WORKFORCE INVESTMENT ACT

TEN REQUIRED PROGRAM ELEMENTS


The following ten components or activities must be available to youth participants. Service providers have the discretion of what specific services are provided to a youth, based on the individual's objective assessment and individual service strategy.

1. Tutoring, study skills training, and instruction leading to secondary school completion, including dropout prevention strategies;

2. Alternative secondary school offerings;

3. Summer employment opportunities directly linked to academic and occupational learning;

4. Paid and unpaid work experiences, including internships and job shadowing;

5. Occupational skill training;

6. Leadership development opportunities, which may include such activities as positive social behavior and soft skills, decision making, team work and other activities;

7. Supportive services;

8. Adult mentoring for a duration of at least twelve (12) months, that may occur both during and after program participation;

9. Follow-up services;

10. Comprehensive guidance and counseling, including drug and alcohol abuse counseling, as well as referrals to counseling, as appropriate to the needs of the individual youth.

A description of each element, its related activities, and pertinent policies and procedures are provided in this section.

1. Tutoring, Study Skills and Dropout Prevention Strategies

a. Tutoring activities, if provided, must be performed weekly, at a minimum, and must be documented. It is recommended that the tutoring entity utilize volunteers to perform tutoring activities (such as a senior volunteer program) rather than expend WIA dollars.

b. Tutoring may be provided to enhance an individual's competency in one or more academic areas. Instruction can be provided one-on-one, in a classroom, with an adult mentor, or in a study group. Instruction may be provided in the following areas:

i. Math or reading;

ii. Communication;

iii. Social studies;

iv. Consumer education;

v. English for non-English speakers;

vi. GED preparation;

vii. Computer Literacy and Keyboarding;

viii. Job search skills; or

ix. Other academic areas in which the participant needs assistance, which leads to academic completion.

c. Study skills can be provided one-on-one, in a classroom or workshop, with an adult mentor or tutor, or in a study group.

d. Service providers are encouraged to coordinate the WIA Youth program with other youth design dropout prevention activities in their local areas. Activities should emphasize the linkages between academic achievement and preparation for employment. Dropout prevention strategies may include, but not be limited to the following:

i. After-school programs which teach social skills in areas such as diversity, interpersonal/thinking skills, accepting responsibility, family intervention, living alone, with others or with parents;

ii. Work maturity activities such as motivational workshops, developing work habits, time management;

iii. Career and life planning workshops;

iv. Pregnancy prevention and family planning workshops;

v. Drug and alcohol awareness.

Documentation Requirements: Documentation such as progress notes, case notes or collateral contacts with activity providers shall be maintained in the participant's file.

2. Alternative Secondary School Services
a. Alternative secondary schooling addresses the needs of students that typically cannot be met in a regular school program, also providing non-traditional education, and serving as an adjunct to a regular school program. This must fall outside of regular, special education, or a vocational education program;

b. Participants may be enrolled in Alternative Secondary School Services where available.

c. Alternative Secondary School Services include enrollment in:

i. an alternative high school;

ii. in an accredited secondary correspondence study; or

iii. in a home school.

Documentation Requirements: Documentation such as progress notes, report cards or collateral contacts with activity providers shall be maintained in the participant's file.
3. Summer Employment Opportunities

Before a youth receives summer or regular work experience, the youth will be required to complete a Career Portfolio.  

All youth providers will use the worksite agreement format developed by the DWIA. The worksite owner/manager and the youth provider will sign the agreement. All participants and worksite supervisors must attend an orientation session. The orientation sessions may be done in a one-on-one session or as a group session.

Summer youth employment must provide direct linkages to academic and occupational learning, and may provide other elements and strategies as appropriate to serve the needs and goals of the participants. (20 CFR 664.600(b))

a. This is not a stand-alone summer work program, but summer employment must be provided in conjunction with other required elements.

b. Summer employment opportunities must be coupled other activities and services which address a youth's employment and training needs. Youth participating in Summer Employment must always be provided a minimum of twelve months of follow-up services. (20 CFR 664.600(d))
c. Work requirements stated in the “Work Experience” section (following this section) apply to the summer employment opportunities program element as well.

Documentation Requirements: Documentation such as progress notes, employer reviews, case notes or acceptable documentation for the other activities shall be maintained in the participant's file.

4. Work Experience
Before a youth receives summer or regular work experience, the youth will be required to complete a Career Portfolio.  

All youth providers will use the worksite agreement format developed by the South Delta PDD – DWIA. The worksite owner/manager and the youth provider will sign the agreement. All participants and worksite supervisors must attend an orientation session. The orientation sessions may be done as a one-on-one session or as a group session.  The worksite supervisor and participant must also sign that they have received the orientation manual.

a. Work Experience is a planned, structured learning experience that takes place in a workplace for a limited period of time. A work experience workplace may be in the private for profit sector, the non-profit sector, or the public. Work Experience is an authorized activity for Youth participants.

b. Work Experience may be full-time or part-time as appropriate to the needs of the participant.

c. Work Experience shall be designed to enhance the employability of individuals through the development of good work habits and basic work skills.

d. Work Experience shall be limited to persons needing assistance in becoming accustomed to basic work requirements, including basic work skills or those needing to obtain a job and advance in employment.

e. Work Experience participation shall be for a reasonable length of time based on the needs participant, which shall be documented in the participant's ISS.

f. I-9's are required for Work Experience employees. Providers are establishing an employer/employee relationship; therefore, an I-9 is required.

g. Participant Benefits and Hours of Work:

i. Each participant will receive a maximum wage based on:

(1) applicable federal and state minimum wage; or

(2) the prevailing area rate for starting workers in like occupations or industries.

ii. Wages are subject to withholding for Social Security, Federal Income Tax, and State Income Tax. Transportation and/or supportive services, if paid, are over and above wages and are not subject to tax deduction.

iii. Work Experience Wages – WIA work experience participants shall be paid an hourly wage for hours worked, rounded to the nearest quarter hour.

iv. For authorized holidays, the participant will not be paid.

h. Injury - Providers who function as employers, are to ensure that each Work Experience participant is covered by Worker’s Compensation Insurance or adequate injury insurance.

i. Wage Credits - Wage credits for Unemployment Insurance cannot be earned on employment funded under Work Experience.

j. Hours of Work - Full-time participation is defined as working 40 hours per week, or the same number of hours worked by regular employees at the worksite, not to exceed 40 hours per week. Neither overtime work nor overtime pay is allowable. Part-time Work Experience is encouraged, when appropriate, for participants who would otherwise be unable to participate in the work experience due to disability, single parent, or other hindrance.

k. Worksite Supervision:

i. Providers should visit participants and their supervisors at their worksites on a bi-weekly basis to assist in job-related or personal counseling and job coaching.

ii. The performance and progress of the participant is to be monitored on a regular basis to determine if continued participation, transfer to another activity, placement in unsubsidized employment, or other action is most appropriate.

l. Worksite Agreement

i. A Worksite Agreement must be completed for each cooperating agency prior to the placement of participants at a worksite. The Agreement sets forth the intent of the activity and occupational summary.

ii. Only one agreement per worksite is required per program year and slots are open entry/open exit and can be refilled as participants are transferred to other activities.

iii. Union concurrence is to be completed for each agreement where a collective bargaining agreement covers the occupation in which the participant(s) are to be placed. 

5. Occupational Skills Training
a. All Occupational Skills Training provided to participants must be identified through assessment and recorded on the Individual Service Strategy (ISS);

b. Occupational Skills Training is designed to provide individuals with the technical skills and information required to perform a specific job or group of jobs. It may also include specialized occupational skills training which is in a classroom setting. Occupational Skills Training should not be confused with Basic Skills or GED preparation training. Occupational Skills Training can take place at post-secondary institutions, trade schools, pre-apprenticeship training programs, industry specific/sponsored training, proprietary schools, correspondence courses, or service provider designed training programs. Occupational Skills Training programs must, as part of their curriculum, lead to certification, credentialing, diploma or other written documentation of attainment of all skills necessary for the specific occupation.

c. Occupational Skills Training objective is to provide additional skills training for an individual who complements their current employment or future employment goals, as identified on the Individual Service Strategy.

d. There are two types of Occupational Skills Training:

i. Individual training course designed for participants whose needs are met by reasonably priced vocational training programs (including correspondence course); and

ii. Class-Group Training, which is a single occupation class-group training for a predetermined length of time and a defined skill level.

e. Occupational Skills Training Curriculum Limitations:

i. Elective courses must be directly related to the participant’s course of study and recommended by the program operator.

ii. Training More Than 40 Hours Per Week or 8 Hours Per Day –Participants may attend training more than 40 hours/week or 8 hours/day, because overtime laws do not apply in an Occupational Skills Training situation.

Documentation Requirements: Documentation, such as attendance records, grade reports, and statements from the instructing agency, is required as proof of participation.

6. Leadership Development Opportunities
a. Leadership development opportunities may include community service and peer-centered activities encouraging responsibility and other positive social behavior during non-school hours, exposure to secondary educational opportunities, organizational teamwork training, decision-making training, citizenship training, and employability skills training.

b. Service providers should design programs that offer leadership development opportunities for youth and should make every attempt to integrate the WIA youth program with local non-WIA youth resources. Locally designed programs may include, but are not limited to the following:

i. Exposure to postsecondary educational opportunities;

ii. Community and service learning projects;

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

iv. Organizational and team work training, including team leadership training;

v. Training in decision-making, including determining priorities;

vi. Citizenship training, including life skills training such as parenting, work behavior training and budgeting of resources;

vii. Employability; and

viii. Positive social behaviors. – Positive social behaviors include, but are not limited to positive attitudinal development, self-esteem building, cultural diversity training, and work simulation activities.

c. Leadership development opportunities may be provided in a variety of settings such as workshops, one-on-one, non-WIA youth group activity, or school activity.

Documentation Requirements: Documentation such as progress notes, case notes or collateral contacts with leadership activity providers shall be maintained in the participant's file.

7. Supportive Services
A participant may waive WIA payments (except for Work Experience) if accepting payment would mean the loss of other benefits. The participant may request the payment to start at a later date, but may not claim retroactive payments. Advances against future payments are not allowed.

a. Supportive Services – Supportive Services or needs-related payments should help to enable a WIA participant who cannot afford to pay for such services to participate in a youth program funded under WIA. The use of supportive services is encouraged to enable the hard-to-serve population to participate in longer-term interventions, and the provision of supportive services must be determined on an individual basis.

b. Definitions

i. From the law – Sec. 101(46) Supportive services. – The term “supportive services” means services such as transportation, child care, dependent care, housing, and needs-related payments, that are necessary to enable an individual to participate in activities authorized under this title, consistent with the provisions of this title.

ii. From the regulations – Sec. 664.440 What are supportive services for youth?   Supportive services for youth, as defined in WIA section 101(46), may include the following: (a) Linkages to community services; (b) Assistance with transportation; (c) Assistance with child care and dependent care; (d) Assistance with housing; (e) Referrals to medical services; and (f) Assistance with uniforms or other appropriate work attire and work-related tools, including such items as eye glasses and protective eye gear. (WIA sec. 129(c)(2)(G).)

c. Needs-related payments may be paid or supportive services may be provided to the participant during the individual's participation in WIA, and may also be paid for up to 12 months while the participant is receiving follow-up services.

d. The provider is responsible for documenting that the payments for the service are not available from any other source before authorizing WIA needs-related payments.

e. All supportive services must have been approved by the provider prior to the participant receiving or obtaining the payments.

f. When goods or services are purchased for participants, the required method of payment is for the providers to pay the vendors directly and obtain documentation of the goods or services purchased.

g. For those participants assessed as needing Supportive Services payments and who have documentation that they are unable to obtain Supportive Services through other non-WIA programs providing such services, the following supportive service payments are allowable. 

i. Child Care – Payments for child care are provided to ensure proper care of children under the age of six while the parent or guardian is participating in an employment and training program.

ii. Classroom Attendance – Payments based on the number of hours of weekly classroom attendance will be made.  This payment should cover the cost of transportation, meals, etc.

iii. Attire – The acquisition of attire to identify participants as DWIA enrollees may be purchased by the sub grantee.  There is a maximum cost per item.

h. Other supportive services and/or needs-related payments will be considered if necessary depending upon the assessment of the individual.

Documentation Requirements: Refer to the Policy for Supportive Services for Youth for documentation requirements.

8. Adult Mentoring
a. Adult mentoring may be provided for the period of participation and a subsequent period, for a total of not less than twelve (12) months. It is recommended that the training entity utilize volunteers, if possible, to perform mentoring activities rather than expend WIA dollars.

b. The purpose of mentoring activities in the WIA Youth programs is to help youth succeed in the school or the workplace, facilitate positive social behaviors and learn leadership and citizenship skills. Mentoring is the deliberate pairing of a more skilled or experienced person with a lesser skilled or experienced one, with the agreed upon goal of having the lesser skilled person grow and develop with specific life/work skills and competencies.

c. Service providers are encouraged to develop local mentoring programs. Case managers, community members, service club members, employers, former youth participants or others may provide support, guidance and encouragement. Mentoring can take place at the worksite (employer-based), in group settings (community-based or peer) or one-on-one. Mentors may offer counsel in the following areas:

i. Problem solving and coping skills;

ii. Stress management;

iii. Time management;

iv. Financial management;

v. Imparting and receiving constructive criticism;

vi. Maintaining professional work habits;

vii. Managing family issues (e.g., sick children, child care, elderly parents); and

viii. Getting along with co-workers.

Documentation Requirements: Documentation is the Mentor/Mentee Agreements and Monthly Mentor/Mentee Feedback Sheets. 

9. Follow-up Services
a. Follow-up services must be provided for not less than 12 months after the completion of participation (or exit), as appropriate. All youth participants must receive some form of follow-up services for a minimum duration of 12 months, based on the needs of the individual. Regular contact with youth after their exit from WIA must be documented by letter, phone call, office visits, etc., but only making contact with youth who have exited does not necessarily constitute the provision of services. The purpose of follow-up services is to ensure the success of youth after exit, and program providers should be willing to furnish whatever assistance is necessary to accomplish that end.

b. Follow-up services for youth may include:

i. The leadership development and supportive services described in the Youth Manual;

ii. Regular contact with a youth participant's employer, including assistance in addressing work-related problems that arise;

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

iv. Work-related peer support groups;

v. Adult mentoring;

vi. Tracking the progress of youth in employment after training. 
c. All youth participants must receive some form of follow-up services for a minimum duration of 12 months. The types of services provided and the duration of services must be determined based on the needs of the youth.

d. The purpose of follow-up services is to provide continued support to enable the youth to succeed once the youth has completed the WIA youth program.

Documentation Requirements: Documentation will be case notes or collateral contacts with coordinating agencies or mentors shall be maintained in the participant's file and noted on the Post Exit Follow-Up Form.

10. Comprehensive Guidance and Counseling
a. Local programs should determine which specific program services will be provided to a youth participant based on each participant’s objective assessment and ISS (Individual Service Strategy).

b. The counseling provided in WIA programs varies in degree and kind. Employment counseling – as part of the intake, assessment, eligibility and referral process – is the most traditional of the counseling services. However, personal counseling in which the counselor acts as the client advocate is also a part of employment and training programs.

c. Career and employment counseling includes the provision of career and occupational information. Labor Market Information (LMI) must be provided to participants in every program.

i. LMI generally encompasses four major areas:

(1) National job trends, including supply and demand;

(2) Local job opportunities;

(3) Education and skill requirements for jobs; and

(4) Job seeking skills (writing resumes, job interview techniques, etc.).

ii. LMI can be obtained from DLI publications, including State Occupational Information Coordinating Committee (SOICC) publications, and through career awareness programs.

iii. Career awareness is information, which assists participants in making career choices. It is any information related to occupations or careers and can be found in media ranging from pamphlets through audiovisual materials and career information systems. Career awareness should also include information on overcoming sexual bias and sex role stereotyping in the workplace.

(1) Participants need to know how to implement career choices, effectively locate job opportunities and how to get a job once located (job seeking skills). They also need information on continuing education, financial aid, apprenticeships and employability. Employability, besides basic skills, involves a set of values including a belief that work is important, that one should support oneself, and that employers have a right to a punctual, honest, appropriately dressed worker in return for a fair salary.

(2) Career awareness may be provided to participants in a variety of ways, including: guest speakers; “Career Days;” tours of business/industry and educational institutions; discussions with worksite supervisors and others; counseling; job sampling or job shadowing; films and filmstrips; class/group discussions; newsletters or news articles; peer counseling; and career information systems.

(3) A career information system is a plan that relates education, training and other information to a specific occupation. The best systems have three parts: (a) information component; (b) delivery component; and (c) user component. No one way is the best way to impart information to your participants. You will probably use many methods to provide the best career awareness information.

d.
Personal counseling involves building participants' self-confidence, helping them articulate interests and aspirations, and asking them to begin planning for themselves. Counseling also identifies barriers to employment and brokers the services necessary to address the barriers. Some of the goals of case management may include, but are not limited to, helping the participant:

i.
Move into unsubsidized employment by building self-

confidence;

ii. Cope with personal problems that could cause him/her to drop out of the program;

iii. Develop good work habits;

iv.
Resolve common work-related problems, such as difficulties in relationships with supervisors and peers;

v.
Cope with the new environment (the work place);

vi. Understand and deal with values that are new or may seem alien;

vii. Assign participants to appropriate WIA activities or refer to other employment and training programs or community resources; or

viii. Authorizing supportive services based on the participant need.

Documentation Requirements: Service providers shall document counseling efforts in participant case notes.
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