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7.0  Best Practices

	1.0  Local Workforce Investment Area – General Information

	Name of Local WIA:
	

	Name and Address of the Comprehensive One-Stop Center

	

	Name of the One-Stop Operator:
	

	How was the One-Stop Operator selected?  662.410 (b)(1-3)

	

	Website URL of the Comprehensive One-Stop Center/One-Stop Operator

	

	What are the hours of operations?
	

	Are services offered outside of traditional hours?  If so, what services are offered?

	

	List the names of other comprehensive One-Stop Centers operating in the LWIA:

	

	Personnel present for review:

(Name and Title)
	

	Reviewer: 
	

	Date of Review:
	


	2.0  One-Stop Operations


	2.1  Partners - Complete the chart and indicate the level of participation of the partners (identified in Section 121(b)(1)(B) of the Workforce Investment Act).


	 2.1.1  List any Required One-Stop partners and their level of participation in the One-Stop Center:  

	Required Partner
	One-Stop Partner Name
	Contact Name
	Partner Status:

Full Time (F)

Part Time (P) days/hours

Electronic (E)
	Local Address

(if not on-site)

	WIA Title I Programs

	1. Adults
	
	
	
	

	2. Dislocated Workers
	
	
	
	

	3. Youth
	
	
	
	

	4. Job Corps
	
	
	
	

	5. Native American Programs
	
	
	
	

	6. Migrant & Seasonal Farm Worker Programs
	
	
	
	

	Wagner-Peyser Act Programs
	
	
	
	

	Adult Education and Literacy Activities
	
	
	
	

	Rehabilitation Act
	
	
	
	

	Senior Community Service Employment Activities
	
	
	
	

	Carl D. Perkins Act, Post Secondary Vocational Education
	
	
	
	

	Trade Act
	
	
	
	

	Veterans
	
	
	
	

	Community Services Block Grant
	
	
	
	

	Housing and Urban Development
	
	
	
	

	Unemployment Compensation
	
	
	
	

	 2.1.2  List any optional One-Stop partners and their level of participation in the One-Stop Center:  

	Optional Partner
	One-Stop Partner Name
	Contact Name
	Partner Status:

Full Time (F)

Part Time (P) days/hours

Electronic (E)
	Local Address

(if not on-site)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Describe the LWIA partnership with the local library system?

	


	2.2  One-Stop Governance - Memorandum of Understanding (MOU)

	Have Memoranda of Understanding (MOUs) been executed with all partners and are they up to date? 
	 FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If no, please describe the steps taken to address this.



	Do the MOUs describe the services provided by each partner at the One-Stop Centers? (20CFR 662.260; 20 CFR 662.310) 
	 FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If no, why not?



	How does the LWIA ensure that partners are carrying out the services as described in its MOUs?

	Please describe:



	Explain how One-Stop partners share in the costs and responsibilities of One-Stop operations?

	

	Does the MOU describe the methods for referral of customers between the one-stop operator and the one-stop partners, for the appropriate services and activities?  

	

	Are the MOU’s consistent with the one-stop system as described in the local area plan?

	Provide examples.



	2.3  Policies and Procedures:  

	Does the One-Stop have a Standard Operating Plan (SOP)?  Does the plan include all partners located in the One-Stop?   (Please provide a copy)
	    FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	How are changes to the SOP communicated to staff in the One-Stop Center?

	

	Does the One-Stop staff receive training from LWIA on state/local policies and WIA performance?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If yes, provide examples.  


	What training has the local One-Stop staff received relating to performance management?

	

	Is One-Stop staff cross-trained to become knowledgeable about other partners’ programs and services?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If so, how is this knowledge kept current?




	2.4  Program Monitoring and Oversight


	2.4.1  Local One-Stop System

	What is the LWIA’s process for monitoring the One-Stop Center(s) for compliance with WIA regulations, service delivery and performance?

	

	How is technical assistance provided?

	

	How are corrective actions handled and what are the timeframes?

	


	2.4.2 Youth Program

	Are youth contractors and sub-grantees monitored?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	How frequently are they monitored?  
	
	Who conducts the monitoring?
	

	Are both program and fiscal reviews conducted?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	What review instruments are used? Obtain a copy.

	

	Has any monitoring been conducted for this program year?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If so, what issues were identified, how was technical assistance provided, and what corrective action has been taken to resolve the issues?  If not, what is the date of the monitoring for this program year?


	What follow up has been done from the monitoring?

	

	Is there a termination clause for poor performance?
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No


	3.0  One-Stop Service Delivery


	3.1  Sequence of Services

	Describe your plan for the movement of customers through the service components and provide a flow chart (Obtain a copy).

	

	How does the sequence of services show that components complement each other with each successive component building on the previous one?

	

	How does the participant flow allow for variability in participant needs?

	

	3.2  Reception

	What type of One-Stop information is provided to new customers at reception?

	

	Is a systematic triage process used to assess participants’ need and appropriateness for services?  Explain the process used.

	

	How does the One-Stop Operator ensure that the receptionist provides the “No Wrong Door” access to programs within the One-Stop Center?

	


	3.3  Resource Area

	Are resources such as materials, space, and equipment sufficient for effective service delivery? If yes, explain.

	

	What system does the One-Stop Center use to assure that materials and resources are current?  Who is responsible?

	

	Highlight examples of recent materials/resources available.

	

	Does the Resource area have staff available at all times to assist customers?  If staff is not available, what is the process/procedure for customers’ assistance?

	


	3.4  Orientation

	Describe the orientation process/procedures for customers.

	


	3.5  One-Stop Services


	What services are provided through the One-Stop center?  Please check all that apply.  Note which program provides the service (it can be multiple programs i.e. WIA/WP, WP/VETS, DORS/WIA).

	Service
	Yes
	Providers

	
	Onsite
	Offsite
	

	Job search and placement assistance, including career counseling
	
	
	

	Outreach
	
	
	

	Intake
	
	
	

	Initial assessment of skill levels, aptitudes, abilities and need for supportive services
	
	
	

	Labor market information including job vacancy listings, job skill requirements for job listings, and information on demand occupations
	
	
	

	Information on supportive services and referral to supportive services
	
	
	

	Initial development of employment plan
	
	
	

	Workshops and job clubs
	
	
	

	Comprehensive and specialized assessment, such as diagnostic testing & interviewing
	
	
	

	Job referrals
	
	
	

	Job development
	
	
	

	Full development of individual employment plan
	
	
	

	Job readiness training
	
	
	

	Individual counseling and career planning
	
	
	

	Case management
	
	
	

	Short-term pre-vocational services
	
	
	

	Referral to on the job training
	
	
	

	Performance information on eligible training providers
	
	
	

	Referral to occupational skills training 
	
	
	

	Referral to customized training
	
	
	

	Adult education and literacy activities in combination with training
	
	
	

	Follow-up services (those previously receiving intensive/training services) after entering employment
	
	
	

	Other (specify)
	
	
	

	Other (specify)
	
	
	

	Other (specify)
	
	
	

	Other (specify)
	
	
	

	Is there a managed referral process for assisting customers in accessing services available outside the One-Stop Center?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If yes, describe.



	What process is currently being used for outreach of targeted and special populations?  Identify the populations and the process.

	


	3.5.1  Program Eligibility

	What is the eligibility process and procedure including requirements for documentation?  Indicate program and process.

	

	Who determines program eligibility?  How does the LWIA ensure the determinations are correct?  

	

	Describe the LWIA’s method of determining self-sufficiency.  663.230

	


	3.5.2
Assessments

	Please list assessment instruments used, and at what point in participation (Core, Intensive, or Training) they are administered:

	
	Adults
	Youth
	Service Level

(Core, Intensive, Training)

	Reading grade level
	
	
	

	Math grade level
	
	
	

	Vocational interest
	
	
	

	Aptitudes
	
	
	

	Other, specify
	
	
	

	What is the applicant assessment policy and procedure?  How does the LWIA ensure that it is consistently applied?

	

	How are results of the assessment process used to match participant interests and capabilities with the entrance criteria for the service delivery options available?

	

	Are the same basic assessment tools and processes used by all partner programs?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If not, explain.



	3.5.3
Case Management/IEP


	Is there a single case manager assigned to a participant or is there a team-based approach?

	

	What is the ratio of active participants to case management staff for adult and dislocated worker programs?

	

	With what frequency are LWIA case managers expected to contact participants?

	

	Do case managers continue to contact participants after they have been exited from WIA?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If so, for what period of time?
	

	Are the Individual Employment Plans (IEPs) developed jointly by the participant and case manager?
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	How and when are the IEPs updated?

	

	Does the local area have a quality assurance process to ensure that participant files are accurate and up-to-date and IEPs meet WIA requirements?  Please describe.

	

	Has case management staff received training in the areas of case management, assessment, job development, etc?  How often?

	


	3.5.4
Training


	What is the process for determining an individual’s eligibility for training and approval for an ITA (Individual Training Account)? 

	

	Does the ITA policy address occupations in demand?  If yes, does it allow flexibility for the participant to identify demand occupations?  How often are the demand occupations updated?

	

	What is the LWIA’s policy regarding the duration and/or dollar amount of ITAs?  Include training cap.

	

	Are ITAs used to pay for anything other than tuition, books, fees and supplies?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If so, provide examples.



	Do any of the One Stop partners have any training programs that are exempt from the ITA system?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If so, what criteria are used to make that determination?


	Are other training activities provided in the local area?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If yes, describe.



	3.5.5    Follow-up Services (Adult and Dislocated Workers) Sec 134(d)2(K)


	When does follow-up begin?
	

	How is follow-up done?  
	

	What kind of discretion do case managers have in how and when follow-up activities are completed?

	

	Are case managers required to document follow-up contacts in the case notes?    
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If so, is there a policy?
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No


	3.5.6  Supportive Services


	Describe the LWIA’s policy for the provision of supportive services to adults and dislocated workers.    How is need determined?  What is it based on?  663.800

	

	Describe the LWIA’s policy determining the level of needs-related payments for adults and dislocated workers.  663.840

	


	4.0
 One-Stop Programs and Grants


	4.1   Formula Funded


	4.1.1
 Adult


	In the event that adult program funds are limited, what is the local area’s policy in providing intensive and training services? 663.600  How is it integrated with Veterans priority of service?

	

	4.1.2
 Dislocated Worker


	Have there been any significant events in the local area that would affect the number of dislocated workers served in the past year, and how does this compare with the last program year?

	


	4.1.3
 Youth


	How does the LWIA/youth vendor administer youth objective assessments, Individual Service Strategies (ISS) and provide youths’ linkages to education and employment?

	

	Who determines eligibility?  How is accuracy assured?

	

	Describe the policy for youth utilization of the One-Stop Resource area.

	

	What recent training do youth case managers have in assessing youth, developing/maintaining ISS, and providing services?

	

	How is timely input of youth data assured?

	

	Describe the procedure for the required 12-month follow-up.

	

	Describe services provided to In-School Youth.

	

	Describe services provided to Out-of-School youth.

	

	How are Out-of-School youth recruited, engaged and retained?

	

	When are older youth concurrently enrolled in the Adult program?

	

	What follow-up services are available for youth?

	

	What leadership services are provided for youth?

	

	Do the LWIA staff and Youth program sub recipients have the current Workforce Investment Act Field Instructions for the Lower Living Standard Income Levels?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Are they aware that this document must be used to establish WIA youth eligibility?
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Describe coordination between the youth services in the One Stop and services provided through Job Corps, Youth Opportunity and Youth Offender grants, if applicable.

	

	Is each of the Youth Program elements required in WIA available in the local area?

(Check appropriate response below.)

	Service
	Available In the One-Stop
	Available Outside the One-Stop
	Who Provides the Service?

	Tutoring
	
	
	

	Study Skills Training
	
	
	

	Drop Out Prevention
	
	
	

	Alternative Secondary School
	
	
	

	Summer Employment linked to Academic & Occupational Learning
	
	
	

	Paid Work Experience
	
	
	

	Unpaid Work Experience
	
	
	

	Internships
	
	
	

	Job Shadowing
	
	
	

	Occupational Skills Training
	
	
	

	Leadership Development
	
	
	

	Community Service
	
	
	

	Adult Mentoring – 12 months
	
	
	

	Supportive Services
	
	
	

	Follow-Up Services
	
	
	

	Guidance and Counseling
	
	
	

	Drug & Alcohol Counseling
	
	
	

	Referral to Counseling
	
	
	

	Exposure to Post-Secondary Education
	
	
	

	Citizenship Training
	
	
	

	Life Skills Training
	
	
	

	Work Readiness/Behaviors Training
	
	
	

	Does the youth program make direct financial contributions to the One Stop?

	

	How does the LWIA ensure that no less than 30% of allocated youth funds are spent on Out of School youth?

	

	How does the LWIA track youth enrollments to ensure that no more than 5% exceed the low income requirements?

	

	How was the requirement for competitive procurement of youth services met? (Provide copies of RFPs, selection process documentation, contracts with selected service providers.)

	

	Describe any collaboration with local partner agencies regarding the DOL Youth Vision.

	


	4.2
 Employment Service

	How many staff members are funded by Wagner-Peyser?
	

	How is universal access for basic labor exchange services ensured for all job seekers and employers requesting assistance?

	

	How many applicants have been registered with the Employment Service so far in this program year?

	

	How does Employment Service staff track the customers they refer to other partners?

	

	How does the Employment Service prevent a duplication of services to job seekers?

	

	How does the Employment Service prevent duplication of services to employers?

	

	Are Labor Exchange performance measures for Entered Employment Rate, Retention Rate, and Average Earnings consistently met?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Please explain.


	Does the local area review on a quarterly basis the top five industries that provide job openings through Wagner-Peyser?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	What are the top five industries?

	1.  


	4.3
 Early Intervention

	Are the EI Workshops conducted in accordance to WIFI 11-08?
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Does the local area have written procedures for conducting the workshops?  
	     FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If yes, provide this information.


	How are customers selected for the workshops?

	

	What are the performance goals for:  call-ins; completers?

	


	4.4
 Veterans Services Program

	How does the One-Stop Operator ensure that the Priority of Service (POS) policy for Veterans and eligible spouses are met according to TEGL 10-09?

	

	Describe the outreach efforts made by the local Veterans Services staff to locate Veterans with barriers to employment and the results of those efforts.

	

	Describe outreach efforts made by the local Veterans Services staff to employers and the results of those efforts.

	

	What is the local area’s process to handle Vocational Rehabilitation and Employment Program referrals and how are they case managed?

	

	Are the performance measures for Veterans Entered Employment Rate, Veterans Retention Rate, Disabled Entered Employment Rate, and Veterans Average Earnings consistently met?  
	   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Please explain.



	4.5
 Migrant and Seasonal Farm Worker Program (MSFW)

	Describe the local MSFW population.  How does the local area meet program requirements for this population?

	

	How often does the local area review MSFW enrollments in MWE-VOS to ensure that MSFWs are properly recorded and comply with regulation according to WIFI No. 05-11?  

	

	Who is responsible for this?
	


	4.6
 Trade Program

	Who provides case management to Trade participants in the One-Stop Center?

	

	How do case managers ensure the correct application of the waivers according to TEGL 11-02, Change 2, TEGL 22-08, and TEGL 10-11?

	

	Which trade petitions are represented by the workers whom staff are currently assisting or have assisted in the past year?

	

	How do case managers ensure that trade participants have filed a UI and/or TRA claim?

	


	4.7
Business Services

	How does the One-Stop Center integrate employer outreach among workforce investment programs?  Explain.

	

	What strategies are used for marketing the One-Stop Center to businesses?

	

	Does the One-Stop Center have a Business Service Center to serve the broad HR needs of employers?  
	   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If so, describe.


	Are One-Stop facilities and/or staff made available to employers for pre-screening/interviewing?  
	   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Which employers have received these services in the current program year?

	

	What strategies is the One-Stop using to attract employers in the primary industry clusters in the local area?

	

	Are job order shared widely among partner programs?  
	   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	If yes, describe.


	What is the process of sharing information obtained during employer contacts with partners in the One Stop system?

	

	What strategies is the One-Stop using to encourage employer satisfaction and retention?

	


	4.8
Grants

	National Emergency Grant (NEG) Questionnaire (Attachment 1)

	If LWIA is receiving this grant funding, complete this questionnaire.

	State On-the-Job Training (OJT) Monitoring Guide (Attachment 2)

	If LWIA is receiving this grant funding, complete this questionnaire.


	5.0   Local Area Grievance, EEO and ADA Structure


	What is the One-Stop Center’s integrated grievance/complaint process?

	

	List the languages spoken by the population within the local area which have reached the 3% threshold which requires translation of vital documents under Maryland law.

	

	What resources are in place for interpretation services for DOL funded programs?

	

	Does the LWIA have policies and procedures in place which ensure the following?

	Interpreters must certify that they will deliver interpretations that are accurate and not biased.
	   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Interpreters shall accept payment for services only from the LWIA and never from the client.
	   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No


	5.1   Equal Opportunity and Non-Discrimination Monitoring Review Instrument (Attachment 3)

	This must be completed and attached to this monitoring tool.



	6.0   Performance and Accountability


	What reports and data are used that ensure the LWIA’s progress toward fulfilling goals and objectives of the WIA program? Provide a copy.

	

	When high or low performance is identified, what actions are undertaken to discover the causes?  How is this communicated and what adjustments are made to program operations?

	

	Give examples of performance accountability communications that helps staff meet and/or maintain performance standards.

	

	Describe how the local area uses technical assistance to achieve and maintain program goals and performance.

	

	When findings from a review of performance-related data indicate that performance is below plan, is technical assistance provided to staff/sub recipients?  
	   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
  No

	Did it result in subsequent performance improvement?

	


	7.0   Best Practices


	What do you consider to be your unique projects implemented within the past 12 months?
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