who is a
low-income individual and is—basic skills deficient; or an English language
learner.

o Anindividualwho is subject to the juvenile or adult justice system.

o Ahomeless individual or a runaway.

o Anindividualin foster care or has aged out of the foster care system, a child
eligible for assistance under section 477 of the Social Security Act (42 U.S.C.
677), orin an out-of-home placement.

o Anindividual who is pregnant or parenting (custodial and non-custodial parent
including non-custodial fathers).

o Anindividual with a disability.

o Alow-income individual who requires additional assistance to enter or complete
an educational program or to secure or hold employment.

The City was awarded two waivers from the DOL to increase the amount of service dollars
being spent on the disconnected youth population. In-school youth enrolled under this
waiver do not count against the 25 percent in-school youth enrolment and fiscal
expenditures allowance. The criteria are:

e Youth between the ages of 16 and 24, and

e Living within the City of Los Angeles who are current or former foster youth or
homeless/runaway youth.

e In addition to the aforementioned items, the WDB has identified the following
additional eligibility requirements. Youth must be:

e Acurrent resident of the City of Los Angeles;

e Eligible to work in the United States of America

e Incompliance with Section 3 of the Military Selective Service Act (Males only)

REFERENCES
e Ahomeless individual as defined in section 41403(6) of the Violence Against
Women Act of 1994 (42 U.S.C. 14043e-2(6)),

e ahomeless child or youth (as defined in section 725(2) of the McKinney-Vento
Homeless Assistance Act (42 U.S.C. 11434a(2)),

e achild eligible for assistance under section 477 of the Social Security Act (42 U.S.C.
677)
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e (California Education code, Title 2. Chapter 3, section 47612.1

e WIOA Section 129 (a).

e SPECIAL RULE. — For the purpose of this subsection, the term “low-income,” used
with respect to an individual, also includes a youth living in a high-poverty area.

o EXCEPTION AND LIMITATION. —

o EXCEPTION FOR PERSONS WHO ARE NOT LOW-INCOME INDIVIDUALS. —

o DEFINITION — In this subparagraph, the term “covered individual” means an in-
school youth, or an out-of- school youth who is described in subclause (lll) or
(VI of paragraph (1)(B)(iii).

o EXCEPTION —In each local area, not more than five percent of the individuals
assisted under this section may be persons who would be covered individuals,
except that the persons are not low-income individuals.

o (B) LIMITATION — In each local area, not more than five percent of the in-school
youth assisted under this section may be eligible under paragraph (1) because
the youth are in-school youth described in paragraph (1)(C)(iv)(VII).
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Equal Opportunity/
Complaints/ Incidents
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Criminal Record Restrictions and Impact Based on Race and
Nationality Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT
This policy provides guidance for employers and agencies within the City of Los Angeles
Workforce Development System regarding services to clients with criminal histories.

BACKGROUND

In recent decades, the number of individuals who have had contact with the criminal justice
system has drastically increased. In California, it is estimated that about one in four adults
now has a criminal history record which often consists of an arrest that did not lead to
conviction, a conviction without incarceration, or a conviction for a non- violent crime. This
increase has also led to racial and ethnic disparities which may be reflected by higher
incarceration rates and by other criminal history records. Federal and state programs have
devoted significant resources to reducing barriers to employment of people with criminal
records in an effort to also increase public safety. In December 2017, the Mayor and Council
adopted the Los Angeles Fair Chance Initiative for Hiring Ordinance. This initiative prohibits
City contractors and employers inquiring about criminal history in the initial stages of the
hiring process.

POLICY AND PROCEDURES

Employers and agencies within the City of Los Angeles Workforce Development System
should be aware of federal, State, and local anti-discrimination laws if they choose to rely on
job applicants’ criminal history records to help assess potential risk to employees,
customers, and business assets. Hiring policies and practices that exclude individuals with
criminal records may conflict with laws which prohibit intentional discrimination on the
basis of race, national origin, or other protected groups, and policies or practices that have
a disparate impact on these protected groups and cannot be justified as job related and
consistent with business necessity.

Policies that exclude individuals from employment or other services based on the existence
of a criminal history record, and do not take into account the age and nature of an offense,
or the relationship of the record to the specific job duties, are likely to unjustifiably restrict
the employment opportunities of individuals with conviction histories and, due to racial and
ethnic disparities in the criminal justice system, are likely to violate federal, State, or local
anti-discrimination laws.

Accordingly, employers and agencies should carefully consider their legal obligations before
adopting such policies. Covered entities may also wish to direct employers to the Equal
Employment Opportunity Commission (EEOC) website for Reentry Myth Buster
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http://www.eeoc.gov/eeoc/interagency/reentry_council.cfm which clarifies that an arrest or
conviction record will not automatically bar individuals from employment. The
nondiscrimination provisions that apply to the federally assisted workforce system prohibit:

e Disparate treatment - intentionally treating members of protected groups differently
based on their protected status.

e Disparate impact - the use of policies or practices that are neutral on their face but
have a disproportionate impact on members of protected groups and are not job-
related and consistent with business necessity.

Title VII of the Civil Rights Act of 1964, as amended applies to employers with 15 or more
employees, and prohibits employment discrimination based on race, color, religion, sex, or
national origin. Title VIl also contains provisions that specifically address employment
agency activities. Entities within the public workforce system like One-Stop Career Centers
may be regarded as “employment agencies” under the law and are not permitted to:

e Print, publish, or cause to be printed, any job announcement that discriminates
based on race, color, religion, sex, or national origin unless there is a bona fide
occupational qualification (BFOQ) for a preference based on religion, sex, or
national origin. For example, for airline pilots, mandatory retirement age
requirements were allowed because safety was the primary concern and airlines
could show that older pilots were significantly less safe once they reached a certain
age.

e Refuse to refer an individual for employment or otherwise to discriminate against
any individual based on race, color, religion, sex, or national origin.

The EEOC, the federal agency that administers and enforces Title VII, has issued guidance
on the use of arrest and conviction records in employment decisions. Based on this
guidance: An employer’s neutral policy (e.g., excluding applicants from employment based
on certain criminal conduct) may disproportionately impact some individuals protected.

Local Laws - In December 2017, the Mayor and Council adopted the Los Angeles Fair
Chance Initiative for Hiring Ordinance. This initiative prohibits City contractors and
employers from inquiring about criminal history in the initial stages of the hiring process.
Employers and Contractors should also be referred to the Los Angeles Chance Initiative for
Hiring Ordinance No. 184652 and No. 184653.

Under the ordinance, private employers with at least 10 employees are barred from inquiring
about a job applicant's criminal history until a conditional offer of employment has been
made.

The "Los Angeles Fair Chance Initiative for Hiring (Ban the Box)," was signed by Mayor Eric
Garcetti on Dec. 9, 2017, and went into effect on Jan. 22, 2017. The City of Los Angeles
Workforce Development Board, in conjunction with the Mayor’s office, helped to fund the
California Employers’ Fair Chance Hiring Toolkit desighed to help employers hire ex-
offenders. A copy of this can be found at http://www.rootandrebound.org/resources/ca-
employers-fair-chance-hiring-toolkit/.
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Incident Reporting

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

The City of Los Angeles, Economic and Workforce Development Department (EWDD) has
developed a procedure whereby upon being notified or finding any suspected incidents of
Workforce Investment Opportunity Act (WIOA) related fraud, abuse, or other criminal
activityy, EWDD notifies the Compliance Review Office (CRO) of the Employment
Development Department (EDD), the City of Los Angeles, Office of the Controller
(Controller) and Ethics Commission. This policy applies to all WIOA-funded programs of
EWDD.

DEFINITIONS

Subrecipient - a non-federal entity that receives a subaward from a pass-through entity to
carry out part of a federal program but does not include an individual that is a beneficiary of
such program. A subrecipient may also be a recipient of other federal awards directly from
a federal awarding agency. (Uniform Guidance Section 200.93)

Contractor - an entity that receives a contract as defined in 200.22 Contract. (Uniform
Guidance Section 200.23)

Subaward - an award provided by a pass-through entity to a subrecipient for the subrecipient
to carry out part of a federal award received by the pass-through entity. It does not include
payments to a contractor or payments to an individual that is a beneficiary of a federal
program. A subaward may be provided through any form of legal agreement, including an
agreement that the pass-through entity considers a contract. (Uniform Guidance Section
200.92)

BACKGROUND

Per Title 20 CFR Section 683.600 and 683.620 and DOL Training Employment and Guidance
Letter 2-12, Employment and Training Administration (ETA) Grant Recipient Responsibilities
for Reporting Instances of Suspected Fraud, Program Abuse and Criminal Conduct (July 12,
2012), information and complaints involving criminal fraud, waste, abuse or other criminal
activity must be reported immediately to the Compliance Review Office (CRO) of the
Employment Development Department (EDD) and the Department of Labor’s (DOL) Office
of Inspector General (OIG).

EDD Directive Number WSD20-12 issued May 11, 2021, Workforce Services Incident
Reporting (WSDD-208), supersedes Workforce Services Directive Incident Reporting
(WSD12-18), dated June 12, 2013 and remains in effect and applicable to WIOA funding until
revised by EDD. The City’s policy has been revised as necessary to align with this EDD
directive.
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POLICY AND PROCEDURES

First Tier Reporting — (Subrecipient/Workforce Development Board, City of Los Angeles

As per EDD Directive number WSDD-208 (in effect till revised), all subrecipients that receive
WIOA funds shall promptly report to the CRO, all allegations of WIOA-related fraud, abuse,
and other criminal activity. The CRO is required to immediately report the allegations
through the DOL’s Incident Reporting System to the OIG with a copy simultaneously provided
to the ETA. In addition to submitting allegations to the CRO, subrecipients may also report
allegations directly to the OIG, if deemed appropriate.

“Each subrecipient shall establish appropriate internal procedures to prevent and detect
fraud, abuse, and criminal activity. These procedures must include a reporting process to
ensure that the CRO is notified immediately of any allegations of WIOA-related fraud, abuse,
or criminal activity. Internal procedures must be in writing and include the designhation of a
person on the subrecipients’ staff who will be responsible for such notifications.”

Proof of this notification must be maintained in the funding entity’s files. Subrecipients
detecting the presence or appearance of fraud, abuse or other criminal activity must obtain
sufficient information to provide a clear concise report of each incident. Reports must
include a statement of all facts, known at the time, as well as any known or estimated loss
of WIOA funds resulting from the Incident. It is important that an initial report be made to
the CRO within one working day of the detection of the incident. The submission of an
Incident Report (IR) should not be delayed, even if all facts are not readily available. Any
facts subsequently developed by the subrecipient are to be forwarded in a supplemental IR.
Reporting procedures do not supersede the responsibility for subrecipients to safeguard
WIOA funds by taking prompt and appropriate corrective action when any evidence of a
violation of WIOA or its implementing regulations is found.

The Workforce Development Board (WDB), City of Los Angeles is a subrecipient referenced
in EDD Directive WSDD-208. The City of Los Angeles, Workforce and Economic
Development Department (EWDD) is the administrative entity for the WDB. EWDD
maintains internal procedures in writing, to gather, respond/report and resolve complaints
and/or any allegations of WIOA-related fraud, abuse, or criminal activity. EWDD enforces
EDD Directive number WSDD-208 by requiring subrecipient contractors to comply with
required reporting.

Second Tier Reporting — Contractor(s)/WorkSource Center & YouthSource Center Operators
EWDD issued WDS Directive No. 20-18; Incident Reporting, dated February 20, 2020, which
provides procedures for reporting incidents, including but not limited to criminal fraud,
criminal abuse or other criminal activity, and noncriminal complaints, such as waste of
WIOA funds, to the Economic and Workforce Development Department (EWDD),
Compliance Review Office (CRO) of the Employment Development Department (EDD) and
the Department of Labor’s (DOL) Office of Inspector General (OIG).

The City’s Contractors are advised by EWDD that all recipients of WIOA funds have the
responsibility to be alert for, and report, any suspected instances of fraud, abuse, or other
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criminal activity, or non-criminal activity, including gross waste of funds, mismanagement,
and dangers to the public health or safety committed by staff, contractors or program
participants. In addition, all “lower tier subrecipients”, (i.e. Workforce Development System
Contractors) have the responsibility to report all suspected incidents of WIOA related fraud,
abuse, or other criminal activity immediately within one workday of detection or discovery of
information alleging fraud, abuse or criminal activity involving WIOA funds to the
Compliance Review Office (CRO) of EDD and their funding agency, EWDD.

Additionally, Contractors are required to bring WDS Directive No. 20-18 to the attention of all
WorkSource/YouthSource Center staff by providing a copy of the directive to all staff funded
by WIOA and for them to also acknowledge receipt of the Directive by signing an
acknowledgement receipt (See Exhibit ).

REPORTING PROCEDURES

Upon receiving information reporting suspected incidents of WIOA related fraud, abuse or
other criminal activity, the detecting entity shall prepare awritten Incident Report. The report
must be submitted on the Incident Report form, which can be found as an Attachment C to
TEGL 2-12 (PDF), or a similar document containing the requested information to the CRO
through one of the following methods:

Report IR submission information to the CRO through one of the following methods:

Mail: State of California - Employment Development Department
Compliance Review Office

Compliance Resolution Unit

P.O. Box 826880, MIC 22

Sacramento, CA 94280-0001

Email: PACBROIncidentReports@edd.ca.gov

The Incident Report may also be submitted to the OIG.
Website: www.oig.dol.gov/hotlinecontact.htm

Mail:

Department of Labor, Office of Inspector General
Office of Investigations

200 Constitution Avenue, N.W., Room S-5S14
Washington, D.C. 20210

Tel: 1 (800) 347-3756
Fax: 1(202)693-7020

Report IR Submission Information to:

Economic and Workforce Development Department:
Equal Employment Opportunity Section
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444 South Flower Street, 14th Floor
Los Angeles, CA 90071

Attn: EO Compliance Officer
Telephone: (213) 744-9351

Allegations considered to be of an emergency nature may be reported by telephone to the
Compliance Resolution Office Supervisor at 1 (916) 654-8354 and by calling the OIG Hotline
at 1 (800) 347-3756 followed immediately thereafter by a written report.

REFERENCES
e Title 20 Code of Federal Regulations (CFR) Sections 683.600 and 683.620

e EDD Directive Number WSDD-208 dated February 7, 2020

Attachments:
Exhibit | — Acknowledgement of Responsibility to Report All Suspected or Proven WIOA
Related Fraud, Abuse or other Criminal Activity, or Non-Criminal Activity
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EXHIBIT | - Incident Reporting

ACKNOWLEDGEMENT OF RESPONSIBILITY TO REPORT ALL SUSPECTED OR PROVEN WIA/WIOA
RELATED FRAUD, ABUSE, OR OTHER CRIMINAL ACTIVITY, OR NON-CRIMINAL ACTIVITY.

l, , understand that as an employee
Name (Print)

who is being paid with (Workforce Investment Opportunity Act (WIOA) funding, | have the responsibility to
report all suspected or proven WIOA related fraud, abuse, or other criminal activity, or non-criminal activity
including gross waste of funds, mismanagement, and dangers to the public health or safety immediately, or
within one working day of detection of the incident, to the Office of the Inspector General of the U.S.
Department of Labor, Compliance Review Office of the State Employment Development Department,
Workforce Development System, EWDD and declare that | have received a copy of the Economic Development
Department, WSD Directive No. 20-12 (dated May 11, 2021) regarding Incident Reporting.

Signature: Date Signed

WorkSource/YouthSource Center:
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Nondiscrimination and Equal Opportunity Policy

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

This policy provides guidance and establishes the procedures regarding the City of Los
Angeles Workforce Development Board’s (WDB) policy on the nondiscrimination and equal
opportunity procedures for the Workforce Innovation and Opportunity Act (WIOA) Title |
financially assisted programs or activities, and to ensure that all AJCC operators are
responsible for complying with all provisions of Federal, State, and City of Los Angeles Equal
Opportunity and Nondiscrimination regulations.

BACKGROUND

Compliance with Federal Equal Opportunity and Nondiscrimination Laws
In administering all aspects of the WIOA and providing employment and training services
under the Act, the WDB and WIOA Title | contractors are responsible for complying with all
provisions of Federal equal opportunity and nondiscrimination laws including, but not
limited to, the following:

e Title VI of the Civil Rights Act of 1964,

e Title VIl of the Civil Rights Act of 1964;

e The Age Discrimination Act of 1964, as amended,;

o Title IX of the Education Act of 1972;

e Section 504 of the Rehabilitation Act of 1973;

e Pregnancy Discrimination Act of 1978;

e The Americans with Disabilities Act of 1990, as amended;

e Executive Order 13166 of 2000;

e Section 188 of the WIOA (29 CFR 38)

e Fair Employment and Housing Act, Government Code, Section 12900-12996

e Dymally-Alatorre Bilingual Services Act (DABSA), Government Code, Section 7290-

7299.8.

Section 188 of the WIOA (final rule became effective January 3, 2017) provides the
framework for the nondiscrimination and equal opportunity portions of the Act. Each State
is required to establish a Nondiscrimination Plan, and outline how the State plans to ensure
compliance with the Nondiscrimination and Equal Opportunity Regulations of Section 188
of the WIOA.

DEFINITION

A WIOA recipient is any entity to which financial assistance under the WIOA Title | is
extended, either directly from the Department of Labor (DOL), through the Governor, or
through the Local Area, but excluding the final beneficiaries. One-Stop partners are treated
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as recipients and are subject to the nondiscrimination and equal opportunity requirements
of 29 CFR 38 to the extent they participate in the One-Stop delivery system.

POLICY AND PROCEDURES

The City of Los Angeles WDB is committed to complying with the provisions of the
Nondiscrimination Plan. Most of the requirements have been extended to the contractor
level.

The provisions of the Nondiscrimination Plan include:
e Designation of an Equal Opportunity Officer

The City of Los Angeles WDB has designated an EO Compliance Officer. Each
WorkSource and YouthSource Center must designate an EO Complaints Officer,
who is responsible for handling complaints, and who is the lead individual in
ensuring the Center is in compliance with nondiscrimination regulations. This
individual is expected to provide training for the Center staff. The EO Complaints
Officer will be the lead person in organizing the annual EO site visit.

Each EO Complaints Officer will be required to attend periodic trainings. Attendance at
these trainings will be a factor in the annual Performance Evaluation.

e Notice and Communication
Initial and continuing notice must be provided by the WorkSource and YouthSource
Centers that they do not discriminate on the basis of race, color, religion, sex
(including pregnancy, childbirth, and related medical conditions, sex stereotyping,
transgender status, and gender identity), national origin (including Limited English
Proficient (LEP)), age, disability, or political affiliation or belief, or, against any
beneficiary of, applicant to, or participant in programs financially assisted under
Title | of the Workforce Innovation and Opportunity Act, on the basis of the
individual’s citizenship status or participation in any WIOA Title | financially assisted
program or activity.

The required notices must be:
e posted prominently;
e included in employee and participant handbooks;
e provided to each participant, and a copy with the participant’s signature must be
keptin the file;
e be provided in alternate formats as needed;
e be provided in other languages as needed.

During each participant orientation, as well as new employee orientation, the WorkSource

and YouthSource Centers must include a discussion of rights and responsibilities under the
nondiscrimination and equal opportunity provisions of the WIOA Section 188, including the
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right to file a complaint of discrimination. This information must be communicated with
appropriate languages and in formats accessible for persons with disabilities.

Each participant and employee must acknowledge receipt of the required notices on the
receipt form provided by the Local Area (no other forms are allowed). All WorkSource and
YouthSource Centers are required to include the following unaltered taglines on all forms of
media:

This WIOA Title I financially assisted program or activity is an equal opportunity
employer/program. Auxiliary aids and services are available upon request to
individuals with disabilities.

The wording above must be used verbatim. If the flier is for a specific event, such as a job
fair, additional information can be added on requesting a reasonable accommodation.
These taglines must be included on fliers, brochures, letterhead, and websites that promote
WIOA funded services. When the print media or website provides a telephone number, a TTY
phone number must be listed as well.

These notices must be provided in languages other than English where the number of
individuals whose native language other than English is being served is “substantial.”
Centers must be prepared to offer Limited English Proficient (LEP) customers meaningful
access to programs, services, and information.

1. Assurances
The nondiscrimination assurances must be contained in all contracts, cooperative
agreements (MOUSs), individual training account (ITA) contracts, and policies and
procedures. The nondiscrimination assurance must state that the parties to the
agreement will “comply fully with the nondiscrimination and equal opportunity
provisions of WIOA.” Itis the responsibility of the WorkSource or YouthSource
Center to inform their partners and training providers as to the WIOA Complaint
Procedures.

2. Universal Access
Itis the responsibility of each WorkSource and YouthSource Center to develop and
implement an outreach plan to solicit participation by a wide cross-section of the
community. In particular, this outreach plan should address:
a. LEP individuals: the needs of each community should be identified, and
outreach may need to be performed in multiple languages;
b. Persons with Disabilities
c. Persons of both sexes, various racial and ethnic groups, and various age
groups.

The City of Los Angeles WDB has appointed an LEP Coordinator and each
WorkSource and YouthSource Center must designhate an LEP Coordinator. This staff
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member should identify all bilingual staff members (including onsite partners), and
share this knowledge with all staff. This information should be shared with all staff
members so they can quickly guide an LEP customer to a staff member who can
assist the individual in their native language. The designated LEP Coordinator will be
required to attend periodic trainings. Attendance at these trainings will be a factor
in the annual Performance Evaluation.

3. Obligation not to Discriminate on the Basis of Disability
ALLWIOA Title | financially assisted programs must not discriminate against persons
with a disability based on the disability. The City of Los Angeles has appointed a
Disability Resource Coordinator, and each WorkSource and YouthSource Center
must designate a Disability Coordinator. This staff member should develop
expertise in serving persons with disabilities, including the Ticket to Work program,
and should share this knowledge with all staff members.
All WorkSource and YouthSource Centers must provide reasonable
accommodations to participants with a known disability upon request. All Centers
must ensure that services to persons with disabilities are provided in the most
integrated setting. All Centers must provide for equally effective communication for
those who are deaf, hard of hearing, or speech impaired.

All WorkSource and YouthSource Centers must be physically accessible to persons
with disabilities, and in compliance with the Americans with Disabilities Act
Architectural Guidelines (ADAAG) as well as Title 24 of the California Building Code.
Additionally, all WorkSource and YouthSource Centers must strive to be
programmatically accessible, by providing materials in alternate formats, and
providing assistance as needed.

4. Data Collection
All WorkSource and YouthSource Centers are required to collect and input
demographic data on their customers, utilizing CalOBS®™. This data includes:

Race/Ethnicity

Sex

Age

Disability Status, (where known)
Limited English Proficiency
Preferred Language

i B o N o o S

This information must be kept confidential; customers should be advised the
information will be handled as confidential.

Any medical or disability-related information obtained about a particular individual,

including information that could lead to the disclosure of a disability, must be
collected on separate forms. All such information, whether in hard copy, electronic,
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or both, must be maintained in one or more separate files, apart from other
information about the individual, and treated as confidential. These files must be
secured and locked.

5. Monitoring
All WorkSource and YouthSource Centers are required to perform periodic
monitoring of any and all subrecipients, including ITA vendors. A case manager
should visit the school at least once during the training, and notate in the case
notes. For subrecipients, a written record of monitoring visits should be kept.

All WorkSource and YouthSource Centers are expected to cooperate fully with the
EO Compliance Unit during EO site visits.

5. Complaint Procedures
All WorkSource and YouthSource Centers must follow the City of Los Angeles’
Complaint Procedures. A copy of these procedures must be given to each
participant at Orientation, and a signed receipt retained in the participant file.

WorkSource and YouthSource Centers are not allowed to alter or amend the
Complaint Procedures; they must utilize them as published.

WorkSource and YouthSource Centers are expected to fully cooperate with the EO
Compliance Unit during the processing of a complaint. They are also expected to
cooperate with other agencies, such as the Department of Labor, Equal
Employment Opportunity Commission, and the Employment Development
Department.

6. Corrective Actions and Sanctions
If a WorkSource or YouthSource Center is in violation of these regulations, a
Corrective Action Plan may be created. If the Center fails to meet and maintain
compliance standards, sanctions may be levied.

REFERENCES

e Training and Employment Guidance Letter (TEGL) 05-23: Complying with
Nondiscrimination Requirements: Discrimination Based on Actual or Perceived
Religion, Shared Ancestry, or Ethnic Characteristics are Prohibited Forms of
Discrimination in the Workforce Development System (November 3, 2023)

e WSD17-05 - Oversight and Monitoring of Nondiscrimination and EO Procedures
(August 29, 2017)

e WSD17-01 - Nondiscrimination and Equal Opportunity Procedures (August 1, 2017)

e Section 188 of WIOA

e Title VI of the Civil Rights Act of 1964
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WIOA Grievance and Complaint Procedures

EFFECTIVE DATE: July 1, 2024

POLICY STATEMENT

The principles and procedures set forth in this WIOA Title | Complaint Resolution
Procedure shall be used by all WorkSource and YouthSource Centers, and subcontractors
with the City of Los Angeles to resolve complaints which arise in connection with programs
operated under the WIOA Title | grant funded programs.

BACKGROUND

The City of Los Angeles, Workforce Development Board (WDB) , hereby establishes this
Workforce Innovation and Opportunity Act (WIOA) Complaint Resolution Procedure
pursuant to Title 20 CFR Section 683.600-683.650, [Subpart F—Grievance Procedures,
Complaints, and State Appeals Processes]; and, Title 29 CFR Part 38, [Implementation of
the Nondiscrimination and Equal Opportunity Provisions of the Workforce Innovation and
Opportunity Act]. The City’s Workforce Innovation and Opportunity Act, WIOA, Title |
programs are administered by the Workforce Development Division (WDD) of the Economic
& Workforce Development Department (EWDD).

POLICY AND PROCEDURES

Retaliation Prohibition

No person, organization or agency may discharge, or in any other manner discriminate or
retaliate against any person, or deny any person a benefit to which that person is entitled
under the provisions of the WIOA Title | regulations because such person has filed any
complaint, instituted or caused to be instituted, any such proceeding or investigation, or
has provided information or assisted in an investigation.

Confidentiality

The identity of any person who has furnished information relating to, or assisting in, the
investigation of a possible violation of the Act shall be confidential to the extent possible,
consistent with a fair determination of the issues.

In any case where the alleged violation of the Act or WIOA Title | regulations is also an
alleged violation of another law, regulation or agreement, nothing shall preclude an
individual or an organization from filing a complaint or grievance under the other law or
agreement with respect to the non-WIOA Title | cause of action, as well as filing a
complaint under the WIOA TTitle | in accordance with the procedures described herein.

Time Frames

All time frames specified in these procedures refer to consecutive calendar days including
weekends and holidays. When the time frame stated refers to a receipt of notice mailed
certified return receipt requested, the time frame shall commence when the Postal Service
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first attempts delivery; (i.e., leaves a notice). Itis the responsibility of all parties to pick up
mailin a timely manner.

“Complaint” means a written expression by a party alleging a violation of the Act,
regulations promulgated under the Act, recipient grants, sub-agreements, or other specific
agreements under the Act.

WORKSOURCE/YOUTHSOURCE CENTERS’ COMPLAINT REQUIREMENTS

Each of the designated WorkSource/YouthSource Centers has the duty and responsibility
to ensure that the WorkSource/YouthSource Agency is in compliance with the provisions of
the WIOA complaint resolution procedure and shall work cooperatively with the City of Los
Angeles’ designated EO Compliance Officer to process all complaints filed with their
agency involving WIOA Title | funded participant activities.

All recipients and subrecipients of WIOA Title | funds must make reasonable efforts to
ensure their policies and corresponding information will be understood by affected
participants and individuals, including youth and individuals with limited English
proficiency. These efforts must comply with the language requirements of Title 29 CFR
Section 38.9.

Local Areas must provide a copy of the local grievance and complaint procedures to each
participant. These procedures must include the following:
¢ Notification that the participant has the right to file a grievance or complaint at any
time within one year of the alleged violation.
e Instructions and timelines for filing a grievance or complaint.
¢ Notification that the participant has the right to receive technical assistance from
the Local Area in filing the grievance or complaint.
e Notification that the participant may file an appeal or request a separate review by
EDD if they experience an incident of restraint, coercion, or reprisal as a result of
filing a complaint.

The local grievance and complaint procedures must be posted in a public location and
made available to any interested parties or members of the public.

Local Areas and WorkSource/YouthSource Centers (Centers) have the responsibility to
provide technical assistance to complainants, including those filing grievances or
complaints against the Local Area or Center. Technical assistance includes, butis not
limited to, providing instructions on how to file a complaint, and providing copies of
relevant documents such as the WIOA, federal regulations, state laws and regulations,
local procedures, and/or contracts. This does not require Local Areas or Centers to violate
any rule of confidentiality or provide legal advice.

Orientation
At Orientation, each participant in the WIOA Title | program will be provided with a copy of
the Summary of the WIOA Complaint Resolution Procedure. Each participant will sign a
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receipt indicating that he or she has received the complaint information and that receipt,
along with a copy of the Summary of the Complaint Procedures, shall be maintained in the
participant’s file. This information shall be provided in other languages and in electronic
format upon request.

These procedures will be available for use by all individual entities, including unsubsidized
employees in an employment activity operating with WIOA Title | funds, participantsin an
employment activity operated with WIOA funds, subcontractors of WDB, entities and
individuals that are applicants for WIOA program funding, labor unions, community-based
organizations, education agencies, private employers and other interested parties.

TYPES OF COMPLAINTS COVERED UNDER WIOA
There are four distinct procedures for filing WIOA complaints. The WIOA Complaint
procedures cover the following types of complaints:

Program Complaint (Noncriminal)

Discrimination Complaint

Questioned/Disallowed Costs Complaint

Fraud, Waste and Abuse [20 CFR Part 683, Subpart B, Administrative Rules,
Costs, and Limitations]

PON=

Program complaint issues covered by the WIOA are:

Displacement [§683.270 & §680.840]

A participant in a program or activity authorized under Title | of WIOA must not displace
(including a partial displacement, such as a reduction in the hours of non-overtime work,
wages, or employment benefits) any currently employed employee (as of the date of the
participation). Where an employment activity would violate a collective bargaining
agreement, the regulations provide that the appropriate affected labor organization and
employer must provide written concurrence before the employment activity can be
undertaken. The employment or assignment of a WIOA participant or the filling of a
position is prohibited when the employer has terminated any regular, unsubsidized
employee or otherwise reduced its workforce with the intent of filling the vacancy with a
WIOA participant. AWIOA participant may not be employed or assigned to a position
where the employer has caused an involuntary reduction to less than full time in hours of
an employee in the same or substantially equivalent job.

Health and Safety [§683.280]

Health and safety standards established under the Federal and State Law otherwise
applicable to working conditions of employees are equally applicable to working
conditions of participants engaged in programs and activities under Title | of the WIOA.
Workers’ Compensation: To the extent that workers’ compensation law applies, workers’
compensation must be provided to participants in programs and activities under Title | of
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the WIOA on the same basis as the compensation provided to other individuals in
similar employment.

NOTE: In the case of a complaint alleging a violation of health and safety standards by a
contractor (employer), the contractor will be required to demonstrate its compliance with
State and Federal regulations governing health and safety requirements for that industry
[e.g., CAL/OSHA certification].

Wage and Labor Standards [8683.275 & §8684.920]

Individuals in On-The-Job training or employed in activities under Title | of the WIOA must
be paid at the same rates, including periodic increases, as trainees or employees who are
similarly situated in similar occupations by the same employer and who have similar
training, experience and skills. Such rates must be in accordance with applicable law [Fair
Labor Standards Act of 1938, Section 6(a)(1) 29 U.S.C. 206(a)(1) or applicable State or local
minimum wage law].

Violation of the Act, grant or agreement (including retaliation), [WIOA Section 188(a)]:

Terms and conditions of WIOA participant employment (On-the-Job Training, Customized
Training, Work Experience):

Complaints filed under this section relate only to the terms and conditions of WIOA
participant employment. Typical complaints under this section include disputes over
wages or working hours, working conditions, employee and/or training evaluations and
disciplinary actions, including termination for cause. The responsibility for resolving the
complaint rests initially with the employer and/or contractor.

Discrimination Complaints [WIOA Section 188, 29 CFR Part 38]

All complaints received by the EO Compliance Unit are documented on a continuous basis
and provided to the EWDD Workforce Development System (WDS). This information will be
included in the Annual WDS evaluation process and is provided to the Workforce
Development Board (WDB) every year. This information, however, will not be utilized by the
WDS in the evaluation of WorkSource/YouthSource Centers.

Information to be reported:
e Number of complaints from each WorkSource/YouthSource Center
e Category of complaint: WIOA Complaint, Customer Service Issue, or Other
Complaint (non-WIOA)

The collected data is provided to the Workforce Development Division (WDD) by the end of
the second week of September on an annual basis.
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PROGRAM COMPLAINTS: WIOATITLE 20 CFR 8683.600 (Subpart F)

These procedures will guide the receipt, hearing and resolution of noncriminal complaints
filed at the City of Los Angles WDB level for complaints relating to WIOA programs and
services.

e Only a complaint which alleges a violation of the WIOA, regulations promulgated
under the Act, recipient grants, sub-agreements, or specific agreements under the
Act, including terms and conditions of participant employment, may be filed.

e Complaints may be brought by any individual or organization including, but not
limited to: WIOA applicants/participants, contractors, collaborators, vendors (ITA’s),
staff of the WDB or contractors, applicants for participation or financial assistance,
labor unions, community-based organizations or any other interested persons.

e With the exception of complaints alleging fraud or criminal activity, the filing of a
noncriminal complaint must be made within one (1) year of the alleged occurrence.

e Acomplainant who has not exhausted this procedure may appeal directly to the
Governor’s Office if the WDB has not rendered a decision within the 60 days of the
filing of the complaint specified in the procedures, if the complainant believes the
WDB’s complaint procedure is hot in compliance with the WIOA.

FILING OF A WIOA COMPLAINT:
Per WIOA regulations, every complaint must be in writing before the official complaint
resolution process will commence. The complaint must be signed and dated. A written
complaint may be submitted via facsimile or scanned and sent as an e-mail attachment.
The complaint must contain the following information:
=  The full name, mailing address and telephone number of the Complainant;
= The full name, mailing address and telephone number of the Respondent;
= Aclearand concise statement of the facts and dates describing the alleged
violation(s);
= The provisions of the Act, regulations, grant or other agreements under the WIOA
believed to have been violated. Complaints againstindividuals, including staff or
participants, must indicate how those individuals did not comply with the WIOA law,
regulation, or contract;
= Complaints may be amended to correct technical deficiencies at any time up to the
time of the hearing. Complaints may not be amended to add new issues. The one
(1) year time period in which a complaint may be filed is not extended for
complaints that are re-filed with amendments. Complaints may be withdrawn at
any time prior to the issuance of the hearing officer’s decision;
= The remedy to the complaint which would satisfy the Complainant; If the
Complainant fails to cooperate or is unavailable, the complaint may be dismissed
upon reasonable notice to the last known address of the Complainant;
= [|tisthe responsibility of both the Complainant and the Respondent to notify the City
of Los Angeles’ EO Compliance Unit of any change of address.
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LEVEL ONE — FILE WITH THE WORKSOURCE/YOUTHSOURCE CENTERS

= The WorkSource Center/YouthSource Center receiving WIOA funds through the
Workforce Development Division grant programs agree to adopt the City of Los
Angeles’ WIOA Complaint Resolution procedures.

= |tisthe policy of the City of Los Angeles, WDB, that complaints under WIOA should
be resolved at the lowest level possible. Therefore, under the City of Los Angeles’
WIOA complaint resolution procedures, complaints filed under the WIOA (with the
exception of those complaints involving allegation(s) of discrimination) must first be
filed with the designated EO Complaints Officer at the WorkSource/YouthSource
Center level.

= The WorkSource/YouthSource Center must notify the City WDBwithin 24 hours of
the receipt of a written WIOA complaint. The notification should be sent to:

City of Los Angeles

Economic & Workforce Development Department
444 South Flower Street, 14th Floor

Los Angeles, CA 90071

Attn: Richard Cheng, EO Compliance Officer

TTY: 711
E-Mail: Richard.Cheng@LACity.Org

= The City of Los Angeles, WDB, reserves the right to intervene in the processing of any
WIOA complaint at the informal resolution stage in order to assist in resolution,
clarify the issues, provide technical assistance, conduct the informal resolution
meeting or schedule a hearing before an impartial hearing officer in order to ensure
due process and compliance with the 60 day time limit required for resolution
pursuant to the WIOA regulations.

= The WorkSource/YouthSource Center has ten (10) days from the receipt of the
written complaint to schedule and conduct an informal complaint resolution
meeting at the WorkSource/YouthSource Center level.

= Afterthe complaintis accepted, the Complainant will be notified by the
WorkSource/YouthSource Center, in writing, of the date, time and place of the
informal resolution meeting. At the informal resolution meeting an attempt to
resolve the complaint will take place. Respondents must make “good faith” efforts
to resolve all complaints prior to scheduling an administrative hearing in the matter.

= Failure on the part of any party in the complaint to exert good faith efforts shall not
constitute a basis for dismissing a complaint, nor shall this be considered to be a
part of the facts to be judged in the resolution process. The WDBor sub-grantees
must assure that every complaint not resolved informally is given a formal hearing,
regardless of the complaint’s apparent merit or lack of merit.

= Inthe event of an informal resolution of the WIOA complaint at the
WorkSource/YouthSource Center level, the WorkSource/YouthSource Center will
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provide a written settlement agreement to the Complainant which describes the
issues, provides the date of the informal resolution meeting, the attendees, and the
terms of the agreement which has been reached by the parties as full and complete
settlement of the complaint. The written agreement will be signed by the Executive
management or their authorized representative and the Complainant. A copy of the
signed settlement agreement will be maintained in the Complainant’s participant
file, in the complaint log of the WorkSource Center and at the WDB level for audit
purposes. A copy of the signed settlement agreement will be faxed to the City
WDBEO Compliance Unit within 24 hours.

= |fnoresolutionis reached, the Complainant will be notified immediately in writing of
the impasse and his/her right to request an administrative hearing. The
WorkSource/YouthSource Center will also mail a copy of the notice of impasse
certified mail return receipt requested. The request for administrative hearing must
be made in writing; it may be transmitted by facsimile or e-mail.

Individual Training Account (ITA) Complaint Procedures

A. Denied Training Complaint Procedures

Should a participant be dissatisfied with a denial of request for training, the participant may
request a WorkSource/YouthSource Center (WSC/YSC) ITA Panel review. A participant’s
request for WSC ITA Review Panel must be made within five (5) working days of the
notification of the denial of the request for training. The WSC ITA Review Panel will only
review requested training denial that is determined not to be in a demand occupation, or on
issues relating to the assessment process. Denial based on training requests exceeding
maximum limit ($7,500 for 12 months technical training) is reviewed on a case-by-case
basis.

The WSC ITA Review Panel will be comprised of staff with decision-making authority and
business members with industry-specific knowledge of technical skill sets. The panel
should establish a written policy formulating the procedures the panel will follow in
reviewing training denials.

The WSC ITA Review Panel must complete its review within five (5) working days of the
request for review. The decision of the WSC ITA Review Panel must be made in writing and
be included in the participant’s file. The WSC must notify the participant and the City
WDBEO Compliance Unit of a panel denial. The WSC also must notify the participant of
the right to request a review by the City WDB within five (5) days of the notification of
denial.

The complaint must be in writing, signed and dated; and addressed to the City of Los
Angeles Economic & Workforce Development Department at the address provided above.

B. Individual Training Accounts (ITA) Program Complaint Procedures
Participants who have program complaints while attending training must file their
complaint with the WorkSource Center’s EO Complaints Officer. The WorkSource Center

6 -155



YEAR 25 ANNUAL PLAN FOR PROGRAM YEAR 2024-25 - DRAFT

shall maintain procedures for resolving disputes involving ITA participants in accordance
with the requirement of the WIOA and City WDB Complaint Procedures. The WorkSource
Center must forward a copy of a complaint filed with them against an ITA provider school to
the City WDB within 24 hours of the receipt of a written WIOA complaint.

ITA Program Complaints, including claims that the training received at the ITA vendor
schoolwas incomplete or deficient, are handled by the WorkSource Center’s EO
Complaints Officer in accordance with the WIOA Complaint Procedures. The WorkSource
Center shall have ten (10) days from the date of the receipt of the written complaint to
schedule and conduct an informal resolution meeting with the participant and, if
applicable, the ITA training provider in order to resolve the complaint informally. The
WorkSource Center will then memorialize in writing the outcome of the informal resolution
meeting to resolve the complaint. The WorkSource Center will provide the Complainant
with a written copy of the outcome (i.e., settlement agreement, a statement of impasse)
within five (5) days of the informal resolution meeting.

ITA complaints alleging discrimination are to be filed with the City of Los Angeles WDBEO
Compliance Unit.

Participants’ Terms & Conditions of Employment Complaints (OJT)

Each WorkSource/YouthSource Center is required to establish procedures for resolving
complaint matters relating to the terms and conditions of participant employment. In
addition, third party contractors (OJT/Customized Training) are also required to establish
and maintain procedures for resolving disputes involving the terms and conditions of
participant employment. At a minimum these procedures must include the following:

o Written notice, upon enrollment into employment or training programs, of the scope
and availability of such procedures. Contractors’ complaint procedures shall be set
forth in a written document and shall stipulate that a complaint will be resolved
within 20 days of the date the complaint was filed. A copy of the contractors’/OJT
employers’ complaint resolution procedure shall be provided to each participant
upon his/her enrollment into the program and at the time of placement into the job.

 Written notice, at the time the complaintis filed, of the procedures under which the
complaint will be processed.

e Written notice to the City WDBEO Compliance Unit of the complaint within 24 hours
of receipt of the written complaint.

¢ Written notification of the disposition of the complaint, and the reasons therefore,
which shall be issued within 25 days of the filing of the complaint. Ifthe employer is
required to use a certain grievance procedure under a covered collective bargaining
agreement, then these procedures should be 