
CHAPTER 4: OPERATING SYSTEMS AND POLICIES 

Chapter 4, Section B – Local Policies and Agreement Attachments 

1. Chief Elected Official (CEO) Functions and Agreement Between Multiple Chief Elected Officials

(WIOA Policy Chapter 1, Section 2)

2. Chief Elected Official Delegation of Authority and Acknowledgment of Financial Liability (WIOA

Policy Chapter 1, Section 3)

3. Local Workforce Innovation Board (LWIB) Certification and Recertification Requirements (WIOA

Policy Chapter 1, Section 5)

4. One-Stop Operator Procurement (WIOA Policy Chapter 1, Section 7)

5. Career Planning (WIOA Policy Chapter 4, Section 2)

6. General Follow-Up Services (WIOA Policy Chapter 4, Section 3)

7. Selective Service Registration Requirements (WIOA Policy Chapter 5, Section 1.1)

8. Youth Eligibility (WIOA Policy Chapter 5, Section 4)

9. Service Priorities (WIOA Policy Chapter 5, Section 6)

10. Veterans’ Priority of Service Requirements (WIOA Policy Chapter 5, Section 7)

11. Individual Training Accounts (WIOA Policy Chapter 7, Section 2.1)

12. On-the-Job Training (WIOA Policy Chapter 7, Section 2.2.1)

13. Incumbent Worker Training (WIOA Policy Chapter 7, Section 2.2.3)

14. Work Experience (WEX) and Transitional Jobs (WIOA Policy Chapter 7, Section 2.5)

15. Training Provider and Training Program Eligibility – Eligible Training Provider List (WIOA Policy

Chapter 7, Section 3)

16. Supportive Services (WIOA Policy Chapter 7, Section 4)

17. Privacy and Security (Personally Identifiable Information) (WIOA Policy Chapter 8, Section 2.2)

18. Property Control for Property Purchased with WIOA Funds (WIOA Policy Chapter 8, Section 3.6)

19. Compliant and Grievance Procedures (Nondiscrimination) (WIOA Policy Chapter 8, Section 5)

20. LWIA 21 – Procurement Policy (2025)
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #8 

WIOA BASIC CAREER SERVICES,   
CAREER PLANNING AND ENGAGEMENT 

TO: LWIA 21 Staff 

SUBJECT: WIOA Basic Career Services, Career Planning and Engagement 

EFECTIVE DATE: July 1, 2022 
Modified – July 1, 2023 

Purpose:  To transmit LWIA 21’s policy on Workforce Innovation and Opportunity Act (WIOA) Basic 

Career Services, Career Planning and Engagement. 

In Accordance With:  Department of Commerce and Economic Opportunity (DCEO) WIOA Policy, 
and, United States Department of Labor (DOL) Rules and Regulations for the Workforce Innovation and 
Opportunity Act.  Staff should refer to https://apps.illinoisworknet.com/WIOAPolicy/Policy/Index/ to 
keep abreast of all changes to the State of Illinois policies regarding WIOA and management of the 
WIOA Programs. 

BASIC CAREER SERVICES 

Policy: Basic Career Services are considered basic employment services provided to all customers of the 
Job Center regardless of income or ability. Customer satisfaction is our goal. Below are basic guidelines 
for services within the Job Centers that should be afforded all customers as set forth by the Local 
Workforce Board. 

1. Employees of the Job Center (regardless of their job title/partner agency) will greet all customers
in a friendly and respectable manner immediately upon their arrival at the Job Center.

2. All customers will be offered an orientation to the Job Center regardless of eligibility
requirements. Job Center orientations may include but are not limited to the services listed on the
Basic Career Services sheet. At the completion of the orientation customers will be offered a Job
Center brochure that outlines our services.

Basic Career Services are considered basic employment services provided to all customers of the Job 
Center. Basic Career Services are considered to be self-directed and/or for informational purposes only, 
with little or no intervention from partner staff. 
All Job Center customers will be greeted in a friendly and respectable manner and provided an 
orientation to our services. The following is a list of some of the services/resources that all customers 
should be made aware of during the orientation. 

• Illinois Job Link and Illinois WorkNet Registration
• Internet Access for Job Search and Resume Development
• Career Interest Tests
• State and Federal Employment Opportunities
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• Local Employment Opportunities
• Employer Applications
• Non-traditional Employment Information
• Labor Market Information
• Resource Library – Newspaper
• Communication Library (telephone, telephone directories, fax machine, copy machine, computer,

and etc.)
• Partner Agency Information
• Financial Aid and Scholarship Information
• Information Eligibility Determination for WIOA Title IB
• Initial assessment of skill levels, aptitudes, and abilities
• Performance information on eligible training providers
• Initial development of an Employment Plan and/or Individual Service Strategy

Job Center Staff must remember that Basic Career Services are to be self-accessed and/or for 
information purposes in order to familiarize customers with the amenities of the Job Center. All 
customers are to be provided Basic Career Services regardless of their income or ability. 

CAREER PLANNING AND ENGAGEMENT 

Career Planning is a Customer-centered approach in delivering services to prepare and coordinate 
comprehensive career (employment) plans for participants that ensures Access to workforce activities 
and Supportive Services during program participation and continuing for one (1) year after job 
Placement. Career planning is a continual service provided to adults, dislocated Workers, and youth to 
ensure their success in the Workforce Innovation and Opportunity Act (WIOA) services. 

Successful career planning is a collaborative and ongoing process rather than a one-time activity.  The 
process is individualized to the job seeker and prepares them to obtain employment leading to self‐
sufficiency and placing them on a lifelong learning path.  Effective career planning includes assessment, 
career readiness activities, preparation, and training, along with appropriate job matching and placement 
ending with one (1) year of Follow-up.  Providing supportive services and conducting follow-up are 
essential to the success of the jobseeker. 

Key components of career planning include building rapport, effectively communicating, identifying 
appropriate services, convening key service providers, connecting participants with services, creating a 
strong employment plan, motivating and encouraging, following up after an appointment(s), monitoring 
services, and follow-up after exit.  Additionally, keeping accurate, timely, and descriptive records of 
career planning efforts through appropriate case management is essential.  

Customer Engagement 

1. Engaging customers via the Illinois workNet Center or designated Workforce Innovation and
Opportunity Act (WIOA) Title IB service provider can occur through Self-Service or staff-
assisted activities.  Minimally, Customer engagement must be through:

a. Program staff physically present at the center; or
b. Direct Linkage via technology as defined within the Governor’s Guidelines (See the

Governor’s Guidelines to State and Local Program Partners Negotiating Costs and
Services Under the Workforce Innovation and Opportunity Act (WIOA) of 2014 link on
the References tab.)
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2. One-Stop Operators must ensure that staff, regardless of program, request identifying
information to ensure tracking of WIOA self-service or informational services/activities.

a. Local methods for tracking the number of reportable individuals and activities can
include a swipe card, Resource Room Sign-In Form, or other local check-in procedure.

i. Local policy should indicate the information necessary to conduct the tracking of
services.

ii. All Personally Identifiable Information (PII) must be protected following
procedures outlined in the Personally Identifiable Information section of the
policy manual.

b. Customers receiving self-service or informational services either in the resource room,
virtually, or through partner referral are Reportable Individuals.  WIOA Title IB self-
service basic Career Services, also known as Local Services, received by Reportable
Individuals are to be recorded in the appropriate case management system.

c. In the Illinois Workforce Development System (IWDS), these services must be captured
under Local Services.  Local Administrators are responsible for populating the list of
services displayed on the Add Local Services screen.

d. It is imperative that local areas are accurately capturing in IWDS the local services being
provided so that all services provided through the local Illinois workNet Centers are
being reported to the U.S. Department of Labor (USDOL).

e. It is also important to note they are not included in the Performance Measure calculations.

3. Once the services require staff assistance (defined as Individualized Career Services for WIOA
Title IB), the individual is required to be registered as a Participant.

a. The individual must apply for services and be determined eligible as outlined in the
Application for Services and Eligibility Determination section of this policy to register
for the program.

b. WIOA Title IB Adults and Dislocated Worker reportable individuals who are determined
eligible and receive staff-assisted career services would be considered participants and
thus, be included in performance calculations.

c. WIOA Title IB Youth reportable individuals who are determined eligible, receive an
assessment, and receive a program element (a staff-assisted individualized career service)
would be considered participants and, thus, be included in performance calculations.

d. For further information regarding information collection for reportable individuals, see
the General Eligibility Requirements section of the policy manual.

e. One-Stop Operators must ensure coordination of services, and therefore may  consider
creating an operation manual that outlines Career Planning best practices towards that
requirement.

Application for Services and Eligibility Determination 
1. Individuals seeking Workforce Innovation and Opportunity Act (WIOA) Title IB services

beyond self-service that require registration into the program must complete a WIOA
application.

2. The career planner:
a. Enters the application information into the appropriate case management system.
b. Determines eligibility for WIOA Title IB following the applicable Eligibility section of

the policy manual using the appropriate case management system, which takes the
responses put into the application and displays all titles for which the applicant might be
eligible.

i. The eligibility determination date must be within thirty (30) days of the
application date.
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c. Must securely collect the required documentation to support answers given to the
application’s questions and certify the applicant in any title (Adult, Dislocated Worker,
and Youth).

i. The list of acceptable documentation to support eligibility for each title is
provided in the Eligibility section of the policy manual.

ii. Career Planners must document information to determine priority of service under
WIOA as outlined in the Service Priorities section of the policy manual.

d. Must certify the applicant as eligible under WIOA Title IB before enrolling an individual
in various activities and services within the appropriate case management system.

i. An individual is still considered to be an applicant after having their eligibility
certified until they have been enrolled in a WIOA Title IB service.

ii. The applicant must be enrolled in a WIOA Title IB service within forty-five (45)
days from the date their eligibility was certified.

1. If more than forty-five (45) days have elapsed, the application will be
locked and the career planners will have to establish a new eligibility
certification date.

iii. Once an individual is enrolled in a WIOA Title IB service, they are considered to
be a registrant.

3. An individual could meet WIOA Title IB Eligibility criteria under several different WIOA titles
(Adult, Dislocated Worker, and Youth) but would only be required to have the eligibility
certified under the title(s) that the client will be enrolled in services.

a. The applicant’s eligibility certification date must be within thirty (30) days of the
application date.

i. If more than thirty (30) days have passed, career planners will have to update the
application with current information and establish a new application date.

Basic Skills Screening Tool 
1. The Workforce Innovation and Opportunity Act (WIOA) establishes a priority of service to

provide individualized Career Services, Training Services, or both, to recipients of Public
Assistance, other low-income individuals, and individuals who are Basic Skills Deficient.

2. The Basic Skills Screening Tool (screening tool) found in the Basic Skills Screening Tool for
Priority of Service and Referrals section of the policy manual was developed to provide another
mechanism for determining basic skills deficiency by identifying youth or adults who are unable
to compute or solve problems, or read, write, or speak English, at a level necessary to function on
the job which meets the second part of the WIOA definition of basic skills deficient.

3. The screening tool will help identify if an individual is basic skills deficient for the purposes of
priority of service for Adults, referrals for Adults or Dislocated Workers, and eligibility for
Youth. If a Participant is referred to Title IB from Title II and already has Adult Basic Education
(ABE) or English Language Learners (ELL) scores within six (6) months, then the Basic Skills
Screening Tool would not be required with validated assessments.

a. The screening tool is to be given prior to conducting any assessment test;
b. The screening tool is not an assessment included as part of a career service for Adults or

Dislocated Workers or a component of the objective assessment for Youth and may not
be used as the sole method for assessing Customer needs to achieve education and
employment goals;

c. Adults and Dislocated Workers who answer “No” to the question regarding having a high
school diploma, General Education Development (GED) Certificate, or High School
Equivalency Diploma (HSED) should automatically be referred to adult basic education
services through Title II; and

d. If the screening tool identifies an individual as basic skills deficient, career planners as
appropriate are to do one or more of the following:
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i. Provide Adults with priority of service;
ii. Document this as a basic skills deficiency for the purposes of eligibility for

Youth;
iii. Refer Adults and Dislocated Workers to adult basic education services through

Title II; or
iv. Facilitate referrals for participants with identified barriers to the appropriate

WIOA partner or program within the community for service.

4. Basic skills deficiency assessments as outlined in the Assessment Process for Basic Skills
Deficiency section of this policy are then completed to meet the portion of the legislatively
mandated Youth assessment which includes an assessment of basic skills and to support an Adult
and Dislocated Worker participant’s ability to do the level of work required for the training
program they are attempting to enter.

Assessments 

1. A thorough assessment is the foundation for understanding the Participant’s employment goals,
existing skills, career readiness, and determining all appropriate barriers to education or
employment that may exist.  It is not a one-time activity.  Nor is it a one-size-fits all approach.
Assessment is an ongoing extension of the Intake process and guides the career planner’s
development of the Individual Employment Plan (IEP) for Adults and Dislocated Workers or the
Individual Service Strategy (ISS) for Youth.

a. For the Adult and Dislocated Worker programs, the assessment process is two (2) phases.
1. During intake, the assessment will determine a Customer’s interests, skills, and

needs.  This initial assessment provides preliminary information about the
individual’s skill levels, aptitudes, abilities and supportive service needs.  It
forms the basis for determining suitability as part of informed customer choice
and the development of the IEP.  At a minimum the following areas must be
addressed:

a. Interest and skills inventory;
b. Essential employability skills;
c. Digital Literacy assessment;
d. Financial literacy assessment;
e. Basic skills deficiency;
f. Barriers to Employment;
g. Determination of referrals; and
h. Supportive Services.

2. After Enrollment, the assessment builds off information gathered at intake and
assists with informing the IEP development.  As with the assessment during
intake, career planners must address informed customer choice when
determining suitability for training in a particular career pathway.  At a
minimum, the continuation of the assessment must address the following areas:

a. Employment goals;
b. Suitability for employment and/or training program;
c. Review of training options including Work-Based Learning and/or

traditional training through an Individual Training Account (ITA) by a
training provider that is on the Eligible Training Provider List (ETPL) if
training is needed to meet employment goals;

i) The training service must align with the participant's existing skills
and career readiness using the results from the interest and skills
inventory.

ii) The career planner must facilitate a process that provides the
participant with an informed choice of training options.
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d. Barriers to employment for the chosen career pathway (e.g., criminal
history, substance abuse);

e. Determination of referrals (coordination with partner programs or
community organizations that provide training and education resources);

f. Supportive services (as supportive service needs may change if attending
training);

g. Progress Reporting; and
h. Follow‐up.

b. For the Youth program, career planners must follow a comprehensive and objective
assessment process during intake that considers the youth’s skills, interests, and service
needs.  Note that the assessment of the youth participant occurs prior to the certification
of eligibility. At a minimum, the following areas must be covered as part of the
comprehensive and objective assessment:

1. Interest and skills inventory;
2. Prior Work Experience;
3. Essential employability skills;
4. Digital literacy assessment;
5. Financial literacy assessment;
6. Basic skills deficiency;
7. Developmental needs;
8. Career goals;
9. Suitability for employment and/or training program;

10. Review of training options that align with interest and skills inventory;
11. Barriers to education or employment;
12. Determination of referrals;
13. Supportive services;
14. Progress Reporting; and
15. Follow‐up.

2. When conducting the assessment, the Career Planners must use the assessment tool(s)
appropriate for the participant.  For example, when assessing interests, what is suitable for adults
may not be suitable for youth.

a. Several assessment types may be given, including interests, aptitudes, skills, assessing
barriers, and others in addition to the required basic skills reading and math assessments
to attend training.

1. Career Planners must use an Illinois Community College Board (ICCB)
approved assessment test appropriate for the participant to determine a potential
need for remediation or if the reading, math, or language levels meet the
enrollment requirements of a training program.

b. Local programs must provide reasonable accommodation in the assessment process, if
necessary, for individuals with disabilities.

3. Assessments must evaluate and identify suitability of the participant when developing the
employment goals, appropriate achievement objectives, and the needed combination of services
to address barriers. Suitability includes working with the participant on:

a. Aligning career goals to interests, skills, and abilities;
b. Reviewing occupational profiles and employment outlooks for the selected occupation.

This not only includes wage information and training needed but also includes what
employees actually do in the job;

c. Researching the Career Services that are needed to achieve the participants' employment
goals;
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d. Researching the Training Services that are needed to achieve the participants’
employment goal that includes, but is not limited to:

i. Evaluating the participant’s preferred training delivery method (traditional
classroom, virtual, hands-on);

ii. Assessing the cost and the length of the training program; and
iii. Considering work-based learning opportunities including, but not limited to,

Registered Apprenticeships, On-the-Job Training, Transitional Job, and/or work
experience.

e. Researching the supportive services that are needed to achieve the participants'
employment goals.

4. Discussions with the participant should always be grounded in informed customer choice to
ensure sound career decisions and supporting the best use of Workforce Innovation and
Opportunity Act (WIOA) funds.  Career Planning staff must assist participants in making
informed career decisions based on accurate information and knowledge and ensure they are
prepared with the skills needed to fill hiring opportunities in in-demand sectors and Career
Pathways in high wage occupations.

5. Formal assessments that occurred within the last six (6) months, provided by the participant or a
WIOA partner program, are acceptable to use.  However, they must address a review of basic
skills, occupational skills, prior work experience, employability, interests, aptitudes, supportive
service needs, and developmental needs.

Individual Employment Plan (IEP) and Individual Service Strategy (ISS) 

1. Like the assessment, the Career Plan (Individual Employment Plan (IEP) or the Individual
Service Strategy (ISS)) is a living document that identifies employment and education goals as
part of a career pathway, objectives, and the appropriate combination of services for the
Participant to reach the goals.  It is to be developed collaboratively between the career planner
and the participant with mutually established goals.

2. The IEP or ISS must be developed after an objective assessment and reflect the expressed
interests and needs of the participant.  Once developed, it must be signed by the participant and
properly documented in the approved case management systems.  A copy should be provided to
the participant, and a hard copy placed in the file. The development of the IEP must follow this
policy as well as the Training section of the policy manual where applicable.

3. All active participants must have an IEP/ISS with at least one (1) open goal with at least one (1)
open objective.  The IEP/ISS should be written with a S.M.A.R.T.E.R objective:

Specific 

Identify specific short/long-term goals.  Specific objectives are the 

action steps that outline exactly what the participant should do to 

achieve their goal(s). 

Measurable 

Define how progress will be tracked. Goals are measurable by 

the Completion of objectives.  Measurable goals have benchmarks 

allowing the participant to see the progress towards successfully 

achieving goals.  

Chapter 4, Section B–05



Attainable 

Goals and objectives are attainable if the participant can be 

realistically expected to complete the goal within the timeframe 

agreed upon. 

Relevant 

Goals and objectives must be relevant to what the participant is 

trying to achieve.  An appropriate objective will be an action step 

toward completing the goal.  The use of the comprehensive and 

specialized assessments will guide with creating relevant goals and 

objectives. 

Time-Driven 

There should be a target date of progress and completion.  A goal 

without a commitment to a schedule or target dates tends to be 

forgotten or neglected.  This will keep the participant on track and 

both parties accountable.  Goals and defined as short, intermediate, 

or long-term. 

Evaluate 

Goals, objectives, activities/services, and Case Notes should be 

reviewed to assess the success or failure in achieving a participant’s 

IEP/ISS completion. 

Reflection and 

Adjustment 

Reflection is a great way for a participant to increase confidence 

and be more proactive and excited to complete their plan.  If any 

goal changes occur, the plan must be adjusted and mutually agreed 

upon with the participant. 

4. The IEP, which is an individualized career service, is required to be one of the first services
provided to a Workforce Innovation and Opportunity Act (WIOA) Title IB Adult or Dislocated
Worker participant since it describes the ongoing strategy for the participant to achieve their
goals.

5. At a minimum, the IEP must identify and document:
a. Goals and Objectives:

1. Short-term (training or employment) goal(s);
2. Long-term (employment) goal(s) that:

a. clearly documents the career pathway to attain the career objectives; and
b. includes a review of the demand occupations list.

3. Intermediate objectives will be required to meet the goals listed and required
training components (remedial, pre-requisites, skills, work-based training, etc.).

b. Justification as to why the short-term and long-term goals are appropriate for the
participant and must be:

1. Based on assessment information, an interview with the participant, and skills
obtained from previous employment;

2. Include an explanation of the skills gap that the IEP is designed to overcome. A
skills gap is the significant gap between the skills required by the employer and
the current capabilities of the applicant; and
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3. Include Barriers to Employment and/or participant needs, if applicable.
c. The appropriate sequence and mix of services to address the unique strengths, challenges,

and needs of the participant to obtain the training or employment goal(s);
d. For participants that require Training Services, the IEP or ISS must include information

on the eligible training programs and training providers that are researched on the State of
Illinois Eligible Training Provider List to determine the training programs that are the
most suitable to the participant’s needs.

1. The IEP and case notes must document the conversations between the career
planner and the participant that assisted the participant in making an informed
choice in selecting a training program if appropriate.  Conversations must
include discussions on local labor market conditions, including but not limited
to the unemployment rate, local employer skill demands, hiring pre-requisites,
and in-demand occupations in the area.  Considerations must include if the
training is suitable for the participant and if the targeted occupation and industry
will lead to sustainable employment.

e. Identification of all barriers and/or needs that may prevent the participant from obtaining
employment or participating in training. The IEP must document the services that are
provided to address the participant’s barriers including, but not limited to  Career Service,
Supportive Services, Needs-Related Payments, and referrals to partner agencies for
additional assistance such as childcare, counseling, or other applicable programs;

f. The direct link to one or more of the performance indicators (e.g., unsubsidized
employment, median earnings, credential attainment – postsecondary training for youth,
or measurable skills gain); and

g. A method for tracking progress and identifying next steps including, but not limited to
Follow-up on open goals, objectives, and services.

6. The ISS is required to be completed after the objective assessment prior to youth being enrolled
in WIOA Title IB.  It must be the first service recorded in the appropriate case management
system.  The ISS must document and address the following:

a. A summary of all goals and objectives established with additional information focusing
on activities and tools used for achievement;

b. Identify an appropriate career pathway;
c. Documentation of the services provided to the participant including, but not limited to the

fourteen (14) required WIOA Title IB Youth elements;
d. A summary of action steps to eliminate or minimize any barriers including, referrals to

partner agencies for assistance with childcare, transportation, counseling, etc.;
e. The direct link to one or more of the WIOA Title IB performance indicators; and
f. A method for tracking progress and identifying next steps including, but not limited to

follow-up on open goals, objectives, and services.

7. The IEP or the ISS is an ongoing process requiring routine review and updates as additional
needs are identified or goals are achieved.

a. A review of the IEP/ISS must occur on a regular basis, at least once every ninety (90)
days, unless the IEP/ISS is updated sooner as a result of regular thirty (30) day contact;

b. Career planners must conduct two-way communication with the participant that can
include phone, email, text, or other methods to address any successes such as the
completion of a goal ahead of the established timeline as well as any problems,
challenges, or difficulties the participant may be facing that would warrant changes to the
IEP or ISS;

c. All evaluation and revisions to the IEP or ISS shall be made collaboratively with the
participant's consent. Significant changes include such things as changing type of
training, employment goal, or change in supportive service needs;
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d. The development and subsequent changes of the IEP or ISS must be documented in
services according to the same-day services portion of the Service Documentation (Case
Management) section of this policy under the applicable service of either Development of
an IEP or Development of an ISS.  Any associated case notes must be recorded in Case
Notes as outlined in the Case Note section of this policy.

8. A copy of the completed (or updated) and signed IEP or ISS shall be provided to the participant,
recorded in case notes, and updated on the hard copy in the participant file.

Service Documentation (Case Management) 

1. Career Planners must maintain regular contact with participants to provide timely services to
address the Participant’s specific needs to support the goals outlined in the IEP or ISS.  For most
participants and situations, regular contact is defined as two-way communication that occurs
every thirty (30) days.

2. Participants should see the same Career Planner for check‐ins and return visits/appointments
until the participant exits the system.  The participant should be notified if the Career Planner
changes and should be offered an opportunity for an introductory meeting with the new career
planner as soon as mutually convenient.

3. The career planner must utilize the WIOA Title IB Services Matrix with Definitions attachment
that defines the WIOA Title IB services that should be tailored to address the participant’s
unique strengths, challenges, and needs.

4. The Department of Commerce and Economic Opportunity’s Office of Employment and Training
(OET) created same-day services in the Illinois Workforce Development System (IWDS) to
more efficiently capture some of the applicable services.

a. The services considered same-day services are listed as such in the WIOA Title IB
Service Matrix with Definitions attached to this policy.

b. Those services are only to be recorded when first received.  Any subsequent service
provision is to be captured by adding an Additional Service Episode to the original
service record with supporting Case Notes.

1. Example: A participant receives job search services from the Career Planner on
April 6, and the Career Planner records the service in IWDS the same day.  The
next time job search services are provided to the participant; it would be
recorded as an Additional Service Episode with supporting case notes of the
original service.  In this example, the participant received additional job search
services on April 10, and the Career Planner added an Additional Service
Episode to the original Job Search service along with case notes with an April
10 date.  This then changes the end date of the original Job Search service to
April 10.

c. Adding an Additional Service Episode will update the participant’s last service date even
if no other services are provided.  So, this mechanism should NOT be used when a
participant is no longer actively participating in WIOA services.

5. Documentation of any completed assessment must follow policy, be recorded in the Career
Planning system (IWDS or Career Connect), and documented on the IEP/ISS forms.

a. The Narrative tools on the Assessment Summary in IWDS must be utilized to record
information gleaned from the Career Planner related to the different assessment
categories.  The narrative should incorporate what the assessment results mean, not just
documentation of the test outcomes.
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b. The Employment Goals portion of the Assessment Summary provides an area to record
items such as the participant’s wage goal, ability to work different shifts, distance willing
to travel, and other information from conversations between the participant and the
Career Planner.

c. The Income and Expenses section is designed to assist the participant and Career Planner
in evaluating the participant’s ability to support him or herself and their Family while
they are in the WIOA funded training program.

6. All WIOA Title IB services provided to a participant must be entered into the appropriate case
management system within ten (10) calendar days of the service delivery.

a. The entry of services should be combined with case notes (whether a standard case note
or a case note attached to an episode of a Same-day Service) to describe each service and
provide any other notable information as detailed as outlined in the Case Notes section of
the policy.

b. Services can only be recorded on or after the certification date.  Therefore if any services
such as an initial assessment for Adults or Dislocated Workers are provided prior to the
certification date, they must be entered as being provided on the certification date under
the Comprehensive and Specialized Assessment service, and a case note must be added to
record the actual date of the service.

c. The service screen must reflect all of the services that have been or are currently being
provided to the participant.

d. Service records must be closed/ended with an indication of Completion status (successful
or unsuccessful) within ten (10) days of learning of the completion of the service.

e. Outcomes of education and Training Services such as Credentials and/or Measurable
Skill Gains attained must be entered within ten (10) days of learning of the attainment.

f. For Chicago Cook Workforce Partnership providers that use Career Connect as a case
management system, guidance on data entry specific to Career Connect can be found at
the link in the Resources tab.

1. All data entry time requirements addressed in this policy must also be followed
by career planners using Career Connect.

7. All documentation must be contained in the participant’s physical case file and be available for
review, as requested during compliance monitoring.

a. Career planners are to upload all relevant documentation contained in the participant’s
physical case file into the appropriate case management system as directed by OET
monitoring staff for remote monitoring and data validation purposes by the State and the
U.S. Department of Labor (USDOL).

Case Notes 

1. Case Notes and file maintenance are vital to quality service and reporting.  They reflect the
results of continuous Career Planning in detail so that the Participant’s status is easily
determined.

2. The case notes for an open active service must document ongoing two-way communication
between the career planner and participant that describes how the service (career, training,
supportive) or activity moves the participant toward their goals.

a. Case notes must be entered into the appropriate case management system within ten (10)
calendar days of the service delivery and the regular contact (typically thirty (30) days).

3. Case notes should also indicate cross-program coordination of services and contacts with staff in
other programs.
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a. Career Planners must identify the partner programs from which the participant receives
services on the Concurrent Programs screen in the Illinois Workforce Development
System (IWDS).

4. Case notes and file maintenance are to reflect the results of continuous career planning in detail
so that the participant’s status is easily determined.  The quality of the case notes is imperative to
assist in monitoring efforts.

5. In addition to the case notes that are entered to describe the Workforce Innovation and
Opportunity Act (WIOA) services and regular contact, the participant case note history must
reflect the following information as appropriate:

a. Introduction: A complete description of the status of the individual at participation
including an explanation of their overall need for services.  This case note will elaborate
on eligibility, Intake, and assessment results to give a clear picture of the individual, their
barriers, strengths and skills, training preferences, and possible support service needs.

b. Determination of Training Need: The career planner must document the suitability of the
training/retraining program with participant’s needs.  In cases where training/retraining is
required for a participant to enter or re‐enter the workforce successfully, the training
selected must be directly linked to employment opportunities in the Local Area or the
planning Region or in an area to which a participant is willing to commute or relocate.

c. Training Begin Date (if applicable): A case note must be entered when the participant
enters training and is to include the date the training began, training program, training
provider/school, approximate cost, and planned end date.

d. Training End Date (if applicable): A case note must be entered to reflect that the
participant’s training has ended and include the following – date training ended, the name
of the program, whether the participant completed the training, and credential/license
status.

e. Service Closure/Exit: A full description of the participant’s status at exit must be case
noted and include employment/non‐employment, employer name, hire date, hours, and
wage.  Any exclusion must also be described; and

f. Follow-up: A full description of the follow-up services and information provided to
WIOA Title IB participants.

6. In instances when a participant is no longer actively participating in WIOA Title IB services,
case notes should be documented as standard case notes and NOT documented within a Same-
day Service as an Additional Service Episode in IWDS so as not to extend participation in WIOA
Title IB and/or the Exit date.

a. Similarly, participants that are only receiving Disaster Relief Employment Services
through a National Dislocated Worker Grant (NDWG) and do not receive traditional
career or Training Services must have case notes recorded as a standard  case note since
they can not be recorded under the Career Planning service due to it being a career
service.

b. Career planners are advised to work with the Department of Commerce and Economic
Opportunity’s Office of Employment and Training (OET) program and grant managers
regarding the documentation of services that are associated with the administration of
non-formula WIOA grants.

Sincerely, 

Matthew Jones 
Executive Director 
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Related Documents: WIOA Policy Chapter 4.2 and 7  

WIOA Populations with Barriers and Proposed Solutions Chart 

WIOA Title IB Services Matrix with Definitions 6-30-23 

Customer Self-Certification – LWIA 21 PL 08-01 

Participant File Checklist – LWIA 21 PL 08-02 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT 
(WIOA) 

LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 
POLICY LETTER #11 

ADULT AND DISLOCATED WORKER  
WIOA FOLLOW UP SERVICES POLICY

TO:  LWIA 21 Staff  

SUBJECT: Adult and Dislocated Worker WIOA Follow Up Services Policy 

EFECTIVE DATE: November 17, 2022 
Modified – November 20, 2024 – Retro to July 1, 2024 

Follow-up Services for WIOA Adults and Dislocated Worker participants who enter 
unsubsidized employment, for up to 12 months after first day of employment will be offered by 
the Career Specialist.   

1) Follow-up services are defined as:

a. Two-way exchanges between the WIOA Title I service provider and the
individual (or the individual’s advocate or employer) and are designed to provide
support and guidance to ensure sustained employment, earning of post-secondary
credentials, wage increases, and advancement of career goals;

b. Are those services above and beyond the act of contacting individuals for securing
performance reporting documentation; and

i. Verifying information, such as ensuring an individual is still employed, is
not considered follow-up.

c. Can occur by telephone conversation, in person, or via email (or other social
media)

i. While sending a letter or leaving a voicemail might be communication,
neither is acceptable if no interaction or provision of service took place.

2) Local Workforce Innovation Boards (LWIBs) must establish and implement local follow-
up services policies following this guidance.
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3) The availability of follow-up services should be discussed with the participant at the
beginning of an individual’s interaction with the career planner to set the expectation for
seamless communication throughout their participation in the program.

4) Evaluation to determine the need and level of intensity for follow-up services to meet the
needs of the individual should be ongoing during participation and the follow-up period.

a. In the Adult and Dislocated Worker program, these services are a way to
determine if adults or dislocated workers need support for retaining employment,
earning wages, or advancing in the workplace.

5) Follow-up should be as often as necessary throughout the required twelve (12) months.

a. At a minimum, it should occur at least every thirty (30) days for the first three (3)
months and then must occur once a quarter for the remainder of the twelve (12)-
month period.  This aligns with quarterly post-exit reporting requirements.

b. Documentation must be entered as a case note in the appropriate case
management system each time throughout the twelve (12) months the career
planner contacts the participant.

6) Follow-up services do not delay program exit.

Required Follow-Up for Adult and Dislocated Workers Programs 

1) Training and Employment Guidance Letter (TEGL) 19-16 requires that follow-up
services must be provided for up to twelve (12) months after the first date of employment
for adults and dislocated workers who are placed in unsubsidized employment.

a. For participants in work-based learning opportunities that result in unsubsidized
employment, such as On-the-Job Training (OJT), this would be the first day after
the OJT is no longer subsidized by local area funds.

2) Follow-up services are tied to the first date of unsubsidized employment and are not tied
to the date of program exit for adults and dislocated workers who have been placed in
unsubsidized employment.

3) Follow-up services are not allowed under the Workforce Innovation and Opportunity Act
(WIOA) when an adult or dislocated worker does not obtain unsubsidized employment.

4) Follow-up services are provided in support of unsubsidized employment, whereas career
and training services support the participant's ability to enter unsubsidized employment.
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5) At the point adults and dislocated workers are placed in unsubsidized employment during
program participation, the career planner must transition the participant into follow-up
services when the last service has been received, and no future services are planned.

a. This allows the career planner to provide follow-up services during the ninety
(90) day program exit clock so that if the participant needs additional assistance, it
can be provided even though they already started follow-up since they are still a 
participant. 

1) If the participant needs services within the ninety (90) day timeframe, the
follow-up can count as career planner contacts.

6) When an adult or dislocated worker participant obtains unsubsidized employment while
still receiving an active, open WIOA service, currently, the appropriate case management
system does not allow a Follow-Up Service to be opened; however, follow-up must be
provided.

a. In this instance, documenting the follow-up in case notes should be included and
recorded during the routine, two-way communication between the Career Planner
and the participant.

1) Career Planners should enter case notes along the lines of “transitioned to
follow-up services today, as the participant is done receiving services” or
“closed this case administratively (not an exit) and am moving into follow-up
because the participant needs no more services.”

b. Only when the individual completes career, training, and supportive services
planned and outlined in the Individual Employment Plan (IEP) and the services
are closed can a career planner open a follow-up service and enter a case note of
the action in the appropriate case management system.

c. Career planners must understand program exit, which is ninety (90) days after the
last enrolling service has been closed, is separate from providing follow-up
services for adults and dislocated workers.

7) Local Workforce Innovation Boards (LWIBs) must establish policies that define what are
appropriate follow-up services, as well as policies for identifying when to provide follow-
up services to adult and dislocated worker participants.

8) Follow-up services must be provided as appropriate.

a. Participants with multiple employment barriers and limited work histories may
need more significant follow-up services.
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b. Additionally, this helps to identify an area of weakness that will affect their ability
to progress further in their occupation or in retaining employment.

c. A variety of follow-up services may meet the needs of the participant.  Below is a
list of activities, but is not limited to the following:

1) Counseling individuals about the workplace;
2) Contacting individuals or employers to verify employment;
3) Contacting individuals or employers to help secure better paying jobs,

additional Career Planning, and counseling for the individual;
4) Assisting individuals and employers in resolving work-related problems;
5) Connecting individuals to peer support groups;
6) Providing individuals with information about additional educational or

employment opportunities; and
7) Providing individuals with referrals to other community resources

9) The documentation addressing the need and type of the activities provided in follow-up
must be entered into general case notes.

a. Case notes are not to be added to the Individual Employment Plan (IEP) or any
other enrolling service such as Career Planning and will alter the true last day of
services and, therefore, the exit date.

10) Supportive services cannot be provided in association with follow-up services for WIOA
Adult and Dislocated Worker participants

a. However, a participant could receive supportive services associated with an active
enrolling career and/or training service if they are concurrently receiving Follow-
up Services following the first date of unsubsidized employment

11) After ninety (90) days following exit, if a former participant is not responsive, cannot be
located, or refuses to provide information, the career planner may close follow-up
services

a. The case notes must document the unresponsiveness of the former participant as
the thirty (30) day contact requirements outlined in the Case Notes section of this
policy manual as the reason for discontinuation.

12) Upon completing all follow-up services, the service must be closed, and the end date
populated in the appropriate case management system.

The Career Specialist must attempt to make contact with the participant each month for at least 
90 days and must enter case notes in IWDS documenting the attempts to make follow-up contact. 
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If the customer declines follow-up contact, the Career Specialist ends services after 90 days and 
closes follow-up services in IWDS. 

Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT 
(WIOA) 

LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 
POLICY LETTER #11-1 

YOUTH WIOA FOLLOW-UP SERVICES POLICY 

TO:  LWIA 21 Staff  

SUBJECT: Youth WIOA Follow-Up Services Policy 

EFECTIVE DATE: November 17, 2022 
Modified – November 20, 2024 – Retro to July 1, 2024 

Follow-up services for 12 months after exit is a required service for every WIOA youth 
participant. Therefore, all youth participants must receive some form of follow-up services for a 
minimum duration of 12 months. The types of services provided and the duration of services 
must be determined based on the needs of the individual and therefore, the type and intensity of 
follow-up services may differ for each youth. Listed below is information regarding the Act’s 
definition of youth follow-up services and examples of youth follow-up services that may be 
provided locally.  

1) Follow-up services are defined as:

a. Two-way exchanges between the WIOA Title I service provider and the
individual (or the individual’s advocate or employer) and are designed to provide
support and guidance to ensure sustained employment, earning of post-secondary
credentials, wage increases, and advancement of career goals;

b. Are those services above and beyond the act of contacting individuals for securing
performance reporting documentation; and

i. Verifying information, such as ensuring an individual is still employed, is
not considered follow-up.

c. Can occur by telephone conversation, in person, or via email (or other social
media)

i. While sending a letter or leaving a voicemail might be communication,
neither is acceptable if no interaction or provision of service took place.

2) Local Workforce Innovation Boards (LWIBs) must establish and implement local follow-
up services policies following this guidance.
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3) The availability of follow-up services should be discussed with the participant at the
beginning of an individual’s interaction with the career planner to set the expectation for
seamless communication throughout their participation in the program.

4) Evaluation to determine the need and level of intensity for follow-up services to meet the
needs of the individual should be ongoing during participation and the follow-up period.

a. For youth, these services are critical to ensuring they are successful in a job or
postsecondary education and training.

5) Follow-up should be as often as necessary throughout the required twelve (12) months.

a. At a minimum, it should occur at least every thirty (30) days for the first three (3)
months and then must occur once a quarter for the remainder of the twelve (12)-
month period.  This aligns with quarterly post-exit reporting requirements.

b. Documentation must be entered as a case note in the appropriate case
management system each time throughout the twelve (12) months the career
planner contacts the participant.

6) Follow-up services do not delay program exit.

According to the Workforce Innovation and Opportunity Act (WIOA), follow-up services for 
youth may include:  

Leadership development opportunities  

1. Exposure to postsecondary educational opportunities
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.

Supportive service activities 

1. Linkages to community services
2. Assistance with transportation
3. Assistance with child care and dependent care
4. Assistance with housing
5. Needs-related payments
6. Assistance with educational testing
7. Reasonable accommodations for youth with disabilities
8. Referrals to health care
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9. Assistance with uniforms or other appropriate work attire and work-related tools,
including such items as eyeglasses and protective eye gear.

Regular contact with a youth participant’s employer, including assistance in addressing work-
related problems that arise  

Assistance in securing better paying jobs, career development and further education 

Work-related peer support groups  

Adult mentoring  

Services necessary to ensure the success of youth participants in employment and /or post-
secondary education.  

Examples of follow-up services that may be provided locally include the following: resume 
updates, job referrals, career planning assistance, re-employment planning, agency referrals, 
group or one-on-one meetings, tutoring, job shadowing, newsletters, workshops and/or seminars, 
supportive services, career exploration, mentoring, and referrals to job fairs. 

1) The date of program exit:

a. Cannot be determined until ninety (90) consecutive days have lapsed since the last
qualifying participant-level service;

b. Is set retroactively back to the date of the last enrolling/qualifying service; and
c. Is further outlined in the General Requirements for Program Exit section of the

policy manual.

2) Follow-up services do not change or delay exit as they can only occur after program exit
in the Title I Youth program.

3) Follow-up must include more than contact or attempted contact and follow-up activities
must be provided.

4) Follow-up services for youth may include, but are not limited to, the following program
elements:

a. Supportive services, if funding is available and the need for supportive services
are supported in the Individual Service Strategy (ISS);

b. Adult mentoring;
c. Financial literacy education;
d. Services that provide labor market and employment information (LMI) about in-

demand industry sectors or occupations available in the local area, such as career
awareness, career counseling, and career exploration services;

e. Activities that help youth prepare for and transition to postsecondary education
and training; and
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f. Other services necessary to ensure the success of the youth in employment and/or
postsecondary education.

5) The documentation addressing the need and type of the activities provided in follow-up
must be added to the ISS since that is a non-enrolling service and will not alter the true
last day of services and, therefore, the exit date.

a. Case notes in the ISS must provide documentation of the need for youth to be
provided an allowable youth program element (i.e., supportive services) as part of
follow-up services.

6) However, the Final Regulations at Section 681.580 allow for youth to decline follow-up
services altogether.

a. There are two (2) options for youth who are not responsive to attempted contacts
for follow-up and those youth who cannot be located making it impossible to
provide follow-up services during the twelve (12)-month follow-up period.

i. Unable to Locate (Youth Only).  The career planner has determined that in
the event a youth participant cannot be located, the case notes should
record all efforts that were taken to locate the individual.  These same
methods must be periodically utilized through at least the first two (2)
quarters following exit.

ii. Opting Out (Youth Only).  Youth in the twelve (12)-month follow-up
period may request to opt out of follow-up services at any time.  The
request to opt-out or discontinue follow-up services must be clearly
documented in the case notes.  Career planners should not encourage
youth to opt out of these services.

b. In instances where well-documented case notes that the youth opted out or were
not responsive to follow-up, career planners may wish to reach out to employers
to confirm employment and wages.  It is especially important for those
individuals who work for an employer who does not pay into the Illinois
Department of Employment Security (IDES).

c. If the youth is participating in post-exit education or training, the career planner
may wish to contact the educational institution.

d. Neither are allowable follow-up activities, but they will provide meaningful
information for the Youth program and could assist in identifying a positive
performance outcome.

e. While it can be documented in a case note, it cannot be recorded as a follow-up
service in the appropriate case management system.
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7) When reaching out to an exited youth to secure documentation for reporting, a
performance outcome does not constitute an allowable follow-up activity.

a. Although this is an acceptable follow-up activity allowed under the Adult and
Dislocated Worker programs, it is not for the Youth program.

b. Although contacting an individual to secure documentation to report a
performance outcome does not constitute a follow-up service, it can be used in
conjunction with other follow-up activities.

8) Upon completing all follow-up services, the activity must be closed, and the end date
populated in the appropriate case management system.

9) Local programs must have policies to establish when a youth participant cannot be
located or contacted.

a. The Career Specialist must attempt to make contact with the participant each
month for at least 90 days and must enter case notes in IWDS documenting the
attempts to make follow-up contact.

b. If the customer declines follow-up contact, the Career Specialist ends services
after 90 days and closes follow-up services in IWDS.

Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #7 

WIOA ELIGIBILITY AND SELF-SUFFICIENCY 

TO:  LWIA 21 Staff 

SUBJECT:  WIOA Eligibility and Self-Sufficiency 

EFECTIVE DATE: July 1, 2022 

Purpose:  To transmit LWIA 21’spolicy on establishing WIOA eligibility and determining self-
sufficiency. 

In accordance with Workforce Innovation and Opportunity Act (WIOA) Legislation and 
Department of Commerce and Economic Opportunity (DCEO) Policy Letters: LWIA/WIOA Staff 
will adhere to DCEO WIOA Policy Chapter 5, which contains the updated version of the WIOA Title IB 
Eligibility Policy Guide.   LWIA 21 will also adhere to any other eligibility guidelines and policy letters 
that are issued by DCEO subsequent to this LWIA 21 Policy Letter #7. 

LWIA 21 Policy and Procedures:  DCEO WIOA Policy Chapter 5– Determining Eligibility 

DECO has issued :  DCEO WIOA Policy Chapter 5 that outlines in detail the various types of eligibility, 
i.e., general, fund source, and service type, as well as other eligibility requirements, along with necessary
appendices.

Staff should refer to https://apps.il-work-net.com/WIOAPolicy to keep abreast of all changes to the State 
of Illinois policies regarding WIOA and management of the WIOA Programs. 

LWIA 21 staff must abide by the policy and procedures outlined in this document. 

Targeting the Most In-Need 
(At least 51% of Adult (1A) enrollees must be low-income) 

LWIA 21’s Five Year Plan states that at least 51% of our registered Adult (1A) customers receiving 
intensive and/or training services will be low-income. 

Local WIB/JCB Definition of “Self-Sufficiency” 

For Adults and Dislocated Workers 

LWIA 21 shall follow the 100% LLSIL for determining needs-related payments published annually in a 
WIOA Notice on Revised Income Guidelines for Determining Low-Income Status for WIOA Eligibility 
that will be written and distributed by the Department of Commerce and Economic Opportunity, Office 
of Employment and Training (OET). 
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Adults:  The Workforce Development Board has adopted their definition of self-sufficiency for Adults.  
Adults will be deemed self-sufficient when their income is 150% of the Lower Living Standard Income 
Level minimums (must consider family size and family earnings).   

Dislocated Workers:  The Workforce Development Board has adopted their definition of self-sufficiency 
for dislocated workers.  For dislocated workers, self-sufficiency is defined as 100% of their pre-layoff 
wage or 150% of the Lower Living Standard Income Level. 

In the case of high demand occupations, participants exceeding the 100% LLSIL guideline shall be 
considered for the program in writing by the Executive Director/Program Manager.  Determining factors 
include funding availability and the current LWIA 21 Participant Wait List.   The Executive 
Director/Program Manager shall report this information to the Workforce Development Board at the 
next regular scheduled meeting. 

LWIA 21 shall utilize the map titled Income Guidelines and Lower Living Standard Income Level 
(LLSIL) Boundaries as a guide in identifying the correct LLSIL value for a given Local Workforce 
Innovation Area (LWIA). This map is included as an attachment to the WIOA Notice. 

LWIA 21 shall use the figures from the table titled Income Guidelines for Determination of Low-Income 
Status and attached to the WIOA Notice in the determination of eligibility for applications taken on or 
after the effective date identified in the WIOA Notice.  

LWIA 21 shall use the figures from the table titled 100% Lower Living Standard Income Level (LLSIL) 
for Determining Needs-Related Payments and Self-sufficiency attached to the WIOA Notice in the 
determination of needs-related payments and self-sufficiency for applications taken on or after the 
effective date identified in the WIOA Notice. 

LWIA 21’s will use the latest WIOA Notice available when determining LLSIL and self-sufficiency.  

Youth Eligibility 

LWIA 21’s definition of “an individual who requires additional assistance to complete an educational 
program or to secure and hold employment” 

May 23, 2001:  The Workforce Development Board of LWIA 21 was assigned the task of defining one 
of the “barriers to employment” as they relate to youth eligibility requirements.  The Workforce 
Development Board at their meeting on May 23, 2001, approved the recommendations of the Program 
Accountability, Performance, and Operations Committee with respect to a section of WIOA Title 1B 
Eligibility Policies for Youth. 

The narrative below was taken WIOA Title IB Policy Guide, Youth Requirements: 

1. Age 16-24;
2. A low income individual; and
3. A person who has one or more of the following barriers to employment:

A. Deficient in basic literacy skills
B. A school dropout
C. Homeless
D. Runaway
E. A foster child
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F. Pregnant
G. A parent
H. An offender, or

4. An individual who requires additional assistance to complete an educational program,
or to secure and hold employment.

The Local Job Center Board has defined #4 as an individual who requires additional assistance to 
complete an educational program, or to secure and hold employment” as: 

a. A youth who is economically disadvantaged and lacks work experience to secure employment
that pays a self-sufficient wage (documented by work history)

b. A youth who is economically disadvantaged and who’s current or most recent job paid
minimum wage (documented by work history)

c. A youth who is economically disadvantaged and who was previously enrolled in a post-
secondary program or training component but dropped out (documented by letter from school)

d. A youth who is economically disadvantaged and lacks sufficient life skills, communication
skills, and or social skills to be successfully employed (documented by assessment)

Selective Service Requirements 
APPROVED:  MAY 23, 2024  BOARD MEETINGS 

LWIA 21 shall comply with U.S. Department of Labor issued guidance on Selective Service 
requirements for WIOA Title I programs.  Under the Selective Service Requirements, all U.S. citizens 
assigned male at birth and immigrant non-citizens who are between the ages of 18 and 25 are required 
by law to have registered within 30 days of their 18th birthdays.   

Failure to register is a felony and non-registrants may be denied the following benefits for life: 

a. State-based student loans and grant programs in 31 states

b. Federal job training under the Workforce Innovation and Opportunity Act (formerly
Workforce Investment Act)

c. Federal (and many state and local) jobs

d. Up to a 5-year delay of U.S. citizenship proceedings for immigrants

Sincerely, 

Matthew Jones 
Executive Director 
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Related Documents:  DCEO WIOA Policy Chapter 5  

Universal Services Customer Self-Certification Form - LWIA 21 PL 07-01

WIOA NOTICE NO. 21-NOT-04 

JCB Minutes – May 2001 

JCB Minutes – November 2002 

Selective Service - Who Must Register Chart – 03-21-2024 

Chapter 4, Section B–07 & 08



WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #5-1 

WORK BASED LEARNING POLICY 

TO:   LWIA 21 Staff 

SUBJECT: Work Based Learning Policy 

EFECTIVE DATE: November 17, 2022 

Purpose:  The purpose of the Work-Based Learning Policy in the WIOA Title 1 Adult, Dislocated 
Worker and Youth programs is to provide procedures for implementing and managing training 
agreements and contracts for Work-Based Learning, which includes On-The-Job Training (OJT), 
Customized Training, Registered Apprenticeships, Pre-Apprenticeships, Job Shadowing, Transitional 
Jobs and Work Experience. 

References: 
• WIOA & USDOL Final Rules and Regulations: Part 680- Subpart B, Part 680 -Subpart F,

Section 129 & Section 134
• DCEO Work-Based Learning Policy, Chapter 7-Section 2
• TEGL 13-15

Background:  Various Work-Based Learning activities are available for Adults, Dislocated Workers 
and Youth under the Workforce Innovation and Opportunity Act (WIOA). Activities identified and 
addressed in this policy include On-The-Job Training (OJT), Customized Training, Registered 
Apprenticeships, Pre-Apprenticeships, Job Shadowing, Transitional Jobs and Work Experience (Paid 
or Unpaid). 

Definitions: 
• On-The-Job Training (OJT) - The term On-The-Job Training means training by an employer

that is provided to a paid participant while engaged in productive work in a job that meets the
following requirements:

a) Provides knowledge or skills essential to the full and adequate performance of the job;
b) Is made available through a program that provides reimbursement to the employer of up

to 75% of the wage rate of the participant, except as provided in section 134 (c)(3)(H),
for the extraordinary costs of providing the training and supervision related to the
training; and

c) Is limited in duration as appropriate to the occupation for which the participant is being
trained, taking into account the content of the training, the prior work experience of the
participant and the service strategy of the participant, as appropriate.

• Customized Training - The term "Customized Training” means training:
a) That is designed to meet the specific requirements of an employer (including a group of

employers);
b) That is conducted with a commitment by the employer to employ an Individual upon
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successful completion of the training; and 
c) For which the employer pays:

(i) a significant portion of the cost of training as determined by the local board involved,
taking into account the size of the employer and such other factors as the local board
determines to be appropriate, which may include the number of employees participating
in the training, wage and benefit levels of those employees (at present and anticipated
upon completion ·of the training), relation of the training to the competitiveness of a
participant and other employer-provided training and advancement opportunities; and
(ii) in the case of Customized Training (as defined in subparagraphs (A) and (B))
involving an employer located in multiple local areas in the State, a significant portion
of the cost of the training, as determined by the Governor of the State, taking into
account the size of the employer and such other factors as the Governor determines
appropriate (Sec. 680.760).

• Registered Apprenticeship - Registered Apprenticeship is an "Earn While You Learn"
training model, providing a unique combination of structured learning with On-The-Job
Training from an assigned mentor. Related instruction, technical training or other certified
training is provided by apprenticeship training centers, technical schools, community colleges
and/or institutions employing distance and computer-based learning approaches. The goal is to
provide workers with advanced skillsets that meet the specific needs of the employers. Upon
completion of a Registered Apprenticeship program, participants receive an industry issued,
nationally recognized credential that certifies occupational proficiency and is portable.

• Pre-Apprenticeship - Pre-Apprenticeship is a program or set of strategies designed to prepare
individuals to enter and succeed in Registered Apprenticeship programs and has a documented
partnership with at least one, if not more, Registered Apprenticeship program(s).

• Job Shadowing - A work experience option where participants learn about a job by walking
through the work day as a "shadow" to a competent worker. The Job Shadowing work
experience is a temporary, unpaid exposure to the workplace in an occupational area of interest
to the participant.

• Transitional Jobs - Transitional Jobs are defined as time-limited subsidized work experiences
that help individuals, who are chronically unemployed and have barriers to employment,
establish a work history and develop skills to access unsubsidized employment and progress in
the workplace.

• Work Experience - Paid (subsidized) or unpaid work experience is a planned, structured
learning experience in a workplace for a limited period of time that provides participants with
opportunities for career exploration and skills development.

Policy and Procedures:  
• Work-Based Learning opportunities must be identified as an appropriate activity for program

participants on the IEP or ISS.

• IEP's or ISS's and/or case notes will specify goals of the Work-Based Learning activity by
identifying the purpose of the activity and stating the expected outcomes.
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A. On-The-Job Training (OJT)

1. Participant Eligibility: Individuals who are interested and in need of an OJT will complete a
comprehensive assessment process which includes a math and reading assessment as well as an
evaluation of their work history, job skills and interests. An individual will be eligible for an OJT
when the training eligibility requirements of WIOA are met.

2. Occupational Eligibility*: WIOA staff will work to secure job orders for permanent
occupations from companies and businesses in both the public and private sector. OJT will be an
allowable activity for quality occupations that, coupled with the participant's capabilities,
contribute to their:

a) Economic self-sufficiency
b) Skill development
c) Occupational Upward Mobility
d) Permanent Employment (beyond the OJT contract)

*Occupations not considered: Intermittent or seasonal occupations, positions paying
commission only or occupations that have not traditionally required any specific occupational
training.

An OJT contract may be used to train a customer who, prior to the start of the OJT, is already 
working for the OJT employer (i.e. an "employed worker" who is earning less than a self-
sufficient wage) and must elevate the employee to reach at least a self-sufficient wage through 
skill upgrade training that relates to either: 

a) The introduction by the employer of new technologies;
b) The introduction to new production or service procedures; or
c) Upgrading to new jobs that require additional skills/workplace literacy or
d) Other appropriate purposes as identified by the local board.

There is no prohibition in combining OJT with other forms of training. 

3. Contract Period:

a) The length of the OJT training Program shall not exceed six(6) months or 1,040 hours, unless it
is approved based on skill level and employer need.

1) As a guide for determining the length of a training program, WIOA staff will determine
the SOC code for each OJT occupation. Each OJT occupation falls within a SOC code
which is assigned a Specific Vocational Preparation (SVP} level. The SVP levels
represent the amount of training time required to be proficient in an occupation.

Scale of Specific Vocational Preparation (SVP): 

Level: Time: 
     1  Short demonstration only 
     2 Beyond short demonstration, up to 30 days 
     3 Over 30 days, up to 3 months 
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    4 Over 3 months, up to 6 months 
    5 Over 6 months, up to 1 year 
    6  Over 1 year, up to 2 years 

To determine an occupation's SVP, WIOA staff use information available on O*Net 
Online www.online.onetcenter.org Staff enter the O*Net-SOC code, then click on the 
occupation name and click on "Job Zone". 

b) In addition, training may exceed six (6) months if there are extenuating circumstances such as
lengthy illness, plant shutdown, holidays, etc. Total training hours will not exceed 1,040; and

c) An employee in OJT may work overtime hours, but overtime hours are not eligible for
reimbursement.

Individuals selected for an OJT contract will not be placed in an occupation in which they have had 
prior experience, unless some of the skills required are in a new area for which technology and skills 
have changed significantly enough to warrant additional training. 

Reasonable tools, equipment and clothing not provided by the employer on all OJT contracts may be 
provided by WIOA funds in accordance with the local supportive services policy. If the participant 
does not complete the OJT contract, the local WIOA program will retain ownership of tools and/or 
equipment. 

4. Working Conditions: All OJT participants shall be subject to the same working conditions
(benefits, bonuses, etc.) as other employees hired by the employer.\

5. Employee Wages: The minimum starting wage rate for all OJT employees shall be the
employer's normal entry wage rate for the occupation for which they are being employed. The
minimum acceptable wage rate will be $10.00 per hour.

6. Collective Bargaining Agreements: As applicable, the employer will obtain concurrence of the
collective bargaining representative regarding the OJT position and the rate of pay for the
position.

7. Reimbursement For Training: On-The-Job Training is provided for a WIOA participant in
exchange for a negotiated reimbursement of up to seventy five percent (75%) of the wage rate to
compensate for the employer's extraordinary costs of training and additional supervision related
to the training. The reimbursement rate shall be on a sliding scale based on the size of the
business entering into the OJT (location where the training takes place) contract as follows:

a) Up to seventy five (75%) for employers with 100 or fewer employees.
b) Up to fifty (50%) for employers with more than 100 employees.

NOTE: National Emergency Grants (NEG) have specific wage reimbursement caps (TEGL 13-
15, NEG OJT) which do not apply to WIOA formula-funded OJT's. 

8. Evaluation & Monitoring: OJT monitoring will be conducting monthly to evaluate the
participant's performance and progress. All monitoring forms will be kept on file.
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9. Corrective Action: If there are findings or problem areas identified during OJT monitoring,
corrective action will be recommended to the employer. A date will be agreed upon by the
employer and WIOA staff to correct the findings and/or problems. The WIOA staff will follow
up to determine if the corrective action was completed. If the corrective action is not completed,
steps may be taken to terminate the agreement. In addition, an OJT “pattern of failure” may be
established if less than fifty percent (50%) of the OJT participants are not still working for the
OJT employer one year from the date of hire. Participants that have left the employer will NOT
be considered a failed OJT hire if they voluntarily left for any reason, were laid off due to a
reduction in workforce or were documented to have been terminated for poor performance
(based on the same grading as other employees).

10. OJT Packet: The OJT packet will consist of the following forms: Pre-Award Checklist
(Company), Pre-Award Checklist (Training Plan Development & Implementation), Contract
Checklist, Contract, Training Plan, Training Plan Modification, Progress Report & Invoice,
Trainee Monthly Report.

B. Customized Training
1. Customized Training is designed to meet the special requirements of an employer or

group of employers.

2. The employer(s) must pay not less than fifty percent (50%) of the cost of training.

3. Employer matching costs must be in cash or in-kind, must be documented and are subject
to audit.

4. Customized Training may be provided to WIDA program participants eligible for training
services.

5. The employer (or group of employers) must commit to hire individuals who successfully
complete the customized training program and trainees must agree to accept employment
offers from the employer.

6. The employer groups will assist WIOA staff in identifying appropriate training providers.
As appropriate, training providers will be selected according to the local procurement
policy.

7. An agreement between WIOA, the training provider and the employer (or group of
employers) must be finalized and signed prior to the start of training.

8. A customized training contract may also be written to train a customer who is already
working for the employer (or group of employers) for which the customized training is
being provided, when the employee is not earning a self-sufficient wage. In this situation,
customized training provided to a previously employed worker must elevate the
employee to reach at least a self-sufficient wage through skill upgrade training that relates
to either:

a) The introduction by the employer of new technologies;
b) The introduction to new production or service procedures;
c) Upgrading to new jobs that require additional skills/workplace literacy or
d) Other appropriate purposes as identified by the local board.
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C. Registered Apprenticeship

1. Registered Apprenticeships are an important component of potential training and
employment services that are based on the "Earn While You Learn" model. Registered
Apprenticeships can be funded through several mechanisms. Registered Apprenticeship
program sponsors can be eligible training providers.
a) Some employers who provide related instructions with Registered Apprenticeship

programs can provide formal in-house instructions as well as the OJT at the
worksite.

b) Some employers will use an outside educational provider for the classroom
instruction. Employers can use two or four year post-secondary institutions,
technical training schools or online courses for related instruction. The employer
is the eligible training provider and must identify its instructional provider.

c) For multiple year apprenticeships, funding to cover the costs of related training
will be negotiated and obligated by semester or applicable certification, but not
more than six (6) months at a time.

2. OJT agreements and procedures will be utilized for the On-The-Job training hours of the
apprenticeship. For multiple year apprenticeships, the total hours for reimbursement will
be negotiated. Standard OJT agreements will not exceed 1,040 hours.

D. Pre- Apprenticeship

1. Pre-Apprenticeship programs must have at least one (1) Registered Apprenticeship sponsor
and will combine industry-based On-The-Job Training (OJT) and classroom instruction.

2. Pre-Apprenticeship funding will be negotiated and obligated by semester or applicable
certification, but not more than six (6) months at a time.

3. OJT agreements and procedures will be utilized for the OJT portion of a Pre Apprenticeship
program. The total hours will be negotiated, but will not exceed 1,040 hours.

E. Job Shadowing

1. A Job Shadowing experience should be a temporary and unpaid opportunity for a participant
to "shadow11 a competent worker as a way to observe day to day activities as well as have
their specific questions answered regarding the occupation.

2. Job Shadowing placements should be based on the participants1 documented interests and
assessments as well as any previous work experience or education.

3. The Job Shadowing participant may not directly contribute to the worksite's productivity in
terms of engaging in actual work activities.

4. A detailed agreement will be in place and signed by the employer, participant and WIOA
provider.
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F. Work Experience and Transitional Jobs

1. Work Experience and Transitional Jobs may be in the private sector, public sector or non-
profit sector for the participants whose assessment and IEP/ISS indicate that Work
Experience and/or Transitional Jobs are appropriate. Work Experiences may be paid or
unpaid.

2. Work Experiences and Transitional Jobs will be in positions that are entry level.

3. For paid Work Experiences and Transitional Jobs, WIOA will pay the participant1s wages
and related benefits. Wages will be paid at the same entry level rate paid trainees or
employees in the same or similar positions at the worksite. However, no position will be paid
less than the current minimum wage in the state of Illinois (or Missouri).

4. Participants in Work Experience and Transitional Jobs will work up to 40 hours per week
(Youth Participant Guidelines are listed in the October 2017 Paid Work Experience Policy).
The duration of each Work Experience and Transitional Job will be determined based upon
the expected outcomes. However, up to 599 hours maximum will be allowed per participant
while actively enrolled in a WIOA program (per IMRF guidelines). Work Experiences and
Transitional Jobs will not be allowed after a participant has exited the program.

5. Work Experience and Transitional Jobs for WIOA youth must include academic and
occupational education. WIOA youth program participants may participate in more than one
component over the duration of their program participation - i.e. summer employment, job
shadowing, pre-apprentice, etc. (681.600).

6. The worksite supervisor is expected to provide supervision and training for participants as
well as monitor progress and application of job readiness skills. The ratio of trainee to
supervisor should not exceed 5 to 1.

7. Work Experience and Transitional Job participants are considered trainees. Therefore, staff
developing such training opportunities must ensure adequate worksite supervision. A
supervisor must be onsite at all times during the trainee's work hours (or make arrangements
for supervision when not available}.

8. The number of Work Experience and Transitional Job participants assigned per worksite will
be greater than 51% of total employees at the worksite. Exceptions must be presented with
justification of adequate training.

9. Future Work Experience or Transitional Job requests from worksites will be denied if those
worksites have not honored the requirements set forth in previous worksite agreements.

10. All Work Experience and Transitional Job agreements will be approved and signed by the
Fiscal Agent because the Fiscal Agent serves as the employer of record for Work Experience
and Transitional Job participants.

11. All Work Experience and Transitional Job participants will be required to complete job
readiness/job search skills activities.
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12. All Work Experience and Transitional Jobs must adhere to applicable rules contained in
WIOA legislation or applicable federal or state regulations. In addition, all worksites will be
monitored on a monthly basis.

13. All worksite supervisors will participate in an orientation to learn roles and responsibilities,
timekeeping and payroll procedures, child labor laws and other appropriate guidelines.
Verification of the orientation will be kept with the worksite agreement.

14. Work Experience or Transitional Jobs may NOT occur at a workplace where:

a) A participant's Work Experience or Transitional Job would unfavorably impact current
employees (i.e. would displace all or a portion of a current employee's hours including
overtime, wages, employment benefits or promotional opportunities).

b) A participant's Work Experience or Transitional Job would impair existing contracts for
services or collective bargaining agreements.

c) A participant's Work Experience or Transitional Job would replace the work of
employees who have experienced a layoff.

d) A participant's Work Experience or Transitional Job is the same or similar to a position
that is vacant due to a hiring freeze.

e) An employer has terminated a regular employee or otherwise reduced its workforce with
the intention of replacing them with participants subsidized with WIOA funds.

Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #9 

WIOA “JOBS FOR VETERANS ACT” 

TO: LWIA 21 Staff 

SUBJECT: WIOA “Jobs for Veterans Act” 

EFECTIVE DATE: July 1, 2022 

Purpose:  To transmit LWIA 21’s policy on utilizing a Priority-for-Services Checklist based on the 
Veterans’ Priority Provision of the “Jobs for Veterans Act.”  This policy may be adjusted to meet the new 
requirements of Workforce Innovation and Opportunity Act (WIOA) or special projects/grants. 

Policy:  LWIA Staff have developed a Priority for Services checklist to comply with the “Jobs for 
Veterans Act.”  The checklist also includes other barriers to employment and most-in-need criteria that 
will ensure that funds are provided to the hardest to serve.  Job Center Staff are required to complete this 
form on all customers who are eligible for United States Department of Labor (DOL) programs (WIOA 
Adult, Dislocated Worker, and Youth programs; WIOA statewide activity programs; Dislocated Worker 
National Emergency Grant; and the Trade Adjustment and Assistance program).  Each covered person 
who applies to or is assisted by a program should be informed of the employment-related rights and 
benefits to which they are entitled.   

Procedures to monitor compliance with the Act, including compliance by all contractors, including On-
the-Job Training (OJT), will take place on a regular basis, as well as the level of service to veterans in 
proportion to the incidence of their representation in the labor market. 

All contracts or grants issued locally will contain specific language regarding the “Jobs for Veterans Act” 
to ensure all are fully aware of the requirements. 

All outreach, marketing, and self-service tools will provide information on Veterans’ Priority of Service 
and how to access assistance. 

DCEO WIOA Policy Chapter 5, Section: 7 through DCEO WIOA Policy Chapter 5, Section: 7.4 shall be 
a part of this policy letter for further clarification. 

USDOL Training and Employment Guidance Letter (TEGL) No. 10-09, (USDOL TEGL No. 10-09) shall 
be a part of this policy letter for further clarification. 

Local Policy Letter #9, inclusive of the DCEO Policy Letters will be used to ensure that Veterans and 
eligible spouses receive priority of services as outlined in this letter and the attachments.  

Sincerely, 

Matthew Jones 
Executive Director 
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LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 
POLICY LETTER #9 

Related Documents: https://apps.illinoisworknet.com/WIOAPolicy/Policy/Home/ 
DCEO WIOA Policy Chapter 5, Section: 7  

DCEO WIOA Policy Chapter 5, Section: 7.1  

DCEO WIOA Policy Chapter 5, Section: 7 .2 

DCEO WIOA Policy Chapter 5, Section: 7.3 

DCEO WIOA Policy Chapter 5, Section: 7.4  

USDOL TEGL No. 10-09 

Priority for Services Checklist – LWIA 21 PL 09-01 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

LWIA 21 – POLICY LETTER #4 

INDIVIDUAL TRAINING ACCOUNT (ITA) 

TO: LWIA 21 Staff 

SUBJECT: Individual Training Account 

EFECTIVE DATE: July 1, 2022 

Purpose:  To transmit Local Workforce Innovation Area 21’s (LWIA 21) policy on moving a WIOA 
customers from Basic Career Services to Training Service and the steps necessary to issue an Individual 
Training Account (ITA). 

Policy:  In the event a customer is unsuccessful in finding acceptable employment during their 
participation in Universal Services, and/or Basic Career Services, Training Services may be an option. 
The Career Specialists are responsible for determining the appropriateness of moving a customer from 
Basic Career Services to training services. 

This Policy Letter contains guidelines to assist the Career Specialist in making a decision on committing 
WIOA Funds and the issues that must be consider before enrolling a customer into the training 
component. 

Financial Aid:  WIOA training funds are considered “funding of last resort” which means other grants, 
scholarships, financial aid, and funding alternatives must be sought and documentation of those 
activities must be on file. This activity should be completed during Universal and Basic Career Services. 

ITA cap:  An ITA cap has been established in the amount of $18,500 per participant for the life of the 
program, whether it is a one-year or two-year program.   Funds related to the ITA cap shall be spread 
over the duration of the program.  This cap shall cover such direct training cost items such as tuition, 
books, tools, testing, licenses and uniforms.   Money exceeding that amount shall be reviewed and 
approved in writing by the Executive Director.  The Executive Director shall report this information to 
the Workforce Development Board at the next regular scheduled meeting.  No money exceeding that 
amount will be spent without prior approval by the boards. 

• Testing shall be limited to one test per participant unless otherwise approved by the Executive
Director.

Each customer must have an assessment completed to ensure that the training program is suitable.  
Assessment information will be entered into the IWDS system to support the customer’s choice of 
training and how this training will enhance their marketability.  Training is limited to demand 
occupations as specified in WIOA E-Policy Chapter 7, Section 3, other forms of labor market 
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information, local job listings (which support that there are opening in the occupational area) or a letter 
of intent to hire.  The customer must attend full-time/part-time as defined by the training institution 
unless a class is not available.  Even if a training program is listed on the Statewide List of Training 
Providers, each case manager must be sure that the training program leads to a growth occupation in the 
state.  This is a necessary step because a training program might have been approved for an individual 
who had a letter of intent to hire even though the program does not lead to a growth occupations area. 

If a customer is interested in a training provider/program which is not currently on the Statewide List, 
please have them contact the Planning and Program Manager/Administrative Office to get information 
about the Provider Approval Process. 

• The ITA cap does not include items covered under Support Services.  Please see Support
Services Policy Letter #3 for additional information.

ITA cap was passed by Workforce Development Board on June, 17, 2021 and Approved by the Job 
Center Board on July 22, 2021. The ITA Cap was modified on November 16, 2022. 

Service Provider and Appropriate Training Programs:  Customers who qualify for, or are being 
considered for a WIOA training program should be provided with the LWIA 21 List of Workforce 
Development Board Approved and Certified Training Programs and be given access to the Statewide 
Training Program list. 

The Workforce Innovation and Opportunity Act emphasizes the empowerment of individuals and 
encourages customer choice; however, it is the responsibility of the Career Specialist to provide 
appropriate guidance, aptitude testing, and career exploration activities to ensure an appropriate training 
program match. 

Authorized Training Activities:  WIOA has authorized the following training activities for Adults and 
Dislocated Workers, and in some cases, Youth: 

• Occupational Skills Training
• On-the-Job Training (No ITA Required)
• Entrepreneurial Training
• Skill(s) Upgrading
• Job Readiness Training
• Adult Education & Literacy
• Activities Work Experience
• In conjunction with Training

Other employment training programs may be added as the WIOA Program evolves and as the Job Center 
Board and Department of Commerce and Economic Opportunity address workforce needs across 
Illinois. 

College Prerequisite Courses:  Starting July 1, 2022, College Prerequisite Courses shall not be 
allowed.  Additional consideration could be made on a case-by-case basis with written approval by the 
Executive Director and the Workforce Development Program Manager. 
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 The Executive Director/Workforce Development Program Manager shall make the following 
considerations before approval: 

• Required General Education Courses
• Participant acceptance into the program
• Number of prerequisites needed by participant which shall not exceed two (2)
• Estimated timeframe for participant to complete program.
• Other funding sources for the Participant

The Executive Director/Workforce Development Program Manager shall report this information to the 
Workforce Development Board at the next regular scheduled meeting. 

Program Timeframe:  LWIA 21’s goal is to assist participants in obtaining an employment goal in the 
shortest period of time possible and shall be based on a Two (2) year cycle starting at any time during 
the year.  Participants are expected to maintain a full schedule.  If a full schedule is not possible, 
permission maybe granted on a case-by-case basis with written approval by the Career Specialist and 
Program Manager 

Enrollment for participants who seek higher education opportunities shall be granted on a case-by-case 
basis with written approval by the Executive Director/Program Manager.  The ITA cap does still apply 
to this section. 

The Executive Director shall report this information to the Workforce Development Board at the next 
regular scheduled meeting. 

Financial Management:  Below are the necessary steps that must be taken prior to the commitment of 
any WIOA funds for a customer to enter a Training Program. 

It is the responsibility of the Career Specialist to: 

1. Complete the WIOA Assessment/Basic Career Services/Training Request Form and fax a
copy of that completed form to the WCDC/Workforce Development Board
Administrative Office Executive Director for review and sign-off.

2. Maintain a “working file” on all customers enrolled. All original documents are to be sent
to the WCDC/Workforce Development Board Administrative Office Executive Director.

3. Once a customer has been approved for training, the Career Specialist must make
sure the invoices/bills are collected from the respective training provider(s) on a timely
basis. The invoices/bills should be submitted to the WCDC/Workforce Development
Board Administrative Office (Fiscal Department) along with the Payment Authorization
Form and any other support documentation.

4. On a monthly basis, the Career Specialist(s) must monitor all their customers’ progress
and attendance. This contact/counseling session must be documented in the IWDS
System.

It is the responsibility of the Administrative Office to: 
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5. Develop and maintain a customer file and a vendor file for original support documents,
including WIOA Assessment/Basic Career Services/Training Request Form,
ITA/Authorization for Payment Form, payment records, support services payments, child
care information, emergency payments, etc.

6. Prepare and mail payments in a timely manner to the appropriate training providers,
vendors, and customers based on the documentation received from the Career Specialists.

7. Provide regular fiscal reports and technical assistance to the Career Specialists regarding
the availability of funds, changes in the budget, etc.

The ITA cap shall be revisited in April of every year. 

Important Considerations Prior to Expending WIOA Funds for Training 

1. Are the costs reasonable and necessary and directly related to WIOA’s purpose?
2. Are the costs allowable and in compliance with WIOA Rules and Regulations?
3. Are the costs allocable and is WIOA paying only its fair share?
4. Is the training in a “growth occupation”? and work to meet all the requirements of DCEO

Demand Occupation Training List (DOTL)
5. Did I gather all the necessary documentation?

Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: Individual Training Account – LWIA 21 PL 04-01 
ITA CAP Wavier – LWIA 21 PL 04-02 
ITA CAP Acknowledgement – LWIA 21 PL 04-03 
Parent/Guardian Consent – LWIA 21 PL 04-04 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #5 

WIOA ON-THE-JOB TRAINING PROGRAM 

TO: LWIA 21 Staff 

SUBJECT: WIOA On-the-Job Training Program 

EFECTIVE DATE: July 1, 2022 

Purpose: To transmit the Workforce Innovation and Opportunity Act (WIOA) Local Workforce 
Innovation Area 21 (LWIA 21) policies and procedures regarding the On-the-Job Training 
Program. This policy may be adjusted to meet the new requirements of WIOA or special 
projects/grants. 

Policy (Please refer to DCEO/WIOA Policy 5.2.1) 

The narrative and attachments to LWIA 21 - Policy Letter #5 outline the various policies 
and procedures that will be utilized to operate/administer the On-the-Job Training 
Program. The information included as attachments to this Policy Letter are as follows: 

General Information 

The On-the-Job Training Program is a component of the Workforce Innovation and 
Opportunity Act. The purpose of WIOA - Title I is to provide workforce investment 
activities that increase the employment, retention, and earnings of our customers, as well as 
increase their occupational skill attainment. Programs and activities should be designed to 
improve the quality of the workforce and enhance the productivity and competitiveness of 
the nation's economy. 

The On-the-Job Training Program must promote the purpose of WIOA. This will be 
accomplished by placing eligible customers with private non-profit, or private sector 
entities for a specified period of time to acquire workforce training while on the job. 

WIOA customers will be advised of the OJT Program during the information exchange 
with staff during the staff assisted services and intensive services phase of enrollment. 
Counseling sessions and completion of an Individual Employment Plan or Service 
Strategy should assist with determining whether OJT is a good fit for the customer. The 
OJT Program is not recommended for younger youth, however, it may be quite useful and 
beneficial for older youth. Targeted customers should be placed with an appropriate 
employer to acquire necessary work skills that promote the intentions of WIOA as well as 
lead the customer to self-sufficiency. 
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Guidelines for Implementing the OJT Program 

Worksites for the OJT Program are to be developed with private non-profit or private sector 
businesses. 

1. The OJT Program is intended for occupations that are permanent full-time
positions that have the potential of leading towards economic self-sufficiency.

2. Eligible WIOA customers are to be pre-screened, assessed, and tested by WIOA
Staff and the customer's Individual Employment Plan or Service Strategy must
reflect OJT is an appropriate activity for them.

3. Employers will be reimbursed for training costs based on the occupation and the
length of training required. A negotiation process must take place between the
employer and Career Specialist to develop a training outline and reimbursement
schedule. The training period for the OJT Program cannot exceed 1040 hours and
the reimbursement amount shall be on a sliding scale based on the size of the
business entering into an OJT Contract. OJT Contracts cannot be written for
"minimum wage" employment.

Up to 75% for employers with 50 or fewer employees  
Up to 50% for employers with more than 50 employees 

4. The OJT Contract and Training Outline will be developed after the employer has
conducted interviews and selected an appropriate customer/trainee. The OJT
Contract will be unique to each customer, i.e., based on their Individual
Employment Plan and/or Service Strategy, skill level, career interests, past work
experience, etc. The ultimate goal will be the same for all customers  reaching
economic self-sufficiency.

5. LWIA 21 must not contract with an employer who has previously exhibited a
pattern of failing to provide OJT customers with continued long-term employment
with wages, benefits, and working conditions that are equal to those provided to
regular employees who have worked a similar length of time and are doing the same
type of work.

6. No WIOA funds can be provided to employers for OJT or customized training
to directly or indirectly assist, promote, or deter union organizing.

7. Career Specialists must make sure that each OJT Employer understands their
responsibilities regarding regular submission of the Time and Attendance Report,
monthly evaluations of the OJT Customer Trainees' performance, the need to have
adequate worker's compensation insurance, and that the contract can be modified
to allow for increases in the trainee's wage. The Career Specialists should review
the OJT Employer's Handbook with the Employer and make certain that a copy of
the trainee's first payroll check or check stub is maintained in the customer's file.
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Updated State Contracts:  Effective January 31, 2019, LWIA 21 shall replace and use 
updated OJT and Work Experience Training Outline, OJT Contract, and Work 
Experience Contracts as provided by DCEO. This policy may be adjusted to meet the 
new requirements of WIOA or special projects/grants. 

Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: OJT Pre-Award Checklist - LWIA 21 PL 05-00 

DCEO OJT and Work Experience Training Outline 

DCEO On-the-Job Training (OJT) Contract 

DCEO Work Experience (WE) Contract 

OJT Training Contract - LWIA 21 PL 05-01 

OJT Monthly Time and Attendance Report - LWIA 21 PL 05-02 

OJT Training Outline - LWIA 21 PL 05-03 

OJT Performance and Evaluation Report - LWIA 21 PL 05-04 

OJT Employer’s Handbook - LWIA 21 PL 05-05 

OJT Employers Training Contract - LWIA 21 05-06 

OJT Training Contract Modification - LWIA 21 PL 05-07 

OJT Monthly Time and Attendance Report - LWIA 21 PL 05-08 

OJT Training Outline - LWIA 21 PL 05-09 

OJT Performance & Evaluation - LWIA 21 PL 05-10 

OJT Wage Increase Chart - LWIA 21 PL 05-11 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #5 

INCUMBENT WORKER TRAINING (IWT) 

TO:   LWIA 21 Staff 

SUBJECT: Local Policy Regarding Incumbent Worker Training (IWT) 

EFECTIVE DATE: November 17, 2022 

Incumbent Worker Training (IWT) is developed with an employer (or group of employers) to 
retain a skilled workforce or avert the need to lay off employees by assisting the workers in 
obtaining the skills necessary to retain employment while also increasing the competitiveness of 
the employer/employee and creating a future need to backfill open positions. An Incumbent 
Worker is defined as an individual who has an established employment history with the employer 
for a minimum of 6 months. 

When considering the eligibility of employers, employees & training for IWT projects, the 
following factors will be taken into consideration: 

1. Number of employees participating in training
2. Wage and benefit levels of the employees - including post-training increases
3. Relationship of the training to the competitiveness of the employer and employees in the

context of regional, national and/or international market and industry trends
4. Employer(s) may not have any other individual on layoff from the same or equivalent

position. Also, the position may not be open due to a hiring freeze and the IWT project
should not infringe upon the hours or promotion of a current employee

5. IWT funds may not be used to encourage business relocation and all rules must be followed as
outlined in WIOA 683.265

6. Availability of other employer-provided training and advancement opportunities
7. The employer agrees to match, either in cash or in-kind, the following non-federal share

(match) requirements:

a. 10% of the cost, for employers with not more than 50 employees;
b. 25% of the cost, for employers with more than 50 employees but not more than

100 employees; or
c. 50% of the cost, for employers with more than 100 employees

8. The employer match may include the amount of the wages paid by the employer(s)
to an incumbent worker while the incumbent worker is attending a training program
and may include other in-kind contributions.

9. Allowable costs that are reasonable and necessary for the conduct of training and may be
reimbursed through the grant or used as a match are as follows:

a. Training development
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b. Instructor wages
c. Tuition
d. Training materials and supplies
e. Fees required to complete training
f. Travel for trainers and trainees beyond normal commute
g. Training facility costs (on-site or off-site)
h. Cost for use of firm's equipment during training
i. Wages of trainees while in training (matching only)
j. Fringe benefits of trainees while in training (matching only)
k. Fees for technical or professional certifications and/or licensures

10. All training programs provided as part of an IWT project must be competitively procured
according to the local procurement policy and in accordance with 29 CFR Parts 95 and/or 897 OR
must be confirmed as a sole source provider.

The Workforce Development Board for Local Workforce Innovation Area 21 (LWIA 21) and the 
West Central Development Council will fund IWT projects based on a sector based, high growth 
strategy but reserves the right to consider other projects that would be beneficial to an employer(s} 
that do not meet the requirements of this policy. In addition, the maximum cost and length of 
training will be approved on an individual basis and is subject to funding availability. 

Project plans will be entered into the Incumbent Worker Training System (IWTS) before trainers are hired 
and prior to the execution of funding agreements. IWTS will be utilized to track and report activities, 
progress and all other required reporting elements. 

IWT agreements must at a minimum address the following: 

1. Who is providing the training
2. What training will be provided
3. Where the training will be provided
4. The length of the training to be provided
5. The cost of the training program {to include only reasonable/acceptable costs)
6. The amount of employer matching support and how it will be provided

Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #1 

WORK EXPERIENCE PROGRAM 
YOUTH/ADULT/DISLOCATED WORKERS 

TO: LWIA 21 Staff 

SUBJECT: Work Experience Program – Youth/Adult/Dislocated Workers 

EFECTIVE DATE: July 1, 2022 

Purpose: To issue Local Workforce Innovation Area 21's (LWIA 21) Policy for enrolling a 
participant in the Paid Work Experience (PWE) program. This policy may be adjusted to meet 
the new requirements of Workforce Innovation and Opportunity Act (WIOA) or special 
projects/grants. 

General Information: PWE, under the Workforce Innovation and Opportunity Act, is intended 
to serve youth, adults, and dislocated workers as part of their career plan. LWIA 21 has been the 
recipient of several WOIA 1-E Emergency Grants, i.e., flood clean-up, programs for veterans, 
etc., where work experience has been considered a Training component for Adults and 
Dislocated Workers. The length of this program will be based on O*NET/Specific Vocational 
Preparation (SVP) Level of the job as well as the career plan of the participant. The wage will 
be based on a comparable wage for that job at the specific employer/worksite. Training period 
cannot exceed 1000 hours. 

Adults & Dislocated Workers: Local Workforce Investment Area 21 may choose to operate a 
Work Experience Program for Adults and Dislocated Workers as part of WIOA Title 1-B under 
Career Services. LWIA 21 may also operate a PWE as a component of a WIOA special grant, i.e., 
National Emergency Grant (NEG), veterans’ work program, etc. 

Youth Customers: WIOA enrolled individuals who are at least 16 -24 years of age can 
participate in the PWE. 

Policy: LWIA 21 may operate PWE periodically throughout the program year targeting all 
funding streams that allow work experience. Guidelines and timeframes for program operation 
may vary and these variances will be based on funding levels, grant conditions, and the needs of 
the customer. WIOA staff will be involved in the planning process and assist with the 
development/implementation of the program. This policy letter contains forms and instructions for 
operation/implementation of LWIA 21’s PWE Program. 

Follow-Up: Staff shall abide by the LWIA 21 Follow-Up Policy. Please see Follow-Up Policy 
Letter #11 for additional information. 
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Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: Work Experience (WE) Contract – LWIA 21 PL 01-01 to PL 01-01.5 

OJT and Work Experienced Training Outline – LWIA 21 PL 01-02 

Employer Worksite Questionnaire – LWIA 21 PL 01-03 

Job Description Summary and Participant Information – LWIA 21 PL 01-04 

Supervisor Orientation Checklist - LWIA 21 PL 01-05 

Participant Orientation Checklist - LWIA 21 PL 01-06 

Work Experience Agreement Modification - LWIA 21 PL 01-07 

Participant Monitoring- LWIA 21 PL 01-08 

Time and Attendance Record – LWIA 21 PL 01-09 

Performance and Evaluation Report – LWIA 21 PL 01-10 

Emergency Contact Form– LWIA 21 PL 01-11 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

LWIA 21 – POLICY LETTER #10 

TRAINING PROVIDER ELIGIBILITY/PROGRAM CERTIFICATION 

TO: LWIA 21 Staff 

SUBJECT: Training Provider Eligibility/Program Certification 

EFECTIVE DATE: July 1, 2022 

Purpose:  To transmit Local Workforce Innovation Area #2l's (LWIA 21) policy on training provider 
eligibility and program certification. 

In Accordance With:  Department of Commerce and Economic Opportunity (DCEO) Workforce 
Innovation and Opportunity Act (WIOA) Policy: Chapter 7, Section 3, Published 2/16/2022 

LWIA 21 Policy:  LWIA 21 will follow the policy outlined in the DCEO WIOA Policy Chapter 7, 
Section 3 

This DCEO/WIOA Policy Letter defines eligibility requirements for Training Providers and the 
Certification/Recertification requirements for individual programs offered by service providers. Refer to 
this policy letter for specific details on the training provider application process, information to be 
entered into the Illinois Workforce Development System (IWDS) system, training program certification, 
out-of-state certified programs and requirements, certification/re-certification timelines and dates. This 
policy letter also outlines the appeal process and procedures for a training provider should they be 
denied eligibility, certification or recertification. 

In the event a WIOA customer requests training from a training provider that is not on the approved 
statewide list of approved training providers or seeks training in a program that is not on the approved 
statewide list, the WIOA Career Specialist will have to take the following action steps: 

1. The WIOA Career Specialist must first determine if the training sought by the customer will
lead to placement in a demand occupation as identified on the DCEO Demand Occupation
Training List for the Economic Development Region in which they are geographically
located or if the training they seek is intended to be a beginning step in a career pathway or
bridge program that would lead to placement in a demand occupation.

2. The WIOA Career Specialist must contact the training institution regarding their willingness
to pa1ticipate in the provider eligibility and certification process. The Career Specialist will
begin gathering pertinent information from the training provider that will help determine
whether the provider/program should be added to the list of approved training programs.

3. The WIOA Career Specialist must collect data from the potential training provider relevant to
program duration, estimated cost for training, certificate or degree to be earned, entered
employment rates, placement assistance, accreditations, etc. This information must be sent
via email to the Workforce Development Board (WDB)/West Central Development Council
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(WCDC) Administrative Office for review. The Deputy Director/Grants Manager will 
transmit this information to the WDB/WIOA Ad Hoc Provider Review Committee via email. 
The Committee Members will be given five working days to review the information and 
comment either "yea or nay" on whether to add the training provider or program to the 
approved list. 

4. Once the WDB/WIOA Ad Hoc Provider Review Committee has submitted their comments,
the Deputy Director/Grants Manager will notify the appropriate WIOA Career Specialist and
they will be responsible for notifying/assisting the institution with the Training Provider
Eligibility and Certification process using the method outlined in Policy Chapter 7, Section 3.

Sincerely, 

Matthew Jones 
Executive Director 

Related Documents: DCEO WIOA Policy Chapter: 7, Section: 3 
https://apps.illinoisworknet.com/WIOAPolicy/Policy/Home/ 
Demand Occupation Request Form – LWIA 21 10-01 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #3 

SUPPORTIVE SERVICES POLICY 

TO: LWIA 21 Staff 

SUBJECT: Supportive Services – WIOA Title IB, I-E, and Trade (TAA/TGAAA) 

EFECTIVE DATE: July 1, 2022 

Purpose: To transmit Local Workforce Innovation Area 21's (LWIA 21) policy on providing 
supportive service payments to Workforce Innovation and Opportunity Act (WIOA) -eligible 
customers and individuals who have lost their job due to foreign trade. This policy may be 
adjusted to meet the new requirements of WIOA or special projects/grants. 

Policy: LWIA/WIOA Staff will utilize the procedures outlined in LWIA 21 Policy Letter #3 when 
determining whether WIOA funds or Trade Funds in the form of supportive services should be 
provided to a customer. WIOA legislation mandates that the Workforce Development Board, in 
consultation with our One-Stop Partners, coordinate resources and services. 
Funds for supportive services are to be expended only when necessary and reasonable. In the 
event WIOA funding levels for a specific WIOA Program or Title are limited, the LWIB may 
suspend issuing supportive services or changing the reimbursement amount during these periods. 

Supportive Services for Adults, Dislocated Workers, Youth and Trade customers will include 
linkages to community services, assistance with transportation, child care, dependent care, and 
other payments that are necessary to enable an individual to participate in workforce activities. 
WIOA intends for supportive service information to be made available to all customers who are in 
need of assistance. This means that Job Center Staff and our local partners must be aware of, and 
provide accurate referral information about the availability of supportive services in the local area. 

Supportive Services for WIOA I-B and I-E (transportation, child care/dependent care and other 
supportive services) utilizing WIOA funds may only be provided to customers who are: 

- enrolled in Career or Training Services (adults & dislocated workers)
- unable to obtain supportive services from another provider or program
- only when necessary to enable the customer to participate in WIOA Title I activities
- an eligible/enrolled youth as defined in WIOA Section 129.

Supportive Services for Trade Customers is in the form of mileage reimbursement for attending 
classroom training. Trade customer mileage reimbursement is based on the distance from the 
customer’s home to the training site. To receive mileage reimbursement, the distance must be ten (10) 
miles or more – one way – and the customer’s commute to training must be farther than the commute 
to their former employment site. (Staff will be notified if this distance amount changes based on 
changes made by the State and/or Federal guidelines) The reimbursement amount is based on these 
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two factors and the mileage is calculated using data acquired from an unbiased source, i.e.,Google 
Maps. 

Mileage is paid at the federal rate. Trade customer mileage is paid at a rate set by the US General 
Services Administration.  For Trade, LWIA 21 shall not pay mileage to any participant, who is a 
passenger in a carpool. Participants making a misleading statement by any means could be subject to 
mileage repayment in full to LWIA 21 or could result in termination from the program. 

The LWIB (Local Workforce Development Innovation Board) has authorized the West Central 
Development Council to provide support services utilizing the policies they have agreed to for 
transportation, child care/dependent care, and for other supportive services (uniforms, work-related 
tools, protective eye wear, car repairs, etc). 

GENERAL INFORMATION: The LWIB realizes that there may be special circumstances or 
situations arise when an enrolled customer will require supportive service assistance to enable them to 
participate in an active job search, workshop, or training program. For these rare 
situations/circumstances (other than an on-going transportation reimbursement or regular child 
care/dependent care) of dire necessity, the Career Specialist/Case Manager may request additional 
supportive services to assist the customer with a special need. Customers should be referred to other 
local community sources and partner agencies for assistance. In the event no other sources were 
available, financial assistance utilizing WIOA funds may be considered pending approval from the 
Administrative Office/Program Operations Department. 

The LWIB realizes there they may be situations or circumstances that arise where the customer may 
need assistance to fill an employment need other than on-going “child care or transportation 
reimbursement”. This need may be special clothing, uniforms, auto insurance payment, special tools 
for employment, transportation to a job interview, limited child care assistance while conducting a job 
search or attending an interview, etc., each individual circumstance and amount of support may be 
different. Since it would be difficult to outline each scenario, the LWIB has decided that “other 
supportive services” might be available to the customer, utilizing WIOA funds, when no other sources 
are available. 

The Career Specialist will be responsible for determining whether WIOA funds should be considered 
for “other supportive services.” The Career Specialist must submit the proper documentation and 
paperwork to the West Central Development Council administrative office for consideration prior to 
authorizing WIOA funds for “other supportive service” costs. 

1. Prior to being considered for “other supportive services,” the customer must seek other forms
of financial assistance. The Career Specialist must first provide the customer with information
on other agencies, local community providers, and one-stop partners that could possibly
provide assistance.

2. This type of supportive services will be made only to customers who are enrolled in an
approved WIOA activity (Career Services Training or Work Based Learning program).

3. In the event WIOA funds are determined the only resource available to assist with the special
need, the customer and Career Specialist will be required to provide reasonable information
and/or document on why the need existed. (Rent notices, past due utility bill, auto repair
estimates, special clothing, uniforms, etc.)
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4. When considering “supportive services” sound judgment must be exercised since many
situations occur daily that are not and cannot be fully detailed by written regulations. Each
request must be evaluated in light of need. It is the responsibility of the agency administrative
office to make the final decision whether to grant or deny any “supportive services payment”
prior to the commitment of WIOA funds.

The Career Specialist and the customer are required to submit a formal request using the 
Other Supportive Services- Request Form and submit it to the administrative office for review by 
the Executive Director. 

Transportation is one of the supportive services that may be available to a customer who is enrolled 
in a training program, or in some cases to a customer enrolled in Staff Assisted and Career Services. 
In the event WIOA funds are limited, transportation reimbursement may be reduced or curtailed. 

Customers who are involved in Career Services or in a Youth Program may be considered for 
transportation reimbursement to attend a job interview or participate in a job search workshop. Career 
Specialists will utilize the policies outlined in the supportive services narrative. Consideration should 
be made in light of need. 

Customers enrolled in an on-going training program, may be eligible to receive transportation 
reimbursements during the duration of their training. The Career Specialists will adhere to the policies 
below. 

Customers, other than Trade Customers, may be reimbursed for transportation costs between their 
homes and the training sites. (In cases where it would be of benefit to the customer or to the 
programs, the WIOA agency has the authority to provide the “transportation allowance amount” for 
housing costs “in lieu of” transportation costs). Every effort has been made to keep the 
determination of transportation payments as simple as possible while still being equitable. The Notice 
of Participation and the WIOA Travel Allowance Form will be the official documents that verify 
mileage reimbursement. 

1. The customer’s mileage reimbursement will be determined by the WIOA Career Specialist.
The Notice of Participation form will be completed to ascertain necessary information and to
solidify the payment amount. This form must be signed by both the customer and WIOA
Agency Representative. This form should be sent to the WIOA administrative office and a
copy maintained at the local office for future reference.

2. It will be the responsibility of the training site Instructor to verify the daily attendance by
completing the WIOA Travel Allowance Form and signing it on the appropriate spaces. The
customer is responsible for making sure their WIOA Travel Allowance Form is completed
each day of attendance and is delivered to the appropriate local office for reimbursement at the
end of each two-week period.

3. Mileage will be computed based on Google Maps and other approved map programs. Mileage
for one round trip will then be figured on a daily rate.

4. Total weekly mileage will be multiplied by $0.50/per mile* to determine the customer’s
transportation allowance. The maximum daily transportation allowance will not exceed

Chapter 4, Section B–16



$60.00* The WIOA Travel Allowance Form will be used for vouchering and should be 
verified by a WIOA Agency Representative and submitted to the WIOA Fiscal Office on a 
bi-weekly basis. 

5. Customers will only be reimbursed for miles traveled between their homes and the training site.

6. Customers must provide verification of their auto insurance prior to receiving reimbursement
for travel.

7. Because of the need to encourage energy conservation, the $0.50/per mile*, $60.00/per day
maximum reimbursement will be extended to customers who utilize car pooling.

8. The customer will be required to sign a certification that he/she is not receiving
reimbursement for mileage form any other private or public source.

9. A per diem not to exceed $60.00/per day* may be paid to a customer, upon approval from
their Career Specialist, for circumstances that would prevent the individual from commuting
long distances on a daily basis.
Due to the rapid rise in fuel costs, the West Central Development Council Board
approved an increase in travel allowance to the highlighted amounts.  This increase was
approved at the March 17, 2022 board meeting becoming effective 03/28/2022 and was
set to expire 06/30/2022.  Extensions were granted from 7/1/2022 until 12/31/2023 by the
West Central Development Council Board.  In May of 2024,  the West Central
Development Council Board agreed to extend the increase in travel allowance from $.45
to $0.50 and maximum of $60.00 per day until 12/31/2024.  This extension takes effect on
07/01/2024 and expires 12/31/2024. On or before the expiration date of 12/31/2024, the
West Central Development Council Board will reconsider the travel allowance and
approve an updated amount going forward.

The WCDC Notice of Participation and the WIOA Travel Allowance form will be the two forms of 
documentation necessary for authorizing supportive services payments to customers for travel 
reimbursement. 

Child Care and/or Dependent Care may be available to customers enrolled in Staff Assisted, 
Career Services or an authorized Youth Program. Career Specialists will be responsible to review 
the requests for such reimbursement and can authorize payment when no other resources are 
available. The Career Specialist should refer to the policy outlined under ‘supportive services’. 
The Child Care/Dependent Care supportive service may be curtailed based on lack of funding. 
Customers who are enrolled in the “training” phase of WIOA may be eligible for assistance with 
child care/dependent care in accordance with the policies adopted by the LWIB. As stated in the 
Act, WIOA funds are to be utilized only if no other resource is available. The Child 
Care/Dependent Care supportive service may be curtailed based on lack of funding. 

It will be the responsibility of the Career Specialist to refer the customer, and to provide accurate 
information to the customer about the availability of child/dependent care services in the local area. 
In the event no other resources are available to pay for child/dependent care services and it is 
determined that funding is available through WIOA, the following policy will be adhered to: 

1. In the event the customer was unable to establish child/dependent care assistance with one
of the referred agencies, the WIOA Program, pending the availability of funds, will enter
into a contract with the provider chosen by the customer.
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Rates: Licensed Provider - $25.00/Per Day - Per Child 
Un-licensed Provider - $15.00/Per Day - Per Child 
After School - $5.00/Per Day  -  Per Child 

2. The “after school” rate is for school age children who are in school during the day and are
being cared for on a “part-time” basis.

3. Child/dependent care costs will be paid on a monthly basis by submitting a Child
Care/Dependent Care Voucher.

4. Payments will be made directly to the child/dependent care provider who have established
agreements and signed contracts on file with the agency.

5. Payments for child/dependent care will be issued in the name of the child/dependent care
provider, not the customer/participant.

6. Payments for child/dependent care can only be made for the actual days the customer
attends class. The WIOA program will not be responsible to pay the providers for “non- 
use” days.

7. Customers enrolled in Career Services may request assistance with child care during the
period of time they are involved in a job search workshop or on a job interview. These
requests are to be made utilizing the “Other Supportive Services Request Form” and the
Career Specialist will be responsible for submitting the request to the administrative office
for review.

8. The LWIB will review the child/dependent care rates on an ‘as-needed’ basis.

The documentation for establishing child/dependent care supportive service payments include: 
Letter Agreement for Child/Dependent Care Services, Child/Dependent Care Reimbursement 
Voucher and verification that the customer/participant sought assistance from the local/area 
resource and referral agency or another provider agency. 

Sincerely, 

Matthew Jones 
WCDC Executive Director 

Related Documents: Supportive Services Request Form – LWIA 21 PL 03-01 

Notice Of Participation Travel Reimbursement – LWIA 21 PL 03-02 

Travel Allowance – LWIA 21 PL 03-03 

Letter Agreement for Child/Dependent Care Services – LWIA 21 PL 03-04 

Child & Dependent Care Reimbursement Voucher – LWIA 21 PL 03-05 

Classroom Training Verification – LWIA 21 PL 3-06 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

LWIA 21 – POLICY LETTER #12 

LOCAL PROGRAM OVERSIGHT AND MONITORING 

TO:  LWIA 21 Staff 

SUBJECT:  Program Oversight and Monitoring 

EFECTIVE DATE: May 23, 2024 

PRIVACY AND SECURITY 
 (PERSONALLY IDENTIFIABLE INFORMATION) 

Under the Workforce Innovation and Opportunity Act (WIOA) and Trade Assistance Act (TAA), staff 
obtains personal and confidential information from individuals as part of eligibility determination and 
continuation of services. WIOA, TAA, and other federal and state regulations governing information 
sharing stipulate implementation of confidentiality policies and procedures.  

It is the responsibility of all workforce professionals to protect the privacy of all applicants for program 
services, as well as the privacy of all participants receiving program services. The purpose of this policy 
is to describe the protections that must be in place to protect all personally identifiable information (PII) 
on applicants and participants including the requirements for the use, storage, and security of sensitive 
and confidential information, and the consequences for not adhering to these safeguards. 

Personal information will be treated in the strictest confidence and will not be shared without written 
authorization, except for monitoring, auditing, or other grantor-imposed information-sharing 
requirements. 

This policy applies to all WIOA and TAA service provider staff, contractor staff, grantees, subgrantees, 
and any other individuals or groups involved in the handling and protecting of personally identifiable 
information per governing guidelines including federal law, Uniform Administrative Requirements (see 
2 CFR 200.303), U. S. Department of Labor (USDOL), Employment and Training Administration 
regulations (see 20 CFR 683.220 for WIOA and 20 CFR 618.852(b) for TAA), Training and 
Employment Guidance Letter 39-11, Guidance on the Handling and Protection of Personally Identifiable 
Information (PII), as well as any relevant state and local requirements (see the Attachments tab for 
Federal and State Laws on Personally Identifiable and Sensitive Information). 

Sincerely, 

Matthew Jones 
Executive Director 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #2 
 

INCIDENT REPORTING RESPONSIBILITIES  
AND GRIEVANCE PROCEDURE 

 
TO:     LWIA 21 Staff  
 
SUBJECT:  Incident Reporting Responsibilities and Grievance Procedure 

Suspected Fraud, Program Abuse, or Criminal Conduct 
 
EFECTIVE DATE: November 17, 2022   
 
 
This policy sets forth the procedures to be followed at the local and state levels regarding complaints and 
grievances that may occur during the administration of any Workforce Innovation and Opportunity 
Act (WIOA) funded and related activities. These procedures will outline the receipt, review, and 
resolution of the complaints and grievances. The policy also requires each Local Workforce Innovation 
Board (LWIB) to develop and maintain a procedure for complaints and grievances from participants and 
other interested parties as they pertain to WIOA Title IB services and benefits. 
 
Types of Issues Covered 
 

1. There are two (2) types of issues covered by this policy. 
a. Complaints are those that are non-criminal complaints of violations of WIOA and WIOA-

related regulations or policies. 
b. Grievances are those filed against an employer for violations of labor standards.  

 
Please note, criminal complaints alleging fraud, waste, Misconduct, or other illegal 
activity under WIOA must be reported immediately to the U.S. Department of Labor’s, 
Office of Inspector General as required by 20 CFR 683.620. These types of complaints or 
grievances are not covered by this policy. 

 
Definitions 
 

1. The following definitions apply to this policy only. 
a. “Appellant” means the person or organization that requests a review from the State of 

Illinois, Office of Employment and Training (OET) of either a decision made by the 
Local Area Hearing Officer that is not satisfactory, or if the Local Area Hearing Officer 
fails to timely issue a decision on a Complaint or Grievance as described herein. 

b. “Complaint” means an allegation of a violation of WIOA or WIOA-related regulations or 
policies by another person, persons, or organization. 

c. “Complainant” means the person submitting the Complaint. 
d. “Days” means calendar days, not business days. 
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e. “Grievant” means the person submitting a Grievance. 
f. “Grievance” means an allegation against an employer that receives WIOA Title IB 

funding for a violation of labor standards. 
g. “LWIA” or “Local Area” means Local Workforce Innovation Area. 
h. “LWIB” means Local Workforce Innovation Board. 
i. “Party” means either the Complainant, Grievant, Appellant or the 

Respondent.  Collectively, the Complainant, Grievant, Appellant and Respondent(s) shall 
be referred to as the “Parties.” 

j. “Respondent” means the person(s) or organization(s) against whom a Complaint or 
Grievance or an appeal of a Complaint or Grievance decision has been filed. 

 
Designated Grievance Officer  
 
Each LWIB shall designate a Local Area Complaint/Grievance Officer to be responsible for handling all 
Complaints and Grievances at the local Workforce Development System level (Local Level) submitted 
by participants and other interested persons affected by, and who allege, violations of the requirements 
of WIOA Title IB, including the WIOA regulations and policies. 

1. Each LWIB should establish, publish, and maintain a procedure for resolving Complaints and 
Grievances that allege violations of the requirements of WIOA Title IB, including the WIOA 
regulations and policies. These procedures must be: 

a. Readily available to all interested parties, including applicants, participants, employees, 
one-stop partners, service providers, other interested parties, and members of the public. 

b. Made available in a timely manner when an individual expresses interest in filing a 
Complaint or Grievance or upon request by any other individual. 

c. Easily understood by all affected participants and other individuals, including youth and 
those who are limited-English speaking individuals. The procedures must comply with 
the language requirements of 29 CFR 37.35 regarding the provision of services and 
information in languages other than English. 

 
Complaint and Grievance Procedures for Local and State Levels 
 
At a minimum, the LWIB Complaint and Grievance procedures must include the following provisions: 
 

1. Local Level Complaints/Grievances 
a. Complaints and Grievances must be filed within one hundred eighty (180) days of the 

alleged violations. 
b. All individuals filing Complaints and Grievances shall be free from restraint, coercion, 

retaliation, and discrimination. 
c. The Complainant and Grievant must file the Complaint or Grievance in writing to 

the Local Area Complaint/Grievance Officer. 
d. The Complaint or Grievance must include the following information: 

1) Name, address, and telephone number of the Complainant/Grievant; 
2) Name, address, and telephone number of the person(s) and/or organization(s) that 

the Complaint/Grievance is against (the Respondent(s)); 
3) A clear and concise statement of allegation(s) and facts of the case; 
4) The date of the alleged occurrence(s); 
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5) The provisions of the Workforce Innovation and Opportunity Act, or 
the WIOA regulations, or policies believed to have been violated; 

6) The resolution being sought; and 
7) The signature of the Complainant/Grievant or his or her legal 

guardian/representative, if applicable. 
 

e. Upon receipt of a Complaint or Grievance, the Local Area Complaint/Grievance Officer 
or designee, shall acknowledge receipt of the Grievance or Complaint, if possible, by 
certified mail, return receipt requested. This must be done within ten (10) days of receipt 
of the Complaint or Grievance. If sending an acknowledgement via certified mail is not 
reasonable or possible, it may be sent by email or regular U.S. Mail. This 
acknowledgement shall be sent to the Complainant/Grievant and the Respondent(s) and 
shall: 
 

1) Attach a copy of the Complaint/Grievance filed; 
2) Outline the steps to be taken to resolve the matter; 
3) Advise the Parties to attempt to reach an informal resolution; 
4) Notify all Parties of the right to request a hearing if an informal resolution cannot 

be met; and 
5) Provide a summary of the issues to be decided. 

 
f. If a Complainant or Grievant seeks to amend or withdraw a Complaint/Grievance, the 

Complainant or Grievant must make a request to the Local Area Complaint/Grievance 
Officer in writing. 

g. Complaints or Grievances may be resolved through an informal resolution or a hearing 
process. 

h. An opportunity for an informal resolution and a hearing shall be completed within sixty 
(60) days of the filing of the Complaint or Grievance. 

i. If a Party is dissatisfied with the local area hearing decision or no decision is made within 
sixty (60) days of filing a Complaint or Grievance, a Party may file an Appeal to the state. 

j. If a Grievant alleges a violation of labor standards, that individual may submit the 
Grievance to a binding arbitration procedure, if there is a collective bargaining agreement 
that covers the parties to the Grievance, which so provides. 

k. All local Complaint/Grievance(s) must be sent by certified mail, return receipt requested, 
to the following address: 
 
West Central Development Council 
Attention: Equal Opportunity Officer 
116 South Plum Street 
Carlinville, IL 62626  
 

2. Local Level Informal Resolution and Hearing Process 
a. Informal Resolution 

1) When a Complaint or Grievance has been resolved through an informal resolution 
process, the Complainant or Grievant and the Respondent(s) shall enter into a 
formal written resolution agreement. 
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a) If the Complainant and Respondent choose to resolve the Complaint or 
Grievance through an informal resolution, they must make good faith 
efforts to do so prior to the scheduled hearing date and within sixty (60) 
days of the filing of the Complaint or Grievance. 

i) Parties are encouraged to resolve matters informally; however, 
failure to informally resolve a matter does not warrant dismissal of 
the Complaint or Grievance, nor should it be taken into 
consideration as part of the facts to be judged during the resolution 
process. 
 

b. Hearing 
1) Requests for a hearing shall be made by the Complainant or Grievant to the Local 

Area Complaint/Grievance Officer as soon as possible after the Complaint or 
Grievance is filed, but in no event later than thirty (30) days after the filing of a 
Complaint or Grievance. 

a) The Local Area Complaint/Grievance Officer shall appoint a Local Area 
Hearing Officer to conduct the hearings on Complaints or Grievances. 

b) The Local Area Hearing Officer shall be an individual who has 
qualifications necessary to conduct the proceedings and shall be impartial. 

c) Any Party may make a request for a change in the Local Area Hearing 
Officer within five (5) days of receiving notification of the hearing 
schedule and the designation of the Local Area Hearing Officer. 

d) Only one (1) request for designation of an alternate Local Area Hearing 
Officer may be made by any Party for each Complaint or Grievance filed. 

2) Written hearing notices shall be sent by the Local Area Hearing Officer to the 
Complainant or Grievant and Respondent(s), at least fifteen (15) days prior to the 
scheduled hearing date to allow for proper preparation of the case. The notice will 
include the date, time and place of the hearing. 

a. The Local Area Hearing Officer shall conduct the hearing in an 
informal manner. Technical rules of evidence do not apply. 

i) If circumstances allow, the Local Area Hearing Officer may 
conduct the hearing via telephonic or electronic means. 

ii) The Parties shall be allowed the opportunity to present evidence, 
cross-examine witnesses, and be represented by legal counsel. 

iii) The Party requesting the hearing shall have the burden of 
establishing the facts and the entitlement to relief requested. 

iv) The Respondent(s) shall cooperate by making available any 
information and releasing any documentation requested by the 
Complainant or Grievant after the Local Area Hearing Officer 
deems it appropriate and relevant to the Complaint or Grievance. 

v) The Respondent(s) shall also make available any person under 
their control or employ to testify, if these persons are requested to 
testify by the Complainant or Grievant and the Local Area Hearing 
Officer deems the testimony to be elicited from such persons 
appropriate and relevant to the Complaint or Grievance. 
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vi) Hearings will only cover those issues listed in the written 
Complaint or Grievance.  If a Complainant or Grievant files more 
than one (1) Complaint or Grievance against the same 
Respondent(s) at or near the same time, the Local Area Hearing 
Officer may combine the issues from the Complaints or Grievances 
into a single hearing for purposes of administrative efficiency and 
after providing notice to the Parties.  

b) Complete records shall be kept of the hearing via audio recording, a court 
reporter, or by other means of recording as needed. 

c) The Local Area Hearing Officer or designee will make a written decision 
and it shall be sent to the Parties, if possible, by certified mail, with return 
receipt requested within sixty (60) days of the filing of the Complaint or 
Grievance. If sending a decision via certified mail is not reasonable or 
possible, the decision may be sent by email or regular U.S. Mail. 
 

d) The Local Area Hearing Officer’s decision shall contain the following: 
i) The names of the Parties involved; 

ii) A statement of the allegations; 
iii) A statement of the facts presented during the hearing; 
iv) The issue(s) being decided; 
v) The decision and the reasons for the decision; 

vi) A statement of corrective actions or remedies, if appropriate; 
vii) A statement assuring that all steps included in these Complaint and 

Grievance Procedures have been adhered to; and 
viii) Notice that either Party has the right to appeal to the State the 

decision by the Local Area Hearing Officer within ten (10) days of 
receipt of the decision. 

e) A copy of all decisions will be concurrently sent to the Office of 
Employment and Training (OET) staff listed on the Contacts tab. 

3) Remedies that may be imposed for violations of any requirement of WIOA Title I, 
its regulations and policies shall be limited to: 

a) Suspension or termination of payments under WIOA Title I; 
b) Prohibition of placement of a Participant with an employer that has 

violated any requirement under WIOA Title I; 
c) Where applicable, reinstatement of an employee, payment of lost wages 

and benefits, and reestablishment of relevant terms, conditions, and 
privileges of employment; and 

d) Where appropriate, other equitable relief. 
 
Responsible for Receiving and Administering Complaints and Grievances 
 
The OET staff listed on the Contacts tab shall be responsible for receiving and administering: (a) all 
Complaints and Grievances filed by participants and other interested persons affected by the 
statewide WIOA Title IB programs, and who allege violations of WIOA Title IB, or the WIOA Title IB 
regulations or policies at the State Workforce Development System level (State Level) and (b) appeals of 
local level Complaints/Grievances. 
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1. Through this policy, the State establishes, publishes, and maintains the procedures for resolving
Complaints and Grievances that allege violations of WIOA Title IB, or the WIOA Title IB
regulations or policies at the State workforce development system level. These procedures are:

a) Readily available to all interested parties, including applicants, participants, employees,
one-stop partners, service providers, and members of the public.

b) Made available in a timely manner when an individual expresses interest in filing a
Complaint or Grievance or upon request by any other individual.

c) Drafted to be easily understood by all affected participants and other individuals,
including youth and those who are limited-English speaking individuals.

1. State Level Complaints and Grievances
a) Initial Complaints and Grievances filed with the state must relate to issues at the

statewide Workforce Development System level.  If an individual files a Complaint or
Grievance at the state level that is more appropriately handled at the local level, OET will
forward the Complaint/Grievance to the appropriate Local Area Complaint/Grievance
Officer, who will then administer the Complaint/Grievance.

b) Complaints and Grievances must be filed within one hundred eighty (180) days of the
alleged violations.

c) All individuals filing Complaints or Grievances shall be free from restraint, coercion,
retaliation, and discrimination.

d) The Complainant or Grievant must file the Complaint or Grievance in writing to the OET
staff listed on the Contacts tab.

e) The Complaint or Grievance must include the following information:
1) Name, address, email address and telephone number of the Complainant/Grievant;
2) Name, address, email address and telephone number of the person(s) and/or

organization(s) that the Complaint/Grievance is against (the Respondent(s); 
3) A clear and concise statement of allegation(s) and facts of the case;
4) The date(s) of the alleged occurrence(s);
5) The provisions of the Workforce Innovation and Opportunity Act, or

the WIOA regulations, or policies believed to have been violated; 
6) The resolution being sought; and
7) The signature of the Complainant/Grievant or his or her legal

guardian/representative, if applicable. 
f) Upon receipt of a Complaint or Grievance, the OET staff listed on the Contacts tab or his

or her designee, shall acknowledge receipt of the Complaint or Grievance, if possible, by
certified mail, return receipt requested. If sending an acknowledgement via certified mail
is not reasonable or possible, the acknowledgement may be sent by email or regular U.S.
Mail. This must be done within ten (10) days of receipt of the Complaint or Grievance.
The acknowledgement shall be sent to the Complainant/Grievant and the Respondent(s)
and shall:

1) Notify the Complainant/Grievant if the allegation(s) are more appropriate for
handling at the local level and that OET staff will forward the 
Complaint/Grievance to the appropriate Local Area Complaint/Grievance Officer; 

2) Outline the steps to be taken to resolve the matter;
3) Advise the Parties to attempt to reach an informal resolution;
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4) Notify all Parties of the right to request a hearing within thirty (30) days of the
date the Grievance/Complaint was filed if an informal resolution cannot be met; 
and 

5) Provide a summary of the issues to be decided.
g) If a Complainant or Grievant seeks to amend or withdraw a Complaint/Grievance, the

Complainant or Grievant must make a request to the designated OET staff in writing.
h) An opportunity for an informal resolution and a hearing shall be completed within sixty

(60) days of the filing of the Complaint or Grievance.
i) If a Party is dissatisfied with the State hearing decision or no decision is made within

sixty (60) days, the Party may file an Appeal to the U.S. Secretary of Labor.
j) If a Grievant alleges a violation of labor standards, that individual may submit the

Grievance to a binding arbitration procedure, if there is a collective bargaining agreement
that covers the parties to the Grievance, which so provides.

k) Complaints or Grievances may be resolved through an Informal Resolution or Hearing
Process which is outlined in the State Level Informal Resolution and Hearing Process
section of this policy.

2. State Level Appeals of Local Level Complaints/Grievances
a) If a Party does not receive a satisfactory decision at the local level, or the local level

decision is not made within sixty (60) days of the filing of the Complaint/Grievance at the
local level, a Party may appeal to the state.

1) The request for State review must be made within ten (10) days of notification of
the local level decision, or ten (10) days from the date a decision was due (i.e., 
sixty (60) days from filing the Complaint/Grievance) but not issued, and shall be 
made in writing to the OET staff listed on the Contacts tab. 

2) Appeal requests of local level decisions to the state level shall include:
a) Name, address, email address, and telephone number of the Appellant;
b) Name, address, email address, and telephone number of the

Respondent(s);
c) A clear and concise statement of allegation(s) and facts of the case;
d) The date(s) of the alleged occurrence(s);
e) The provisions of the Workforce Innovation and Opportunity Act, or the

WIOA regulations, or policies believed to have been violated;
f) The resolution being sought;
g) Specific information supporting the grounds upon which the appeal is

sought, a copy of the original written Complaint/Grievance, a transcript of
the local level hearing proceedings (if available), all exhibits/evidence
introduced by the Parties at the local level learning and a copy of the Local
Area Hearing Officer’s written decision, if applicable; and

h) The signature of the Appellant or his or her legal guardian/representative,
if applicable.

b) State Level Review of Appeal
1. The State may take any of the following actions regarding an appeal request:

a) Reject the Appeal:  An appeal request may be rejected, and a final
determination issued, for any of the following reasons:

i) The Appellant failed to comply with the applicable procedures
prescribed in this policy (e.g., the ten (10)-day filing requirement);
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ii) The time for appeal is not yet ripe (i.e., the local level process has not
been completed);

iii) The request for appeal does not state an appealable issue; or
iv) There is no relief that can be granted.

b) Resolution:  The Parties may decide to resolve the appeal informally. See
State Level Informal Resolution and Hearing Process section below for
procedures.

c) Decision on the Papers:  The Parties may waive the right to a hearing and
seek a decision from the State based on the papers submitted related to the
Appeal.

d) Hearing:  An opportunity for a hearing must be provided to the Parties for
an appeal of a local level decision unless the appeal is rejected by the
State, the Parties agree to waive a hearing, the Parties decide to resolve the
matter informally or the Appellant withdraws the appeal.  See State Level
Informal Resolution and Hearing Process section below for procedures.

e) Remand the Matter to the Local Level:  If the appeal to the State is
based on the local level not issuing a decision within sixty (60) days of
filing a Complaint or Grievance, and proceedings have occurred at the
local level or the matter is more appropriately handled at the local level
due to the nature of the issues, the state may remand the appeal to the local
level with instructions to complete the proceedings as expeditiously as
possible.

2. After the OET staff listed on the Contacts tab or their designee receives a request for an
appeal the OET staff will:

a) Send a notification to the Appellant and Respondent(s), if possible, by certified
mail, return receipt requested, within ten (10) days after receiving the request 
for appeal. If sending a notification via certified mail is not reasonable or 
possible, the notification may be sent by email or regular U.S. Mail.  The 
notification shall include the following information: 

i) The date of the request for appeal, name of the Appellant, and
name of the party or parties designated as Respondents;

ii) Advise the Parties that they may resolve the appeal by requesting a
hearing (within thirty (30) days of the appeal filing date), seeking
an informal resolution, or instead, waiving the opportunity for a
hearing and requesting a decision based on the papers related to the
Appeal that will be submitted to the state;

iii) Advise the Parties to attempt to resolve the matter informally;
iv) A statement of the allegations that accurately reflect the original

content of the request for appeal submitted by the Appellant;
v) Advise the Respondent(s) that he or she will have ten (10) days to

file an optional written response to the appeal request;
vi) Notify the Parties that a hearing must be requested no later than

thirty (30) days after the date the request for appeal was filed; and
vii) The name, address, and telephone number of the contact person

issuing the notice.
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b) If an informal resolution is requested, follow the informal resolution
procedures set forth herein.

c) If a hearing or informal resolution are not requested, conduct a State
review to determine whether:  (1) the local level hearing was conducted in
accordance with the local level hearing procedures and (2) the actions
complained of violated any WIOA statute, regulations or policies. OET
staff will make a final written determination within sixty (60) days of
receipt of the appeal.

3. An opportunity for an informal resolution and a hearing shall be completed within sixty
(60) days of the filing of the appeal request.

4. If the Party appealing the local level matter seeks to amend or withdraw his or her
appeal, that Party must make a request to the designated OET staff in writing.

3. State Level Informal Resolution and Hearing Process (for initial State Level Complaints/
Grievances and Appeals)

a) Informal Resolution
1) An opportunity for an informal resolution shall be completed as expeditiously as

possible so that a hearing and decision issued, if necessary, may be completed 
within sixty (60) days of the filing of the Complaint, Grievance or appeal request. 

2) When a Complaint, Grievance, or appeal has been resolved through an informal
resolution process, the Complainant/Grievant or Appellant and the Respondent(s) 
shall enter into a formal written resolution agreement. 

a) If the Parties choose to resolve the Complaint, Grievance, or appeal
through an informal resolution, they must make good faith efforts to do so
prior to the scheduled hearing date and within sixty (60) days of the filing
of the Complaint, Grievance or appeal.

i) Parties are encouraged to resolve matters informally; however,
failure to informally resolve a matter does not warrant dismissal of
the Complaint, Grievance, or appeal, nor should it be taken into
consideration as part of the facts to be judged during the resolution
process.

1. Hearing Process
1. Requests for a hearing shall be made by the Complainant, Grievant or Appellant to the

OET staff listed on the Contacts tab as soon as possible after the Complaint, Grievance
or appeal request is filed, but in no event later than thirty (30) days after filing a
Complaint, Grievance or appeal request.

a) The OET staff listed on the Contacts tab shall notify the Legal Office of
the Department of Commerce and Economic Opportunity (DCEO) to
assign a state Hearing Officer (State Hearing Officer) to conduct the
hearing on a Complaint, Grievance, or appeal.

b) The State Hearing Officer shall be an individual who has qualifications
necessary to conduct the proceedings and shall be impartial.

c) Any Party may make a request for a change in State Hearing Officer
within five (5) days of received notification of the hearing schedule and
the designation of the State Hearing Officer.

d) Only one request for designation of an alternate state Hearing Officer may
be made by any Party for each Complaint, Grievance, or Appeal.
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2. Written hearing notices shall be sent from the State Hearing Officer to the Parties at least
fifteen (15) days prior to the scheduled hearing date to allow for proper preparation of the
case. The notice will include the date, time, and place of the hearing.

3. Complete records shall be kept of the hearing via audio recording, a court reporter, or by
other means of recording as needed.

4. Hearing Procedures Specific to Complaints/Grievances Initially Filed at the State
Level:

a) If circumstances allow, the State Hearing Officer may conduct the hearing
via telephonic or electronic means.

b) The State Hearing Officer shall conduct the hearing in an informal
manner. Technical rules of evidence do not apply.

i) All Parties shall be allowed the opportunity to present evidence,
cross-examine witnesses, and be represented by legal counsel.

ii) The Party requesting the hearing shall have the burden of
establishing the facts and the entitlement to relief requested.

iii) The Respondent(s) shall cooperate by making available any
information and to release any documentation requested in advance
of a hearing by the Complainant/Grievant after the State Hearing
Officer deems it appropriate and relevant to the Complaint or
Grievance.

iv) The Respondent(s) shall also make available any person under
their control or employ to testify, if these persons are requested to
testify by the Complainant or Grievant in advance of a hearing and
the State Hearing Officer deems the testimony to be elicited from
such persons appropriate and relevant to the Complaint or
Grievance.

v) Hearings will only cover those issues listed in the written
Complaint or Grievance.  If a Complainant or Grievant files more
than one (1) Complaint or Grievance against the same
Respondent(s) at or near the same time, the State Hearing Officer
may combine the issues from the Complaints or Grievances into a
single hearing for purposes of administrative efficiency and after
providing notice to the Parties.

5. Hearing Procedures Specific to Appeals:
a) If circumstances allow, the State Hearing Officer may conduct the hearing

via telephonic or electronic means.
b) The State Hearing Officer shall conduct the hearing in an informal

manner.
c) All Parties shall be allowed the opportunity to present oral arguments on

the facts and issues presented at the local level and may choose to be
represented by legal counsel.

d) The Parties shall not be permitted to submit new evidence or new
documents on appeal from local level matters, and the State Hearing
Officer’s review and decision shall be based solely on the written record
from the local level, the appeal request, any response filed by the
Respondent(s) and the oral arguments made by the Parties.
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e) The Appellant shall have the burden of establishing the entitlement to the 
relief requested. 

f) Hearings will only cover those issues appealed from the local level and 
specified in the Appellant’s appeal request. 

c) Decisions Issued After a Hearing by the State Hearing Officer or After State Review of 
an Appeal 

1) The State Hearing Officer (for hearings) or the OET State Staff (if a hearing is 
waived on appeal), as applicable, will make a written decision and it shall be sent, 
if possible, by certified mail, with return receipt requested, within sixty (60) days 
of the filing of the Complaint, Grievance, or appeal request. If sending a decision 
via certified mail is not reasonable or possible, the decision may be sent by email 
or regular U.S. Mail. 

2) The State Hearing Officer (for hearings) or the OET State Staff (if a hearing is 
waived on appeal), as applicable, will determine whether:  (1) the local level 
hearing was conducted in accordance with the local level hearing procedures, if 
applicable, and (2) the actions complained of violated any WIOA statute, 
regulations or policies. 

3) The State Hearing Officer or OET State Staff’s decision, as applicable, shall 
contain the following: 

a) The names of the Parties involved; 
b) A statement of the alleged violations; 
c) A statement of the facts presented during the hearing or in the appeal 

request and response if the hearing was waived; 
d) The issue(s) being decided; 
e) The decision and the reasons for the decision; 
f) A statement of corrective actions or remedies, if appropriate; 
g) A statement assuring that all steps included in the state level procedures 

have been adhered to; and 
h) Notice that any Party has the right to appeal the decision by the State 

Hearing Officer or OET State Staff to the U.S. Secretary of Labor. 
4) A copy of all decisions by the State Hearing Officer will be concurrently sent to 

the OET staff listed on the Contacts tab. 
5) Remedies that may be imposed for violations of any requirement of WIOA, its 

regulations and policies shall be limited to: 
a) Suspension or termination of payments under WIOA Title I; 
b) Prohibition of Placement of a Participant with an employer that has 

violated any requirement under WIOA Title I; 
c) Where applicable, reinstatement of an employee, payment of lost wages 

and benefits, and reestablishment of relevant terms, conditions, and 
privileges of employment; and 

d) Where appropriate, other equitable relief. 
e)  

Complainant/Grievant Appeal  
 

1. Under 20 CFR 683.610(a), if the state has not issued a decision within the required sixty (60)-day 
time limit, the Complainant/Grievant or Appellant can file an Appeal to the U.S. Secretary of Labor 
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(the Secretary). An appeal to the Secretary under this circumstance must be made within one 
hundred twenty (120) days of the filing of the Complaint or Grievance with the state or the filing of 
the appeal with the state of a local level Complaint or Grievance. An appeal can also be made if the 
state renders an adverse decision against a Party. That Party must file an appeal to the Secretary 
within sixty (60) days of receipt of the adverse decision. 
 

a) All appeals must be sent by certified mail, return receipt requested, to the following 
address: 
 
Secretary of Labor 
U.S. Department of Labor 
200 Constitution Avenue, NW 
Washington, DC 20210 
Attention: ASET 

b) Copies of the appeal must be simultaneously provided to the opposing party, 
the OET State Staff and to the Employment and Training Administration Regional 
Administrator as follows: 
 
Illinois Department of Commerce and Economic Opportunity 
Office of Employment and Training 
500 East Monroe Street, 9th Floor 
Springfield, IL 62701 
 
Regional Administrator – Region 5 
U.S. Department of Labor/ETA 
230 South Dearborn Street, 6th floor 
Chicago, IL 60604 

 

Sincerely, 
 
 
Matthew Jones 
Executive Director 
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WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) 
LOCAL WORKFORCE INNOVATION AREA 21 (LWIA 21) 

POLICY LETTER #2 
 

INCIDENT REPORTING RESPONSIBILITIES 
 
TO:     LWIA 21 Staff  
 
SUBJECT:  Incident Reporting Responsibilities  

Suspected Fraud, Program Abuse, or Criminal Conduct 
 
EFECTIVE DATE: July 1, 2022   
 
 
Purpose:   To issue Local Workforce Innovation Area 21’s (LWIA 21) policy on incident reporting 
responsibilities of known or suspected fraud, program abuse, or criminal conduct in Workforce 
Innovation and Opportunity Act (WIOA) funded programs. 
 
Policy:  Allegations regarding fraud, program abuse or criminal Misconduct in WIOA programs shall 
immediately be reported to the Department of Commerce and Economic Opportunity (DCEO), Office of 
Employment and Training (OET), the U.S. Department of Labor (USDOL), Employment and Training 
Administration (ETA) Region V Office, and the USDOL Office of Inspector General (OIG).  The 
process in the Incident Reporting - Notifications section of this policy outlines how reporting should 
occur. 
 
Action Required:   All LWIA 21 staff, LWIA 21 sub-grantees, and LWIA 21 contractors must be 
informed of the incident reporting policy and procedure. It is the responsibility of the WCDC/Job Center 
Staff person who develops a contract or negotiates an agreement with an outside entity to make sure the 
entity is provided a copy of DCEO WIOA Policy Chapter 8, Section: 3.7.2.2.  LWIA 21 staff must be 
aware of the reporting procedures and be able to identify the kinds of events that generate incident 
reports. LWIA 21staff, contractors, and sub grantees will adhere to the steps outlined in the attached 
policy letter to ensure they fulfill their responsibility in reporting the suspect of criminal fraud, waste, 
abuse, or other criminal activity immediately upon discovery of the occurrence. 
 
Sincerely, 
 
 
Matthew Jones 
Executive Director 
 
Related Documents:   https://apps.illinoisworknet.com/WIOAPolicy/Policy/Home/ 

DCEO WIOA Policy Chapter 8, Section: 3.7.2.2 

Incident Report Form - LWIA 21 PL 02-01 

   Incident Report Instructions – LWIA 21 PL 02-02 
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Section Ten:  Procurement Policies and Procedures 
 (Major Purchases - $5000.00 and Over) 

The procedures and directions discussed in this document are to be considered as a 
guideline when determining the appropriate method of procurement.  Various 
procurement methods are outlined along with the necessary steps that must be followed 
in order to be in compliance with all Federal and State laws, rules, and regulations.  The 
purchasing and procurement procedures outlined in this manual have been developed to 
assist in procuring goods and services in compliance with current legislative rules and 
regulations relating to the Workforce Innovation and Opportunity Act, DOL rules and 
regulations as they relate to the agency and any subcontractor, and State of Illinois 
Administrative Code. 

Depending on the type of purchase or situation, the appropriate compliance rules and 
regulations will be applied; i.e., small procurement procedures, sealed bids, or 
competitive proposals, and non-competitive proposals. 

Procedures are in place to prevent non-duplication and unnecessary purchases of items or 
services and to ensure that conflict of interest has been avoided. 

All non-expendable property with a per unit purchase price of $5,000 or more using 
WIOA funds will not be purchased until written approval from the Illinois Department of 
Commerce and Economic Opportunity has been received. 

All WCDC purchasing policies, standards and procedures strive to be in compliance with 
OMB Title 2 CFR 200.110 and 200.317 -0200.326. Purchases will also adhere to 
requirements of applicable grants, contracts and other agreements. 

Sole source awards for On-the-Job Training participants may be made, provided that an 
employer-employee relationship exists and that the employer will provide training to 
enable the participant to perform as a regular employee of the employer’s (or another 
employer’s) establishment.  Records of such awards are maintained. 

A file will be maintained of potential providers who have expressed an interest, in 
writing, of being considered for awards.  All potential providers, who have expressed an 
interest in receiving an award, will be sent a Request for Proposal in the event such 
services are being considered. 

The West Central Development Council will ensure that all procurement activities 
promote open and free competition among potential vendors for services.  Awards for 
contracts are made to vendors who can provide the services that are most advantages to 
the WCDC and their programs, taking into consideration price, services, and other 
specific factors. 

Additionally, the activities that occur during procurement procedures shall ensure open 
and competitive procurement of WIOA sub-recipient agreements as stated in Section 107 
of the Act.  
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Finally, it must be understood that any and all services procured are the best available to 
meet the needs of our constituents, customers, and citizens served by the WCDC. 
 
Using the above mentioned points as a general guide, the following principles have been 
developed to further insure that equitable procurement policies shall be followed: 
 
1. All procurement transactions will be conducted in a manner that provides 

maximum open and free competition.  Procurement procedures will not restrict or 
eliminate competition or result in the restraint of trade. 

 
 Examples of what shall be considered restrictive or competition include, but are 
 not limited to: 
 

- placing unreasonable or different requirements on various firms in order to 
qualify for the same procurement 

- non-competitive practices between firms 
- organizational conflicts of interest 
- unnecessary experience and bonding requirements (i.e., request for 

qualifications, or experience that are not related to the services procured) 
- failing to allow providers who can provide an equal product to effectively 

compete with providers who can provide the brand name products  
 
2. Solicitation of offers will incorporate a clear and accurate description of the 

technical requirements for the services or equipment to be procured.  Such 
description will not, in competitive procurements, contain features that restrict 
competition.  The description will include a statement of the qualitative nature of 
the services to be procured and set forth those standards to which the service shall 
conform in order to meet the program purpose. 

 
3. Solicitations of offers will clearly outline requirements that service providers must 

fulfill and all other factors to be used in evaluating proposals. 
 
4. Awards will be made only to service providers that demonstrate the ability to 

meet the objectives of the proposed procurement.  Examples of how the ability to 
meet the procurement objectives can be demonstrated include, but are not limited 
to: 

 
- financial resources, technical qualifications, experience, organization, and      

facilities adequate to carry out the project 
- resources to meet the completion schedule contained in the contract 
- a satisfactory performance record for completion of contracts 
- cost analysis of proposed budget 
- accounting and auditing procedures adequate to control property, funds and 

assets 
 
5. When possible, attempts will be made to procure with minority firms by placing 

all qualified small and minority businesses and women’s business enterprises on 
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the potential vendors/bidders list.  Contractors will also be encouraged to take 
these affirmative action steps. 

 
6. The WCDC may, at its discretion, issue general solicitation for request for 

proposals from groups or organizations for consideration.  In selecting providers 
for services in excess of $25,000, all contractual proposals are reviewed by the 
appropriate committee or ad hoc committee of the West Central Development 
Council or the WIB (Job Center Board).  Recommendations are made by the 
appropriate committee based upon such criteria as non-duplication of services, 
cost effectiveness, potential job creation in service area, and record of past 
performance.  A detailed report or outline of the recommended proposal is 
presented to the WCDC Board for their vote of approval or disapproval.  
Contracts for less than $25,000 are reviewed by the WCDC Management Staff, 
using the above criteria and a general report prepared for the WCDC Board. 

 
7. Code of Conduct:  Any officer, employee or agent of the WCDC who is either  (a) 

engaged in negotiations with a potential contractor,  (b) has arrangements 
concerning prospective employment with a potential contractor or  (c) has a 
financial interest in a potential contractor may not participate in the review, 
award, or administration of a contract for a potential contractor.  Such 
relationships constitute a conflict of interest.  This prohibition also extends to:  (a) 
an immediate family member of an officer, employer or agent of the grantee/sub-
grantee, (b) a partner or organization who employs any officer, employee or agent 
of the grantee/sub-grantee. 

 
Additionally, no WCDC Board Member or Job Center Board Member shall participate in 
the selection of awarding a contract if a conflict of interest is involved.  This provision 
does not prohibit a community-based organization, educational agency, employer or other 
service provider represented by a board member from receiving a sub-grant for the 
provision of training and/or services to participants.  However, when such a conflict of 
interest arises, the member(s) must abstain from voting on the award and disclose all 
financial/non-financial information of the sub-grant. 
 
No employee, officer or agent of the WCDC shall participate in the selection, award or 
administration of a contract if a conflict of interest exists. 
 
No contract will be made with a WCDC or JCB Member or entity with which he/she is 
affiliated which results in direct personal gain to that member. 
 
West Central Development Council employees, officers or agents shall neither solicit nor 
accept gratuities, favors or anything of monetary value from service providers, potential 
service providers or parties to grants. 
 
 
7. Methods of Procurement:  The appropriate method used to procure goods or 

services is dependent upon known amount or the anticipated amount of the 
procurement.  Procurement of goods/services for less than $25,000 is handled 
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differently than procurement of goods/services of $25,000 or more.  This section 
describes the solicitation procedures to follow for all procurement situations. 

 
 
 
There are four (4) methods under which goods and services may be procured.   

 
 A.  Small Procurement Procedures 

 
Small procurement procedures are simple and informal methods used to procure 
goods and services that do not exceed $25,000 in aggregate with a single vendor 
during a fiscal year.  Price or rate quotations must be obtained from an adequate 
number of qualified sources.  The WCDC strives to acquire at least three 
quotations. 

 
 Suggested documentation for this type of procurement includes:  1) description of 
 the item(s) being purchased, 2) price or rate quotations documented on file for 
 each vendor or qualified source, 3) the date on which the price or rate quote was 
 provided by each vendor or qualified source, 4) the name of the selected vendor 
 or provider, 5) the amount of the procurement and expected delivery date of 
 goods and/or services. 
 

This procurement method is appropriate for one-time purchases under $25,000.  
In the event the same goods and/or services need to be made in the future, 
consideration should be given to utilizing a different form of procurement to 
ensure the best value and competitive pricing.  It is recommended that a minimum 
of three bids should be obtained; and if possible, bids/quotes should be obtained 
in writing and maintained in the bidder’s file. 
 

 B.  Sealed Bids 
 
 Sealed bids are used when the goods and/or services can be procured on the basis 
 of price.  Bids are publicly solicited and a firm-fixed-price contract is awarded to 
 the bidder who can provide the goods or services in accordance with the 
 specifications in the invitation for bids at the lowest price. 
 
 Regulatory requirements for procurement when soliciting sealed bids are listed 
 below: 
 

- publicly advertise an invitation for bids which identifies the goods and/or 
services being procured 

- solicit bids from an adequate number of sources 
- document an attempt to identify and obtain three bids 
- allow a minimum of ten working days for bids to be submitted before the day 

scheduled for opening bids 
- publicly open all bids submitted within the timeframe and to the location, 

identified in the invitation for bids 
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o Bids for One-Stop-Operator must be sent directly to the Job Center 
Board Chairman.  A Committee must be formed to open, score the 
proposals and make a final decision to present to the JCB.  
Performance of the selected OSO will be reviewed annually.  An RFP 
will be conducted every 4 years to select an OSO following the 
competitive process. 

- award a firm-fixed-price contract to the lowest responsive and responsible 
bidder 

- document why any bids were rejected 
 

Sealed bids may be used when the following conditions are met:  1) a complete, 
adequate and realistic specification or purchase description is available; 2) two or 
more responsible bidders are willing and able to compete effectively for the 
business; and 3) the procurement lends itself to a firm-fixed-price contract and the 
selection of the successful bidder can be made principally on the basis of price. 
 
Procurement by using sealed bids is most appropriate when there is relatively no 
difference between the goods and/or services offered by one vendor from that 
offered by another.  Procurement by sealed bids is not appropriate when the 
procurement decision will be based on more than price; i.e., quality of the goods 
and/or services, the experience of the vendor, etc. 
 
The following items should be maintained as documentation when using the 
sealed bid procurement procedure: 
 
- evidence of public advertisement requesting invitation for bids 
- a description of steps taken to attempt to obtain three bids 
- documentation supporting that bids were publicly opened at the time and 

place stated in the bid advertisement 
- the name of each bidder and the amount of the bid 
- documentation supporting the selection of the winning bid and rejection of 

any and all other bids 
 
 

 
 C.  Competitive Proposals 
 
 Competitive proposals are solicited through requests for proposals (RFP) and are 
 used when it is not appropriate to use sealed bids.  This occurs when other factors 
 in addition to price influence the award decision.  After a technical evaluation of 
 all proposals submitted, a fixed-price or cost-reimbursement contract is awarded 
 to the provider who submits the proposal most advantageous to the 
 agency/program.  Procurement by competitive proposals are also appropriate 
 when it is anticipated that an item or service is expected to cost less than $25,000 
 and will need to be procured again from the same vendor during the same fiscal 
 year and the aggregate amount of the procurement(s) are expected to exceed 
 $25,000. 
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 Regulatory requirements that need to be adhered to when acquiring competitive 
 proposals include the following: 
 

- publicly advertise a “request for proposal” which identifies the goods and/or 
services being procured under the proposal evaluation factors 

- solicit proposals from an adequate number of qualified sources 
- conduct technical evaluations of all proposals received using a standard 

method 
- award a contract to the firm submitting the proposal most advantageous to the 

program 
 
 The solicitation instrument should include:  1) an adequate description of the 
 item(s) to be procured, 2) a description of the quality standards which must be 
 met, 3) a description of all evaluation factors to be taken into account and the 
 relative importance of each factor, 4) an indication of the date on which the 
 decision for acquisition will be made, and 5) a complete description of the 
 requirements that vendors must fulfill. 
 
 Documentation for this procurement method should include:  1) documentation 
 showing that an RFP was publicized, 2) the results of evaluations for all 
 proposals received, and 3) documentation showing the basis on which the award 
 decision was made. 
 
 D.  Non-Competitive proposals 
 
 Non-competitive proposals are used when procurement is not possible using the 
 other three procurement methods and when one of the following situations exists:  
 1) the goods and/or services are available from only one source; 2) there is a 
 public exigency or emergency for the goods or services; 3) DCEO or another 
 funding source authorizes a non-competitive proposal; or 4) competition is 
 inadequate after attempting other procurement methods.  
 

The non-competitive procurement method should not be used unless absolutely 
necessary because it reduces competition among potential vendors to provide 
goods and services.  Under certain procurement situations, however, there is no 
alternative.  Examples of situations which procurement by non-competitive 
proposals may be necessary include:  1) when there is only one source in the area, 
such as in rural areas, able to provide the needed goods or services; 2) when a 
sudden massive layoff, plant closing or other emergency situation arises that does 
not allow sufficient time to competitively solicit providers or 3) technical 
assistance from IT provider for equipment currently in use and maintained by 
same IT or software provider. 

 
 Examples of suggested documentation for non-competitive procurement includes:  
 1) a detailed description of why procurement by non-competitive proposals was 
 used; 2) an indication of who approved the non-competitive procurement 
 method; 3) the name(s) of the provider(s) contacted to provide the goods or 
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 services; 4) the date and amount of the procurement; and 5) evidence that a cost 
 analysis was conducted and the results of the analysis. 
 
8.   Determining Procurement Method:  When determining the appropriate 

procurement method that should be utilized, staff should refer to the checklist to 
aid in facilitating the decision process:   

 
 1) Is the cost of the goods or services expected to exceed $25,000? 
 
 2) Do you anticipate a need to procure the same goods or service from the same 
 vendor during the fiscal year? 
 
 3) Do you anticipate that the aggregate cost of all procurement for the same 
 goods or services with the same vendor during the same fiscal year may exceed 
 $25,000? 
 
 If  #1  = Yes, proceed to Question 4 
 If  #1  =  No, use small procurement procedures 
 If  #1  =  No,   #2 =  Yes,  and #3  =  No, use small procurement procedures 
 If  #1  =  No,   #2  =  Yes,  and  #3  =  Yes, proceed to Question 4 
 
 4) Is there a public exigency or emergency for the goods or services that will not 
 permit a delay resulting from competitive solicitation?  ___ Yes    ___ No  
 
 5) Is it possible that more than one source may be willing and able to provide the 
 needed goods and/or services?   ___Yes   ___No 
 
 If  #4 = Yes and/or  #5 = No, use non-competitive proposals, otherwise proceed 
 to Question #6 
 
 6) Will the selection of a provider be made principally on price?   ___Yes   ___No 
 
 7) Is the purchase description or specification complete, adequate, and realistic? 
      ___Yes   ___No 
 
 If  #6 = Yes  and  #7 = Yes, use sealed bids, otherwise, use competitive proposals 
 
9.   Service Provider Procurement Policies:  The procedures for procurement of 

service providers is consistent with 2 CFR 200.110 and 200.317 – 200.326 when 
selecting service providers for the Workforce Innovation and Opportunity Act, 
taking into account past performance in job training or related activities, cost per 
placement, fiscal accountability and ability to meet performance standards.  The 
Service Provider Procurement Policies will be part of the WIOA Plan.  Service 
Provider Procurement Policies are reviewed regularly to insure compliance with 
Illinois policies.  Revisions of the Service Provider Procurement Policy are taken 
before the LWIB/Job Center Board for their approval and adoption. 
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The WCDC Maintains a WIOA Policy Guide that outlines the mandatory steps, including 
forms, (inclusive of signature requirements and documentation) that should be taken 
when setting up a training agreement between our agency and a service provider/vendor 
on behalf of a WIOA participant.  The guidelines cover both the on-the-job training 
provider and the vocational training provider. 
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