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I. Bureau of Employment Services (BES) Programs Subject to Monitoring	

All Federal programs have monitoring requirements. Some programs have State monitoring requirements as well. Federal law requires the State to monitor Workforce Investment Act (WIA) Title I Programs and Trade Assistance Act (TAA) for compliance and quality. Maine statutes governing the Maine Apprenticeship Program, Competitive Skills Scholarship Program (CSSP) and the Governor's Training Initiative (GTI) Programs have reporting and monitoring requirements. 

This manual includes monitoring policy and guidance for the following programs:
· WIA Title I Adult 
· WIA Title I Youth
· WIA Title I  Dislocated Worker Programs 
· Wagner-Peyser Labor Exchange

Because National Emergency Grants are monitored on a schedule which depends on the grant start date, the on-site monitoring tool and schedule is separate from the programs in this manual.

II. Purpose of Monitoring

Program monitoring has two main purposes: 1) to ensure that the CareerCenter system is in compliance with the intent and substance of the rules governing funding streams, and; 2) to provide an understanding of the systems operating to achieve the overall workforce investment goals.

The first purpose satisfies the mandate of the State oversight agency to ensure that statutes, regulations, and policies are being followed. While comparatively narrower in scope than the second purpose, monitoring for compliance supports the Maine Jobs Council goal of accountability and meets legislated oversight requirements.

The second purpose allows the monitoring effort to take a strategic perspective. Monitoring becomes a way to develop an understanding of the systems the CareerCenters draw upon to deliver information and services to customers. Presumably, the systems in place are a result of efforts to achieve State and local board goals. The systems are composed of the working relationships with public and private entities and may take forms such as partnerships, agreements, collaborations, coalitions, and protocols. Working relationships may be internal or external to the CareerCenter facility. They may have been established by a local board for the entire area or established independently by a CareerCenter.

The monitoring tools are designed to explore the working relationships that make a difference to the customer in terms of the breadth and depth of services. As monitoring experience is gained, the relationships among partners can be compared to the outcomes that customers typically receive. The object of this type of monitoring is to find out how the partners are working together for seamless integration of services, not to make a determination of whether the level of integration is above or below an arbitrary level.

Monitoring for quality may reveal strengths that can be used to illustrate "best practices."  Best practices models derived from empirical evidence, rather than from national literature, can be shared among local boards and service providers and can thus have more relevance. This type of monitoring results in an analysis of system development that can be useful to management at all levels.

When desirable system practices are discovered, the intention is to celebrate and promote them beyond simply including them in the monitoring process. In this way, monitoring will yield a value to advisory boards and program operators not otherwise gained, or obtained through traditional compliance monitoring. 

III. Statutory and Regulatory Authority for Monitoring

A. WIA Title I Programs

WIA §185 and 20 CFR Sec. 667.400 give the authority to monitor recipients and sub recipients of WIA funds to the Secretary, states, and local boards.

WIA §184(a) (5) and 20 CFR Sec. 667.410 describes the oversight roles and responsibilities of recipients and sub recipients. It also requires the Governor to take prompt corrective action if any substantial violation is found and impose sanctions in the event of a sub recipient’s failure to take required corrective action. The sanctions policy is described in section VII of this manual.

B. Wagner-Peyser 
The Wagner-Peyser Act §10(a) gives the authority to monitor compliance with the Act to the Secretary and states.
VI.	WIA Program Quarterly Desk Review Procedures

A. Report Submission Requirements

Local boards report WIA program performance to the BES on a quarterly basis. There are two types of reporting, one is the financial reports. The requirements for the financial reports are specified by the BES Administrative Manual and the reports are submitted to the BES Administration Division.  The other is the participant or customer report, which follows a format provided by the BES. This report compares the planned service levels (enrollments, exits, entered employment, etc.) to actual service levels and compares actual performance to the standards. All planned data is taken from the contract and entered into the form. Actual data is available through the One-Stop Operating System (OSOS).   

Reports are submitted for each program contracted with the local board. These include the Adult, Youth, and Dislocated Worker Programs, any National Emergency Grants for Dislocated Workers, and any other contracted programs that have participant activity.

The submission must include a cover letter that includes a narrative for performance which is more than 15% higher or lower from the standard or planned level. The purpose of the narrative is to:  1) demonstrate an understanding of the issue, 2) analyze the impact that continued similar performance could potentially have on the program, if not corrected, and; 3) describe plans to correct the situation.

In situations of underperformance, the State will work with the local area and the program operator to discover the reason for underperformance and help correct it. The State will ensure that data is available for local staff to identify the problem, analyze it, and devise a plan to correct the deficiency. 

B. Responsibilities of BES:

1. Responsible for successful implementation of contract performance
2. Responsible for negotiating contracts
3. Responsible for monitoring contract performance
4. Responsible for reviewing quarterly reports and recommending action
5. Responsible for issuing report formats to contractors/vendors
6. Responsible for identifying need for Corrective Action
7. Responsible for negotiating Corrective Action plans with board directors
8. Responsible for preparing the text for response letters to vendors
9. Responsible for following up on Corrective Action to ensure implementation and success
10. Responsible for maintaining copies of reports
11. Work collaboratively with local areas and program operators to analyze data in order to improve performance.

C.	Timing of Participant Reports

Local Boards should submit a hard copy of the quarterly report to BES by the 25th of the month following the end of a quarter. Initial reports may be sent by e-mail. 

The BES will analyze reports and identify any Corrective Action needed for performance falling below 15% of planned levels. This should be completed by the 30th of the month following the end of the quarter. 
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20th
LAs Submit Data and explanation of variances to BES

Service Providers Complete Input of Fiscal and Customer Data and submit to 
LAs

BES analyzes reports and consults as necessary

Financial Reports distributed. Corrective action letter sent, if necessary.


Response due from LAs










     D.  Report Formats
Quarterly Report formats for the WIA Adult, Youth, Dislocated Worker formula and Dislocated Worker National Emergency Grants are shown on the following pages.
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WIA Adult Program

	Quarterly Performance Report

	

	Grant Recipient 
	Tri- County

	Beginning Date of Performance Period  
	7/1/2012

	Ending Date of Performance Period  
	9/30/12

	Date Calculated  
	10/24/12




	Common Measures
	Planned
	Actual
	=%

	Entered Employment
	82%
	81%
	98%

	Employment Retention
	85.3%
	88%
	103%

	Average Earnings
	$10,097
	$11,169
	91%




	SERVICE SUMMARY
	Planned
	Actual
	%

	A. Core B Registrants
	 149
	 149
	100%

	B. Intensive Services
	 149
	 149
	100%

	C. Training Services
	 129
	 129
	100%

	D. Exiters
	39
	 39
	100%

	E. Total Entering Employment
	 31
	 31
	100%

	    1.  Placements w/Employer-Assisted Benefits
	 21
	 21
	100%

	    2.  Females Entering Employment
	 20
	 20
	100%

	    3.  Females Entering Employment in NTO
	 10
	 0
	100%

	
	
	
	

	
	
	
	

	NATIONAL PERFORMANCE STANDARDS  
	
	
	

	A. Adult Entered Employment Rate 
	 82%
	 81%
	98%

	B. Adult Employment Retention Rate 
	 81%
	 88%
	109%

	C. Adult Average Earnings 
	 $10,000
	 $11,169
	112%

	D. Adult Employment and Credential Rate 
	 68%
	 62%
	91%












	
 WIA Dislocated Worker Program

	Quarterly Performance Report

	

	Grant Recipient 
	Tri-County

	Beginning Date of Performance Period  
	7/1/2012

	Ending Date of Performance Period  
	9/30/2012

	Date Calculated  
	10/24/2012



	[bookmark: RANGE!A1:D25]Common Measures
	Planned
	Actual
	=%

	Entered Employment
	87%
	83%
	95%

	Employment Retention
	90.1%
	80%
	88%

	Average Earnings
	$14,500
	$13,070
	90%





	SERVICE SUMMARY
	Planned
	Actual
	%

	A. Core B Registrants
	140 
	140 
	100%

	B. Intensive Services
	140 
	140 
	100%

	C. Training Services
	106 
	106 
	100%

	D. Exiters
	34 
	34 
	100%

	E. Total Entering Employment
	27 
	27 
	100%

	    1.  Placements with Employer-Assisted Benefits
	15 
	15 
	100%

	    2.  Females Entering Employment
	13 
	13 
	100%

	    3.  Females Entering Employment in NTO
	0 
	0 
	100%

	
	
	
	

	
	
	
	

	NATIONAL PERFORMANCE STANDARDS   
	
	
	

	A. Dislocated Worker Entered Employment Rate
	87% 
	83% 
	95%

	B. Dislocated Worker Retention Rate
	90% 
	80% 
	88%

	C. Dislocated Worker Average Earnings 
	$12,000 
	$13,070 
	109%

	D. Dislocated Worker Employment and Credential Rate
	69% 
	62% 
	90%














	
 WIA Youth Worker Program

	Quarterly Performance Report

	Grant Recipient 
	Tri-County

	Beginning Date of Performance Period  
	7/1/2012

	Ending Date of Performance Period  
	9/30/2012

	Date Calculated  
	10/24/2012



	Common Measures
	Planned
	Actual
	=%

	Placement in Education Employment or Education
	62.3%
	84.2%
	135%

	Attainment of a Degree or Certificate by Participants
	68.9%
	95.5%
	139%

	Literacy and Numeracy
	20.0%
	9.1%
	45%



	SERVICE SUMMARY - Youth Aged 14 - 21
	
	
	

	A. Enrollees
	128 
	126 
	98%

	    1. In-School Youth
	60 
	51 
	85%

	    2. Out-of-School Youth
	68 
	75 
	110%

	B. Exiters
	25 
	15 
	60%

	C. Total Entering Employment
	12
	8
	67%

	    1.  Placements with Employer-Assisted Benefits
	4 
	5 
	125%

	    2.  Females Entering Employment
	6 
	5 
	83%

	    3.  Females Entering Employment in NTO
	0 
	0 
	100%

	
	
	
	

	NATIONAL PERFORMANCE STANDARDS 
	
	
	

	A. Older Youth Entered Employment Rate
	80% 
	100% 
	125%

	B. Older Youth Retention Rate
	80%
	100%
	125%

	C. Older Youth Earnings Change 
	$4,000 
	$10,953 
	274%

	D. Older Youth Credential Rate
	59% 
	63% 
	106%

	E. Younger Youth Diploma Rate
	66% 
	71% 
	108%

	F. Younger Youth Retention Rate 
	69% 
	77% 
	112%

	G. Younger Youth Skill Attainment Rate 
	99% 
	71% 
	72%



V. WIA Local Board On-Site Monitoring

A. Each recipient and sub-recipient must conduct regular oversight and monitoring of its WIA activities and those of its sub-recipients and contractors in order to determine that expenditures have been made against the cost categories and within the cost limitations. Oversight and monitoring should determine whether or not there is compliance with other provisions of the Act and these regulations and other applicable laws and regulations. Sub-recipients are to provide technical assistance as necessary and appropriate. (20 CFR Sec. 667.410(a))

B. Accordingly, each Workforce Investment Board, must monitor all service providers and sub-recipients (excluding service providers paid by an individual training account), on-site at least annually, or once during the term of agreement if it lasts less than one year, for financial and programmatic compliance.

C. Each Workforce Investment Board is required to develop and use local monitoring procedures, monitoring instruments, and a monitoring schedule. The monitoring schedule and any subsequent changes should be sent to all service providers and sub-recipients.

D. The Workforce Investment Board is responsible for conducting oversight on-site at least annually of local Adult, Dislocated Worker and Youth programs operated under this Act, to ensure both fiscal and programmatic accountability. Each local entity’s regular monitoring of their own activities and the activities of their sub-recipients and contractors must determine whether there is compliance with laws and regulations. Additionally, the entity issuing the contract must monitor each on-the-job (OJT) and customized training employer on-site at least annually, or once during the term of agreement in accordance with 20 CFR Sec. 667.410(a). 

E. Each Local Workforce Investment Board (LWIB) must establish a monitoring system as part of their oversight responsibilities detailed in the Workforce Investment Act. While ultimate design of the system is up to each LWIB, the following elements must be included at a minimum: 
1. All monitoring procedures must be in writing. 
2. Monitoring duties must be assigned to a specific individual(s) and/or committee. 
3. A monitoring schedule must be written for each program year. This monitoring schedule must include at a minimum: review of all service providers; 
a. review of all management systems; 
b. provide for follow-up on each monitoring; 
c. reporting procedures that ensure:
i. all findings are documented; 
ii. all findings are reported in writing to the appropriate parties; 
iii. all deficiencies are noted along with their resolution; follow-up is completed to ensure all corrective action has been implemented.

4. Documentation must be developed that measure progress towards achievement of performance standards and coordination mandates and ensure compliance with WIA and, at a minimum, with all applicable: 

a. Federal laws and regulations; 
b. State laws and policies; 
c. LWIB policies and agreements; 
d. The state and local WIA strategic plans; 
e. The terms of all contracts entered into under the jurisdiction of WIA.

VI.       BES Local Board On-Site Monitoring

The Maine Department of Labor, through the Bureau of Employment Services (BES) will conduct on-site monitoring reviews of local entities and selected sub-recipients to determine compliance with requirements. To carry out the State’s oversight responsibilities in compliance with the Workforce Investment Act and Regulations, the BES Division of Policy and Evaluation (programmatic monitoring) and the Department of Administrative and Financial Services (financial audit) shall have full access to and the right to examine and copy records that are pertinent to the awards of federal funds administered by the State.

During annual on-site visits conducted by the BES, Division of Policy and Evaluation, monitoring procedures, monitoring instruments, implementation of the local policy will be reviewed for compliance (20 CFR Part 652, Sec. 667.410). The BES is responsible for monitoring local area governance, including planning and policy and board composition, Wagner-Peyser, and TAA.  In order to ensure consistency and compliance with the sub-recipient requirements the BES will also conduct limited on-site monitoring of local practices and procedures.


VII.	Entities Subject to Monitoring

Monitoring takes place at the levels of the Local Workforce Investment Board, the service provider (NMDC, WMCA, Goodwill of NNE, EMDC, Direct Delivery), and the individual CareerCenters. The object of monitoring varies from strategic (How is the integration of services working in the Local Area?) to very program specific (describe how and by whom job search and placement assistance for dislocated workers is provided). 

The monitoring report includes findings of a strategic nature as well as specific program items of interest primarily to CareerCenter managers. 

Monitoring reports concerning governance and strategic planning will be sent to board directors. Program monitoring reports with any requests for corrective action will be sent to board directors, with copies to the appropriate service providers and CareerCenter managers.  
	
A. Notification policy

The entity to be monitored will be notified in writing at least ten (10) business days in advance. The notification letter will include the expected timeframes of the monitoring, the programs to be monitored, the sites to be monitored, and will include the monitoring instrument to be used and requests for copies of documents, such as policies or customer files. The entity to be monitored is expected to provide copies of requested material on the day of monitoring.

B. Follow-up and Report Procedure

After the on-site monitoring has been completed, the monitor, or monitors, will verbally follow up with the local office manager, service provider and/or the board director, as appropriate, with preliminary findings and any questions pertaining to unresolved findings. A draft report of the findings will be sent to the board director within five days of the completion of monitoring. 

Board directors will have ten days from the receipt of the draft to comment and state any actions taken or planned to bring the system into compliance or address issues.

A final monitoring report, including any requests for corrective action, will be issued to the board director within ten days of the end of the comment period. A response from the board director on any issues not finalized in the first response is due ten days after the final report is issued.


 VIII.   Format of Manual

This Workforce Investment Act (WIA) Monitoring Procedures Manual has been developed in order to provide a reference for statewide monitoring activities by BES. The information in the manual is intended as a guide and does not limit reviews in number, scope or format.

The manual is divided into three parts.

Part I provides general information.

Part II provides Monitor Plans. Monitor Plans include information on the monitor reviews that are regularly scheduled for each year. The most important reference of law, regulations, plans or policies are noted at the beginning of the plan. The
most important documents and information needed for interviews are included along with general questions that will be answered in the monitor report.

Part III has been included for your information. It includes a copy of the monitor plan and sample formats of the type of working papers the monitors will use to review systems. The monitor worksheets formats may vary from the samples provided but will reflect law, regulation and policy.

The Workforce Investment Act places primary emphasis on program performance at the State and Local Area levels. Monitoring at State and Local Area levels will insure that proper systems are in place, are being followed, and meet the requirements of the law.

To accomplish this, the State has prepared this Monitoring Procedures Manual, which includes the onsite and desktop systems, review checklists, corrective action and follow-up procedures and other items.

The reason for the emphasis on monitoring is to assist in reducing the possibility of audit exceptions, sanctions, or unallowable costs (which may have to be reimbursed to the federal government). Through the use of the established monitoring procedures, the State and local areas can minimize problems by early detection and correction.

A. Monitor Review Process: 

BES shall unitize monitor review guides to conduct objective system and program reviews. These guides may be amended as regulatory changes occur.

The monitor review may be conducted through desktop evaluation, onsite evaluation, or most often, by a combination of the two processes.

BES is authorized to monitor any entity receiving Workforce Investment Act (WIA) funds, and the review may include examining program records, questioning employees, interviewing participants and entering any site or premise which receives WIA funds.

Random sample techniques will be used to perform the review of program records.  

Monitor review entrance conferences and exit conferences will be held with appropriate officials for each review conducted.

Monitor review working papers shall be established during the review and maintained by BES.

B. Programs and Systems:

 The following programs and systems will be reviewed at least once annually. BES is not limited to this list and may review other areas as necessary:

           1. Participation
· Participant Eligibility
· Participant Priority Documentation
· Participant Assessment and Referral
· Outreach and Recruitment
· Supportive Service
2. Training
· On-the-Job Training
· Occupational Skills Training
· Customized Training
· Work Experience
· Individual Training Accounts
· Eligible Training Providers
3. Reporting
· Management Information Systems
· Follow-up Systems
4.  Additional Areas
· Equal Opportunity
· Local Workforce Investment Boards
· Grievances or Complaints (nondiscriminatory)
· Youth Councils

C. Monitor Reports: 

BES shall issue a written monitor report and forward it to the entity monitored within 5 working days of the completion of the review.

The monitor report shall be published in the following format:
· Scope of Review
· Best Practices
· Findings 
· Corrective Action (if Required)
· Area of Concern
· Follow Up (if required)
· Summary

 
 IX.      Corrective Action Plans and Technical Assistance

A key emphasis subsequent to on-site reports is to follow up on the findings and observations that BES has identified through oversight activities. The objective is to demonstrate that contractors and providers are in compliance with policy and regulations and meet performance expectations. In the past, the leadership in the local areas has taken an active role in resolving performance issues, and we are confident that this will continue. Technical assistance is a significant BES and Region I USDOL strategy for resolving issues identified through desk reviews and on-site monitoring.

As previously noted, a response from the board director stating the actions taken or planned to correct deficiencies or otherwise address issues is due ten days after the date the draft monitoring report is issued. These actions will be included as part of the final monitoring report. 
 
  X.     Sanctions and Appeals of Sanctions

A local board that does not provide an adequate or timely response to a monitoring report that cites compliance issues may be subject to sanctions. The sanctions and appeals process is covered under a separate BES policy issuance. 

 XI.    Circulation

            Copies of the monitor reports will be dispensed to the following:
· Commissioner, Maine Department of Labor
· Bureau Director, Bureau of Employment Services
· Deputy Director, Bureau of Employment Services
· Director of Policy and Evaluation
· WIA Program Manager
· Career Center Manager
· Service Provider Manager




















XI.        Schedule of Events in Days* After Completion of On-Site Monitoring

5

15

25

35


  0

Draft Report sent to Board Director
Completion of On-Site 
Monitoring

Board Director comments on draft and states actions to be taken

Final monitoring report issued 

Response from LAs due, if applicable










           Timetable 

A Planning and Governance Review and review of WIA Title I Adult, Youth, Dislocated Worker Programs, and the Wagner-Peyser Labor Exchange Program will be monitored in each of the four local areas. A timetable which identifies specific sites, dates and programs for monitoring is as follows:

* Business Days

