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Community Services

WORKFORCE

AGENDA

Orange County Workforce Development Board

October 30, 2024
10:00 A.M.

Location:
Orange County Community Services
OC Workforce & Economic Development Division
1300 S. Grand Ave,, Building B
Newport Conference Room #232
Santa Ana, CA. 92705

The Orange County Workforce Development Board shall not hold a meeting unless the number of members
participating constitutes a quorum of the Orange County Workforce Development Board.

This agenda contains a brief description of each item to be considered. Except as provided by law, no action shall be
taken on any item not appearing in the agenda. Members of the public who wish to speak on an item(s) may complete
a Speaker Request Form(s) identifying the items prior to the beginning of the meeting. To speak on a matter not
appearing on the agenda, but under the jurisdiction of this Advisory Board, you may do so during Public Comments.
Speaker request forms must be completed prior to the beginning of the meeting, the reading of the individual agenda
items and/or the beginning of Public Comments. When addressing the Board, it is requested that you state your name
for the record. Address the Board as a whole through the Chair. Comments to individual Members or staff are not
permitted. Speakers are limited to three (3) minutes.

Materials/handouts can be requested up to 72 hours in advance of the meeting by visiting
https://workforce.ocgov.com/oc-workforce-development-board.

This WIOA Title | financially assisted program or activity is an equal opportunity employer/program. Auxiliary aids and
services are available upon request to individuals with disabilities. TDD/TTY users, please call the California Relay
Service (800) 735-2922 or 711. If you need special assistance to participate in this program, please contact
info@ocworkforcesolutions.com at least 72 hours prior to the event to allow reasonable arrangements to be made to
ensure program accessibility.
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AGENDA October 30, 2024

AGENDA:

1.

CALL TO ORDER: Anna Lisa Lukes, Chair

2. PLEDGE OF ALLEGIANCE
3.
4. PUBLIC COMMENT:

BOARD MEMBER ROLL CALL: OC Community Services Representative

At this time, members of the public may address the Board regarding any items within
the subject jurisdiction, provided that no action is taken on off-agenda items unless
authorized by law. (Comments shall be limited to three (3) minutes, unless the Chair pre-
(dentifies a different time at the start of meeting for all public speakers).

PRESENTATION: (presentations limited to 10 minutes each)

5.

NORTH ORANGE COUNTY CONTINUING EDUCATION
Valentina Purtell, President of North Orange County Continuing Education

CALIFORNIA MANUFACTURING TECHNOLOGY CONSULTING
Rocio Leon, Training Manager at California Manufacturing Technology Consulting

ACTION ITEM:

7.

8.

9.

POLICY UPDATES

OCWDB Allowable Cost Policy

OCWDB CalJOBS Document Imaging and Scanning Policy

OCWDB Incident Reporting of Waste, Fraud, and Abuse Policy

OCWDB Priority of Service for Veterans and Eligible Spouses Policy

OCWDB WIOA Documentation Requirements Policy

OCWDB WIOA Priority of Service Policy

Recommendation: Review and support staff's recommendation to update OCWDB Policies
A, B, C, D, E, and F as outlined above, including any non-substantive changes and
updates, including references in related policies.

mmoONw>

AMERICAN JOB CENTER OF CALIFORNIA CERTIFICATION PROCESS
Recommendation: Review and approve the American Job Center of California (AJCC)
Baseline Criteria Matrices and Certification Indicator Assessments for Program Years
2024-27 and allow staff to make non-substantive changes as required.

2025 OCWDB MEETING CALENDAR
Recommendation: Review and approve the 2025 OCWDB Meeting Calendar.

10. ELECTION OF OFFICERS — Conducted by County Staff

Recommendation: Conduct 2025 OCWDB Election of Officers for the following positions:
Chairperson, First Vice Chairperson, Second Vice Chairperson for a term of (1) year.
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INFORMATIONAL ITEM(S):
11. CHAIR REPORT: Anna Lisa Lukes, Chair

12. DIRECTOR'S REPORT: Nancy Cook, Director
A. PROGRAM UPDATES
B. PROGRAM PERFORMANCE (Q1)
C. UPCOMING EVENTS

13. STRATEGIC PLANNING

DISCUSSION ITEM(S):

14. OPEN DISCUSSION
At this time, members of Board may comment on agenda or non-agenda matters
provided that NO action may be taken on off-agenda items unless authorized by law.

ADJOURNMENT

NEXT MEETINGS:
OCWDB Full Board — January 2025 TBD

DISCLAIMER: No member of the Orange County Workforce Development Board (OCWDB) shall sign a letter or make a statement purported to
represent the position of OCWDB as a body. Letters or verbal statements of support or opposition on any issue shall only be made or signed
by the Chair of OCWDB and shall be submitted to the Advisory Board for pre-approval. The policy of the Board of Supervisors does not allow

OCWDB or its Chair to sign a letter of position on any matters pertaining to legislation. OCWDB members may write personal letters or speak
as individuals stating personal positions but may not do so as representing the position or opinion of OCWDB and/or the County of Orange.
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Item #07 — ACTION
Policy Updates
Recommendation Summary
October 30, 2024

BACKGROUND:
A. OCWDB Allowable Cost Policy
Subrecipients of WIOA funds are required to ensure funding is used according to federal and
state guidance.
e The policy revisions now include guidelines on how the Local Workforce Development

Area (LWDA) determines if credits (such as purchase discounts, refunds, or rebates)
apply to WIOA grants, the types of costs with limitations on allowability, and the
classification of costs as direct or indirect. These updates ensure compliance with 2 CFR
200.406, 2 CFR 200.408, and 2 CFR 200.412.

B. OCWDB CallOBS Document Imaging and Scanning Policy
CallJOBS Document Imaging and Scanning allows electronic file and document storage in CalJOBS
a secure, central database.
e The policy revisions align with WIOA guidance by storing participant information in
CallOBS, using electronic files for audits, accepting electronic signatures, and requiring
password protection for medical or disability-related uploads.

C. OCWDB Incident Reporting of Waste, Fraud, and Abuse Policy

Grantees and Service Providers receiving federal funds through the Employment Development

Department (EDD) are required to report allegations of criminal fraud, program abuse, and

criminal conduct.

e The policy revisions align with updates to the Employment Development Department’s

(EDD) Incident Reporting Directive (WSD 24-03), which now requires subrecipients to file
reports directly with the Office of Inspector General (OIG) and the Employment and
Training Administration (ETA), bypassing the Compliance Review Office (CRO).

D. OCWDB Priority of Service for Veterans and Eligible Spouses Policy
WIOA requires that Veterans and Eligible Spouses receive priority in the provision of
individualized career and training services in the WIOA Adult program. This policy establishes the
procedures regarding the priority of service.

o We have established a new policy to expand upon the Adult and Dislocated Worker
Program Eligibility Policy to ensure priority of service for veterans and eligible spouses,
in compliance with the Workforce Innovation and Opportunity Act (WIOA) and Jobs for
Veterans Act (JVA) guidelines. This policy aims to enhance access to employment and
training services for these groups.

E. OCWDB WIOA Documentation Requirements Policy
WIOA Source Documentation identifies acceptable documentation for validating data elements
and determining eligibility.
e The policy revisions have eliminated the Personal Identifiable Information (PIl) section,
introduced required source documents for eligibility, and expanded definitions and
detailed attachments for Youth and Adult/DW with allowable documents. These updates
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were made to align with the latest EDD directives for Data Validation, Source
Documentation, U.S Department of Labor (DOL) , and Participant Individual Record
Layout (PIRL).

OCWDB WIOA Priority of Service Policy

Priority of Service allows for priority to be given for individualized career services and training
services funded with WIOA adult funds, to recipients of public assistance, low-income
individuals, individuals who are basic skills deficient, or veterans and eligible spouses.

e The policy revisions align with WIOA by prioritizing WIOA Adult services for public
assistance recipients, low-income individuals, and those who are basic skills deficient,
with veterans and eligible spouses identified at entry. The priority order starts with
eligible veterans, followed by non-covered individuals meeting statutory requirements,
other veterans, and state or local priority populations.

RECOMMENDATION(S):

Review and support staff’s recommendations to update these OCWDB policies, including authority to
make any non-substantive changes and updates, including any references in related policies and forms,
so long as the original intent of each policy is not altered.

ATTACHMENT(S): Redline & Clean Drafts for each policy

1.

o v hAwn

OCWDB Allowable Cost Policy

OCWDB CalJOBS Document Imaging and Scanning Policy

OCWDB Incident Reporting of Waste, Fraud, and Abuse Policy
OCWDB Priority of Service for Veterans and Eligible Spouses Policy
OCWDB WIOA Documentation Requirements Policy

OCWDB WIOA Priority of Service Policy
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Allowable Cost
Policy

Redline and Clean Version

Information Notice No. 24-OCWDB-09
Supersedes Information No. 16-OCDB-06, 15-OCWDB-08
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OC Community

O R A N G E C O U N T Y

Resources

Our Community. Our Commitment.

DYLAN WRIGHT
DIRECTOR
OC COMMUNITY RESOURCES

CYMANTA ATKINSON
BEPYUF-ASSISTANT DIRECTOR
OC COMMUNITY RESOURCES

JOANNE VEEDOR
DIRECTOR
ADMINISTRATIVE SERVICES

FENNIFER HAWHCENS; DVM
MONICA SCHMIDT
DIRECTOR

OC ANIMAL CARE

JULIA BIDWELL

DIRECTOR

OC HOUSING & COMMUNITY
DEVELOPMENT

RENEE RAMIREZ
DIRECTOR
OC COMMUNITY SERVICES

PAM PASSOW
DIRECTOR
OC PARKS

HELEN-FRIED
JULIE QUILLMAN
COUNTY LIBRARIAN
OC PUBLIC LIBRARIES

ORANGE COUNTY
WORKFORCE DEVELOPMENT
BOARD
1300 SOUTH GRAND
BLDG. B, THIRD FLOOR
SANTA ANA, CA 92705
PHONE:

Date: Mareh 23,2017 October 304, 2024

To: WIOA Subrecipients of the Orange County
Bevelopment-AreaWorkforce Development Board

From: Andrew-Munez—Nancy Cook

Director of Workforce and Economic Development
Community-tnvestment Division-Ad HRiStrator

Subject:  Allowable Costs and Prior Written Approval
Information Notice No.24-OCWDB-09
Supersedes Information Notice No. 16-OCDB-06

PURPOSE

This policy provides federal and state guidance regarding general cost
principles, allowable costs and prior written approval related to Workforce
Innovation and Opportunity Act (WIOA) funds. This policy applies to
subrecipients of WIOA funds.

EFFECTIVE DATE
This policy is effective on the date of issuance.

REFERENCES

e WIOA (Public Law 113-128) Sections 184(a)(3), 134(c)-(d), and 129

e Title 2 Code of Federal Regulations (CFR) Part 200, “Uniform
Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards” (Uniform Guidance)

e Title 2 Code of Federal Regulations (CFR) Part 2900, “Uniform
Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards” [Department of Labor (DOL) Exceptions]

e Title 21 United States Code (USC) Section 812

e Training and Employment Guidance Letter (TEGL) 15-14,
Implementation of the New Uniform Guidance Regulations (December
19, 2014)

7#14-480.6500866.500.6587,
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[ Formatted: Spanish (Spain)

s S B +—Workforce Services Directive WSD16-16, Allowable Costs-and Prior [ Formatted: Spanish (Spain)

FAX: 714.834.7132

Written Approval (February 21, 2017)
°
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CH-23, 2017 OCTOBER 31,2024 b [ Formatted: Justified
PAGE206F15
o Workforce Services Directive WSD15-15Allowable Costs{January-22; ( Formatted: Font: (Default) Arial, Font color: Black

o Workforce Services Directive WSD16-10, Property-Purchasing, [Formatted: Font: (Default) Arial

Inventory, and Disposal (November 10, 2016)

CommunityServices

o OCDB Information Notice 16-OCWDB-06, Allowable Costs-Workforce

Innovation and Opportunity Act (March 23, 2017).

rY <

BACKGROUND “
On December 26, 2013, the U.S. Office of Management and Budget (OMB) issued the

Uniform Guidance under Title 2 CFR Part 200, which established uniform administrative
requirements, cost principles, and audit requirements for federal awards. The Uniform
Guidance consolidated multiple, previously separate, sets of OMB guidance into one
combined set of rules. The following year, the United States Department of Labor (DOL)
adopted the OMB Uniform Guidance and issued DOL Exceptions under Title 2 CFR Part

Formatted: Font: (Default) Arial

[ Formatted: Indent: Left: 0.3", No bullets or numbering

Formatted: Normal, Indent: Left: 0"

)

Formatted: Normal, Left, Indent: Left: 0", Adjust space
between Latin and Asian text, Adjust space between Asian
text and numbers

[Formatted: Indent: Left: 0"

[ Formatted: No underline

The Uniform Guidance applies to all Federal awards made on or after December 26,
2014. Therefore, beginning with WIOA Program Year 2015-16 funds, all subrecipients of
this funding must adhere to the Uniform Guidance, DOL Exceptions, and corresponding
WIOA administrative requirements, cost principles, and audit requirements. For more
information on Uniform Guidance Implementation, please see TEGL 15-14.

POLICY-ANB-PROCEBURES

DBefinitions DEFINITIONS

Equipment - Tangible personal property (including information technology systems)

[Formatted: Font: Not Italic, Underline

having a useful life of more than one year and a per-unit acquisition cost which equals
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or exceeds the lesser of the capitalization level established by the non-federal entity for
financial statement purposes, or $5,000 (Uniform Guidance Section 200.33).

Please note, Uniform Guidance specifies that equipment includes: information technology
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[ Formatted:

Justified

systems, computing devices, software, and services (including support services). This

[ Formatted:

Font:

Not Bold

includes fees for licensing or subscriptions to software and software support services.
Even if a monthly subscription fee is under $5,000, if the total annual cost for the
subscription exceeds $5,000, then prior approval must be obtained.

-

General Purpose Equipment - Equipment which is not limited to research, medical,

scientific, or other technical activities. Examples include office equipment and furnishings
modular offices, telephone networks, information technology equipment and systems, air
conditioning equipment, reproduction and printing equipment, and motor vehicles
(Uniform Guidance Section 200.48).

Information technology systems - Computing devices, ancillary equipment, software,

[ Formatted:

Justified

[ Formatted:

Font:

Not Italic, Underline

[ Formatted:

Font:

Not Italic, Underline

firmware, and similar procedures, services (including support services), licensing or

subscriptions to software and software support services and related services (Uniform
Guidance Section 200.58).

Intangible Property - Property having no physical existence, such as trademarks,

[ Formatted:

Font:

Not Bold

[ Formatted:

Font:

Not Italic, Underline

copyrights, patents, -and-patent applications, and property; such as loans, notes and other
debt instruments, lease agreements, stock, and other instruments of property ownership
(whether the property is tangible or intangible) (Uniform Guidance Section 200.59).

Personal Property - Property other than real property. It may be tangible, having physical

[ Formatted:

Font:

Not Italic, Underline

existence or intangible (Uniform Guidance Section 200.78).

[ Formatted:

Font:

Not Italic, Underline

Property - Real property or personal property (Uniform Guidance Section 200.81).

Real Property - Land, including land improvements, structures, and appurtenances

[ Formatted:

Font:

Not Italic, Underline

thereto, but excludes moveable machinery and equipment (Uniform Guidance Section

200.85).

Subrecipient - A non-federal entity that receives a subaward from a pass-through entity

[ Formatted:

Font:

Not Italic, Underline

to carry out part of a federal program but does not include an individual that is a
beneficiary of such program. A subrecipient may also be a recipient of other federal
awards directly from a federal awarding agency (Uniform Guidance Section 200.93).

Supplies - All tangible personal property other than equipment. A computing device is a

[ Formatted:

Font:

Not Italic, Underline

supply if the acquisition cost is less than the lesser of the capitalization level established
by the non-federal entity for financial statement purposes or $5,000, regardless of the
length of its useful life (Uniform Guidance Section 200.94).
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POLICY AND PROCEDURES

The Oranqe County Workforce Development Board (OCWDB) and its subrecipients, as
2 WHOArecipients

sub%eewem—of tha{—reeewes—tunds—uneler—WIOA Title | funds isare-is required to comply
with Uniform Guidance [WIOA Section 184(a)(3)]. This includes general principles and
guidance on selected items of cost. However, if more restrictive city, county-lecal, state,
or federal guidelines exist, they must take precedence. ©EBBOCWDB WHOA-_and its
subrecipients should review and update their internal policies and procedures to ensure
compliance with the new guidance.

This policy transmits a high--level matrix, issued by EDD, listing the various cost items
referenced in Uniform Guidance, 2 CFR parts 200.420 through 200.475 (Attachment |1).
The columns in the matrix contain the various entity types, the specific CFR sections, and
DOL Exceptions sections (if applicable). The matrix also provides a quick reference guide
indicating whether a cost item is allowable or not. ©SBBOCWDB and its—AHOA
subrecipients can use the matrix as an initial tool, rather than a final authority, in
determining whether or not a cost is allowable.

In general, to be an allowable charge to the WIOA, a cost must meet the following criteria:
e Be necessary and reasonable for the performance of the award;
¢ Be allocable to the award;
e Conform to any limitations or exclusions set forth in the award;
e Be consistent with policies and procedures that apply uniformly to both federally-
financed and other activities of the non-federal entity;
Be accorded consistent treatment;
e Be determined in accordance with generally accepted accounting principles;
Not be used to meet cost sharing or matching requirements of any other federally-
financed program (without prior approval from the state); and,
e Be adequately documented.

Expenditure of WIOA funds is only allowable for those activities permitted by the WIOA«
statute or federal regulations. Required and permissible program activities for adult and
dislocated workers can be found in the WIOA Section 134(c) and (d), respectively.
Similarly, allowable program activities for the youth program can be found in WIOA
Section 129.
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Prohibited Use of Funds <

Lobbying )
Subrecipients that receive WIOA Title | funds must comply with the restrictions on political

activities as specified in WIOA Section 195. This provision prohibits the use of WIOA Title

| funds for publicity or propaganda purposes, or for materials designed to support or
defeat the enactment of federal, state, or local legislation; proposed or pending regulation;

administrative action; or order issued by the executive branch of any state or local

government. This also includes prohibition of the use of Title | funds for activities designed

to influence the enactment or issuance of legislation; appropriations; regulations;

administrative action; or an Executive Order proposed or pending before Congress, any

state government, state or local legislature, or legislative body.

Marijuana Industry -
Uniform Guidance Section 200.331 requires ©SbBOCWDB, as the pass-through entity,
to advise subrecipients of imposed requirements by federal laws, regulations, and the
provisions of contracts or grant agreements, as well as additional requirements imposed
by the state. Although California passed Proposition 64, in accordance with federal law
(21 U.S.C 812), marijuana is classified as a Schedule 1 narcotic, and is therefore illegal
from a federal standpoint.

All grant agreements between the DOL and the state, and between the state and-
OCbBOCWDB must follow all applicable federal statute, regulations, policies, and state
requirements. Therefore, in accordance with federal law, WIOA funds cannot be used to
directly or indirectly support the marijuana industry including, but not limited to, use,
possession, growth or distribution of marijuana. WSD16-16 specifies that this applies to
WIOA; Wagner-Peyser; Trade Adjustment Assistance; Veterans' Employment and
Training Service; and National Dislocated Worker Grant programs and services including,
but not limited to, training, employer outreach, hiring events, career counseling, job orders
and referrals.

Prior Written Approval “

The Uniform Guidance includes administrative requirements and cost items that are-«
allowable only with prior written approval from the federal awarding agency or pass
through entity. Subrecipients should review the terms and conditions of their grant
agreements or executed contracts to determine the appropriate authority to grant prior
approval. As the pass-through entity of WIOA Title | funds, the EDD is responsible for
granting prior approval in most cases. ©SBBOCWDB is responsible for reviewing these
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MARCH 23,2017 OcToBER 31,2024 -«
5

requests from ©EBBOCWDB subrecipients and granting prior approval at the local level
and submitting the requests to EDD for approval.

Under any given federal award, the reasonableness and allocability of certain cost items+
may be difficult to determine. In order to avoid subsequent disallowance or dispute,
subrecipients should obtain prior written approval for the incurrence of special or unusual
costs.

The matrix _below outlines the key sections on the Uniform Guidance related Cost
Principles under 2 CFR parts 200.402 through 200.415.

Circumstance Section
Composition of costs 8200.402
Factors affecting allowability of costs §200.403
Reasonable costs 8200.404
Allocable costs §200.405
Applicable credits 8200.406
Prior written approval (prior approval) 8§200.407
Limitation on allowance of costs 8§200.408
Special considerations 8§200.409
Collection of unallowable costs 8§200.410
Adjustment _of previously negotiated indirect (F&A) | §200.411
cost rates containing unallowable costs

Classification of costs 8§200.412
Direct costs 8§200.413
Indirect {F&A)-costs §200.414
Required certifications 8200.415

The following matrix lists key sections of the Uniform Guidance that address when prior+
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written approval is required.

Circumstance Section

Use of grant agreements (including fixed amount | 8200.201, paragraph (b)(5)
awards), cooperative agreements, and contracts

Cost sharing or matching §200.306

Program income §200.307

Revision of budget and program plans §200.308

Real property §200.311

Equipment §200.313

Fixed amount sub awards §200-3328200.333
Direct costs §200.413, paragraph (c)
Compensation—personal services §200.430, paragraph (h)
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Compensation—fringe benefits §200.431

Entertainment costs §200.438

Equipment and other capital expenditures §200.439

Exchange rates §200.440

Fines, penalties, damages and other settlements §200.441

Fund raising and investment management costs §200.442

Goods or services for personal use §200.445

Insurance and indemnification §200.447

Memberships, subscriptions, and professional activity | §200.454, paragraph (c)

costs

Organization costs §200.455

Participant support costs §200.456

Pre-award costs §200.458

Rearrangement and reconversion costs §200.462

Selling and marketing costs §200.467

Taxes (including Value Added Tax) §200.470

Travel costs §200-4748200.475

Subrecipients should thoroughly review the Uniform Guidance sections referenced above+«
to determine when prior written approval must be obtained and assess if their specific

circumstance(s) require prior approval. As indicated in DOL Exception Section 2900.407,

inclusion of item(s) in the statement of work or budget when awarded does not constitute

prior approval; subrecipients must still follow all applicable policies and procedures

outlined in the State directive WSD16-16 and this policy.

Property procurements with a unit acquisition cost of $5,000 or more must have prior+
written approval. A non-property related purchase or circumstance that fits into one of the
above referenced categories may still require prior written approval, regardless of the
dollar amount.

Prior Written Approval Procedures -

OCBbBOCWDB subrecipients must complete and submit the ©EBBOCWDB Subrecipient
Prior Written Approval Request (Attachment 1), along with all necessary supporting
documentation, to the ©SBBOCWDB Executive Director less than 45 days before the
requested action is to occur.

Consistent with the requirements in WSD16-16, ©EBBOCWNDB will consider the following-+
factors in its review of the requests:
e =|s this purchase necessary and reasonable? “
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e =Have the best products been selected?
e =What other costs are associated with the purchase?
o = If applicable, what procurement method will be used?

o =If applicable, was a lease option considered in lieu of the purchase?
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http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1431&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1438&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1439&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1440&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1441&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1442&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1445&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1447&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1454&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1455&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1456&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1458&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1462&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1467&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1470&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1474&rgn=div8

The ©EBBOCWDB Subrecipient Prior Written Approval Request and supporting«
documentation can be submitted to the assigned Contract Administrator electronically or
via mail to the following address:

ATTN: (Name of Contract Administrator)
Orange County Workforce Development Board
1300 South Grand Avenue, 3-2" floor Bldg. B
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OCDbBOCWDB shall review the subrecipient’s written request for prior approval and -
following the state requirements in WSD16-16, shall submit the corresponding
OCbBOCWDB request for approval to the assigned Regional Advisor.

Subrecipients will receive a formal notification from their assigned Contract Administrator<
providing approval or denial of their request. Written approval must be received prior to
the cost being incurred. Approval is based on the supplied justification and supporting
documentation for the proposed expenditure. If the actual expenditure is not in
accordance with the justification or Uniform Guidance requirements, the expenditure can
still be questioned or disallowed. Factors affecting this include, but are not limited to, the
following:

e sInadequate justification b
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e = Expenditure is not necessary or reasonable

=Failure to follow internal, state, or federal policies

e = Failure to comply with applicable federal law or regulations
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Supporting documentation must be retained for all costs associated with a prior approval
request._-The documentation must establish that the expenditure meets the following
criteria:

e Meets the cost principles (is necessary and reasonable for proper and efficient+ ( Formatted: Font: (Default) Arial

performance and administration of the grant) Formatted: Bulleted + Level: 1 + Aligned at: 0.25" +

Is allocable to the grant based upon the benefits received. Indent at: 0.5"
Is authorized or not prohibited under state or local laws and regulations.
e Conforms to any limitations or exclusions of cost item types or amounts, as set
forth in the Uniform Guidance, federal law, federal award, or other governing
regulations.
e |s consistent with applicable policies, regulations, and procedures.

ACTION < [ Formatted: Indent: Left: 0"
Bring this policy to the attention of all staff and relevant parties. Please-bring-this-directive
INQUIRIES < [Formatted: Indent: Left: 0"

If you have any questions regarding this policy, please_email —eentact-your-Contract - [ Formatted: Left, Indent: Left: 0"

Administrator-by-calling714-480-6500--866-500-6587info@ocworkforcesolutions.com.

ATTACHMENTS < [ Formatted: Indent: Left: 0"
1. Cost Items Matrix “ [Formatted: Font: (Default) Arial, Font color: Blue
2. ©cbBOCWDB Subrecipient Prior Written Approval Request Formatted: Numbered + Level: 1 + Numbering Style: 1, 2,

3, ... + Start at: 1 + Alignment: Left + Aligned at: 0.25" +
Indent at: 0.5"
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MARCH 23,2017 OcToBER 31,2024

ATTACHMENT |
COST ITEMS MATRIX

THIS COST ITEMS MATRIX SHOULD ONLY BE USED AS A QUICK REFERENCE GUIDE.

The Workforce Innovation and Opportunity Act (WIOA), Title 2 Code of Federal Regulations
(CFR) Part 200 (Uniform Guidance), and Title 2 CFR Part 2900 (Department of Labor [DOL]
Exceptions), contain definitive guidance and final authority for determining whether or not
acost is allowable.

The matrix on the following pages identifies the cost items and different types of entities. When
determining whether the cost of an item is allowable, users must also refer to the applicable
sections of the Uniform Guidance, DOL Exceptions, and WIOA.

Failure to address a particular cost item is not intended to imply that it is allowable or unallowable.
Rather, the determination of allowability in each case must be based on the treatment or principles
provided for similar or related costs. In the case of a discrepancy between the Uniform Guidance
and the provisions of a specific federal award administered by the pass-through entity, the federal
award provisions govern. Note also that, in some instances, different cost items may be similarly
named, and there may be some overlap between the various cost items.

When reviewing the matrix please use the following legend:

Legend Key Legend Key Definition
A Allowable
AP Allowable with Prior Approval

16 of 113
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MARCH 23,2017 OcToBER 31,2024 -«
Pace L or 15

AC Allowable with Conditions

U Unallowable

NS Not Specified in the Uniform Guidance

If a cost item is denoted with two or more legend keys, users should delve further into the various
information sources as they may provide the additional clarity that is needed. If this effort does
not provide the necessary information, then subrecipients should contact their Regional
Advisor/Project Manager.

The “NS” legend key denotes that information may not be readily available. In this event, the
subrecipient should seek other sources before contacting their Regional Advisor/Project
Manager.

The “AP” legend key denotes that, in some instances, prior written approval will be required from
the Cognizant Agency or Governor. In this event, one should adhere to the Uniform Guidance
Section 200.407, DOL Exceptions Section 2900.16, and review the existing policies and
procedures established in Werkforce-Services-Directive WSB14-13 Workforce Services Directive
WSD16-16, until further guidance is provided by the state.
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Educational Non-Profit Stazlei I;I‘?cal GU qgorm Llel
ucationa lon-Profi and Indian uidance :
Col Institutions | Organizations Tribal Section Egcep_tlon
Governments e

1 | Advertising and public relations AU AU AU 200.421
2 | Advisory councils AC/U AC/U AC/U 200.422
3 | Alcoholic beverages U U U 200.423
4 | Alumni/ae activities U NS NS 200.424
5 | Audit services AC/U AC/U AC/U 200.425
6 | Bad debts V] U U 200.426
7 | Bonding costs A A A 200.427
8 | Collection of improper payments A A A 200.428
9 | Commencement and convocation costs ACU NS NS 200.429
10 | Compensation — personal services AU AU AU 200.430
11 | Compensation — fringe benefits A AU AU 200.431
12 | Conferences A A A 200.432
13 | Contingency provisions AC/U AC/U AC/U 200.433 2900.18
14 | Contributions and donations 9] U U 200.434
15 | Defense and prosecution of criminal and civil

proceedings, claims, appeals, and patent AC/U AC/U AC/U 200.435

infringement
16 | Depreciation AC AC AC 200.436
17 | Employee health and welfare costs A A A 200.437
18 | Entertainment costs U/AP U/AP U/AP 200.438
19 | Equipment and other capital expenditures AP/U AP/U AP/U 200.439
20 | Exchange rates AP AP AP 200.440
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http://www.edd.ca.gov/Jobs_and_Training/pubs/wsd14-13.pdf
http://www.edd.ca.gov/Jobs_and_Training/pubs/wsd14-13.pdf
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1421
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1422
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1423
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1424
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1425
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1426
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1427
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1428
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1429
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1430
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1431
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1432
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1433
http://www.ecfr.gov/cgi-bin/text-idx?SID=4c7e4586d6f95eb7cada89ad8ba8d225&mc=true&node=se2.1.2900_118&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1434
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1435
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1436
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1437
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1438
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1439
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1440

State, Local Uniform DOL
Educational Non-Profit and Indian Guidance .
Costtem Institutions | Organizations Tribal Section Excep_tlon
Section
Governments
21 | Fines, penalties, damages and other
settlements U/AP U/AP U/AP 200.441
22 Eg;lg raising and investment management UIAP/A UAP/A UAP/A 200,442
23 | Gains gnd losses on disposition of AC AC AC 200.443
depreciable assets .
24 | General cost of government NS NS U/A 200.444
25 | Goods or services for personal use U/AP U/AP U/AP 200.445
26 | Idle fapll|t|es and idle ACIU ACIU AC/IU 200 446
capacity ——
27 | Insurance and indemnification AC/U AC/U AC/U 200.447
28 | Intellectual property AU AU AU 200.448
29 | Interest AC/U AC/U AC/U 200.449
30 | Lobbying U U U 200.450
31 | Losses on other awards or contracts U U U 200.451
32 | Maintenance and repair costs A A A 200.452
33 Materla] and sqpplles costs, including costs of A A A 200,453
computing devices =
34 Me_m_bershlps, subscriptions, and professional AU AU AU 200454
activity costs ——
35 | Organization costs U/AP U/AP U/AP 200.455
36 | Participant support costs AP AP AP 200.456
37 | Plant and security costs A A A 200.457
38 | Pre-award costs AP AP AP 200.458
39 | Professional services costs A A A 200.459
40 | Proposal costs A A A 200.460
41 | Publication and printing costs A A A 200.461
42 | Rearrangement and reconversion costs A/AP AJAP AJAP 200.462
43 | Recruiting costs AU AU AU 200.463
44 | Relocations costs of employees AC/U AC/U AC/U 200.464
45 | Rental costs of real property and equipment | AC/U AC/U AC/U 200.465
46 | Scholarships and student aid costs AC NS NS 200.466
47 | Selling and marketing U/AP U/AP U/AP 200.467
48 | Specialized service facilities AC AC AC 200.468
49 | Student activity costs U/AP U/AP U/AP 200.469 2900.19
50 | Taxes AC AC AC 200.470
51 | Termination costs AC/U AC/U AC/U 200.471
52 | Training and education costs A A A 200.472
53 | Transportation costs A A A 200473
54 | Travel costs AC AC AP 200.474
55 | Trustees A A NS 200475
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http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1441
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1442
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1443
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1444
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1445
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1446
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1447
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1448
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1449
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1450
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1451
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1452
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1453
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1454
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1455
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1456
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1457
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1458
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1459
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1460
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1461
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1462
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1463
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1464
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http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1466
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1467
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1468
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1469
http://www.ecfr.gov/cgi-bin/text-idx?SID=4c7e4586d6f95eb7cada89ad8ba8d225&mc=true&node=se2.1.2900_119&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1470
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http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1473
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1474
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1475

ATTACHMENT I

Orange County Workforce Development Board ((6€BBOCWDB)
Subrecipient Prior Written Approval Request

Subrecipient Name

Subrecipient Program Request Date

Instructions:

e For Prior Written Approval Requests that include costs, complete Sections A, C and D. For requests that do
not include costs, complete Sections B, C and D.

o Refer to State Directive WSD16-16 dated February 21, 2017 for guidance on Prior Written Approval
before completing this request form.

Section A — Requests that include costs
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Item of cost being requested

Estimated total cost

Is this purchase necessary and reasonable? Describe the item of cost and its functionality.

Is the purchase needed? Describe the reason for the purchase/rent/subscription including functionality not
provided by state or local partners.

What other costs are associated with the purchase? Describe additional costs (maintenance, set up, taxes,
fees, etc.) associated with the purchase.

Have the best products been selected? Describe how the product will be selected.

If applicable, what procurement method will be used? Describe the procurement method selected.

If applicable, was a lease option considered in lieu of the purchase? Describe leasing options as
part of the consideration.

If applicable, name and address of the entity where the property will be located.

Section B — Requests that do not include costs but still require prior written approval

Describe the circumstance that requires prior written approval.

Section C — 45-day requirement

Is this request being made more than 45 days before the requested action is to occur?
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[J Yes ] No

If approved, date that the requested action is to occur.

Section D - Signature

By signing below, the authorized representative requests a prior written approval for the item of cost listed above.

Name Signature
Title Date
For OGDBOCWDB Use
Contract Administrator Date
Executive Director Date

(If computer-related equipment, software or subscription is being purchased, the OCCR IT Unit's recommendation is required.)
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DYLAN WRIGHT
DIRECTOR
OC COMMUNITY RESOURCES

CYMANTHA ATKINSON
ASSISTANT DIRECTOR
OC COMMUNITY RESOURCES

JOANNE VEEDOR
DIRECTOR
ADMINISTRATIVE SERVICES

MONICA SCHMIDT
DIRECTOR
OC ANIMAL CARE

JULIA BIDWELL

DIRECTOR

OC HOUSING & COMMUNITY
DEVELOPMENT

RENEE RAMIREZ
DIRECTOR
OC COMMUNITY SERVICES

PAM PASSOW
DIRECTOR
OC PARKS

JULIE QUILLMAN
COUNTY LIBRARIAN
OC PUBLIC LIBRARIES

WORKFORCE
&&ECONOMIC
DEVELOPMENT

1300 SOUTH GRAND
BLDG. B, SECOND FLOOR
SANTA ANA, CA 92705
PHONE: 866.500.6587

FAX: 714.567.7132
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I 4
Community Resources
Date: October 30, 2024
To: WIOA Subrecipients of the Orange County
Workforce Development Board
From: Nancy Cook

Director of Workforce and Economic Development

Subject:  Allowable Costs and Prior Written Approval

Information Notice No.24-OCWDB-09
Supersedes Information Notice No. 16-OCDB-06

PURPOSE

Th
pri

is policy provides federal and state guidance regarding general cost
nciples, allowable costs and prior written approval related to Workforce

Innovation and Opportunity Act (WIOA) funds. This policy applies to
subrecipients of WIOA funds.

EFFECTIVE DATE

Th

is policy is effective on the date of issuance.

REFERENCES

WIOA (Public Law 113-128) Sections 184(a)(3), 134(c)-(d), and 129
Title 2 Code of Federal Regulations (CFR) Part 200, “Uniform
Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards” (Uniform Guidance)

Title 2 Code of Federal Regulations (CFR) Part 2900, “Uniform
Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards” [Department of Labor (DOL) Exceptions]

Title 21 United States Code (USC) Section 812

Training and Employment Guidance Letter (TEGL) 15-14,
Implementation of the New Uniform Guidance Regulations (December
19, 2014)

Workforce Services Directive WSD16-16, Allowable Costs and Prior
Written Approval (February 21, 2017)

Workforce Services Directive WSD16-10, Property-Purchasing,
Inventory, and Disposal (November 10, 2016)

OCDB Information Notice 16-OCWDB-06, Allowable Costs-Workforce
Innovation and Opportunity Act (March 23, 2017).
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BACKGROUND

On December 26, 2013, the U.S. Office of Management and Budget (OMB) issued the
Uniform Guidance under Title 2 CFR Part 200, which established uniform administrative
requirements, cost principles, and audit requirements for federal awards. The Uniform
Guidance consolidated multiple, previously separate, sets of OMB guidance into one
combined set of rules. The following year, the United States Department of Labor (DOL)
adopted the OMB Uniform Guidance and issued DOL Exceptions under Title 2 CFR Part
2900.

The Uniform Guidance applies to all Federal awards made on or after December 26,
2014. Therefore, beginning with WIOA Program Year 2015-16 funds, all subrecipients of
this funding must adhere to the Uniform Guidance, DOL Exceptions, and corresponding
WIOA administrative requirements, cost principles, and audit requirements. For more
information on Uniform Guidance Implementation, please see TEGL 15-14.

DEFINITIONS

Equipment - Tangible personal property (including information technology systems)
having a useful life of more than one year and a per-unit acquisition cost which equals
or exceeds the lesser of the capitalization level established by the non-federal entity for
financial statement purposes, or $5,000 (Uniform Guidance Section 200.33).

Please note, Uniform Guidance specifies that equipment includes: information technology
systems, computing devices, software, and services (including support services). This
includes fees for licensing or subscriptions to software and software support services.
Even if a monthly subscription fee is under $5,000, if the total annual cost for the
subscription exceeds $5,000, then prior approval must be obtained.

General Purpose Equipment - Equipment which is not limited to research, medical,
scientific, or other technical activities. Examples include office equipment and furnishings
modular offices, telephone networks, information technology equipment and systems, air
conditioning equipment, reproduction and printing equipment, and motor vehicles
(Uniform Guidance Section 200.48).

Information technology systems - Computing devices, ancillary equipment, software,
firmware, and similar procedures, services (including support services), licensing or
subscriptions to software and software support services and related services (Uniform
Guidance Section 200.58).

Intangible Property - Property having no physical existence, such as trademarks,
copyrights, patents, patent applications, and property such as loans, notes and other debt
instruments, lease agreements, stock, and other instruments of property ownership
(whether the property is tangible or intangible) (Uniform Guidance Section 200.59).

Personal Property - Property other than real property. It may be tangible, having physical
existence or intangible (Uniform Guidance Section 200.78).

Property - Real property or personal property (Uniform Guidance Section 200.81).
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Real Property - Land, including land improvements, structures, and appurtenances
thereto, but excludes moveable machinery and equipment (Uniform Guidance Section
200.85).

Subrecipient - A non-federal entity that receives a subaward from a pass-through entity
to carry out part of a federal program but does not include an individual that is a
beneficiary of such program. A subrecipient may also be a recipient of other federal
awards directly from a federal awarding agency (Uniform Guidance Section 200.93).

Supplies - All tangible personal property other than equipment. A computing device is a
supply if the acquisition cost is less than the lesser of the capitalization level established
by the non-federal entity for financial statement purposes or $5,000, regardless of the
length of its useful life (Uniform Guidance Section 200.94).

POLICY AND PROCEDURES

The Orange County Workforce Development Board (OCWDB) and its subrecipients, as
recipients of WIOA Title | funds are required to comply with Uniform Guidance [WIOA
Section 184(a)(3)]. This includes general principles and guidance on selected items of
cost. However, if more restrictive city, county, state, or federal guidelines exist, they must
take precedence. OCWDB and its subrecipients should review and update their internal
policies and procedures to ensure compliance with the new guidance.

This policy transmits a high-level matrix, issued by EDD, listing the various cost items
referenced in Uniform Guidance, 2 CFR parts 200.420 through 200.475 (Attachment I).
The columns in the matrix contain the various entity types, the specific CFR sections, and
DOL Exceptions sections (if applicable). The matrix also provides a quick reference guide
indicating whether a cost item is allowable or not. OCWDB and its subrecipients can use
the matrix as an initial tool, rather than a final authority, in determining whether or not a
cost is allowable.

In general, to be an allowable charge to the WIOA, a cost must meet the following criteria:
e Be necessary and reasonable for the performance of the award;
e Be allocable to the award;
e Conform to any limitations or exclusions set forth in the award,;
e Be consistent with policies and procedures that apply uniformly to both federally-
financed and other activities of the non-federal entity;
Be accorded consistent treatment;
e Be determined in accordance with generally accepted accounting principles;
e Not be used to meet cost sharing or matching requirements of any other federally-
financed program (without prior approval from the state); and,
e Be adequately documented.

Expenditure of WIOA funds is only allowable for those activities permitted by the WIOA
statute or federal regulations. Required and permissible program activities for adult and
dislocated workers can be found in the WIOA Section 134(c) and (d), respectively.
Similarly, allowable program activities for the youth program can be found in WIOA
Section 129.
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Prohibited Use of Funds

Lobbying

Subrecipients that receive WIOA Title | funds must comply with the restrictions on political
activities as specified in WIOA Section 195. This provision prohibits the use of WIOA Title
| funds for publicity or propaganda purposes, or for materials designed to support or
defeat the enactment of federal, state, or local legislation; proposed or pending regulation;
administrative action; or order issued by the executive branch of any state or local
government. This also includes prohibition of the use of Title | funds for activities designed
to influence the enactment or issuance of legislation; appropriations; regulations;
administrative action; or an Executive Order proposed or pending before Congress, any
state government, state or local legislature, or legislative body.

Marijuana Industry

Uniform Guidance Section 200.331 requires OCWDB, as the pass-through entity, to
advise subrecipients of imposed requirements by federal laws, regulations, and the
provisions of contracts or grant agreements, as well as additional requirements imposed
by the state. Although California passed Proposition 64, in accordance with federal law
(21 U.S.C 812), marijuana is classified as a Schedule 1 narcotic, and is therefore illegal
from a federal standpoint.

All grant agreements between the DOL and the state, and between the state and OCWDB
must follow all applicable federal statute, regulations, policies, and state requirements.
Therefore, in accordance with federal law, WIOA funds cannot be used to directly or
indirectly support the marijuana industry including, but not limited to, use, possession,
growth or distribution of marijuana. WSD16-16 specifies that this applies to WIOA;
Wagner-Peyser; Trade Adjustment Assistance; Veterans' Employment and Training
Service; and National Dislocated Worker Grant programs and services including, but not
limited to, training, employer outreach, hiring events, career counseling, job orders and
referrals.

Prior Written Approval

The Uniform Guidance includes administrative requirements and cost items that are
allowable only with prior written approval from the federal awarding agency or pass
through entity. Subrecipients should review the terms and conditions of their grant
agreements or executed contracts to determine the appropriate authority to grant prior
approval. As the pass-through entity of WIOA Title | funds, the EDD is responsible for
granting prior approval in most cases. OCWDB is responsible for reviewing these
requests from OCWDB subrecipients and granting prior approval at the local level and
submitting the requests to EDD for approval.

Under any given federal award, the reasonableness and allocability of certain cost items
may be difficult to determine. In order to avoid subsequent disallowance or dispute,
subrecipients should obtain prior written approval for the incurrence of special or unusual
costs.

The matrix below outlines the key sections on the Uniform Guidance related Cost
Principles under 2 CFR parts 200.402 through 200.415.
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Circumstance Section
Composition of costs 8200.402
Factors affecting allowability of costs 8200.403
Reasonable costs 8200.404
Allocable costs §200.405
Applicable credits §200.406
Prior written approval (prior approval) §200.407
Limitation on allowance of costs §200.408
Special considerations §200.409
Collection of unallowable costs §200.410
Adjustment of previously negotiated indirect (F&A) | §200.411
cost rates containing unallowable costs

Classification of costs §200.412
Direct costs §200.413
Indirect costs §200.414
Required certifications §200.415

The following matrix lists key sections of the Uniform Guidance that address when prior
written approval is required.

Circumstance Section

Use of grant agreements (including fixed amount awards), | §200.201, paragraph (b)(5)
cooperative agreements, and contracts

Cost sharing or matching 8200.306

Program income §200.307

Revision of budget and program plans 8200.308

Real property §200.311

Equipment §200.313

Fixed amount sub awards §200.333

Direct costs §200.413, paragraph (c)
Compensation—personal services §200.430, paragraph (h)
Compensation—fringe benefits §200.431

Entertainment costs §200.438

Equipment and other capital expenditures 8200.439

Exchange rates 8200.440

Fines, penalties, damages and other settlements §200.441

Fund raising and investment management costs §200.442

Goods or services for personal use §200.445

Insurance and indemnification §200.447

Memberships, subscriptions, and professional activity | 8200.454, paragraph (c)
costs

Organization costs §200.455

Participant support costs 8200.456

Pre-award costs §200.458
Rearrangement and reconversion costs §200.462

Selling and marketing costs §200.467

Taxes (including Value Added Tax) §200.470

Travel costs §200.475
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https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.402
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.403
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.404
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.405
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.406
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.407
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.408
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.409
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.410
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRea20080eff2ea53/section-200.411
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRd93f2a98b1f6455/section-200.412
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRd93f2a98b1f6455/section-200.413
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRd93f2a98b1f6455/section-200.414
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E/subject-group-ECFRd93f2a98b1f6455/section-200.415
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1201&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1306&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1307&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1308&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1311&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1313&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1332&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1413&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1430&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1431&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1438&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1439&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1440&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1441&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1442&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1445&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1447&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1454&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1455&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1456&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1458&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1462&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1467&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1470&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1474&rgn=div8
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Subrecipients should thoroughly review the Uniform Guidance sections referenced above
to determine when prior written approval must be obtained and assess if their specific
circumstance(s) require prior approval. As indicated in DOL Exception Section 2900.407,
inclusion of item(s) in the statement of work or budget when awarded does not constitute
prior approval;, subrecipients must still follow all applicable policies and procedures
outlined in the State directive WSD16-16 and this policy.

Property procurements with a unit acquisition cost of $5,000 or more must have prior
written approval. A non-property related purchase or circumstance that fits into one of the
above referenced categories may still require prior written approval, regardless of the
dollar amount.

Prior Written Approval Procedures

OCWDB subrecipients must complete and submit the OCWDB Subrecipient Prior Written
Approval Request (Attachment Il), along with all necessary supporting documentation, to
the OCWDB Executive Director less than 45 days before the requested action is to occur.

Consistent with the requirements in WSD16-16, OCWDB will consider the following
factors in its review of the requests:
e |Is this purchase necessary and reasonable?
Have the best products been selected?
What other costs are associated with the purchase?
If applicable, what procurement method will be used?
If applicable, was a lease option considered in lieu of the purchase?

The OCWDB Subrecipient Prior Written Approval Request and supporting documentation
can be submitted to the assigned Contract Administrator electronically or via mail to the
following address:

ATTN: (Name of Contract Administrator)
Orange County Workforce Development Board
1300 South Grand Avenue, 2" floor Bldg. B
Santa Ana, CA 92705

OCWDB shall review the subrecipient’s written request for prior approval and, following
the state requirements in WSD16-16, shall submit the corresponding OCWDB request for
approval to the assigned Regional Advisor.

Subrecipients will receive a formal notification from their assigned Contract Administrator
providing approval or denial of their request. Written approval must be received prior to
the cost being incurred. Approval is based on the supplied justification and supporting
documentation for the proposed expenditure. If the actual expenditure is not in
accordance with the justification or Uniform Guidance requirements, the expenditure can
still be questioned or disallowed. Factors affecting this include, but are not limited to, the
following:
¢ Inadequate justification
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e Failure to follow internal, state, or federal policies
e Expenditure is not necessary or reasonable
e Failure to comply with applicable federal law or regulations

Documentation

Supporting documentation must be retained for all costs associated with a prior approval
request. The documentation must establish that the expenditure meets the following
criteria:

e Meets the cost principles (is necessary and reasonable for proper and efficient
performance and administration of the grant)

e |Is allocable to the grant based upon the benefits received.

e Is authorized or not prohibited under state or local laws and regulations.

e Conforms to any limitations or exclusions of cost item types or amounts, as set
forth in the Uniform Guidance, federal law, federal award, or other governing
regulations.

e |s consistent with applicable policies, regulations, and procedures.

ACTION
Bring this policy to the attention of all staff and relevant parties.

INQUIRIES
If you have any questions regarding this policy, please email

info@ocworkforcesolutions.com.

ATTACHMENTS
1. Cost Items Matrix
2. OCWDB Subrecipient Prior Written Approval Request
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ATTACHMENT |
COST ITEMS MATRIX

THIS COST ITEMS MATRIX SHOULD ONLY BE USED AS A QUICK REFERENCE GUIDE.

The Workforce Innovation and Opportunity Act (WIOA), Title 2 Code of Federal Regulations
(CFR) Part 200 (Uniform Guidance), and Title 2 CFR Part 2900 (Department of Labor [DOL]
Exceptions), contain definitive guidance and final authority for determining whether or not
a cost is allowable.

The matrix on the following pages identifies the cost items and different types of entities. When
determining whether the cost of an item is allowable, users must also refer to the applicable
sections of the Uniform Guidance, DOL Exceptions, and WIOA.

Failure to address a particular cost item is not intended to imply that it is allowable or unallowable.
Rather, the determination of allowability in each case must be based on the treatment or principles
provided for similar or related costs. In the case of a discrepancy between the Uniform Guidance
and the provisions of a specific federal award administered by the pass-through entity, the federal
award provisions govern. Note also that, in some instances, different cost items may be similarly
named, and there may be some overlap between the various cost items.

When reviewing the matrix please use the following legend:

Legend Key Legend Key Definition

A Allowable

AP Allowable with Prior Approval

AC Allowable with Conditions

U Unallowable

NS Not Specified in the Uniform Guidance

If a cost item is denoted with two or more legend keys, users should delve further into the various
information sources as they may provide the additional clarity that is needed. If this effort does
not provide the necessary information, then subrecipients should contact their Regional
Advisor/Project Manager.

The “NS” legend key denotes that information may not be readily available. In this event, the
subrecipient should seek other sources before contacting their Regional Advisor/Project
Manager.

The “AP” legend key denotes that, in some instances, prior written approval will be required from
the Cognizant Agency or Governor. In this event, one should adhere to the Uniform Guidance
Section 200.407, DOL Exceptions Section 2900.16, and review the existing policies and
procedures established in Workforce Services Directive WSD16-16, until further guidance is
provided by the state.
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State, Local

Uniform

Educational | Non-Profit and Indian Guidance DOL.
ekl Institutions | Organizations Tribal Section Excep_tlon
Section
Governments
1 | Advertising and public relations AU AU AlU 200.421
2 | Advisory councils AC/U AC/U AC/U 200.422
3 | Alcoholic beverages U U U 200.423
4 | Alumnifae activities U NS NS 200.424
5 | Audit services AC/U AC/U AC/U 200.425
6 | Bad debts U U U 200.426
7 | Bonding costs A A A 200.427
8 | Collection of improper payments A A A 200.428
9 | Commencement and convocation costs AC/U NS NS 200.429
10 | Compensation — personal services AU AU AU 200.430
11 | Compensation — fringe benefits AU AU AU 200.431
12 | Conferences A A A 200.432
13 | Contingency provisions AC/U AC/U AC/U 200.433 2900.18
14 | Contributions and donations U U U 200.434
15 | Defense and prosecution of criminal and civil
proceedings, claims, appeals, and patent AC/U AC/U AC/U 200.435
infringement
16 | Depreciation AC AC AC 200.436
17 | Employee health and welfare costs A A A 200.437
18 | Entertainment costs U/AP U/AP U/AP 200.438
19 | Equipment and other capital expenditures AP/U AP/U AP/U 200.439
20 | Exchange rates AP AP AP 200.440
21 | Fines, penalties, damages and other U/AP U/AP U/AP 200.441
settlements =
22 Eggt(i raising and investment management U/AP/A U/AP/A U/AP/A 200 442
23 | Gains gnd losses on disposition of AC AC AC 200.443
depreciable assets =
24 | General cost of government NS NS U/A 200.444
25 | Goods or services for personal use U/AP U/AP U/AP 200.445
26 | ldle faqh’ues and idle AC/U ACIU AC/IU 200,446
capacity =
27 | Insurance and indemnification AC/U AC/U AC/U 200.447
28 | Intellectual property AU AU AU 200.448
29 | Interest AC/U AC/U AC/U 200.449
30 | Lobbying U U U 200.450
31 | Losses on other awards or contracts U U U 200.451
32 | Maintenance and repair costs A A A 200.452
33 Matena] and sgpplles costs, including costs of A A A 200.453
computing devices -
34 Membershlps, subscriptions, and professional AU AU AU 200.454
activity costs =
35 | Organization costs U/AP U/AP U/AP 200.455
36 | Participant support costs AP AP AP 200.456
37 | Plant and security costs A A A 200.457
38 | Pre-award costs AP AP AP 200.458
39 | Professional services costs A A A 200.459
40 | Proposal costs A A A 200.460
41 | Publication and printing costs A A A 200.461
42 | Rearrangement and reconversion costs A/AP A/AP A/AP 200.462
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http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1421
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1422
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1423
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1424
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1425
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1426
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1427
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1428
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1429
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1430
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1431
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1432
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1433
http://www.ecfr.gov/cgi-bin/text-idx?SID=4c7e4586d6f95eb7cada89ad8ba8d225&mc=true&node=se2.1.2900_118&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1434
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1435
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1436
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1437
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1438
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1439
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1440
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1441
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1442
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1443
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1444
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1445
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1446
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1447
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1448
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1449
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1450
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1451
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1452
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1453
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1454
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1455
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1456
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1457
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1458
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1459
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1460
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1461
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1462
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State, Local

Uniform

Educational | Non-Profit and Indian Guidance DOL.
ekl Institutions | Organizations Tribal Section Excep_tlon
Section
Governments
43 | Recruiting costs AU AU AU 200.463
44 | Relocations costs of employees AC/U AC/U AC/U 200.464
45 | Rental costs of real property and equipment | AC/U AC/U AC/U 200.465
46 | Scholarships and student aid costs AC NS NS 200.466
47 | Selling and marketing U/AP U/AP U/AP 200.467
48 | Specialized service facilities AC AC AC 200.468
49 | Student activity costs U/AP U/AP U/AP 200.469 2900.19
50 | Taxes AC AC AC 200.470
51 | Termination costs AC/U AC/U AC/U 200.471
52 | Training and education costs A A A 200.472
53 | Transportation costs A A A 200.473
54 | Travel costs AC AC AP 200.474
55 | Trustees A A NS 200.475
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http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1463
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http://www.ecfr.gov/cgi-bin/text-idx?SID=4c7e4586d6f95eb7cada89ad8ba8d225&mc=true&node=se2.1.2900_119&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1470
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1471
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1472
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1473
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1474
http://www.ecfr.gov/cgi-bin/text-idx?SID=6ec4361e10cf3783f38e927f2dde92c0&mc=true&node=pt2.1.200&rgn=div5#se2.1.200_1475
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ATTACHMENT Il
Orange County Workforce Development Board (OCWDB)
Subrecipient Prior Written Approval Request

Subrecipient Name

Subrecipient Program Request Date

Instructions:

e For Prior Written Approval Requests that include costs, complete Sections A, C and D. For requests that do not
include costs, complete Sections B, C and D.

o Refer to State Directive WSD16-16 dated February 21, 2017 for guidance on Prior Written Approval
before completing this request form.

Section A - Requests that include costs

Item of cost being requested

Estimated total cost

Is this purchase necessary and reasonable? Describe the item of cost and its functionality.

Is the purchase needed? Describe the reason for the purchase/rent/subscription including functionality not
provided by state or local partners.

What other costs are associated with the purchase? Describe additional costs (maintenance, set up, taxes, fees,
etc.) associated with the purchase.

Have the best products been selected? Describe how the product will be selected.

If applicable, what procurement method will be used? Describe the procurement method selected.

If applicable, was a lease option considered in lieu of the purchase? Describe leasing options as part of
the consideration.

If applicable, name and address of the entity where the property will be located.

Section B — Requests that do not include costs but still require prior written approval
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Describe the circumstance that requires prior written approval.

Section C - 45-day requirement

Is this request being made more than 45 days before the requested action is to occur?

[] Yes ] No

If approved, date that the requested action is to occur.

Section D - Signature

By signing below, the authorized representative requests a prior written approval for the item of cost listed above.

ltem #7

Name Signature
Title Date
For OCWDB Use
Contract Administrator Date
Executive Director Date

(If computer-related equipment, software or subscription is being purchased, the OCCR IT Unit's recommendation is required.)
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CalJOBS Document
Imaging
and Scanning Policy

Redline and Clean Version

Information Notice No. 24-OCWDB-10
Supersedes Information No. 18-OCDB-13
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DYLAN WRIGHT
DIRECTOR
OC COMMUNITY RESOURCES

CYMANTHA ATKINSON
ASSISTANT DIRECTOR
OC COMMUNITY RESOURCES

JOANNE VEEDOR
DIRECTOR
ADMINISTRATIVE SERVICES

MONICA SCHMIDT
DIRECTOR
OC ANIMAL CARE

JULIA BIDWELL

DIRECTOR

OC HOUSING & COMMUNITY
DEVELOPMENT

RENEE RAMIREZ
DIRECTOR
OC COMMUNITY SERVICES

PAM PASSOW
DIRECTOR
OC PARKS

JULIE QUILLMAN
COUNTY LIBRARIAN
OC PUBLIC LIBRARIES

WCORKFORCE
&ECONOMIC
DEVELOPMENT

1300 SOUTH GRAND
BLDG. B, SECOND FLOOR
SANTA ANA, CA 92705
PHONE: 866.500.6587
FAX: 714.834.7132
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“ [ Formatted Table

[ Formatted Table

I 4 [ Formatted:

Indent: Left: 0", Hanging: 0.18"

U

Community Resources

Font: Bold, No underline

No underline

Font: Bold, No underline

: Indent: Left: 0", First line: 0"

: Indent: Left: 0", First line: 0"

Left

(D | W

Apri25-2019Date: October 30,2024, ( Formatted:
N i [Formatted:
AN ‘[Formatted:
FOoTo: WIOA Al-Subrecipients of the Orange County Workforce ( Formatted
Development Board (Formatted
FROMFrom: Carma-taey-Nancy Cook (Formatted:
Director of Workforce and Economic Development
Director-of Workforce Development

SUBJECTSubject: CalJOBS Document Imaging and Scanning
Information Notice No. 24-OCWDB-XX18-0C6bB-13

Supersedes Information Notices No. 18-OCDB-13 <

[ Formatted:

Left

PURPOSE

This policy provides instructions—guidance on document scanning and
electronic signature procedures required when using the Document Imaging
and Scanning Module in the CalJOBS system. Fhis-pelicyalso-mandates

EFFECTIVE DATE

This policy is effective on the date of issuance.

REFERENCES
[Formatted: Indent: Left: 0", Hanging: 0.18"

Module(August28;22015)

e WIOA (Public Law 113-128), Section 185 ( Formatted: Font: 12 pt

e CALJOBS Staff User Guide, Section 30: Manage Documents

e Training and Employment Guidance Letter (TEGL) 39-11 — DOL
Guidance for Protecting PII

e US DHHS — Summary of HIPAA Privacy Rule « [Formatted: Font: 12 pt

e Workforce Services Directives WSD-22-15, Subject: WIOA Data [Formatted: Indent: Left: 0", Hanging: 0.18"
Validation Source Documentation

e 29 CFR §97.42 - Retention and access requirements for records,  Formatted

e 20 CFR 683.220 — WIOA Requirements for PII, ( Formatted

(D (D

¢ WSD18-03- Pathway to services, referral, and enrollment

BACKGROUND

WIOA Section 185 of the Workforce Innovation and Opportunity Act (WIOA) [ Formatted:

Left, Indent: Left: 0", Hanging: 0.18"

requires recipients of Title | funds to keep records to permit the preparation[Formatted:

Indent: Left: 0", Hanging: 0.18"

of reports required by Title |. This policy applies to electronic file storage and
documentation imaging standards in the administration of WIOA. As a form
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of process improvement, the County is transitioning to a paperless
environment _using the Document Management and Scanning Module in
CalJOBS. In_addition, the use of document imaging leads to other
efficiencies such as a reduction in the reliance on hard- copy files and the
ability for monitoring of files electronically. The scanned documents will be

stored in CalJOBS a secure, central database. Or-August-28,—2015,-the

v 7
D Hea—ah
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POLICY AND PROCEDURES
Document Scanning and Maintenance of Paperless Files

With—Document—Scanning—Service Providers are required to maintain _source+

ltem #7

[ Formatted:

Justified

documentation as physical files and/or as electronic files. ne-lengerrequired-to-maintain
hard papercase-managementfiles—All -of participant information should be scanned and
uploaded to CalJOBS and will take the place of hard files for verification, monitoring, and
audit purposes. Service Providers must retain a physical file of -the participant eligibility
documents. Service Providers should follow the uniform guidance 29 CFR § 97.42-

Retenuon and Access Requwements for Records.

pwpeses—Oe@nce documentatlon is properly scanned into the CaIJOBS system paper
records should be destroyed (i.e. shredded) and any documents that have been saved to
a computer hard drive, desktop, removable media, Cloud storage, or in—other
environments shall be deleted to protect Personally Identifiable Information (PI1l) and/ or
Personal Health Informatlon (PHI) data coIIected from part|C|pants %eeh—teeerds—shau

In the event of a CalJOBS system failure, Service ProvidersSubrecipients shall resort to

the completion of paper-based- WIOA applications. Service Providers Subrecipients-are

required to upload the signed WIOA applications and all supporting documentation to the
CalJOBS system within_five (5) business days following the restoration of system

functionality. Service Providers Subrecipients-must annotate case notes in CalJOBS to

indicate that the WIOA application process was completed during a period of system
failure, detailing the date of application completion.

Formatted:

Justified

Formatted:

Font: (Default) Arial

Formatted:

Font: (Default) Arial

Font: (Default) Arial

Formatted:

Font: (Default) Arial

Formatted:

(
(
(
[ Formatted:
(
(

Font: (Default) Arial

o )

Following the successful upload of all documents to CalJOBS and verification of the  Formatted: Font: (Default) Arial
accuracy and completeness of the electronic records, Service Providers Subrecipients
are—instructed—to—destroy—should shred all paper applications and supporting [Formatted: Font: (Default) Arial

documentation —by—shredding—to maintain _confidentiality and compliance with data
protection standards.

Service Providers Subreeipients-must ensure that all scanned documents into CalJOBS
are complete, elearand-legible, aswel-as-and properly aligned. -and-eCompare uploaded
documents to original to ensure all pages are included.-

The oOriginal content of a scanned document must not be altered or modified once it has
been finalized. While scanning the original document is preferred, scanning legible
verified documents provided by partners may serve as sufficient documentation.
Documents uploaded into the CalJOBS system must always be current and kept current
through program participation. In addition, case notes must identify the intent and purpose
of all documents that are uploaded into the CalJOBS system.

Service Providers Subreeipients-must upload verification documents within-in CalJOBS
as soon as documentation is made available and follow in-accerdance—with—eligibility
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guidelines,—and timeframes, and data element validation requirements following
Workforce Services Directives WSD-22-15. Service Providers Subreeipients-must ensure
that participant information is accurately reported in CalJOBS and that documents are
uploaded for all fields that require verification.

ltem #7

[ Formatted: Justified

Attaching Documents to Case Notes and/or Activities

All documents pertinent to participant activities should be linked/attached—teattached to
their respective be-scanned-threugh-case notes and/or activities to support those entries.
Subrecipient-—specific forms that aid in assessing the needs of the participant (e.g.,
supportive services determination, training eligibility determination, etc.) must be attached
to the case notes of specific activities.

Service Providers Subrecipients-must also link/attach documents to case notes and/or
activities for documentation of services that are provided under the appropriate activity
(e.g., job referral verification, resume assistance, etc.)

Electronic Signatures

Document Imaging includes the addition of electronic signatures to any necessary
documents or forms. Signatures may be captured within CalJOBS or using an-electronic
software such as pDoc Signer or DocuSign. Service Providers Subreeipients—are
encouraged to use electronic signatures for participant convenience.

When signed within CalJOBS, signed copies of the WIOA application, OAS and IEP are« :

Formatted: Font: (Default) Arial

automatically saved within the participant's Documents (Staff) Folder. However, any
documents signed with the pDoc signer,_or DocuSign must be uploaded onto a
participant's Documents (Staff) Folder in CalJOBS.

All scanners and signature pads purchased with County of Orange funds are the property
of the County of Orange and staff must observe the proper care and use of the equipment.
This equipment must also be listed on the subrecipient’s Inventory List.

File Naming Convention

When uploading documents into the CalJOBS system, Service Providers subreeipients
must provide detailed names for the uploaded documents, following the naming
convention in Attachment .

Procedures for Uploading Medical and/or Disability-Related Information

When uploading medical and/or disability-related information into CalJOBS, Service
Providers subreeipients-shall ensure that these documents are password protected prier
tebefore uploading. Service Providers Subreeipients-shall ensure that these passwords
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are available only to staff and to the County of Orange, should the need arise to review
these documents.

Examples of medical and/or disability-related information include:
e Medical/health history

Disability information

Doctor’s notes

Disability benefits

Driver’s License indicating the need for corrective lenses

Individualized Education Program (IEP)

If the document is password protected, please add “+PASSWORD” at the end of the
filename.

ACTION
Bring this Information-Netice-along-with-the-attachment-to-the-attention-ofpalicy to

all staff and relevant parties.

INQUIRIES
If you have any questions_regarding this policy, please emalil

info@ocworkforcesolutions.com.please-centact-the-appropriate-contract

ATTACHMENTS
Attachment I: CalJOBS Document Scanning and File Naming Instructions and
Procedures
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I 4
Community Resources
Date: October 30,2024
To: WIOA Subrecipients of the Orange County Workforce
Development Board
From: Nancy Cook

Director of Workforce and Economic Development

Subject: CalJOBS Document Imaging and Scanning
Information Notice No. 24-OCWDB-10
Supersedes Information Notices No. 18-OCDB-13

PURPOSE

This policy provides guidance on document scanning and electronic
signature procedures required when using the Document Imaging and
Scanning Module in the CalJOBS system.

EFFECTIVE DATE
This policy is effective on the date of issuance.

REFERENCES

e WIOA (Public Law 113-128), Section 185

e CALJOBS Staff User Guide, Section 30: Manage Documents

e Training and Employment Guidance Letter (TEGL) 39-11 — DOL
Guidance for Protecting PII

e US DHHS — Summary of HIPAA Privacy Rule

e Workforce Services Directives WSD-22-15, Subject: WIOA Data
Validation Source Documentation

e 29 CFR § 97.42 - Retention and access requirements for records

e 20 CFR 683.220 — WIOA Requirements for PII

e WSD18-03- Pathway to services, referral, and enrollment

BACKGROUND

WIOA Section 185 of the Workforce Innovation and Opportunity Act (WIOA)
requires recipients of Title | funds to keep records to permit the preparation
of reports required by Title |. This policy applies to electronic file storage and
documentation imaging standards in the administration of WIOA. As a form
of process improvement, the County is transitioning to a paperless
environment using the Document Management and Scanning Module in
CalJOBS. In addition, the use of document imaging leads to other
efficiencies such as a reduction in the reliance on hard- copy files and the
ability for monitoring of files electronically. The scanned documents will be
stored in CalJOBS a secure, central database.
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POLICY AND PROCEDURES

Document Scanning and Maintenance of Paperless Files

Service Providers are required to maintain source documentation as physical files and/or
as electronic files. All participant information should be scanned and uploaded to
CalJOBS and will take the place of hard files for verification, monitoring, and audit
purposes. Service Providers must retain a physical file of the participant eligibility
documents. Service Providers should follow the uniform guidance 29 CFR § 97.42-
Retention and Access Requirements for Records. Once documentation is properly
scanned into the CalJOBS system, paper records should be destroyed (i.e. shredded)
and any documents that have been saved to a computer hard drive, desktop, removable
media, Cloud storage, or other environments shall be deleted to protect Personally
Identifiable Information (PIl) and/ or Personal Health Information (PHI) data collected from
participants.

In the event of a CalJOBS system failure, Service Providers shall resort to the completion
of paper-based WIOA applications. Service Providers are required to upload the signed
WIOA applications and all supporting documentation to the CalJOBS system within five
(5) business days following the restoration of system functionality. Service Providers must
annotate case notes in CalJOBS to indicate that the WIOA application process was
completed during a period of system failure, detailing the date of application completion.
Following the successful upload of all documents to CalJOBS and verification of the
accuracy and completeness of the electronic records, Service Providers should shred all
paper applications and supporting documentation to maintain confidentiality and
compliance with data protection standards.

Service Providers must ensure that all scanned documents into CalJOBS are complete,
legible, and properly aligned. Compare uploaded documents to original to ensure all
pages are included.

The original content of a scanned document must not be altered or modified once it has
been finalized. While scanning the original document is preferred, scanning legible
verified documents provided by partners may serve as sufficient documentation.
Documents uploaded into the CalJOBS system must always be current and kept current
through program participation. In addition, case notes must identify the intent and purpose
of all documents that are uploaded into the CalJOBS system.

Service Providers must upload verification documents in CalJOBS as soon as
documentation is made available and follow eligibility guidelines, timeframes, and data
element validation requirements following Workforce Services Directives WSD-22-15.
Service Providers must ensure that participant information is accurately reported in
CalJOBS and that documents are uploaded for all fields that require verification.

Attaching Documents to Case Notes and/or Activities

All documents pertinent to participant activities should be linked/attached to their
respective case notes and/or activities to support those entries. Subrecipient-specific
forms that aid in assessing the needs of the participant (e.g., supportive services
determination, training eligibility determination, etc.) must be attached to the case notes
of specific activities.

Service Providers must also link/attach documents to case notes and/or activities for

documentation of services that are provided under the appropriate activity (e.g., job
referral verification, resume assistance, etc.)
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Electronic Signatures

Document Imaging includes the addition of electronic signatures to any necessary
documents or forms. Signatures may be captured within CalJOBS or using electronic
software such as pDoc Signer or DocuSign. Service Providers are encouraged to use
electronic signatures for participant convenience.

When signed within CalJOBS, signed copies of the WIOA application, OAS and IEP are
automatically saved within the participant's Documents (Staff) Folder. However, any
documents signed with the pDoc signer or DocuSign must be uploaded onto a
participant's Documents (Staff) Folder in CalJOBS.

All scanners and signature pads purchased with County of Orange funds are the property
of the County of Orange and staff must observe the proper care and use of the equipment.
This equipment must also be listed on the subrecipient’s Inventory List.

File Naming Convention

When uploading documents into the CalJOBS system, Service Providers must provide
detailed names for the uploaded documents, following the naming convention in
Attachment I.

Procedures for Uploading Medical and/or Disability-Related Information

When uploading medical and/or disability-related information into CalJOBS, Service
Providers shall ensure that these documents are password protected before uploading.
Service Providers shall ensure that these passwords are available only to staff and to the
County of Orange, should the need arise to review these documents.

Examples of medical and/or disability-related information include:
e Medical/health history
Disability information
Doctor’s notes
Disability benefits
Driver’s License indicating the need for corrective lenses
Individualized Education Program (IEP)

If the document is password protected, please add “+PASSWORD” at the end of the
filename.

ACTION
Bring this policy to all staff and relevant parties.

INQUIRIES
If you have any questions regarding this policy, please email
info@ocworkforcesolutions.com.

ATTACHMENTS
Attachment I: CalJOBS Document Scanning and File Naming Instructions and
Procedures

42 of 113



ltem #7

Incident
Reporting of
Waste, Fraud, and
Abuse Policy

Redline and Clean Version

Information Notice No. 24-OCWDB-11
Supersedes Information No. 21-OCWDB-17, 13-OCWDA-01
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Community Resources

[Bate}October 30, 2024

To: WIOA and Other Subrecipients of the Orange County
Workforce Development BoardArea

From: Carma-taecyNancy Cook
Director of Workforce and Economic Development
Subject: Incident Reporting of Waste, Fraud and Abuse Policy

Information Notice No. 241-OCWDB-11
Supersedes Information Notice No. 21-OCWDB-17 and No.13-
OCWDA-01

PURPOSE .

This policy provides the—guidance and establishes the procedures for
reporting allegations of criminal fraud, program abuse, or criminal conduct
involving grantees or other entities and Service Providers receiving federal
funds through the Employment Development Department (EDD).-to-the

EFFECTIVE DATE
This policy is effective on the date of the immediately-dpen-issuance.

REFERENCES

e Title 2 Code of Federal Regulations (CFR) Part 200: Uniform
Administrative  Requirements, Cost Principles, and Audit
Requirements for Federal Awards (Uniform Guidance) Section
200.113

e Title 20 CFR Section 683.620

e DOL Training and Employment Guidance Letter (TEGL) _15-23
Employment and Training Administration (ETA) Grant Recipient
Responsibilities for Reporting Instances of Suspected Fraud,
Program Abuse and Criminal Conduct (July-32,2612June 11, 2024)

e EDD Workforce Services Directive 20-1224-03, Incident Reporting
(May-11.2021September 17, 2024)

BACKGROUND

Information and complaints involving criminal fraud, waste, abuseabuse, or
other criminal activity must be reported immediately to the Department of
Labor's (DOL) Office of Inspector General (OIG) Hotline Portal and

S|multaneous|y reported to the Emplovment and Training Administration

The Inspector General
rmal Act of 1978, as amended authorlzes the OIG to conduct audits and
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investigations related to alleged fraud, waste, abuse, misconduct, or other

iey=When an individual has knowledge of or suspicion of a violation of

WIOA or its regulations, the individual must take prompt and appropriate action.

DEFINITIONS
T

Complaint — Allegations of criminal activity and serious misconduct incidents and allegations
of fraud, waste, and abuse concerning federally-funded grants, contracts, programs and
operations, and dangers to the public health and safety.

Emergency — A situation involving imminent health or safety concerns, or the imminent loss of
funds exceeding an amount much larger than $50,000 (e.g., $500,000).

Employee/Participant Misconduct — Actions occurring during or outside work hours that reflect
negatively on_Orange County Workforce Development Board (OCWDB) or Employment
Development Department or its mission including, but not limited to: conflict of interest or the
appearance of conflict of interest involving outside employment, business and professional
activities; the receipt or giving of gifts, fees, entertainment, and favors; misuse of federal
property; and, misuse of official information and such other activities as might adversely affect
the confidence of the public in the integrity of the

Ggovernment (29 CFR Part 0 and 5 CFR Parts 2635 and 5201) as well as serious violations
of federal and state laws.

Fraud, Misfeasance, Nonfeasance or Malfeasance — Any alleged deliberate action or inaction
which may be in violation of federal statutes and regulations. This category includes, but is not
limited to, indications of bribery, forgery, extortion, embezzlement, theft of participant checks,
kickbacks from participants or contractors, intentional payments to a contractor without the
expectation of receiving services, payments to ghost_(fake) enrollees, misuse of appropriated
funds, and misrepresenting information in official reports.

Gross Mismanagement — Actions or situations arising out of management ineptitude or
oversight and leading to a major violation of the-legistativestatutory (such as WIOA or W-P)
processes, regulations, or contract/grant provisions. Such actions or situations have the
potential to severely hamper accomplishment of program goals, waste government resources,
and jeopardize future support for a particular program or project. This category includes, but is
not limited to, unauditable records, unsupported costs, highly inaccurate fiscal reports or
program reports, payroll discrepancies, payroll deductions not paid to the Internal Revenue
Service (IRS), and lack of good internal control procedures.
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Incident Referrals — The OIG refers incidents and allegations concerning ETA programs to the
ETA in instances where the OIG determines that the incident report does not have investigative
or audit merit.

Misapplication of Funds — Any alleged deliberate use of funds, assets or property not
authorized or provided for by legislation or regulations, grants, or contracts. This category
includes, but is not limited to, nepotism, political patronage, use of participants for political
activity, ineligible enrollees, conflict of interest, failure to report income from federal funds,
violation of contract/grant procedures, and the use of federal funds for other than specified
purposes. An incident report should be filed when there appears to be an intent to misapply
funds rather than merely for a case of minor mismanagement. It should be noted that there are
some exceptions related to nepotism for the Indian and Native American programs, as
described in 20 CFR Section 684.630(d).

Subaward — An award provided by pass-through entity to a subrecipient for the subrecipient to
carry out part of a federal award received by the pass-through entity, It does not include
payments to a contractor or payments to an individual that is a beneficiary of a federal program.
A subaward may be provided through any form of legal agreement, including an agreement
that the pass-through entity considers a contract.

Subrecipient — A non-federal entity that receives a subaward from a pass-through entity to carry
out part of a federal award; but does not include an individual that is a beneficiary of such
program. A subrecipient may also be a recipient of other federal awards directly from a federal

awarding agency.-

POLICY AND PROCEDURES;
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All Service Providers must promptly report all allegations of WIOA-related fraud, program
abuse,_—andor —ether—criminal activity to OCWDB, DOL’s OIG, and ETA. —and-the- EBB
Compliance—ReviewOffice (CRO)—Service Providers have a responsibility to be alert for
instances of fraud, abuse, and criminal activity committed by staff, contractors, or program
participants and to report all instances. Each Service Provider is to designate a staff member
who will be responsible for reporting allegations. Service Provider must post instructions for
staff and the general public on how to report fraud, waste or abuse. These instructions shall
include to the County of Orange Fraud Hotline.

Reporting
A Service Provider must report an alleged incident within one working day of detection_by
completing the following steps:-

1. Complete_the relevant fields on the OIG Hotline Portal* -

(https://www.oig.dol.gov/hotline.htm)

f T _
2. SubmitSend-Email a copy of the Incident Report, including screen shots or photos of the
three OIG Hotline Portal screens, to the following:
1. OCWDB Program Manager,
2. —ETA at ETAIncidentReporting@dol.gov,and EBB-Cempliance—ReviewOffice-at
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3. and-Tthe County of Orange Fraud Hotline at 1-714-834- < { Formatted: Left
3608https://ocgov.com/how-do-i/report/fraud-waste-abuse.
Upon receipt of a Service Provider Incident Report, OCWDB will also file a report with« [Formatted: Font: (Default) Arial
the County of Orange Fraud Hotline. {Formatted: Normal, Indent: Left: 0.5", No bullets or
numbering
If internet access is not available, incidents can be reported through the following hotlines: ~ «_( Formatted: Font: (Defautt) Arial
1. OIG Toll-free hotline: —800-347-3756 ‘ [Formatted: Normal, No bullets or numbering
2. OIG Non-toll-free hotline: ——1-202-693-6999 Formatted: Numbered + Level: 1 + Numbering Style: 1, 2,

3. County of Orange Fraud Hotline: ——714-834-3608

3, ... + Start at: 1 + Alignment: Left + Aligned at: 0.5" +
Indent at: 0.75"

o A L U )

)

*Reference TEGL 15-23 for detailed instructions on reporting to the OIG and ETA. ( Formatted: Indent: Left: 0.75", No bullets or numbering

Action will not be taken against any complainant for disclosing information concerning criminal

or improper activities or making a valid complaint to proper authorities. Complainants may

remain anonymous. If a complainant considers that their position will be compromised by

reporting information through an incident report, the complainant may submit the report directly

to the OIG.

Incident Referrals .« [Formatted: Font: (Default) Arial, Bold

When the OIG receives an incident report from any source, the OIG will determine whether the ( Formatted: Normal, No bullets or numbering

allegations have merit, and when appropriate, conduct or arrange for an investigation and/or [Formatted: Font: (Default) Arial

audit.

In instances where the OIG determines that the incident report does not have investigative or [Formatted: Font: (Default) Arial

audit merit, the incident report will be referred to the ETA for resolution. The ETA will either ( Formatted: Font: (Default) Arial

forward the incident report to the EDD Compliance Review Office (CRO) to research and report

back, or the ETA will work with the CRO to analyze and report on the incident.

R « [Formatted: Font: (Default) Arial

Ifln-instances-where-an incident report is remanded to the CRO, it will be prioritized and the [Formatted: Normal, No bullets or numbering

CRO will request a fact-finding and resolutions report from the appropriate level of oversight,

depending on the nature of the allegations. The CRO may require the County to submit a fact-

finding and local resolution report, or the fact-finding mission may be conducted by the CRO.

The fact-finding may, in certain circumstances, rise to the level of a special monitoring review,

an investigation, or an audit by the appropriate state entities or by independent third-party

auditors, as determined by the CRO.

The reporting entity may be contacted by OCWDB, CRO, or OIG to take appropriate actions to« { Formatted: Font: (Default) Arial

recover misspent funds or to contain its financial liability. [Formatted: Normal, No bullets or numbering

Record Retention Requirements, « [Formatted: Font: (Default) Arial, Bold

[Formatted: Normal, No bullets or numbering
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Provider’s files for a period of three years from the date of submission of the final expenditure
report of the funding year.

OCWDB will report the outcome of any criminal, civil, or administrative proceedings according
to 41 U.S. Code 2313 to the Federal Awardee Performance and Integrity Information System
(FAPIIS).

If a Service Provider suspects fraud, waste, or abuse by a staff person, contractor, or program
participant and immediate action is necessary to prevent further financial loss —or enable
recovery of funds or property, the Service Provider has the responsibility to take any action it
deems appropriate, including contacting the local law enforcement agency. Any immediate
action taken or planned by the reporting entity must be included on the associated Incident
Report.

ACTION
Bring this policy to the attention of all staff and relevant parties.

INQUIRIES

If you have any questions regarding this policy, email please-contact-your-Contract
Administrator-at-714-480-6500-info@ocworkforcesolutions.com

ATTACHMENTS
AAttachment I: Incident Report
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Community Resources

October 30, 2024

To: WIOA and Other Subrecipients of the Orange County
Workforce Development Board

From: Nancy Cook
Director of Workforce and Economic Development

Subject: Incident Reporting of Waste, Fraud and Abuse Policy
Information Notice No. 24-OCWDB-11
Supersedes Information Notice No. 21-OCWDB-17 and No.13-
OCWDA-01

PURPOSE

This policy provides guidance and establishes the procedures for reporting
allegations of criminal fraud, program abuse, or criminal conduct involving
grantees or other entities and Service Providers receiving federal funds
through the Employment Development Department (EDD).

EFFECTIVE DATE
This policy is effective on the date of the issuance.

REFERENCES

e Title 2 Code of Federal Regulations (CFR) Part 200: Uniform
Administrative  Requirements, Cost Principles, and Audit
Requirements for Federal Awards (Uniform Guidance) Section
200.113

e Title 20 CFR Section 683.620

e DOL Training and Employment Guidance Letter (TEGL) 15-23
Employment and Training Administration (ETA) Grant Recipient
Responsibilities for Reporting Instances of Suspected Fraud,
Program Abuse and Criminal Conduct (June 11, 2024)

e EDD Workforce Services Directive 24-03, Incident Reporting
(September 17, 2024)

BACKGROUND

Information and complaints involving criminal fraud, waste, abuse, or other
criminal activity must be reported immediately to the Department of Labor’s
(DOL) Office of Inspector General (OIG) Hotline Portal and simultaneously
reported to the Employment and Training Administration (ETA). The
Inspector General Actof 1978, as amended, authorizes the OIG to conduct
audits and investigations related to alleged fraud, waste, abuse,
misconduct, or other wrongdoing concerning such programs and
operations.
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When an individual has knowledge of or suspicion of a violation of WIOA or its regulations, the
individual must take prompt and appropriate action.

DEFINITIONS

Complaint — Allegations of criminal activity and serious misconduct incidents and allegations
of fraud, waste, and abuse concerning federally-funded grants, contracts, programs and
operations, and dangers to the public health and safety.

Emergency — A situation involving imminent health or safety concerns, or the imminent loss of
funds exceeding an amount much larger than $50,000 (e.g., $500,000).

Employee/Participant Misconduct — Actions occurring during or outside work hours that reflect
negatively on Orange County Workforce Development Board (OCWDB) or Employment
Development Department or its mission including, but not limited to: conflict of interest or the
appearance of conflict of interest involving outside employment, business and professional
activities; the receipt or giving of gifts, fees, entertainment, and favors; misuse of federal
property; and, misuse of official information and such other activities as might adversely affect
the confidence of the public in the integrity of the

government (29 CFR Part 0 and 5 CFR Parts 2635 and 5201) as well as serious violations of
federal and state laws.

Fraud, Misfeasance, Nonfeasance or Malfeasance — Any alleged deliberate action or inaction
which may be in violation of federal statutes and regulations. This category includes, but is not
limited to, indications of bribery, forgery, extortion, embezzlement, theft of participant checks,
kickbacks from participants or contractors, intentional payments to a contractor without the
expectation of receiving services, payments to ghost (fake) enrollees, misuse of appropriated
funds, and misrepresenting information in official reports.

Gross Mismanagement — Actions or situations arising out of management ineptitude or
oversight and leading to a major violation of statutory (such as WIOA or W-P) processes,
regulations, or contract/grant provisions. Such actions or situations have the potential to
severely hamper accomplishment of program goals, waste government resources, and
jeopardize future support for a particular program or project. This category includes, but is not
limited to, unauditable records, unsupported costs, highly inaccurate fiscal reports or program
reports, payroll discrepancies, payroll deductions not paid to the Internal Revenue Service
(IRS), and lack of good internal control procedures.

Incident Referrals — The OIG refers incidents and allegations concerning ETA programs to the
ETA in instances where the OIG determines that the incident report does not have investigative
or audit merit.

Misapplication of Funds — Any alleged deliberate use of funds, assets or property not
authorized or provided for by legislation or regulations, grants, or contracts. This category
includes, but is not limited to, nepotism, political patronage, use of participants for political
activity, ineligible enrollees, conflict of interest, failure to report income from federal funds,
violation of contract/grant procedures, and the use of federal funds for other than specified
purposes. An incident report should be filed when there appears to be an intent to misapply
funds rather than merely for a case of minor mismanagement. It should be noted that there are
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some exceptions related to nepotism for the Indian and Native American programs, as
described in 20 CFR Section 684.630(d).

Subaward — An award provided by pass-through entity to a subrecipient for the subrecipient to
carry out part of a federal award received by the pass-through entity, It does not include
payments to a contractor or payments to an individual that is a beneficiary of a federal program.
A subaward may be provided through any form of legal agreement, including an agreement
that the pass-through entity considers a contract.

Subrecipient — A non-federal entity that receives a subaward from a pass-through entity to carry
out part of a federal award; but does not include an individual that is a beneficiary of such
program. A subrecipient may also be a recipient of other federal awards directly from a federal
awarding agency.

POLICY AND PROCEDURES

All Service Providers must promptly report all allegations of WIOA-related fraud, program
abuse, or criminal activity to OCWDB, DOL’s OIG, and ETA. Service Providers have a
responsibility to be alert for instances of fraud, abuse, and criminal activity committed by staff,
contractors, or program participants and to report all instances. Each Service Provider is to
designate a staff member who will be responsible for reporting allegations. Service Provider
must post instructions for staff and the general public on how to report fraud, waste or abuse.
These instructions shall include to the County of Orange Fraud Hotline.

Reporting

A Service Provider must report an alleged incident within one working day of detection by

completing the following steps:

1. Complete the relevant fields on the OIG Hotline Portal*
(https://www.oig.dol.gov/hotline.htm)

2. Email a copy of the Incident Report, including screen shots or photos of the three OIG
Hotline Portal screens, to the following:
1. OCWDB Program Manager,
2. ETA at ETAIncidentReporting@dol.gov,and
3. The County of Orange Fraud Hotline at https://ocgov.com/how-do-i/report/fraud-
waste-abuse.
Upon receipt of a Service Provider Incident Report, OCWDB will also file a report with
the County of Orange Fraud Hotline.

If internet access is not available, incidents can be reported through the following hotlines:
1. OIG Toll-free hotline: 800-347-3756
2. OIG Non-toll-free hotline: 1-202-693-6999
3. County of Orange Fraud Hotline: 714-834-3608

*Reference TEGL 15-23 for detailed instructions on reporting to the OIG and ETA.

Action will not be taken against any complainant for disclosing information concerning criminal
or improper activities or making a valid complaint to proper authorities. Complainants may
remain anonymous. If a complainant considers that their position will be compromised by
reporting information through an incident report, the complainant may submit the report directly
to the OIG.
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Incident Referrals

When the OIG receives an incident report from any source, the OIG will determine whether the
allegations have merit, and when appropriate, conduct or arrange for an investigation and/or
audit.

In instances where the OIG determines that the incident report does not have investigative or
audit merit, the incident report will be referred to the ETA for resolution. The ETA will either
forward the incident report to the EDD Compliance Review Office (CRO) to research and report
back, or the ETA will work with the CRO to analyze and report on the incident.

Ifan incident report is remanded to the CRO, it will be prioritized and the CRO will request a
fact-finding and resolutions report from the appropriate level of oversight, depending on the
nature of the allegations. The CRO may require the County to submit a fact-finding and local
resolution report, or the fact-finding mission may be conducted by the CRO. The fact-finding
may, in certain circumstances, rise to the level of a special monitoring review, an investigation,
or an audit by the appropriate state entities or by independent third-party auditors, as
determined by the CRO.

The reporting entity may be contacted by OCWDB, CRO, or OIG to take appropriate actions to
recover misspent funds or to contain its financial liability.

Record Retention Requirements

Documentation related to the incident report must be maintained in the Service Provider’s files
for a period of three years from the date of submission of the final expenditure report of the
funding year.

OCWDB will report the outcome of any criminal, civil, or administrative proceedings according
to 41 U.S. Code 2313 to the Federal Awardee Performance and Integrity Information System
(FAPIS).

If a Service Provider suspects fraud, waste, or abuse by a staff person, contractor, or program
participant and immediate action is necessary to prevent further financial loss or enable
recovery of funds or property, the Service Provider has the responsibility to take any action it
deems appropriate, including contacting the local law enforcement agency. Any immediate
action taken or planned by the reporting entity must be included on the associated Incident
Report.

ACTION
Bring this policy to the attention of all staff and relevant parties.

INQUIRIES
If you have any questions regarding this policy, email info@ocworkforcesolutions.com

ATTACHMENTS
Attachment |: Incident Report
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Date: October 30, 2024

To: All WIOA Subrecipients of the Orange County
Workforce Development Board

From: Nancy Cook
Director of Workforce and Economic Development

Subject: Priority of Service for Veterans and Eligible Spouses
Information Notice No. 24-OCWDB-12

PURPOSE

This policy provides guidance and establishes the procedures regarding the
priority of service requirements for veterans and their eligible spouses for
U.S. Department of Labor (DOL) funded programs and services. The policy
applies to all recipients and subrecipients of Workforce Innovation and
Opportunities Act (WIOA) Title | and Title Ill funding.

EFFECTIVE DATE
This policy is effective on the date of issuance.

REFERENCES

WIOA (Public Law 113-128) Sections 3(5), 3(36), and 3(50), and 134
Veterans Benefits, Health Care, and Information Technology Act of
2006 (Public Law 109-461)

Jobs for Veterans Act (JVA) of 2002 (Public Law 107-288) « Title 38
United States Code (U.S.C.) Sections 101(2), 4213, and 4215(a),
and Chapters 11, 13, 15, 30-31, 33, and 35-36.

Title 20 Code of Federal Regulations (CFR) Part 1010: “Priority of
Service for Covered Persons” « Title 20 CFR Sections 680.600,
680.650, and 683.230

Training and Employment Guidance Letter (TEGL) 19-16, Subject:
Guidance on Services provided through the Adult and Dislocated
Worker Programs under the WIOA and the Wagner-Peyser Act
Employment Services, as amended by Title Il of WIOA, and for
implementation of the WIOA Final Rules (March 1, 2017)

TEGL 26-13, Subject: Impact of the U.S. Supreme Court’s Decision
in United States v. Windsor on Eligibility and Services Provided
Under Workforce Grants Administered by the Employment and
Training Administration (June, 18, 2014)

TEGL 10-09, Subject: Implementing Priority of Service for Veterans
and Eligible Spouses in all Qualified Job Training Programs Funded
in whole or part by DOL (November 10, 2009)

Workforce Services Directive WSD15-14 (PDF), Subject: WIOA
Adult Program Priority of Service (January 22, 2016)
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e Workforce Services Directive WSD19-04 (PDF), Subject: WIOA
Adult Program Priority of Service (September 11, 2019)

BACKGROUND

On November 7, 2002, President Bush signed the Jobs for Veterans Act (JVA) into law to
revise and improve employment, training, and job placement services furnished to veterans.
Section 2(a) of the Act mandates priority of service for veterans and eligible spouses “who
otherwise meet the eligibility requirements for participation” in DOL programs.

The JVA, and the priority of service it requires, acknowledges the sacrifices of the men and
women who have served in the U.S. Armed Forces. Priority of service honors veterans and
eligible spouses as our “heroes at home” and provides clear entry points into high-growth,
high-wage civilian jobs, and easily accessible post-secondary education and training to
support their advancement along career pathways. Veterans and eligible spouses possess
unique attributes and contribute greatly in the workplace. They are an important source of
highly skilled and experienced talent and play an important role in regional workforce
development strategies.

DEFINITIONS
Covered Person — a veteran or eligible spouse.

Eligible Spouse — the spouse (including the same-sex spouse) of any of the following:

a. Any veteran who died of a service-connected disability.

b. Any member of the Armed Forces serving on active duty who, at the time of
application for the priority, is listed in one or more of the following categories and
has been so listed for a total of more than 90 days:

i.  Missing in action.
ii. Captured in the line of duty by a hostile force.
iii.  Forcibly detained or interned in the line of duty by a foreign government or
power.

c. Any veteran who has a total disability resulting from a service-connected
disability, as evaluated by the U.S. Department of Veterans Affairs (VA).

d. Any veteran who died while a disability, as indicated in category c. of this
definition, was in existence.

A spouse whose eligibility is derived from a living veteran or service member (i.e.,
categories b. or c. above) would lose his or her eligibility if the veteran or service
member were to lose the status that is the basis for the eligibility (e.g., if a veteran
with a total service-connected disability were to receive a revised disability rating
at a lower level), or upon divorce from the veteran or service member.

Note: A surviving spouse who is a widow or widower AND remarries on or after
December 16, 2003, AND on or after attaining age 57, is entitled to continue to
receive Dependency and Indemnity Compensation.

Non-covered Person — any individual who neither meets the definition of veteran nor the
definition of eligible spouse.

Point of Entry — the point at which a veteran or eligible spouse expresses an interest in
receiving employment, training, and placement services. It may be in-person or online,
and can include physical locations such as reception areas, resource areas, and self-
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service kiosks in an American Job Center of California (AJCC), as well as websites such
as CalJOBS, and other virtual service delivery resources.

Priority of Service — with respect to any qualified job training program, a covered person
shall be given priority over a non-covered person for the receipt of employment, training,
and placement services provided under that program, notwithstanding any other
provision of the law. Such priority includes giving access to such services to a covered
person before a noncovered person or, if resources are limited, giving access to such
services to a covered person instead on a non-covered person.

Program Operator — a recipient or subrecipient of DOL funds for a qualified job training
program.

Qualified Job Training Program — any program or service for workforce preparation,
development, or delivery that is directly funded, in whole or in part by the DOL.

Recipient — an entity that is awarded federal financial assistance, in whole or in part,
directly from the DOL or through a subaward for any qualified job training program.

Subrecipient — an entity that is awarded federal financial assistance through a subaward
funded by the DOL for any qualified job training program.

Veteran — a person who served at least one day in the active military, naval, or air
service, and who was discharged or released under conditions other than dishonorable.
Active service includes full-time duty in the National Guard or a Reserve component,
other than full-time duty for training purposes. Active service does not include full-time
active duty performed by National Guard personnel who are mobilized by state rather
than federal authorities.

POLICY AND PROCEDURES

Priority of Service

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

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

Program operators must ensure that priority of service is applied by all subrecipients of DOL

funds. Pertinent language should be included in contracts, subgrants, solicitations for
proposals, memorandums of understanding, and other service provision agreements.
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Applying Priority of Service

The application of priority of service varies depending on the eligibility requirements of the
particular program. There are four basic categories of DOL-funded programs: universal
access programs, programs that require participants to meet specified eligibility criteria,
programs with statutory priorities, and programs with discretionary priorities. The following
describes how priority of service applies to these basic types of programs.

Universal Access Programs — For workforce programs that operate or deliver services to the
public as a whole without targeting specific groups (e.g., WIOA basic career services),
veterans and eligible spouses receive priority of service over all other program participants.

Programs with Eligibility Criteria — Eligibility criteria identify basic conditions that each
participant in a specific program is required to meet. For example, for the WIOA Adult,
Dislocated Worker, and Youth programs, every participant is required to meet program
eligibility requirements (e.g., age, selective service registration, etc.). A veteran or eligible
spouse must first meet all of the eligibility criteria in order to be considered eligible for
participation in the program. Once determined eligible for participation, the veteran or eligible
spouse receives priority for participation in the program and receipt of services.

Programs with Statutory Priorities - In addition to the eligibility criteria that all participants are
required to meet, some programs have priorities that target certain populations and establish
a rank order for enrolling or serving participants (e.g., the WIOA priority for Adult funds to
serve recipients of public assistance, other low-income individuals, and individuals who are
basic skills deficient). While veterans’ priority is required under federal law and cannot be
waived, it is not intended to displace existing eligibility requirements and statutory priorities.
Therefore, in these instances, veterans and eligible spouses must first meet both the
program’s eligibility and statutory priority criteria to receive priority for participation in the
program and receipt of services. Program operators must determine the status of each
individual veteran or eligible spouse and apply priority of service in the following order:

1. Veterans and eligible spouses who meet the program’s statutory priority requirement
(e.g., veterans and eligible spouses who are also recipients of public assistance, other
low-income individuals, or individuals who are basic skills deficient).

2. Non-covered persons who meet the program’s statutory priority requirement (e.g.,
non-covered persons who are recipients of public assistance, other low-income
individuals, or individuals who are basic skills deficient).

3. Veterans and eligible spouses who do not meet the program’s statutory priority
requirement.

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

5. Non-covered persons outside the program’s statutory priority requirement.

Programs with Discretionary Priorities — Programs with discretionary priorities may make an
effort to provide a certain level of service to a particular group. However, the law does not
mandate that the target group be served before other eligible individuals. With respect to
priority of service, the only feature that distinguishes discretionary targeting programs from
universal access programs is the additional application of the discretionary targeting criterion
to non-covered persons. Therefore, program operators must apply priority of service in the
order below:

1. Veterans and eligible spouses.

2. Non-covered persons within the discretionary targeting group.

3. Non-covered persons outside the discretionary targeting group.
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Income Eligibility Requirements — When determining eligibility for programs that have a
statutory requirement to serve low-income individuals, many types of military service-related
income are exempt. Specifically, the following pay, financial allowances, and financial
benefits must be disregarded for veterans, transitioning service members, or any other
individuals for whom these amounts would normally be applied in making an eligibility
determination.
e Military pay or allowances paid while on active duty.
o Military pay or allowances paid by the VA for vocational rehabilitation, disability
payments, or related VA-funded programs (including the VA work study allowance),
and including any financial benefits received under the following chapters of Title 38
U.S.C.:
o Chapter 11 - Compensation for service-connected disability or death.
o Chapter 13 - Dependency and indemnity compensation for service-connected
deaths.
o Chapter 30 - All-volunteer force educational assistance program.
o Chapter 31 - Training and rehabilitation for veterans with service-connected
disabilities.
o Chapter 33 - Post-9/11 educational assistance.
o Chapter 35 - Survivors’ and dependents’ educational assistance.
o Chapter 36 - Administration of educational benefits.
e Any benefits received under Title 10 U.S.C. Chapter 106 - Educational assistance for
members of the selected reserve.

In contrast, the following types of military-related income are included in low-income
calculations:
e Pension payments authorized by Title 10 U.S.C., such as those received by military
retirees, whether or not their retirement was based on disability.
e Pension benefits paid under Title 38 U.S.C. Chapter 15 — Pensions for low-income,
wartime veterans who are disabled for reasons not connected or related to their
military service.

It is also important to note that VA benefits for education and training services do not
constitute “other grant assistance” under WIOA'’s eligibility requirements. Therefore, veterans
or eligible spouses who are eligible for the Gl Bill or other forms of VA-funded education or
training are not required to coordinate their entittiement to those benefits with their eligibility
for WIOA-funded training, as stipulated under 20 CFR Section 680.230. Specifically, program
operators may not require veterans or eligible spouses to exhaust their entittement to VA
funded training prior to enrolling them in WIOA-funded training.

Identifying Veterans and Eligible Spouses

Program operators must put processes into place to ensure that veteran and eligible spouses
are identified at the point of entry and given an opportunity to take full advantage of priority of
service. The point of entry includes physical locations such as AJCCs, as well as websites
such as CalJOBS, and other virtual service delivery resources. These processes should
ensure that veterans and eligible spouses are aware of their entitlement to priority of service,
the full array of employment, training, and placement services available under priority of
service, any applicable eligibility requirements for those programs and services, and in cases
of online points of entry, how to access assistance via the nearest American Job Center of
California.
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Documenting Eligibility for Priority of Service

It is not necessary for staff to verify the status of a veteran or eligible spouse until the
individual undergoes eligibility determination and is enrolled in a WIOA individualized career
service or training service. Until the point at which the participant receives an individualized
career service or training service, an individual who states they meet the veterans’ priority
eligibility criteria must be accorded veterans’ priority of service on the basis of self-attestation.
In those instances in which eligibility determination and enrollment in a WIOA individualized
career service occur at the point of entry, a covered person must be enrolled, provided
immediate priority, and permitted to follow-up subsequently with any required verification of
his or her status as a covered person.

Policy and Procedures

All WIOA-funded programs are required to implement the Veteran’s priority provisions of the
Jobs for Veterans Act. Veterans and covered spouses, who are determined eligible for WIOA
services, are entitled to priority of service under WIOA Title | Adult, Dislocated Worker, and
Youth-funded programs.

The term “veteran’s priority of service” means that a covered person shall be given priority
over nonveterans, except for the priority of service established by law for the WIOA Adult
program. The Veteran’s priority will apply in the event there are limited funds, and the
applicant fits the eligibility requirements for the WIOA funded programs, and one is a Veteran
or Covered Spouse, and one is not. The Jobs for Veterans Act requires that Veterans and
Covered Spouses must first meet any of the WIOA program'’s existing WIOA program
eligibility requirements in order to obtain priority of service under the Veterans priority.

Orange County Workforce Development Board (OCWDB) Subrecipients shall provide
information to “covered persons” on services available under the DOL job training programs
and shall ensure that individuals are informed of their right to priority as Veterans or Covered
Spouses for employment and training services. This information from Subrecipients must be
provided to “covered persons” either verbally or in writing at each point in the program:

at the point of entry; and

at orientation; and

at eligibility determination; and

at assessment; and

during program activities.

aRhLON=

A covered person under the Jobs for Veterans Act is one of the following:

1. Veterans — A Veteran who is an individual who served at least one day in the active
military, naval, or air service, and who was discharged or released from such service
under conditions other than dishonorable: or

2. The Spouse of a Veteran — The Spouse of:

e Any Veteran who died of a service-connected disability.

e A member serving on active military duty who is listed as missing in action,
captured in the line of duty by a hostile force, or forcibly detained or interned
in the line of duty by a foreign government or power; or

¢ Any Veteran with a total service-connected disability rating or one who died
while being evaluated for it.

OCWDB Subrecipients must have processes in place at the “point of entry” to the
Employment Connection System to identify veterans and eligible spouses who are entitled to
priority of services. Veterans and covered spouses take precedence over a non-covered
person in obtaining all employment and training services. Depending on the type of service,
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this may mean veterans and eligible spouses receive services earlier in time, or instead of
noncovered persons. OCWDB Subrecipients shall collect and enter the required veteran and
covered spouse’s data elements into the CalJOBS system when registering veterans and
covered spouses into the WIOA Title | Adult and DW Program. Proof of veteran and covered
spouse status must be documented and kept in the applicant’s CalJOBS case file.

ACTION
Bring this policy to the attention of all staff and relevant parties.

INQUIRIES

If you have any questions regarding this policy, please email
info@ocworkforcesolutions.com.

60 of 113



WIOA
Documentation
Requirements
Policy

Redline and Clean Version

Information Notice No. 24-OCWDB-13
Supersedes Information No. 20-OCWDB-09, 10-OCWDB-04

61 of 113



DYLAN WRIGHT
DIRECTOR
0OC COMMUNITY RESOURCES

CYMANTHA ATKINSON
ASSISTANT DIRECTOR
OC COMMUNITY RESOURCES

JOANNE VEEDOR
DIRECTOR
ADMINISTRATIVE SERVICES

MONICA SCHMIDT
DIRECTOR
OC ANIMAL CARE

JULIA BIDWELL

DIRECTOR

OC HOUSING & COMMUNITY
DEVELOPMENT

RENEE RAMIREZ
DIRECTOR
OC COMMUNITY SERVICES

PAM PASSOW
DIRECTOR
OC PARKS

JULIE QUILLMAN
COUNTY LIBRARIAN
OC PUBLIC LIBRARIES

Community Resources

Date: Aprik8,-20200ctober 30August XX, 2024

To: AH-WIOA Subrecipients of the Orange County

Workforce Development AreaBoard

From: Carma-taecyNancy Cook
Director of Workforce and Economic Development

Subject: WIOA Documentation Requirements_Policy
Information Notice Ne-—26-OEWDBB-6924-OCWDB-XX
Supersedes Policy and Procedure No. 10-OCWBA-0420-
OCWDB-09
10-OCWDB-04

PURPOSE

TFhe-purpoese-of-tThis policy is-te-provides guidance on eemmunicate-the
acceptable documentation requirements—necessary-to-for validating data

elements and determining eligibility. It ensures that the data entered into

CalJOBS s reliable, providing an accurate report on performance for-in the

Workforce Innovation and Opportunity Act (WIOA) aAdult, dDislocated

w\Worker, and yYouth programs.

EFFECTIVE DATE
tmmediatelyThis policy is effective on the date of issuance.

REFERENCES

o Workiorce-thnovation-and-Oppertunity-Act-Pub—113-128-WIOA
(Public Law 113-128)

. uSDQL—Tralnlng and Employment Gwdance Letter (TEGL) Ne%g—

lniepmauen—éplﬁ—(dune—z8—20}2—)—09 22 Workforce Innovatlon and

Opportunity Act Title | Youth Formula Program Guidance

o TFraining-and-Employment Guidance-Letter {FEGLTEGL 7-18: Data

Validation Attachment 1 Source Documentation for WIOA Core
Programs

WORKFORCE
&ECONOMIC
DEVELOPMENT

1300 SOUTH GRAND
BLDG. B, FRSFSECOND FLOOR

o« —TEGL 23-19: Change 2, Guidance for Validating Required

SANTA ANA, CA 92705 Performance Data Submitted by Grant Recipients of U.S.

[ Formatted: Spanish (Spain)
PHONE: 714.480.6500 °

FAX: 714.567.-7132 I [Formatted: Font: (Default) Arial
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—State-of California-WSD 22-15 WIOA Data Validation Source
Documentation

° [ Formatted: Font: (Default) Arial

-

e WSD 24-04 WIOA Title | Eligibility Technical Assistance Guide

e State-of California WSD19-03-Performance-GuidanceWSD 23-03:
Performance Guidance

o State-of Califernia-WSD_18-03: Pathways to Services, Referral, and
Enroliment

e State-of California-WSD_17-07: Youth Program Requirements

o State-of California-WSD_16-18: Selective Service Requirements

BACKGROUND

Providers are responsible for collecting and retaining adequate
documentation isretained-to establishverify WIOA eligibility, track services,
and ensure accurate performance is—collected—andretained-to—ensure
aceurate-reporting to the Department of Labor (DOL).

Registration -— The process of collecting information to support a determination of eligibility for
the WIOA adult-dislocated-worker—and-youthAdult, Dislocated Worker, and Youth programs.

This information may be collected through methods, including electronic data transfer, personal
interview, or an individual’s application.

Source Document — Physical or electronic document(s) or record(s) that supports the data
captured in CalJOBS and reported to DOL.

Data Element — A standardized unit of information with a unigue meaning that is captured in
CalJOBS and reported to the DOL.
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Data Element Validation (DEV) — The process of validating source documentation against data
reported in CalJOBS, and ultimately, to the DOL.

Data Validation — Data validation is the series of internal controls or quality assurance
techniqgues established to verify the accuracy, validity, and reliability of data.

POLICIES AND PROCEDURES
This policy provides guidance and outlines procedures for participant documentation
requirements under the WIOA Adult, Dislocated Worker, and Youth programs. It ensures
compliance with the collection, verification, and reporting of source documents. Service
providers are required to determine eligibility by reviewing source documents and ensuring the
appropriate source documentation is collected for all relevant data elements to be entered into
CalJOBS, as stated within this policy. Fhe-guidelines-in-this—policy-are-intended-to—provide

Allowable Data Source Documentation for Title | WIOA Programs

Each program that undergoes Data Element Validation (DEV) has specific data elements that
must be verified against source documentation. The WIOA Title | — Source Documentation List
(Attachment V) contains a list of data elements, the allowable types of source documents for
each data element, the data element entry location and prompt found in CalJOBS, if applicable.
All WIOA Title | Adult, Dislocated Worker, and Youth programs may use the list to identify
source documentation that is allowable to confirm validation. For additional guidance and
definitions regarding the data elements, refer to WSD 22-15, Attachment 2.
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The eligibility verification process and the list of acceptable documents to determine eligibility,
are not the same as DEV. While DEV may verify the existence of acceptable documentation
for certain eligibility criteria and vice versa, DEV does not verify participant eligibility. While the
collection of source documentation for data validation often takes place at the same time as
the determination of an individual’'s program eligibility, these actions serve different purposes.
Eligibility determination confirms that an individual meets the requirements of a program before
becoming a participant in the program, whereas DEV validates that the data elements entered
in CalJOBS are accurate.

Acceptable Documentation for Eligibility Determination

EFereligibility documentation;-there-are-multipleforms-of-allowable-decuments-that_ must be

collected and entered-inteentered in CaIJOBS for each enrolled proqram partrcrpant ln—mest

ereqmms—Allewalele—thmllﬂv—Deeumthatlen—éAttachment l, Attachment Il and Attachment 1]
provide a
detalled Ilst of allowable source documents needed to verlfv eI|q|b|I|tv under each section. Most
sectionseligibility criteria offer-have multlple documentatlon optlons to ensure_ the eI|Q|b|I|ty

process isferm
is not too burdensome for applicants to complete

General program eligibility for all WIOA-funded services under Title | programs includes criteria
such as age, authorization to work in the United States and compliance with Selective Service
System requirements when applicable, which must be verified and available for subsequent
review.
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WIOA Adult and Dislocated Worker eligibility requirements depend on the level of services ( Formatted: Font: Not Italic, No underline
provided to the participant. The documentation required increases as participants move from " { Formatted: No underline
basic career services, which trigger participation, to individualized career services or training ( Formatted: Font: Not Italic, No underiine
services. For participants receiving only basic career services, Service Providers may accept ( Formatted: No underline

information provided during the intake process at face value, without requiring source
documentation.

For _more information regarding eligibility requirements, refer to the Adult and Dislocated
Worker Program Eligibility Policy.

WIOA Youth program eligibility documentation does not vary between types of services or

U

[ Formatted:

Font: Not Italic, No underline

program elements received. Youth’s eligibility is determined at the time of enrollment. If an
individual’s situation changes while receiving services, the individual remains eligible until
program exit. For example, an Out-of-School youth (OSY) who is 24 years of age (the cut off
age for OSY) at the time of enrollment and subsequently turns 25 years of age, is still
considered an OSY until exited from the program.

For more information regarding eligibility requirements, refer to the WIOA Youth Program -
Participant Eligibility Requirements Policy.

In_addition to the general program eligibility requirements for all programs, when applicable,
the following data elements must be verified and made available for review:

Income Eligibility

Veterans Status

Dislocated Worker Eligibility
Barriers
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Additional mMethods of Allowable Source Documentation
Below are additional types of Source Documentation Service Providers may use, if permissible,
to verify eligibility or data element.

1. Telephone or Electronic Communication
In instances where telephone or electronic communication is acceptable and used, the case
file must contain the name of the agency representative, the date of the conversation, and
the result of verification.

Service Providers must use the WIOA Telephone Eligibility Verification Form (Attachment
V), to document telephone communication. If a telephone communication is used to verify
dislocation, the case file must contain the date and reason for termination, and a possible
recall date, if applicable.

2. Self-Attestation
Self-Attestation occurs when a participant declares their status, for an eligibility or set of
eligibility criteria, and then signs and dates a form acknowledging the status.
The key elements for self-attestation are:
e The participant identifying his-er-hertheir status for permitted eligibility criteria; and
e Signing and dating the form attesting to this self-identification (e.g., a signed WIOA
Program Application, Self-Attestation Verification Form (Attachment VI)).

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

The self-attestation is not a blanket verification for all eligibility components as noted in the
Allowable Eligibility Documentation Forms. Within the self-attestation, the individual must
document which specific_elements of eligibility he—er—she—isthey are attesting (e.q.,
authorization to work, proof of termination or layoff, etc.) and how he-ershethey meets the

eligibility criteria.

Service Providers must be cognizant that not all eligibility source documentation may be
verified with self-attestation. Therefore, self-attestation does not alleviate or replace the
need to collect documentation of some eligibility elements from the individual.

3. Case Notes
Case notes refer to statements placed in CalJOBS by the case manager and identify, at a
minimum, the following:
e A participant’s status for a specific data element or eligibility criteria;
e The date on which the information was obtained; and
e The case manager who obtained the information.
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If case notes are used as allowable source documentation, the case note(s) must
provide a documented trail back to the source of information verified. All documents
pertinent to participant activities should be scanned through with case notes and/or
activities to support those entries.

4. Cross-Match

A cross-match requires the Service Provider staff to acquire detailed supporting evidence,
for applicable data element(s), using another database (e.g., public assistance records). An
indicator or presence of a social security number in a database alone is not sufficient
evidence to document WIOA eligibility; additional details such as the date of the eligibility
determination, date of participation, and services rendered should be obtained from the
cross-match to confirm the accuracy and currency of the information. The WIOA Title | —
Source Documentation List (Attachment 1V) identifies the allowable databases to cross-
match.

5. Electronic Records
Electronic records are participant records created, stored, or transferred in a form that can
only be processed in a computer and maintained in CalJOBS. However, an indicator such
as a checkmark or date on a computer screen is not considered acceptable source
documentation.

Participation
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Adult and Dislocated Worker - An individual becomes a patrticipant in the Adult or Dislocated
Worker programs after completing the eligibility determination, satisfying all programmatic
requirements, and receiving a staff-assisted basic career service, individualized career service,
or training service. An individual who uses self-services, or is assisted with information-only
activities, is not considered a participant and therefore does not need to meet eligibility

requirements.

Youth - An individual becomes a youth participant in the Youth program after receiving an
eligibility determination, completing an objective assessment, completing an individual service
strategy, and receiving a service that meets one of the 14 WIOA Youth program elements.

Individuals who use self-service and/or receive information only services or activities are
considered reportable individuals and must be documented.

A

( Formatted: Not Highlight

Exited Participants

An _exit occurs when the participant has not received program services for 90 consecutive
calendar days, and no additional future services are scheduled. The program exit date is
applied retroactively after 90 days to the last service’s actual end date. Follow-up services, self-
services, information-only services or_activities, and supportive services do not delay,
postpone, or affect the date of exit.
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The Allowable Source Documentation for WIOA Program Eligibility form (Attachment 1)
provides guidance for the specific types of source documents that may be used to verify
participant eligibility at each level of service.

Electronic & Physical Files «—{ Formatted: Space After: 0 pt ]

Service Providers are required to ensure that all participant eligibility documentation is
scanned, uploaded, and verified in CalJOBS, while also securely retaining physical copies for
a minimum of three years after the final closeout expenditure report for the funding period, or
as requested. Both physical and electronic copies of these documents are mandatory until
official notification is provided by OCWDB requiring Service Providers to transition to fully
paperless practices. For guidance on collecting and storing supporting documents in CalJOBS,
refer to the CalJOBS Document Imaging and Scanning Policy. Documents uploaded into the
CalJOBS system will be used for verification, ongoing monitoring, and audit purposes in
accordance with WIOA and EDD requirements.

To ensure compliance, documents must be readily available upon request for program, fiscal« —— { Formatted: Justified, Space Before: 12 pt, After: 12pt |
monitors, and auditors during scheduled or unscheduled monitoring reviews. Service Providers

must implement internal controls to visually inspect all scanned documents for completeness,

clarity, and legibility prior to uploading into CalJOBS. This includes ensuring that the document

is properly aligned and free from errors.

Original content of a scanned document must remain unaltered or unmodified once finalized.
While scanning the original document is preferred, legible, verified documents provided by
partners may also be sufficient for documentation purposes. Documents must be kept current
throughout the participant’s program involvement, and any new or updated documents must
be promptly uploaded into CalJOBS to ensure accurate tracking of eligibility and participation.

Service Providers are required to upload all verification documents into CalJOBS immediately
upon availability, following established eligibility guidelines and timeframes. Regqular
compliance checks must be conducted to ensure that all participant information in CalJOBS is
accurate, and that verification documents are uploaded for all fields requiring validation.
Additionally, case notes must clearly state the intent and purpose of each document uploaded,
providing a complete audit trail as required by WIOA and EDD TEGL Directives.

To maintain WIOA compliance, Service Providers must engage in regular internal monitoring
of both physical and electronic files, ensuring data accuracy, completeness, and timeliness.
This_monitoring process will involve scheduled audits of file documentation and cross-
referencing with CalJOBS entries to ensure that all required fields are accurately supported by
appropriate source documentation. Any discrepancies or issues found during monitoring must
be addressed promptly to maintain program integrity and avoid disallowed activites and/or

costs.

| Formatted: Line spacing: Multiple 1.08 li, Adjust space
between Latin and Asian text, Adjust space between Asian
text and numbers
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Electronic Signatures

Document Imaging includes the addition of electronic signatures to any necessary documents
or forms. Signatures may be captured within CalJOBS or using an electronic software such as
pDoc Signer or DocuSign. SubrecipientsService Providers are encouraged to use electronic
signatures for participant convenience.
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ACTION
Bring this policy to the attention of all affected-staff and all-relevant parties.

INQUIRIES

If you have any questions regarding this policy, please centact-yourContract-Administratorat
#1+4-480-6500-email info@ocworkforcesolutions.com.

ATTACHMENTS

Attachment I: Allowable SeureeEligibility Documentation ferWAOA- Adult Program-Eligibiity
Attachment II: Allowable Eligibility Documentation - Dislocated Worker Program
Attachment IlI: Allowable Eligibility Documentation - Youth Program

Attachment 1V: WIOA Title | - Source Documentation List

Attachment HV: WIOA Telephone Eligibility Verification Form

Attachment H1VI: Self-Attestation Verification Form

s | fisai

73 of 113

ltem #7



DYLAN WRIGHT
DIRECTOR
0OC COMMUNITY RESOURCES

CYMANTHA ATKINSON
ASSISTANT DIRECTOR
0OC COMMUNITY RESOURCES

JOANNE VEEDOR
DIRECTOR
ADMINISTRATIVE SERVICES

MONICA SCHMIDT
DIRECTOR
OC ANIMAL CARE

JULIA BIDWELL

DIRECTOR

OC HOUSING & COMMUNITY
DEVELOPMENT

RENEE RAMIREZ
DIRECTOR
OC COMMUNITY SERVICES

PAM PASSOW
DIRECTOR
OC PARKS

JULIE QUILLMAN
COUNTY LIBRARIAN
OC PUBLIC LIBRARIES

WORKFORCE
SECONOMIC
DEVELOPMENT

1300 SOUTH GRAND
BLDG. B, SECOND FLOOR
SANTA ANA, CA 92705
PHONE: 714.480.6500

FAX: 714.567.7132

ltem #7

[ 4

Date: October 30, 2024

To: WIOA Subrecipients of the Orange County
Workforce Development Board

From: Nancy Cook
Director of Workforce and Economic Development

Subject: WIOA Documentation Requirements Policy
Information Notice 24-OCWDB-13
Supersedes Policy and Procedure No. 20-OCWDB-09,
10-OCWDB-04

PURPOSE

This policy provides guidance on acceptable documentation for validating
data elements and determining eligibility. It ensures that the data entered
into CalJOBS is reliable, providing an accurate report on performance for
the Workforce Innovation and Opportunity Act (WIOA) Adult, Dislocated

Worker, and Youth programs.

EFFECTIVE DATE
This policy is effective on the date of issuance.

REFERENCES
e WIOA (Public Law 113-128)
e Training and Employment Guidance Letter (TEGL) 09-22:

Workforce Innovation and Opportunity Act Title | Youth Formula

Program Guidance

e TEGL 7-18: Data Validation Attachment 1 Source Documentation

for WIOA Core Programs
e TEGL 23-19: Change 2, Guidance for Validating Required
Performance Data Submitted by Grant Recipients of U.S.
WSD 22-15 WIOA Data Validation Source Documentation

WSD 23-03: Performance Guidance

WSD 17-07: Youth Program Requirements
WSD 16-18: Selective Service Requirements

BACKGROUND

WSD 18-03: Pathways to Services, Referral, and Enroliment

WSD 24-04 WIOA Title | Eligibility Technical Assistance Guide

Service Providers are responsible for collecting and retaining adequate
documentation to verify WIOA eligibility, track services, and ensure accurate

performance reporting to the Department of Labor (DOL).
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DEFINITIONS

Registration — The process of collecting information to support a determination of eligibility for
the WIOA Adult, Dislocated Worker, and Youth programs. This information may be collected
through methods, including electronic data transfer, personal interview, or an individual’s
application.

Source Document — Physical or electronic document(s) or record(s) that supports the data
captured in CalJOBS and reported to DOL.

Data Element — A standardized unit of information with a unique meaning that is captured in
CalJOBS and reported to the DOL.

Data Element Validation (DEV) — The process of validating source documentation against data
reported in CalJOBS, and ultimately, to the DOL.

Data Validation — Data validation is the series of internal controls or quality assurance
techniques established to verify the accuracy, validity, and reliability of data.

POLICIES AND PROCEDURES

This policy provides guidance and outlines procedures for participant documentation
requirements under the WIOA Adult, Dislocated Worker, and Youth programs. It ensures
compliance with the collection, verification, and reporting of source documents. Service
providers are required to determine eligibility by reviewing source documents and ensuring the
appropriate source documentation is collected for all relevant data elements to be entered into
CalJOBS, as stated within this policy.

Allowable Data Source Documentation for Title | WIOA Programs

Each program that undergoes Data Element Validation (DEV) has specific data elements that
must be verified against source documentation. The WIOA Title | — Source Documentation List
(Attachment 1V) contains a list of data elements, the allowable types of source documents for
each data element, the data element entry location and prompt found in CalJOBS, if applicable.
All WIOA Title | Adult, Dislocated Worker, and Youth programs may use the list to identify
source documentation that is allowable to confirm validation. For additional guidance and
definitions regarding the data elements, refer to WSD 22-15, Attachment 2.

The eligibility verification process and the list of acceptable documents to determine eligibility,
are not the same as DEV. While DEV may verify the existence of acceptable documentation
for certain eligibility criteria and vice versa, DEV does not verify participant eligibility. While the
collection of source documentation for data validation often takes place at the same time as
the determination of an individual's program eligibility, these actions serve different purposes.
Eligibility determination confirms that an individual meets the requirements of a program before
becoming a participant in the program, whereas DEV validates that the data elements entered
in CalJOBS are accurate.

Acceptable Documentation for Eligibility Determination

Eligibility documentation must be collected and entered in CalJOBS for each enrolled program
participant. Attachment |, Attachment Il and Attachment Il provide a detailed list of allowable
source documents needed to verify eligibility under each section. Most eligibility criteria offer
multiple documentation options to ensure the eligibility process is not too burdensome for
applicants to complete.
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General program eligibility for all WIOA-funded services under Title | programs includes criteria
such as age, authorization to work in the United States and compliance with Selective Service
System requirements when applicable, which must be verified and available for subsequent
review.

WIOA Adult and Dislocated Worker eligibility requirements depend on the level of services
provided to the participant. The documentation required increases as participants move from
basic career services, which trigger participation, to individualized career services or training
services. For participants receiving only basic career services, Service Providers may accept
information provided during the intake process at face value, without requiring source
documentation.

For more information regarding eligibility requirements, refer to the Adult and Dislocated
Worker Program Eligibility Policy.

WIOA Youth program eligibility documentation does not vary between types of services or
program elements received. Youth’s eligibility is determined at the time of enroliment. If an
individual’s situation changes while receiving services, the individual remains eligible until
program exit. For example, an Out-of-School youth (OSY) who is 24 years of age (the cut off
age for OSY) at the time of enroliment and subsequently turns 25 years of age, is still
considered an OSY until exited from the program.

For more information regarding eligibility requirements, refer to the WIOA Youth Program -
Participant Eligibility Requirements Policy.

In addition to the general program eligibility requirements for all programs, when applicable,
the following data elements must be verified and made available for review:

Income Eligibility

Veterans Status

Dislocated Worker Eligibility

Barriers

Additional Methods of Allowable Source Documentation
Below are additional types of Source Documentation Service Providers may use, if permissible,
to verify eligibility or data element.

1. Telephone or Electronic Communication
In instances where telephone or electronic communication is acceptable and used, the case
file must contain the name of the agency representative, the date of the conversation, and
the result of verification.

Service Providers must use the WIOA Telephone Eligibility Verification Form (Attachment
V), to document telephone communication. If a telephone communication is used to verify
dislocation, the case file must contain the date and reason for termination, and a possible
recall date, if applicable.

2. Self-Attestation
Self-Attestation occurs when a participant declares their status, for an eligibility or set of
eligibility criteria, and then signs and dates a form acknowledging the status.
The key elements for self-attestation are:
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e The participant identifying their status for permitted eligibility criteria; and
e Signing and dating the form attesting to this self-identification (e.g., a signed WIOA
Program Application, Self-Attestation Verification Form (Attachment VI)).

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

The self-attestation is not a blanket verification for all eligibility components as noted in the
Allowable Eligibility Documentation Forms. Within the self-attestation, the individual must
document which specific elements of eligibility they are attesting (e.g., authorization to work,
proof of termination or layoff, etc.) and how they meet the eligibility criteria.

Service Providers must be cognizant that not all eligibility source documentation may be
verified with self-attestation. Therefore, self-attestation does not alleviate or replace the
need to collect documentation of some eligibility elements from the individual.

. Case Notes

Case notes refer to statements placed in CalJOBS by the case manager and identify, at a
minimum, the following:

e A participant’s status for a specific data element or eligibility criteria;

e The date on which the information was obtained; and

e The case manager who obtained the information.

If case notes are used as allowable source documentation, the case note(s) must
provide a documented trail back to the source of information verified. All documents
pertinent to participant activities should be scanned through with case notes and/or
activities to support those entries.

. Cross-Match

A cross-match requires the Service Provider staff to acquire detailed supporting evidence,
for applicable data element(s), using another database (e.g., public assistance records). An
indicator or presence of a social security number in a database alone is not sufficient
evidence to document WIOA eligibility; additional details such as the date of the eligibility
determination, date of participation, and services rendered should be obtained from the
cross-match to confirm the accuracy and currency of the information. The WIOA Title | —
Source Documentation List (Attachment V) identifies the allowable databases to cross-
match.

. Electronic Records

Electronic records are participant records created, stored, or transferred in a form that can
only be processed in a computer and maintained in CalJOBS. However, an indicator such
as a checkmark or date on a computer screen is not considered acceptable source
documentation.
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Participation

Adult and Dislocated Worker - An individual becomes a participant in the Adult or Dislocated
Worker programs after completing the eligibility determination, satisfying all programmatic
requirements, and receiving a staff-assisted basic career service, individualized career service,
or training service. An individual who uses self-services, or is assisted with information-only
activities, is not considered a participant and therefore does not need to meet eligibility
requirements.

Youth - An individual becomes a youth participant in the Youth program after receiving an
eligibility determination, completing an objective assessment, completing an individual service
strategy, and receiving a service that meets one of the 14 WIOA Youth program elements.

Individuals who use self-service and/or receive information only services or activities are
considered reportable individuals and must be documented.

Exited Participant

An exit occurs when the participant has not received program services for 90 consecutive
calendar days, and no additional future services are scheduled. The program exit date is
applied retroactively after 90 days to the last service’s actual end date. Follow-up services, self-
services, information-only services or activities, and supportive services do not delay,
postpone, or affect the date of exit.

The Allowable Source Documentation for WIOA Program Eligibility form (Attachment 1)
provides guidance for the specific types of source documents that may be used to verify
participant eligibility at each level of service.

Electronic & Physical Files

Service Providers are required to ensure that all participant eligibility documentation is
scanned, uploaded, and verified in CalJOBS, while also securely retaining physical copies for
a minimum of three years after the final closeout expenditure report for the funding period, or
as requested. Both physical and electronic copies of these documents are mandatory until
official notification is provided by OCWDB requiring Service Providers to transition to fully
paperless practices. For guidance on collecting and storing supporting documents in CalJOBS,
refer to the CalJOBS Document Imaging and Scanning Policy. Documents uploaded into the
CalJOBS system will be used for verification, ongoing monitoring, and audit purposes in
accordance with WIOA and EDD requirements.

To ensure compliance, documents must be readily available upon request for program, fiscal
monitors, and auditors during scheduled or unscheduled monitoring reviews. Service Providers
must implement internal controls to visually inspect all scanned documents for completeness,
clarity, and legibility prior to uploading into CalJOBS. This includes ensuring that the document
is properly aligned and free from errors.

Original content of a scanned document must remain unaltered or unmodified once finalized.
While scanning the original document is preferred, legible, verified documents provided by
partners may also be sufficient for documentation purposes. Documents must be kept current
throughout the participant’s program involvement, and any new or updated documents must
be promptly uploaded into CalJOBS to ensure accurate tracking of eligibility and participation.

Service Providers are required to upload all verification documents into CalJOBS immediately

upon availability, following established eligibility guidelines and timeframes. Regular

compliance checks must be conducted to ensure that all participant information in CalJOBS is
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accurate, and that verification documents are uploaded for all fields requiring validation.
Additionally, case notes must clearly state the intent and purpose of each document uploaded,
providing a complete audit trail as required by WIOA and EDD TEGL Directives.

To maintain WIOA compliance, Service Providers must engage in regular internal monitoring
of both physical and electronic files, ensuring data accuracy, completeness, and timeliness.
This monitoring process will involve scheduled audits of file documentation and cross-
referencing with CalJOBS entries to ensure that all required fields are accurately supported by
appropriate source documentation. Any discrepancies or issues found during monitoring must
be addressed promptly to maintain program integrity and avoid disallowed activites and/or
costs.

Electronic Signatures

Document Imaging includes the addition of electronic signatures to any necessary documents
or forms. Signatures may be captured within CalJOBS or using an electronic software such as
pDoc Signer or DocuSign. Service Providers are encouraged to use electronic signatures for
participant convenience.

ACTION
Bring this policy to the attention of all staff and relevant parties.

INQUIRIES
If you have any questions regarding this policy, please email info@ocworkforcesolutions.com.

ATTACHMENTS

Attachment I: Allowable Eligibility Documentation - Adult Program

Attachment II: Allowable Eligibility Documentation - Dislocated Worker Program
Attachment IlI: Allowable Eligibility Documentation - Youth Program
Attachment IV: WIOA Title | - Source Documentation List

Attachment V: WIOA Telephone Eligibility Verification Form

Attachment VI: Self-Attestation Verification Form
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The WIOA made several changes to the priority of service requirement through the addition

of individuals who are basic skills deficient as a priority population, changing intensive

services to career individualized services, and removal of the provision which states priority

of service is only applied if funds are limited.
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The Jobs for Veterans Act (JVA), and the priority of service it requires, acknowledges the
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sacrifices of the men and women who have served in the U.S. Armed Forces. Priority of
service honors veterans and eligible spouses as our “heroes at home” and provides clear
entry points into high-growth, high-wage civilian jobs, and easily accessible post-secondary
education and training to support their advancement along career pathways. Veterans and
eligible spouses possess uniqgue attributes and contribute greatly to the workplace in
accordance with the Workforce Directive WSD 19-04.

WIOA emphasizes-in providing services to individuals with barriers to employment including
recipients of public assistance, individuals who are basic skills deficient, or those identified

as low-income. These groups, along with veterans and eligible spouses, represent some of

[Formatted: Font: 12 pt

the workforce system most in need and are the three priority groups that WIOA specifically
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requirements for participation” in Department of Labor (DOL), programs.

DefinitionsDEFINITIONS

Basic Skills Deficient - An individual that is unable to compute or solve problems, or read,
write, or speak English, at a level necessary to function on the job, in the individual’s family,
or_in society. —Criteria used to determine whether an individual is basic skills deficient
includes the below:
e Lacks a high school diploma or high school equivalency and is not enrolled in post-+«—
secondary education;
Enrolled in a Title || Adult Education/Literacy program;
e English, reading, writing, or computing skills at an 8.9 or below grade level;
e Determined to be Limited English Skills proficient through staff-documented
observations; or
e Other objective criteria determined to be appropriate by the Local Area and
documented in its required policy.

Case Notes - Paper or electronic statements by the case manager that identifies, at a
minimum:
e A participant's status for a specific data element; A
e Date on which the information was obtained; and
e The case manager who obtained the information.

If case notes are used as a documentation source, the case notes must provide an auditable
trail back to the source of information verified. The case manager does not need to keep a
hard copy of the information verified in the participant’s case file.

Covered Person - A Veteran or eligible spouse.

Economically Disadvantaged Adult (or Low Income) - An Economically Disadvantaged Adult
or Low-Income Adult is defined as an individual who meets one of the four subsequent
criteria:

1. Receives, or in the past six months has received, or is a member of a family that is
receiving, or in the past six _months has received, assistance through the
Supplemental Nutrition Assistant Program (SNAP) cash payments under a Federal,
State, or local income-based public assistance program (which includes Medi-Cal,
Medicaid, or Medicare)

2. Received an income, or is a member of a family that received a total family income,
for the 6-month period prior to application for the program involved that, in relation to
family size, does not exceed the higher of the following:

o Poverty level
e 70% of the Lower Living Standard Income Level/Poverty Standards

3. Qualifies as a homeless individual as defined by the Stewart B. McKinney-Vento
Homeless Assistance Act

4. Anindividual who has a disability and whose own income does not exceed the income
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requirement in section 2 but is a member of a family whose income does,

Eligible Spouse - The Spouse of any of the following individuals:
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A. Any Veteran who died of a service-connected disability; -

B. Any member of the Armed Forces serving on active duty who, at the time of
application for the priority, is listed in one or more of the following categories and has
been so listed for a total of more than 90 days:

o__Missing in action;
o Captured in line of duty by a hostile force; or
o Forcibly detained or interned in line of duty by a foreign government or power;
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C. Any Veteran who has a total disability resulting from a service- connected disability,«—

as evaluated by the Department of Veterans Affairs (VA);

D. Any Veteran who died while a disability, as indicated in paragraph (c) of this section,
was in existence.

A spouse whose eligibility is derived from a living veteran or service member (i.e., categories
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B, or C,above) would lose his or her eligibility if the veteran or service member were to lose
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the status that is the basis for the eligibility (e.q., if a veteran with a total service-connected
disability were to receive a revised disability rating at a lower level), or upon divorce from
the veteran or service member.

Non-covered Person - -Any individual who neither meets the definition of Veteran, etnor, as
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defined as a Spouse of a Veteran.

Public Assistance Recipient - An individual that receives federal, state, or local government
cash payments for which eligibility is determined by a needs or income test.

Self-Attestation - When a participant states his or her status for a particular data element,
such as low income, and then signs and dates a form in acknowledgement of this status.
The key elements for self-attestation are:

e The participant to identify his or her status for permitted elements; and

e The participant to sign and date the form to this self-identification.
Note that self-attestation is not to be used as the primary method to gather documentation
to verify data elements. Self-attestation as a documentation source is only to be used when
the preferred options of paper documentation or third-party corroboration are not available.

[Formatted: Font: 12 pt ]

[Formatted: Font: 12 pt ]

Veteran - A Veteran is defined as any individual who served in the active military, naval, or
air service, and who was discharged or released under conditions other than dishonorable.

POLICY AND PROCEDURES

A

oritvof . .
As stated-outlined_in the WIOA Section 134(c)(3)(E), with-respeettopriority of service for,
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individualized career services and training services funded with WIOA adult funds;—prierity
efservice must be given to recipients of public assistance, other low-income individuals, ef
individuals who are basic skills deficient, or veterans and eligible spouses. This policy
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ensures that priority populations, especially veterans and eligible spouses, are made aware
of their_entitlement to priority of services, the full array of employment, training, and
placement services available under priority of service, and any applicable eligibility
requirements for those programs and/ or _services. Additionally, service providers must
ensure that written copies of local priority of service policies are maintained at all service
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delivery points and, to the extent practicable, posted in a way that makes it possible for
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members of the public to easily access them. , ( Formatted: Font: 12 pt

-Priority of service means that veterans and eligible spouses are entitled to take
precedence over non-covered persons in obtaining employment, training, and placement
services. More specifically, a veteran or an eligible spouse either receives access to a
service earlier in time than a non-covered person or, if the resource is limited, the veteran
or eligible spouse receives access to the service instead of or before the non-covered person
in obtaining services.
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Veterans and eligible spouses continue to receive priority of service among all eligible
individuals; however, they must meet the WIOA Aadult Pprogram eligibility criteria and meet
the criteria under WIOA Section 124(c)(3)(E).

i Applying Priority of Service
The application of priority of service varies depending on the eligibility requirements of the
particular program. There are four basic categories of DOL-funded programs: universal
access programs, programs that require participants to meet specified eligibility criteria,
programs with statutory priorities, and programs with discretionary priorities. The following
describes how priority of service applies to these basic types of programs.

Universal Access Programs — For workforce programs that operate or deliver services to
the public as a whole without targeting specific groups (e.g., WIOA basic career services),
veterans and eligible spouses receive priority of service over all other program

participants.

Programs with Eligibility Criteria — Eligibility criteria identify basic conditions that each
participant in a specific program is required to meet. For example, for the WIOA Adult,
Dislocated Worker, and Youth programs, every participant is required to meet program
eligibility requirements (e.g., age, selective service registration, etc.). A veteran or eligible
spouse must first meet all of the eligibility criteria in order to be considered eligible for
participation in the program. Once determined eligible for participation, the veteran or
eligible spouse receives priority for participation in the program and receipt of services.

Programs with Statutory Priorities - In addition to the eligibility criteria that all participants
are required to meet, some programs have priorities that target certain populations and
establish a rank order for enrolling or serving participants (e.g., the WIOA priority for Adult
funds to serve recipients of public assistance, other low-income individuals, and individuals
who are basic skills deficient). While veterans’ priority is required under federal law and
cannot be waived, it is not intended to displace existing eligibility requirements and
statutory priorities. Therefore, in these instances, veterans and eligible spouses must first
meet both the program'’s eligibility and statutory priority criteria to receive priority for
participation in the program and receipt of services. Program operators must determine the
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status of each individual veteran or eligible spouse and apply priority of service in the
following order:

1. Veterans and eligible spouses who meet the program’s statutory priority
requirement (e.q., veterans and eligible spouses who are also recipients of public
assistance, other low-income individuals, or individuals who are basic skills
deficient).

2. Non-covered persons who meet the program’s statutory priority requirement (e.g.,
non-covered persons who are recipients of public assistance, other low-income
individuals, or individuals who are basic skills deficient).

3. Veterans and eligible spouses who do not meet the program’s statutory priority
requirement.

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

5. Non-covered persons outside the program’s statutory priority requirement.

Programs with Discretionary Priorities — Programs with discretionary priorities may make
an effort to provide a certain level of service to a particular group. However, the law does
not mandate that the target group be served before other eligible individuals. With respect
to priority of service, the only feature that distinguishes discretionary targeting programs
from universal access programs is the additional application of the discretionary targeting
criterion to non-covered persons. Therefore, program operators must apply priority of
service in the order below:

1. Veterans and eligible spouses.

2. Non-covered persons within the discretionary targeting group.

3. Non-covered persons outside the discretionary targeting group.

Universal-AccessPrograms
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Service providers must put processes into place to ensure that veterans and eligible spouses ( Formatted: Font: Bold

are identified at the point of entry and given an opportunity to take full advantage of priority
of service. The point of entry includes physical locations such as American Job Centers of
California, as well as websites such as CalJOBS, and other virtual service delivery
resources. These processes should ensure that veterans and eligible spouses are aware of

89 of 113



their entitlement to priority of service, the full array of employment, training, and placement

services available under priority of service, any applicable eligibility requirements for those

programs and services, and in cases of online points of entry, how to access assistance via

the nearest AJCC. This information must be provided to “covered persons” either verbally

or in writing at each point in the program:

At the point of entry; and

At orientation; and

At eligibility determination; and

At assessment; and

as LN

During program activities., «

General Requirements

For individualized career services and training services funded by WIOA Adult funds, priority

of service must be given to recipients of public assistance, other low-income individuals, or

individuals who are basic skills deficient.

Priority of service status is established at the time of eligibility determination and does not

change throughout the period of participation. Priority does not apply to the dislocated

worker population.

When programs are statutorily required to provide priority, such as the WIOA Adult program,

after eligibility for that program is determined, then priority must be provided in the order

below:

—Grodp-t: <
1. Group 1 - First priority must be given to Veterans and eligible spouses who are also

Economically Disadvantaged Adults (i-e-i.e., recipients of public assistance and other

low income individuals) or individuals who are basic skills deficient. Veterans and k‘
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e Individuals employed less than full-time who are in search of full-time
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employment;

e Individuals who are employed in a position that is inadequate with respect to
their skills and training;

e Individuals who are employed who meet the definition of a low-income
individual in WIOA Sec. 3(36); and,

e Individuals who are employed, but whose current job’s earnings are not
sufficient compared to their previous job’s earnings from their previous
employment, per State and/or local policy.

Income Eligibility Requirements
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When determining eligibility for programs that have a statutory requirement to serve low
income individuals, many types of military service-related income are exempt. Certain pay,
financial allowances, and financial benefits must be disregarded for veterans, transitioning
service_ members, or any other individuals for whom these amounts would normally be
applied in making an eligibility determination.

The following types of military-related income are not included in low-income calculations:
e Military pay or allowances paid while on active duty; -
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e b) Military pay or allowances paid by the VA for vocational rehabilitation, disability«

payments, or related VA-funded programs (including the VA work study allowance),
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and including any financial benefits received under the following chapters of Title 38

U.S.C.:
Chapter 11 - Compensation for service-connected disability or death:;
Chapter 13 - Dependency and indemnity compensation for service-connected, ( Formatted: Font: (Defaut) Arial )

deaths. Chapter 30 - All-volunteer force educational assistance program;
e Chapter 31 - Training and rehabilitation for veterans with service-connected
disabilities;
Chapter 33 — Post-9/11 educational assistance;
Chapter 35 - Survivors’ and dependents’ educational assistance; and
Chapter 36 - Administration of educational benefits.
Any benefits received under Title 10 U.S.C. Chapter 106 - Educational assistance for
members of the selected reserve. Page 7 of 8

The following types of military-related income are included in low-income calculations:

e Pension payments authorized by Title 10 U.S.C., such as those received by military+ [Formatted: Font: (Default) Arial ]
retirees, regardless of whether their retirement was based on disability; and " | Formatted: List Paragraph, Bulleted + Level: 1 + Aligned at: J
e Pension benefits paid under Title 38 U.S.C. Chapter 15 — Pensions for low-income, 0.25" + Indent at: 0.5

wartime veterans who are disabled for reasons not connected or related to their
military service.

Also note that VA benefits for education and training services do not constitute “other grant
assistance” under WIOA's eligibility requirements. Therefore, veterans or eligible spouses
who are eligible for the Gl Bill or other forms of VA-funded education or training are not
required to coordinate their entitlement to those benefits with their eligibility for WIOA-funded
training, as stipulated under 20 CFR Section 680.230. Staff may not require veterans or
eligible spouses to exhaust their entittement to VA funded training prior to enrolling them in
WIOA-funded training.

[Formatted: Font: 12 pt ]

Documentation
It is not necessary for staff to verify the status of priority of service until the individual

undergoes eligibility determination and is enrolled in a WIOA individualized career service
or training service. Until the point at which the participant receives an individualized career
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service or training service, an individual who states they meet the priority eligibility criteria
must be accorded priority of service on the basis of self-attestation.
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In instances in which eligibility determination and enroliment in a WIOA individualized career
service occurs at the point of entry, a covered person must be enrolled, provided immediate
priority, and permitted to follow-up subsequently with any required verification of his or her
status as a covered person. “-WIOA Programs Documentation Requirements Policy lists
sources of documentation that shall be used to verify whether an adult participant qualifies
for priority of service under WIOA.

ACTION:
Bring this policy to the attention of all affected staff all relevant parties.
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INQUIRIES:

If you have any  questions regarding this policy, please email ( Formatted: Font: 12 pt

) WU

info@ocworkforcesolutions.com.eentact-your-Contract- Administrator-by-calling
{714)-480-6500-
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Date: October 30, 2024
To: WIOA Subrecipients of the Orange County Workforce
Development Board
From: Nancy Cook
Director of Workforce Development Board
Subject: WIOA Priority of Service
Information Notice No. 24-OCWDB-14
Supersedes Information Notice No. 15-OCWDB-07
PURPOSE

This policy provides guidance regarding the Workforce Innovation and
Opportunity Act (WIOA) Title | Adult Program and Veterans priority of service.

EFFECTIVE DATE
This policy is effective on the date of the issuance.

REFERENCES

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

Jobs for Veterans Act (JVA) of 2002 (Public Law 107-288)

Title 38 United States Code (U.S.C.) Sections 101(2), 4213, and 4215(a),
and Chapters 11, 13, 15, 30-31, 33, and 35-36

Title 20 Code of Federal Regulations (CFR) Part 1010: “Priority of Service
for Covered Persons”

Title 20 Code of Federal Regulations (CFR) WIOA, Final Rule Sections
680.150, 680.600, 680.610, 680.650 and 683.230

Title 20 Code of Federal Regulations (CFR) Part 1010: “Priority of Service
for Covered Persons” ¢ Title 20 CFR Sections 680.600, 680.650, and
683.230

Workforce Services Directive WSD15-14, Subject: WIOA Adult Program
Priority of Service (January 22, 2016)

Workforce Services Directive WSD 19-04 Subject: Priority of Service for
Veterans and Eligible Spouses (September 11, 2019)

USDOL, Training and Employment Guidance Letter (TEGL) 19-16,
Guidance on Services Provided through the Adult and Dislocated under
WIOA (March 1, 2017)

USDOL, TEGL 10-09, Implementing Priority of Service for Veterans and
Eligible Spouses in all Qualified Job Training Programs Funded in whole
or in part by the U.S. Department of Labor (November 10, 2009)
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BACKGROUND

The WIOA made several changes to the priority of service requirement through the addition
of individuals who are basic skills deficient as a priority population, changing intensive
services to career individualized services, and removal of the provision which states priority
of service is only applied if funds are limited.

The Jobs for Veterans Act (JVA), and the priority of service it requires, acknowledges the
sacrifices of the men and women who have served in the U.S. Armed Forces. Priority of
service honors veterans and eligible spouses as our “heroes at home” and provides clear
entry points into high-growth, high-wage civilian jobs, and easily accessible post-secondary
education and training to support their advancement along career pathways. Veterans and
eligible spouses possess unique attributes and contribute greatly to the workplace in
accordance with the Workforce Directive WSD 19-04.

WIOA emphasizes providing services to individuals with barriers to employment including
recipients of public assistance, individuals who are basic skills deficient, or those identified
as low-income. These groups, along with veterans and eligible spouses, represent some of
the workforce system most in need and are the three priority groups that WIOA specifically
mandates are entitled to receive priority of service “who otherwise meet the eligibility
requirements for participation” in Department of Labor (DOL) programs.

DEFINITIONS
Basic Skills Deficient - An individual that is unable to compute or solve problems, or read,
write, or speak English, at a level necessary to function on the job, in the individual’s family,
or in society. Criteria used to determine whether an individual is basic skills deficient includes
the below:
e Lacks a high school diploma or high school equivalency and is not enrolled in post-
secondary education;
e Enrolled in a Title Il Adult Education/Literacy program;
e English, reading, writing, or computing skills at an 8.9 or below grade level,;
e Determined to be Limited English Skills proficient through staff-documented
observations; or
e Other objective criteria determined to be appropriate by the Local Area and
documented in its required policy.

Case Notes - Paper or electronic statements by the case manager that identifies, at a
minimum:

e A participant's status for a specific data element;

e Date on which the information was obtained; and

e The case manager who obtained the information.

If case notes are used as a documentation source, the case notes must provide an auditable
trail back to the source of information verified. The case manager does not need to keep a
hard copy of the information verified in the participant’s case file.

Covered Person - A Veteran or eligible spouse.

Economically Disadvantaged Adult (or Low Income) - An Economically Disadvantaged Adult
or Low-Income Adult is defined as an individual who meets one of the four subsequent
criteria:
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1. Receives, or in the past six months has received, or is a member of a family that is
receiving, or in the past six months has received, assistance through the
Supplemental Nutrition Assistant Program (SNAP) cash payments under a Federal,
State, or local income-based public assistance program (which includes Medi-Cal,
Medicaid, or Medicare)

2. Received an income, or is a member of a family that received a total family income,
for the 6-month period prior to application for the program involved that, in relation to
family size, does not exceed the higher of the following:

e Poverty level
e 70% of the Lower Living Standard Income Level/Poverty Standards

3. Qualifies as a homeless individual as defined by the Stewart B. McKinney-Vento
Homeless Assistance Act

4. Anindividual who has a disability and whose own income does not exceed the income
requirement in section 2 but is a member of a family whose income does.

Eligible Spouse - The Spouse of any of the following individuals:

A. Any Veteran who died of a service-connected disability;

B. Any member of the Armed Forces serving on active duty who, at the time of
application for the priority, is listed in one or more of the following categories and has
been so listed for a total of more than 90 days:

o Missing in action;
o Captured in line of duty by a hostile force; or
o Forcibly detained or interned in line of duty by a foreign government or power;

C. Any Veteran who has a total disability resulting from a service- connected disability,
as evaluated by the Department of Veterans Affairs (VA);

D. Any Veteran who died while a disability, as indicated in paragraph (c) of this section,
was in existence.

A spouse whose eligibility is derived from a living veteran or service member (i.e., categories
B. or C. above) would lose his or her eligibility if the veteran or service member were to lose
the status that is the basis for the eligibility (e.g., if a veteran with a total service-connected
disability were to receive a revised disability rating at a lower level), or upon divorce from
the veteran or service member.

Non-covered Person - Any individual who neither meets the definition of Veteran, nor as
defined as a Spouse of a Veteran.

Public Assistance Recipient - An individual that receives federal, state, or local government
cash payments for which eligibility is determined by a needs or income test.

Self-Attestation - When a participant states his or her status for a particular data element,
such as low income, and then signs and dates a form in acknowledgement of this status.
The key elements for self-attestation are:

e The participant to identify his or her status for permitted elements; and

e The participant to sign and date the form to this self-identification.
Note that self-attestation is not to be used as the primary method to gather documentation
to verify data elements. Self-attestation as a documentation source is only to be used when
the preferred options of paper documentation or third-party corroboration are not available.

Veteran - A Veteran is defined as any individual who served in the active military, naval, or
air service, and who was discharged or released under conditions other than dishonorable.
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POLICY AND PROCEDURES

As outlined in the WIOA Section 134(c)(3)(E), priority of service for individualized career
services and training services funded with WIOA adult funds must be given to recipients of
public assistance, other low-income individuals, individuals who are basic skills deficient, or
veterans and eligible spouses. This policy ensures that priority populations, especially
veterans and eligible spouses, are made aware of their entitlement to priority of services,
the full array of employment, training, and placement services available under priority of
service, and any applicable eligibility requirements for those programs and/ or services.
Additionally, service providers must ensure that written copies of local priority of service
policies are maintained at all service delivery points and, to the extent practicable, posted in
a way that makes it possible for members of the public to easily access them.

Priority of service means that veterans and eligible spouses are entitled to take precedence
over non-covered persons in obtaining employment, training, and placement services. More
specifically, a veteran or an eligible spouse either receives access to a service earlier in time
than a non-covered person or, if the resource is limited, the veteran or eligible spouse
receives access to the service instead of or before the non-covered person in obtaining
services.

Veterans and eligible spouses continue to receive priority of service among all eligible
individuals; however, they must meet the WIOA Adult Program eligibility criteria and meet
the criteria under WIOA Section 124(c)(3)(E).

Applying Priority of Service

The application of priority of service varies depending on the eligibility requirements of the
particular program. There are four basic categories of DOL-funded programs: universal
access programs, programs that require participants to meet specified eligibility criteria,
programs with statutory priorities, and programs with discretionary priorities. The following
describes how priority of service applies to these basic types of programs.

Universal Access Programs — For workforce programs that operate or deliver services to
the public as a whole without targeting specific groups (e.g., WIOA basic career services),
veterans and eligible spouses receive priority of service over all other program
participants.

Programs with Eligibility Criteria — Eligibility criteria identify basic conditions that each
participant in a specific program is required to meet. For example, for the WIOA Adult,
Dislocated Worker, and Youth programs, every participant is required to meet program
eligibility requirements (e.g., age, selective service registration, etc.). A veteran or eligible
spouse must first meet all of the eligibility criteria in order to be considered eligible for
participation in the program. Once determined eligible for participation, the veteran or
eligible spouse receives priority for participation in the program and receipt of services.

Programs with Statutory Priorities - In addition to the eligibility criteria that all participants
are required to meet, some programs have priorities that target certain populations and
establish a rank order for enrolling or serving participants (e.g., the WIOA priority for Adult
funds to serve recipients of public assistance, other low-income individuals, and individuals
who are basic skills deficient). While veterans’ priority is required under federal law and
cannot be waived, it is not intended to displace existing eligibility requirements and
statutory priorities. Therefore, in these instances, veterans and eligible spouses must first
meet both the program'’s eligibility and statutory priority criteria to receive priority for
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participation in the program and receipt of services. Program operators must determine the
status of each individual veteran or eligible spouse and apply priority of service in the
following order:

1. Veterans and eligible spouses who meet the program’s statutory priority
requirement (e.g., veterans and eligible spouses who are also recipients of public
assistance, other low-income individuals, or individuals who are basic skills
deficient).

2. Non-covered persons who meet the program’s statutory priority requirement (e.g.,
non-covered persons who are recipients of public assistance, other low-income
individuals, or individuals who are basic skills deficient).

3. Veterans and eligible spouses who do not meet the program’s statutory priority
requirement.

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

5. Non-covered persons outside the program’s statutory priority requirement.

Programs with Discretionary Priorities — Programs with discretionary priorities may make
an effort to provide a certain level of service to a particular group. However, the law does
not mandate that the target group be served before other eligible individuals. With respect
to priority of service, the only feature that distinguishes discretionary targeting programs
from universal access programs is the additional application of the discretionary targeting
criterion to non-covered persons. Therefore, program operators must apply priority of
service in the order below:

1. Veterans and eligible spouses.

2. Non-covered persons within the discretionary targeting group.

3. Non-covered persons outside the discretionary targeting group.

Identifying Veterans and Eligible Spouses

Service providers must put processes into place to ensure that veterans and eligible spouses
are identified at the point of entry and given an opportunity to take full advantage of priority
of service. The point of entry includes physical locations such as American Job Centers of
California, as well as websites such as CalJOBS, and other virtual service delivery
resources. These processes should ensure that veterans and eligible spouses are aware of
their entitlement to priority of service, the full array of employment, training, and placement
services available under priority of service, any applicable eligibility requirements for those
programs and services, and in cases of online points of entry, how to access assistance via
the nearest AJCC. This information must be provided to “covered persons” either verbally
or in writing at each point in the program:

At the point of entry; and

At orientation; and

At eligibility determination; and

At assessment; and

During program activities.

arhLON=

General Requirements

Forindividualized career services and training services funded by WIOA Adult funds, priority
of service must be given to recipients of public assistance, other low-income individuals, or
individuals who are basic skills deficient.
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Priority of service status is established at the time of eligibility determination and does not
change throughout the period of participation. Priority does not apply to the dislocated
worker population.

When programs are statutorily required to provide priority, such as the WIOA Adult program,
after eligibility for that program is determined, then priority must be provided in the order
below:

1. Group 1 - First priority must be given to Veterans and eligible spouses who are also
Economically Disadvantaged Adults (i.e., recipients of public assistance and other
low income individuals) or individuals who are basic skills deficient. Veterans and
Eligible Spouses would receive first priority for services with WIOA Adult formula
funds for individualized career services and training services.

2. Group 2 - Second priority must be given to Economically Disadvantaged Adults (i.e.,
recipients of public assistance or other low income individuals), or individuals who are
basic skills deficient.

3. Group 3 - Third priority must be given to Veterans and eligible spouses who are not
economically disadvantaged (i.e., not recipients of public assistance or other low
income individuals) or are not basic skills deficient.

4. Group 4 - Fourth priority is given to priority populations established by the Governor
and/or Local Workforce Development Board.

5. Group 5- Fifth priority is given to non-covered persons outside the groups given
priority under WIOA:

¢ Individuals employed less than full-time who are in search of full-time
employment;

¢ Individuals who are employed in a position that is inadequate with respect to
their skills and training;

¢ Individuals who are employed who meet the definition of a low-income
individual in WIOA Sec. 3(36); and,

e Individuals who are employed, but whose current job’s earnings are not
sufficient compared to their previous job’s earnings from their previous
employment, per State and/or local policy.

Income Eligibility Requirements

When determining eligibility for programs that have a statutory requirement to serve low
income individuals, many types of military service-related income are exempt. Certain pay,
financial allowances, and financial benefits must be disregarded for veterans, transitioning
service members, or any other individuals for whom these amounts would normally be
applied in making an eligibility determination.

The following types of military-related income are not included in low-income calculations:

e Military pay or allowances paid while on active duty;

e b) Military pay or allowances paid by the VA for vocational rehabilitation, disability
payments, or related VA-funded programs (including the VA work study allowance),
and including any financial benefits received under the following chapters of Title 38
US.C.:

e Chapter 11 - Compensation for service-connected disability or death;

e Chapter 13 - Dependency and indemnity compensation for service-connected
deaths. Chapter 30 - All-volunteer force educational assistance program;

e Chapter 31 - Training and rehabilitation for veterans with service-connected
disabilities;

e Chapter 33 — Post-9/11 educational assistance;
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e Chapter 35 - Survivors’ and dependents’ educational assistance; and

e Chapter 36 - Administration of educational benefits.

e Any benefits received under Title 10 U.S.C. Chapter 106 - Educational assistance for
members of the selected reserve. Page 7 of 8

The following types of military-related income are included in low-income calculations:
e Pension payments authorized by Title 10 U.S.C., such as those received by military
retirees, regardless of whether their retirement was based on disability; and
e Pension benefits paid under Title 38 U.S.C. Chapter 15 — Pensions for low-income,
wartime veterans who are disabled for reasons not connected or related to their
military service.

Also note that VA benefits for education and training services do not constitute “other grant
assistance” under WIOA'’s eligibility requirements. Therefore, veterans or eligible spouses
who are eligible for the Gl Bill or other forms of VA-funded education or training are not
required to coordinate their entitlement to those benefits with their eligibility for WIOA-funded
training, as stipulated under 20 CFR Section 680.230. Staff may not require veterans or
eligible spouses to exhaust their entitlement to VA funded training prior to enrolling them in
WIOA-funded training.

Documentation

It is not necessary for staff to verify the status of priority of service until the individual
undergoes eligibility determination and is enrolled in a WIOA individualized career service
or training service. Until the point at which the participant receives an individualized career
service or training service, an individual who states they meet the priority eligibility criteria
must be accorded priority of service on the basis of self-attestation.

In instances in which eligibility determination and enroliment in a WIOA individualized career
service occurs at the point of entry, a covered person must be enrolled, provided immediate
priority, and permitted to follow-up subsequently with any required verification of his or her
status as a covered person. WIOA Programs Documentation Requirements Policy lists
sources of documentation that shall be used to verify whether an adult participant qualifies
for priority of service under WIOA.

ACTION
Bring this policy to the attention of all affected staff all relevant parties.

INQUIRIES
If you have any questions regarding this policy, please email
info@ocworkforcesolutions.com.

ATTACHMENTS
None
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Item #08 — ACTION
AJCC Certification Process
Recommendation Summary
October 30, 2024

BACKGROUND:

Under the Workforce Innovation and Opportunity Act (WIOA), Local Workforce Development Boards
(Local Boards) are responsible for ensuring high-quality service delivery at American Job Center of
California (AJCC) locations. WIOA established a framework for AJCC certification, which is required once
every three years. The certification process is designed to ensure the Effectiveness of AJCC services,
Accessibility for individuals with disabilities, and Continuous Improvement of the AJCC system.

The WIOA Joint Final Rule outlines three key requirements for AJCC Certification:
Effectiveness of the AICC,

Physical and programmatic accessibility for individuals with disabilities, and
Continuous improvements for local AJCC system.

Assessment Process:

As mandated by WIOA Section 121(g), the OCWDB has appointed an evaluation panel to conduct
independent assessments of AJCCs using the CWDB’s Baseline Criteria Matrix and Certification Indicator
Assessment at the following AJCC sites by County staff and OCWDB members:

e Comprehensive OC Workforce Solutions Center North (Brea)
e  OC Workforce Solutions Center South (Laguna Niguel)

e Los Alamitos Joint Forces Training Base

e Manchester Office Building

e Mobile Unit

e Probation Center South County

e Tustin Temporary Emergency Shelter

Next Steps:

The completed assessments will be submitted to EDD Regional Advisors by the November 1, 2024
deadline. This submission will ensure that AJCCs meet WIOA certification standards and continue to
deliver consistent, high-quality services to job seekers, workers, and employers.

Fiscal Impact:
No additional fiscal impact.

RECOMMENDATION(S):
1. Approve the American Job Center of California (AJCC) Baseline Criteria Matrices and Certification
Indicator Assessments for Program Years 2024-27.

2. Allow staff to make non-substantive changes as necessary.

ATTACHMENT(S):
Comprehensive Certification Matrix Baseline Criteria and Certification Indicator Assessment for each site
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AJCC Baseline Certification Matrix

The American Job Centers of California (AJCC) undergo a baseline certification process to ensure compliance with WIOA
statutory and regulatory standards. This includes the completion of Memorandums of Understanding (MOUSs), provision of
required services, and ensuring accessibility for individuals with disabilities. Evaluators noted that all locations met these
requirements. WIOA Section 188 compliance monitoring was completed for most centers in PY 2021-22, with no findings.
New centers opened after this compliance period and were therefore not applicable for the review.

AJCC Certification Assessment Indicators
The assessment focuses on continuous improvement across seven key indicators:

Indicator 1: Universal Access

Evaluators noted the AJCCs excelled in creating a welcoming and accessible environment for all individuals, including
those with disabilities, through both in-person and virtual services supported by assistive technology. Staff training
effectively addresses disabilities, cultural differences, and employment barriers, with additional accessibility provided by
physical accommodations and flexible hours. Recommendations for affiliate locations focused on further refining disability
access training, enhancing Equal Opportunity Officer training, and expanding language services to support continuous
improvement.

Indicator 2: One-Stop System Partnerships

Evaluators praised the AJCCs’ effective partnerships with co-located and non-co-located partners, supported by bi-monthly
meetings to discuss services and share feedback. They noted that the One-Stop System has a detailed referral process
outlined in the MOU to coordinate services. Recommendations included improving CalJOBS referral usage, developing a
follow-up process for referral statuses, and using the "start, stop, continue" feedback method to enhance partner
collaboration and service improvements.

Indicator 3: Customer-Centered Services

Evaluators highlighted the AJCCs’ focus on staff cross-training and client feedback to deliver personalized, customer-
centered services. Structured intake and integrated case management ensure a seamless transition from enrollment to
service delivery. Recommendations included enhancing engagement with external partners, maintaining consistent cross-
training for all staff across locations, and improving communication channels at affiliate sites to strengthen collaboration.

Indicator 4: Skill Development and Career Pathways

Evaluators appreciated the AJCC staff's commitment to enhancing clients' skills and employment outcomes through career
guidance, workshops, and individualized support. Using a data-driven approach, AJCCs leverage labor market information
to guide clients toward regional career pathways and target sectors. Recommendations included continuing staff training
on labor market trends and increasing the visibility of AJCC services, especially at affiliate locations like the Los Alamitos
Joint Forces Training Base and Tustin Emergency Shelter.

Indicator 5: Industry Engagement and Sector Strategies

Evaluators observed that the AJCCs effectively align services with regional economic needs, using employer feedback to
refine business strategies. Business services include job placement, Work Experience, On-the-Job Training programs,
and hiring events. Recommendations noted specifically for affiliate locations emphasized expanding efforts to explore
innovative job connection strategies to further enhance client outcomes.

Indicator 6: Cross-Trained Staffing

Evaluators identified that comprehensive staff training at the AJCCs covers labor market information, customer service,
and partner services, with bi-monthly meetings fostering collaboration. Recommendations included refining training
processes, ensuring all staff remain informed about sector strategies and partner programs, and formalizing more frequent
check-ins with partner programs to enhance service quality.

Indicator 7: Data-Driven Continuous improvement.

Evaluators valued the AJCC's effective performance tracking, which ensures accountability by using client satisfaction
surveys to adjust services based on feedback. The AJCC collects data from both clients and employers to refine its service
offerings. Recommendations included enhancing the feedback process in affiliate locations, such as the Tustin Emergency
Shelter and South County Field Services.
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Item #09— ACTION
2025 OCWDB Meeting Calendar
Recommendation Summary
October 30, 2024

BACKGROUND:

Per OCWDB Bylaws, the OCWDB shall, at its last meeting of each calendar year, adopt a schedule of
regular meetings (no meetings in July or December) and transmit that schedule in writing to members,
the County and the public at large. At a minimum the OCWDB shall hold one regular meeting per
quarter, as scheduled by the OCWDB Executive Director in coordination with the Chair and OCCR.

RECOMMENDATION(S):
Review and approve 2025 meeting schedule for the Orange County Workforce Development Board and
Standing Committees.

ATTACHMENT(S):
1. OCWDB 2025 Calendar Draft
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2025 DRAFT Meeting Schedule

JANUARY FEBRUARY MARCH
Sun Mon | Tues Wed | Thur Fri Sat Sun Mon | Tues Wed | Thur Fri Sat Sun Mon | Tues | Wed Thur Fri Sat
1 2 3 4 1 1
5 6 7 8 9 10 11 2 3 4 5 6 7 8 2 3 4 5 6 7 8
12 13 14 15 16 17 18 9 10 11 12 13 14 15 9 10 11 13 14 15
19 20 21 22 23 24 25 16 17 18 19 20 21 22 16 17 18 20 21 22
26 27 28 29 30 31 23 24 25 26 27 28 23 24 25 27 28 29
30 31
APRIL MAY JUNE
Sun Mon | Tues Wed | Thur Fri Sat Sun Mon | Tues Wed | Thur Fri Sat Sun Mon | Tues | Wed Thur Fri Sat
1 2 3 4 5 1 2 3 1 2 3 4 5 6 7
6 7 8 9 10 11 12 4 5 6 7 8 9 10 8 9 10 11 12 13 14
13 14 15 16 17 18 19 11 12 13 14 15 16 17 15 16 17 18 19 20 21
20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28
27 28 29 30 25 26 27 28 29 30 31 29 30
JuLy AUGUST SEPTEMBER
Sun Mon | Tues Wed | Thur Fri Sat Sun Mon | | Tues Wed | Thur Fri Sat Sun Mon | Tues | Wed Thur Fri Sat
1 2 3 4 5 1 2 1 2 3 4 5 6
6 7 8 9 10 11 12 3 4 5 6 7 8 9 7 8 9 11 12 13
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 18 19 20
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 25 26 27
27 28 29 30 31 24 25 26 27 28 29 30 28 29 30
31
OCTOBER NOVEMBER DECEMBER
Sun Mon | Tues Wed | Thur Fri Sat Sun Mon | Tues Wed | Thur Fri Sat Sun Mon | Tues | Wed Thur Fri Sat
1 2 3 4 1 1 2 3 4 5 6
5 6 7 8 9 10 11 2 3 4 5 6 7 8 7 8 9 10 11 12 13
12 13 14 15 16 17 18 9 10 11 12 13 14 15 14 15 16 17 18 19 20
19 20 21 22 23 24 25 16 17 18 19 20 21 22 21 22 23 24 25 26 27
26 27 28 29 30 31 23 24 25 26 27 28 29 28 29 30 31
30
. . . . OC Workforce
Youth One-Stop Oversight Business Services Executive Development
Committee Committee (OS Committee (BS Committee
(05) (BS) Board (Full Board)
10:00 AM 10:00 AM 10:00 AM 10:00 AM
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Item #10 — ACTION
Election of Officers
Recommendation Summary
October 30, 2024

BACKGROUND:

Per OCWDB Bylaws, election of officers shall be held annually during the last OCWDB meeting of each
calendar year by majority vote, a quorum being present. Nominations will be taken from the floor (and
members can self-nominate) at the OCWDB meeting.

RECOMMENDATION(S):
Accept nominations from the floor and conduct election for the following OCWDB positions for a term of
(1) year:

A) Chairperson

B) First Vice Chairperson

C) Second Vice Chairperson

ATTACHMENT(S):
None
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WORKFORCE
SOLUTIONS

Connecting job seekers and businesses to no-cost services.

PERFORMANCE DASHBOARDIPROGRAM YEAR 24-25 Q1
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OC Workforce Solutions Center OC Workforce Solutions Center
675 Placentia Avenue, Suite 330 www.ocworkforcesolutions.com 28202 Cabot Road, Suite 140
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