
ENCLOSURE 7 

SUMMARY 

RESULTS Issue # 

Description of Action to Be Taken Questioned 

Cost 

Appeared in 

Previous Year's 

Monitoring Report 

Finding 1 

(Program) Issues 

with intake 

including 

eligibility, 

participation 

dates, and 

priority of service 

determination.  

Affected PINs: 148533, 150776, 587652, 

723601, 1156926, 1158353, 1203494, 

1387992, 1412987, 1719013, 1730107, 

1841783, 2010556, 2021378, 2059767, 

2078400, 2082579, 2082791, 2114118, 

2124427, 2124461 

 

 Review and correct the PIN-specific 

items identified in the report’s 

Attachment A. 

$5,505.27  

$20 

Yes  

Response: SWWDB appreciates the opportunity to improve data integrity within all three of our 

WIOA Title I programs. As we reviewed the discrepancies identified, it was determined that certain 

procedural changes are needed to ensure services are opened at the proper time; however, there 

were some discrepancies that were unclear.  

 

The Xyte assessment is used with every WIOA Title I program and there is a cost that is associated 

with it. Other SWWDB administered programs also employ this assessment.  When staff identify a 

participant is participating in one of those other programs, we first attempt to get the results from 

the other program to avoid paying for an assessment twice. In some of the cases identified in the 

report, WIOA staff used assessments that were provided by other programs and thus leveraging funds 

and avoiding duplication. SWWDB seeks further clarification on whether or not to use assessment 

results from another program even though we know that assessment results are unlikely to change 

no matter when a participant takes it. 

Accepted. DWD-DET agrees that it is allowable and good practice to use recent assessments from 

partner programs. Please be sure to document the source of the assessment in service comments or 

case notes to ensure an accurate record of events sequencing. This will prevent future questioning of 

these activities. 

 

Secondly, there were a few files that indicated ESS Calculation was done prior to participation. 

SWWDB has since recognized that the Eligibility Screening/Determination service was remaining open 

too long based off case note entry. This caused the ESS calculation and assessments to take place 

prior to participation when it actually took place directly after eligibility had been determined. The 

service provider has taken steps to train its staff to accurately and appropriately open and close 

services in a timelier manner.  

Accepted. 

 

723601 – Participation date has been changed to reflect 10/1/2018. 

Accepted. 

 

1412987 – Staff realized the document was not signed after the participant had left the facility and 

decided not to call the participant back to the facility to sign the document because it would have 

been a burden on the participant. The participant signed the document at the next appointment and 
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entered that date. Additionally, the form has a date stamp of the 2/23/2018 meeting. SWWDB 

recognizes that the dates on the document are not in alignment; however, they did meet on the 

2/23/2018 because case notes indicate a few transactions took place to validate that meeting. 

Although it is not best practice, SWWDB feels that this situation does not warrant disallowed costs. 

DWD-DET disagrees that this is sufficient. ASSET shows a Comprehensive Assessment that was 

created on 1/23/2018; based on case notes the customer was a no show for an appointment on that 

date, which calls into question the validity of the assessment results. The next contact with the 

customer is on 2/21/2018, where case notes indicate the participant arrived 15 minutes late and then 

left early. That meeting was supposed to be for "goal setting" but it is unclear whether that activity 

was completed. ASSET's Manage Employability Plan shows the only goal is "will work to improve math 

and reading scores" which does not seem like a complete plan to achieve the ultimate goals of CNA 

and RN training.  DWD-DET WIOA Policy 10.2.4 requires that career planners "work with each 

participant to develop an ISS that identifies…1. The participant's education and employment goals; 2. 

Appropriate achievement objectives that will help lead to goal attainment; and 3. The program 

elements that will help lead to goal attainment." Policy 10.4.1 and 20 CFR 681.320(b) require that, in 

order to be a participant, youth receive an eligibility determination, completed objective assessment, 

and a jointly developed ISS before receiving a program element. Even taking into account the 

questionable Comprehensive Assessment, the ISS does not address the requirements identified in 

policy 10.2.4, so does not meet the standard for making this individual a participant. Questioned costs 

of ~$20 remain. 

 

1841783 – SWWDB authorized the service provider to use the documents from the participant’s 

prison record due to the participant having indicated employment at two organizations prior to 

becoming an inmate at PDC. Upon DWD notifying SWWDB that this was not allowed, attempts were 

made to obtain the actual copy of the SS Card; however, staff was unsuccessful in this attempt. No 

funding was provided on behalf of the participant to any vendor and the participant has since exited 

the program. 

Accepted.  

 

2010556 – After further investigation into the participant’s school status, it was ultimately 

determined that the participant was attending Adult Basic Education classes at BTC to obtain their 

HSED due to dropping out of high school. The participant did not understand the differences set forth 

by WIOA and marked what they thought was correct and was also anticipating their completion of the 

HSED. The career roadmap was dated 8/15/18 indicating they will receive the HSED from BTC in 2019. 

This participant is eligible for the OSY program because of the barrier of being a school dropout and 

aged out of foster care. Although, documentation was not at its best, it was ultimately determined 

that the participant was eligible and there were not disallowed costs incurred. Please see HSED 

certificate provided by the participant accompanying this response document. 

Accepted.  (Questioned costs ~$181 determined allowable) 

 

2021378 – Staff failed to write the birthdate on the participant checklist, but did write down the birth 

certificate number indicating that they saw this document and it satisfies U.S citizenship. The SS card 

was copied and placed in the file which solidifies the participant’s authorization to work in the US. 

Finally, since there wasn’t anything to show that participant’s actual birthdate, staff obtained school 

records indicate the participant’s birthdate is 06/28/2000 when they requested the participant’s high 

https://dwd.wisconsin.gov/wioa/policy/10/10.2.4.htm
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school transcript. A copy of this document accompanies this response. SWWDB believes that this 

document helps establish eligibility and any costs used on behalf of the participant would not be 

disallowed. 

Accepted. (Questioned costs ~$2764.01 determined allowable) 

 

2059767 – Although staff made the mistake of not having the youth sign the ISS that was discussed at 

the appointment indicated in case notes on 5/4/2018, the program elements that were present on 

the unsigned ISS shows the plan that was followed during program participation. SWWDB believes all 

four steps were accomplished based off the chapter 10.4.1 in the DWD WIOA Policy and Procedure 

Manual. SWWDB acknowledges that paperwork completion is a problem that needs to be addressed 

with the service provider, but a clerical error should not rise to the level of disallowed costs. The 

youth ultimately signed the ISS, but was after the file was reviewed. SWWDB recommends that 

disallowed costs not be applied in this case. 

Accepted. The combination of the Comprehensive Assessment in ASSET developed on 5/4/2018, 

Manage Employability Plan goals identifying work experience and Dynamic Futures as goals on 

5/8/2018, and corresponding case notes clearly indicating that the participant was involved in the 

assessment and goal-setting processes provide sufficient information of adequate "joint" ISS 

development. (Questioned costs of ~$2540.26 determined allowable.)  

 

2082791 – SWWDB authorized the service provider to use the documents from the participant’s 

prison record due to the participant having indicated employment at two organizations prior to 

becoming an inmate at PDC. Upon DWD notifying SWWDB that this was not allowed, attempts were 

made to obtain the actual copy of the SS Card; however, staff was unsuccessful in this attempt. No 

funding was provided on behalf of the participant to any vendor and the participant has since exited 

the program. 

Accepted. 

 

2114118 – Service dates have been updated to accurately reflect the participant’s participation in the 

program. 

Accepted. 

 

2124427 – SWWDB authorized the service provider to use the documents from the participant’s 

prison record due to the participant having indicated employment at two organizations prior to 

becoming an inmate at PDC. Upon DWD notifying SWWDB that this was not allowed, attempts were 

made to obtain the actual copy of the SS Card; however, staff was unsuccessful in this attempt. No 

funding was provided on behalf of the participant to any vendor and the participant has since exited 

the program. 

Accepted.  

 

2124461 – SWWDB authorized the service provider to use the documents from the participant’s 

prison record due to the participant having indicated employment at two organizations prior to 

becoming an inmate at PDC. Upon DWD notifying SWWDB that this was not allowed, attempts were 

made to obtain the actual copy of the SS Card; however, staff was unsuccessful in this attempt. No 

funding was provided on behalf of the participant to any vendor and the participant has since exited 

the program. 
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Accepted. 

 

 

Finding 2 

(Program)  

Failure to follow 

federal, state, 

and local contact, 

exit, and follow-

up policies.  

Affected PINs: 150776, 199932, 256638, 

587652, 783288, 1008399, 1156926, 

1158353, 1412987, 1730107, 1786491, 

1841783, 2017285, 2021378, 2078700, 

2082061, 2082579, 2082791 

 

 Review and correct the PIN-specific 

items identified in the report’s 

Attachment A. 

None Yes  

Response: On 6/13/2019, SWWDB held training with Manpower regarding the adherence to local 

contact and follow-up policies and procedures and the use of follow-up services. SWWDB recognized 

that the use of these services have been lacking for many years and stressed the importance of 

utilizing ASSET to identify what services are provided during follow-up. This will be reviewed during 

internal monitoring moving forward. 

Accepted. Please note that DWD-DET recognizes that provision of follow-up services is an area of 

weakness statewide and is in the process of developing state-level policy and technical assistance 

related to this topic. 

 

150776 – Episode was closed on 8/15/2018 as recommended by DWD and in accordance with last 

service provided. 

Accepted.  

 

256638 – Service provision was reviewed and it was determined that the episode was appropriately 

closed on 10/29/2018. 

Accepted. 

 

587652 – Received employment verification from the employer and updated ASSET appropriately. 

Accepted. 

 

783288 – Service closed dates were updated and episode closed on 9/12/2018. 

Accepted. 

 

1008399 – Attempted follow-up contact with participant and updated ASSET case notes and Follow-

up status. 

Accepted. 

 

1156926 – Staff request submitted to add a Career Guidance service that would close on 8/29/18 that 

would correspond to the Transportation Service that ended on that same day and case notes. This 

would correctly allow the participant to exit on 8/29/18. 

Accepted. Staff Request QA Approved. 
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1158353 – Staff request submitted to change the service close dates 7/5/2018 and follow-up 

attempted in accordance with local policy. 

Accepted. Staff Request QA Approved. 

 

1412987 – Staff request submitted to change the end date of the Career awareness… service to 

4/2/18 to align with the end date of the support service and case notes. This would correctly allow 

the participant to exit on 4/2/18. 

Accepted.  

 

1730107 – Services were closed on 4/23/2019 and participant was allowed to exit the program. 

Accepted.  

 

1786491 – Staff request submitted to change the supportive service date to what is listed on the 

voucher as the end date to 8/30/2018 and change the exit date to match. 

Accepted. Staff Request QA Approved.  

 

1841783 – Staff acknowledges that they kept the episode open longer than the 90 day no service 

requirement. However, once the exit was backdated to the appropriate last day of service, follow-up 

procedures commenced from that point.  

Accepted.  

  

2017285 – Staff request was submitted to change Career Awareness, Exploration and Counseling 

service to end on 8/05/18.  Client will exit as of the last day of their WEX. 

Accepted. Staff Request QA Approved.  

 

2021378 – Staff request submitted to change the end date of the Support service and exit date 

according to documents in the file and recommendations of DWD. 

Accepted. Staff Request QA Approved.  

 

2078400 – Exit date and service dates changed to correspond with actual service provision. 

Accepted.  

 

2082061 –Follow-up tab updated. Case note entered for follow-up for third quarter after exit. 

Accepted.  

 

2082579 – Follow-up tab updated. Case note entered for follow-up for second quarter after exit. 

Accepted.  

 

2082791 – Staff request submitted to change various services to reflect the actual services provided. 

Accepted. Staff Request QA Approved.  

 

Finding 3 

(Program)  

Issues with Work 

Experience 

Affected PINs: 1719013, 2021378, 2059767, 

2112368 

 

$288.00 No 
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execution, 

including 

insufficient Work 

Experience 

Agreement. 

 Work with the Youth program 

operator to develop and adequate 

Work Experience Agreement 

encompassing all items outlined 

below.  

 Review and correct the PIN-specific 

items identified in the report’s 

Attachment A. 

 Reimburse disallowed costs using 

non-WIOA funds. 

 

Worksite Agreements. A written agreement 

is required for each worksite (including OJT, 

Work Experience, and Internships) at which 

a trainee is placed. Worksite agreements 

must include the following: 

a) Agreement for Terms and Signature. 

The worksite agreement is 

considered an official "agreement" 

when both the program operator 

and worksite's authorized signatory 

have reviewed it, agreed to the 

terms and signed and dated it (prior 

to the trainee starting the job). 

b) Provision of Signed Copies. A signed 

copy of the agreement shall be 

provided to each trainee and 

worksite supervisor. 

c) Minimum content of Agreement. All 

agreements shall include the 

following: 

a. The trainee's job title; 

immediate supervisor's 

name; place of employment; 

hours assigned; wages and 

benefits agreed upon. 

b. A clearly written job 

description. Job descriptions 

are needed for several 

reasons. Trainees need to 

know what the job duties 

are; what s/he is responsible 

for doing; and how s/he 

appears to "fit" into the 
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employer's work 

environment. 

c. A training plan. The training 

plan should identify the 

specific skills to be learned, 

the method of teaching 

them, who is responsible for 

teaching them, and how skill 

acquisition will be 

evaluated. 

d. The number and names of 

trainees to be trained. 

e. Specification of trainee wage 

rates. 

f. The beginning and ending 

dates of the agreement. 

g. The applicable worksite 

rules, including the 

procedure and maintenance 

of adequate time, 

attendance, payroll, and 

other records. 

h. The program, fiscal, 

participant and other 

reporting requirements. 

i. The process and authority 

for contract 

changes/modifications. 

j. Assurance that the employer 

will comply with DET-funded 

program regulations. 

k. A termination clause of 

nonperformance. 

l. Special health or safety 

equipment or precautions 

required, if any. 

m. Special tools or uniforms 

required, if any, and 

whether or not the 

employer will supply them. 

n. Assurance that adequate 

supervision will be provided 

at all times while the trainee 

is on the job site. 
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Response: SWWDB appreciates the opportunity to improve in our documentation and 

implementation of youth work experience opportunities. Recommended changes were made to our 

current agreement to include the information listed above without the information being redundant 

in nature. SWWDB recognizes that there are distinct differences between a work experience, an 

internship, and an OJT even though the law lumps them together as one.  

 

WEX – In the eyes of SWWDB and its service provider, this opportunity would be designed to 

be heavily focused on soft-skills with a little of hard-skills incorporated. 

 

Internship – The type of agreement would be focused more on hard-skills with a little less 

than half of the remaining training focused on soft-skills. This agreement would also include 

objectives provided by the educational institution in which the youth is currently attending. 

The completion of the objectives would ultimately grant the youth the college credit 

associated with the internship. Additionally, internships tend to pay more due to the 

increased performance of hard-skills. 

 

OJT – This agreement would be the same agreement used for our adult participants if it was 

determined that an OJT would be appropriate for the youth. The OJT would tend to be strictly 

hard-skills based and the participant would receive wages in accordance with OJT guidelines. 

 

The particular agreement discussed in this discrepancy was meant to be used with a paid work 

experience or an internship. Most of the files reviewed were specifically for a paid WEX opportunities 

which focused more on soft-skills rather than hard-skills as mentioned above. 

 

As for the PIN listed below, the following steps have been taken to correct the deficiency noted 

during the monitor. 

 

1719013 – SWWDB’s program operator has been made aware of the disallowed costs related to the 

Work Experience.  They were offered a period of a month from July to August in which to see if there 

was anything else they could do in working with the WEX’s worksite.  They are expected to adjust for 

the value of disallowed costs on their August invoice and they confirmed that this will be done.  

SWWDB would be happy to share a copy of that invoice from the program operator showing this 

activity when it arrives. 

Accepted. Please submit documentation once received. (Disallowed costs ~$288) 

 

Finding 4 

(Program)  

Files altered after 

requested for 

monitoring.  

Affected PINs: 150776, 256638, 587652, 

1719013, 1786491 

 

 Ensure that service provider staff 

are aware of State policy 1.2.3 

None  No 

Response: SWWDB provided a copy of the WIOA Title I-A and I-B Policy and Procedure Manual 1.2.3 

DWD Coordinated Monitoring section to service provider supervisor and staff. The supervisor sat with 

each staff member to discuss the policy and had them sign a roster as acknowledgement for the 

reading and understanding of the policy. A copy of the signed roster is provided with this response. 

Accepted.  
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Finding 5 (Fiscal)  

Board member 

gifts were 

charged to WIOA 

funds.  

Affected PIN: None 

 

 Southwest WDB shall credit the 

WIOA funds and provide 

documentation to DET. 

$496.41 No 

Response: SWWDB appreciates the thorough review of Financial records and the feedback.  After 

evaluating and factoring in the email SWWDB sent to DET on 5/1/19 regarding this questioned cost, 

the official response does not disagree that SWWDB provided both Uniform Guidance documentation 

under 200.437 Employee Health and Welfare Costs and SWWDB policy C-730 to substantiate that the 

payment is allowable for employees.  DET is questioning the “need” of such costs, which SWWDB 

concurs was not stated in enough detail in the response on 5/1/19 to DET.   

 

SWWDB management believe in recognition for staff in multiple forms, both in verbal and in this 

small, one-time-only annual gift, as employees who feel valued are less likely to leave an organization.  

Part of SWWDB’s success in administering various programs is keeping the highly skilled employees 

that are our staff happy, as retaining happy staff is imperative.  SWWDB is so grateful that overall, 

we’ve experienced low turnover as turnover is costly.  Cataylst, a global nonprofit that strives to build 

workplaces that work for women, reports that “one study estimates the average total cost for 

turnover in the US is $15,000/employee.” {https://www.catalyst.org/research/turnover-and-

retention/ } 

To spend approximately $40 per year on each employee SWWDB feels is a reasonable value, and 

considering the cost of turnover of one employee versus the grand total of the entire gift basket 

invoice, a very necessary expense.  As an example, due to a recent retirement, SWWDB advertised the 

open position over a six week period spending $491.05 in advertising which resulted in one (1) 

complete application.  The sole applicant was offered the position but turned it down, putting 

SWWDB management back at square one.  This is one example of one cost in the onboarding process 

compared to the entire Cheese Cellar invoice of $2,400. 

 

For the gift baskets of cheese in question, there were 60 purchased in total.  Of the 60 baskets, 52% of 

the baskets went to employees.  SWWDB respectfully requests that the overall impact of the finding 

be first reduced down from $496.41 to $238.28, which would be equivalent of the 48% spent on 

Board members versus employees.   

 

Furthermore, SWWDB would be extremely grateful if DET would be willing to take into consideration 

action that was already taken from time the 2017 gifts were procured (which were questioned here) 

and when the 2018 gifts were procured (which were entirely paid for with corporate funds prior to 

DWD’s onsite monitoring).  Had SWWDB run this 2018 gift through our admin allocation tool, the cost 

would have been $451.79 as shown in the attached documentation.  Although SWWDB shall continue 

to charge these in the future to our corporate account, SWWDB requests DET take this all into 

consideration as documentation that WIOA has sufficiently received the credit already for this finding 

between the portion going to SWWDB employees and for future action resulting in savings that are 

able to be calculated for DWD programs. 

 

Accepted. DWD-DET agrees with SWWDB's assessment that the true disallowed cost related to this 

finding is $238.28 and that the costs have been sufficiently repaid through the purchase of 2018 gifts 

https://www.catalyst.org/research/turnover-and-retention/
https://www.catalyst.org/research/turnover-and-retention/
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in an equivalent amount using SWWDB corporate funds. No additional disallowed costs will be 

assessed as a result of this finding.  

Finding 6 

(CRC/EO)  

Data Collection 

and Maintenance  

Affected PIN: 723601 

 

 All medical information disclosing a 

participant’s disability must be 

maintained separately in a 

confidential and secure file. 

 Review and correct the PIN-specific 

item identified in the report’s 

Attachment A. 

None  No 

Response: SWWDB has reviewed the file in question. While completing the WIOA application, a 
participant, twice disclosed an actual medical condition when describing their reason for leaving a job.  
The original document will be separated in a confidential and secure file. A redacted copy of the 
document will remain in the participant’s case file.  
 
SWWDB will develop and provide training on this topic at an upcoming staff/operator meeting.  
 
SWWDB requests guidance regarding 29 CFR part 38.41.  

 How should the separated file be stored? 

 What staff can have access to the file? 
 

Suggested maintenance of medical information tracked in Asset? Specifically under “manage 

programs” when a participant discloses a disability there is a connected field requesting the type of 

disability. The types of disability listed are rather medically specific and could be regarded as 

information that needs to be kept separate. 

 

Accepted. DWD-DET policy and technical assistance on this topic are forthcoming. ASSET changes to 

address the issues referenced above are also in progress.  

Area of Concern 1 

(Governance)  

American Job 

Center network 

branding.  

Affected PINs: None 

 

 SWWDB must ensure adequate 

American Job Center network 

branding as required by Federal 

guidance. 

None  No 

Response: SWWDB has reviewed its documents and its property to ensure the American Job Center 

network branding is displayed appropriately. OJT forms have been updated. 

 

 If possible, it would be greatly appreciated if the Department of Labor provided additional 

clarification regarding branding. SWWDB values the single identifier, but there needs to be some 

additional direction regarding “one-stop delivery system” activities and those of the local board or 
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other partner. SWWDB has several policies, procedures and forms that are not related to the one-

stop system, but it seems that all documents are to have this branding. 

 

At a minimum, SWWDB is working diligently to ensure communication that is directed to the public 

about the one-stop system incorporates the correct branding, but the question remains, as many of 

our policies and procedures provide direction to a staff member and/or case manager what are the 

branding obligations here? 

 

DWD monitors reviewed and approved WDA 11’s local plan, which included governance documents, 

in 2016 and again in 2018. SWWDB agrees that the logo and/or tagline should be included; however, 

can this correction wait until the 2020 plan? At that point, branding expectations, as they relate to 

local plans, will be widely disseminated and hopefully understood. Also, our governance documents 

are not reviewed and reconstituted based up on the local plan or any other timeframe or deadline. Is 

DWD asking us edit these documents, which were completed in 2016, so that this branding is 

displayed? My understanding is that any local plan change, however, minor would require a public 

comment period. 

Accepted. DWD-DET agrees that it would cause undue burden to make these updates immediately 

and that it is more reasonable to incorporate these changes with the 2020 Local Plan development.  

Area of Concern 2  

(Program)  

File 

documentation 

and ASSET data 

entry.  

Affected PINs: 148533, 150776, 199932, 

256638, 587652, 783288, 1008399, 

1158353, 1156926, 1203494, 1387992, 

1412987, 1719013, 1786491, 1944479, 

1967984, 2010556, 2017285, 

2021378,2059767, 2068906, 2082791, 

2084911, 2112368, 2114118, 2124427, 

2124461 

 

 Review and correct the PIN-specific 

item identified in the report’s 

Attachment A. 

$15.12 Yes  

Response: SWWDB seeks additional guidance regarding the “Education offered Concurrently with 

Workforce Preparation Activities for a Specific Occupation” and the use of the IRS child dependency 

requirement. 

Please see DWD-DET WIOA Policy 10.5.3, Program Element 5: Education offered concurrently with 

and in the same context as workforce preparation and training. The definition of this service states 

"Services within this program element reflect an integrated education and training model in which 

workforce preparation activities, basic academic skills education, and hands-on occupational skills 

training are taught within the same time frame and connected to a specific occupation, occupational 

cluster, or career pathway." While DWD-DET agrees that the Dynamic Futures class provides 

"workforce preparation activities" as described in this policy and WIOA section 203(17), it is not 

believed that Dynamic Futures meets the second half of the definition requiring "basic academic skills 

education, and hands-on occupational skills training…taught within the same timeframe and 

connected to a specific occupation, occupational cluster, or career pathway." Based on limited 

knowledge of the Dynamic Futures curriculum DWD-DET recommends the use of Program Element 6: 

Leadership development opportunities citing "training in decision-making, including determining 

https://dwd.wisconsin.gov/wioa/policy/10/10.5.3.htm
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priorities and problem solving" and "citizenship training, including life skills training such as parenting 

and work behavior training." There may also be components of Program Element 10: Financial literacy 

education, Program Element 11: Entrepreneurial skills training, and Program Element 12: Career 

awareness, career exploration, and career counseling embedded in the class. It could be appropriate 

to open all services on the day they are provided in relation to the Dynamic Futures curriculum. If 

needed, the Local Program Liaison can review the Dynamic Futures curriculum and provide additional 

guidance. 

 

148533 – Occupational classroom service has been updated to correspond with case notes indicating 

the start of training and when the participant dropped out of training. 

Accepted.  

 

150776 – IEP end dates have been updated to reflect the actual date of service. 

Accepted.  

 

199932 – “Other” funded training service has been entered into ASSET with the appropriate open and 

close dates. Although case notes indicated other transportation assistance was provided, the 

participant did not use them and returned the unused vouchers. Vouchers were marked void and 

retained in the file. All services have been updated appropriately to show actual service provision. 

Accepted.  

 

1158353 – The participant never entered training. It is not required to update a Measurable skills gain 

or enter a credential when it did not take place. 

Accepted. Apologies for any confusion as this was likely a data entry error.  

 

1156926 – Although the IEP was not present in the file, ASSET shows that the IEP service was entered 

on 8/15/18. Staff indicated that the IEP was accidentally shredded with other documents that were 

required to be destroyed. This seems reasonable since there was not a delay in the entry of the 

service. Case notes also indicate that after the first meeting on 8/15/18 the participant never 

returned and therefore could not get a replacement IEP signed and placed in the file. The voucher 

issued for transportation was for an authorized activity and therefore should not be identified as a 

disallowed cost. 

Accepted. Transportation assistance is identified in the Comprehensive Assessment in ASSET, which is 

an integral part of the IEP. Case notes clearly indicate active discussion with the participant regarding 

service needs. (Questioned costs of $15.12 will not be disallowed.) 

 

1203494 – Training service open date has been corrected and now shows the actual start of training. 

Accepted.  

 

1387992 – Services have been updated to show actual date of service. 

Accepted.  

 

1412987 – There was a gap in time between when the application was filled out and when eligibility 

was determined. During that time, the participant became homeless which explains why there was a 

difference between the application and ASSET. Also, the case note that was entered on 12/12/2017 
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shows the participant being homeless. What was done regarding this instance could be seen as a best 

practice because the staff member uncovered a barrier that was not initially entered on the 

application. Although the staff member missed the participant’s signature on the self-attestation that 

was in the participant’s file, the member was able to contact the participant and obtain that signature 

attesting to being homeless. Additionally, under section 3 of the Career Roadmap – Identify Barriers, a 

question was asked, “Do you have housing?” It was answered, “No” by the participant and attested to 

be true by signing the document. With the case notes, the career roadmap, and the self-attestation 

(signed by the staff at the time and ultimately signed by the participant at a later date because the 

signature was missed), it all shows the youth was homeless and thus remains marked on the Manage 

Program tab in ASSET. 

Accepted.  

 

1719013 – SWWDB seeks additional guidance regarding the “Education offered Concurrently with 

Workforce Preparation Activities for a Specific Occupation.” Dynamic Futures was performed as a part 

of the Work Experience. Please provide technical assistance that would help identify these services 

properly when performed as a condition of the WEX.  

See TA above.  

 

Regarding the participant’s parenting status, this is confirmed by the virtue of the participant 

receiving TANF (W2) benefits at the time of enrollment which is documented in the participant’s file 

and acknowledged by DWD staff during monitoring. The copies of the children’s SS cards have been 

removed and destroyed. Additionally, services have been updated to match documentation in file and 

ASSET case notes. 

Accepted. 

 

1786491 – Staff request was submitted to change the Basic Skills Deficiency question from “No” to 

“Yes.” Regarding the participant’s parenting status, this is confirmed by the virtue of the participant 

receiving TANF (W2) benefits at the time of enrollment which is documented in the participant’s file 

and acknowledged by DWD staff during monitoring. The copies of the children’s SS cards have been 

removed and destroyed. 

Accepted. Staff Request QA Approved.  

 

1967984 – A staff request has been submitted to change the existing Measurable Skills Gain type to 

the ones mentioned in the monitor report for PY 17 and PY 18. Additionally, the IEPs have been 

entered and verified according to guidance mentioned in the report. 

Accepted. Staff Request QA Approved. 

 

2010556 – Staff request submitted to update the homeless, offender, and basic skill deficiency 

barriers in ASSET on the program tab. All services have been reviewed and updated with the actual 

dates of service. Finally, the participant did not make a measurable skills gain during PY18; however, 

the participant completed their HSED in July 2019. 

Accepted. Staff Request QA Approved.  

 

2068906 – Service dates were reviewed and updated according to actual dates of service and the 

measurable skills gain was removed via staff request. 
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Accepted. Staff Request Completed. 

 

2082791 – Staff request submitted to update services according to actual service provision and file 

documentation. 

Accepted. Staff Request QA Approved. 

 

2084911 – Career Guidance service has been updated to match the case note entry on 8/17/18. 

Although the title of the case note indicates WIOA Follow-up, this demonstrates the career guidance 

service was being performed. 

Accepted. 

 

2112368 – Basic skills deficiency barrier changed in ASSET. Dynamic Futures was performed as a part 

of the Work Experience. Please provide technical assistance that would help identify these services 

properly when performed as a condition of the WEX. Support Service actual open date has been 

removed and the service has been marked with the completion code of “Will never start this service.” 

The incentive services have been updated appropriately and according to guidance. 

See TA above.  

 

2114118 – Services have been reviewed and updated according to file documentation and case notes. 

Accepted. 

 

2124427 – Staff request submitted to change the end date of the eligibility determination service to 

correspond with case note. The ISS service was closed appropriately. 

Accepted. Staff Request QA Approved. 

 

2124461 – Career Guidance services were offered but not provided; therefore, the service has been 

marked as “Will Never Start This Service.” 

Accepted. 

 

 

Area of Concern 3  

(Program)  

Issues with Case 

Management  

Affected PINs: 150776, 1156926, 1158353, 

1412987, 1719013, 1841783, 1967984, 

2010556, 2017285, 2082791, 2124427 

 

 Review and correct the PIN-specific 

item identified in the report’s 

Attachment A. 

None  Yes 

Response: SWWDB re-enforced the importance of documenting interactions and activities with 

program participants. SWWDB will continue to monitor such interactions and provide feedback to 

service provider staff in order to continually improve in this area. SWWDB has charged its service 

provider’s management to be more involved in reviewing ASSET cases more frequently. The following 

actions were taken to correct or clarify what is taking place with these PINs. 

Accepted. 
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150776 – The participant used student financial aid to pay for tuition and utilized WIOA funds for 

books. Although the participant was told that WIOA could assist more with funding their training, the 

participant chose to reject additional assistance. Case notes could have been clearer regarding the 

offering of assistance. The participant ultimately was exited on 8/15/18 as recommended by DWD 

due to no further services were provided. 

Accepted.  

 

1719013 – Services updated and participant is in the process of exiting the program. 

Accepted. 

 

 

Area of Concern 4  

(Program)  

Income and 

Family Size 

Determination 

and 

Documentation 

Issues  

Affected PINs: 148533, 150776, 199932, 

256638, 587652, 723601, 1156926, 

1158353, 1203494, 1387992, 1412987, 

1719013, 1730107, 1786491, 1944479, 

1962648, 2021378, 2059767, 2068906, 

2082061, 2082579, 2084911, 2114118 

 

 Revise intake form(s) to require 

annualization of collected income. 

 Review and correct the PIN-specific 

item identified in the report’s 

Attachment A. 

None  Yes 

Response: On 5/8/2019, SWWDB updated its application to include a section for service provider staff 

to calculate and indicate the annualized income for the family unit.  

Accepted 

 

Additionally, service provider staff went through the identified files and took the following actions: 

 

1719013 – Staff request submitted to change TANF from “No” to “Yes”. Awaiting official correction to 

be made in ASSET. 

Accepted. Staff Request QA Approved. 

 

1786491 – Staff request submitted to change TANF from “No” to “Yes” and Food Share from “Yes” to 

“No”. Awaiting official correction to be made in ASSET. 

Accepted. Staff Request QA Approved. 

 

1962648 – Income has been re-calculated on the existing application and updates to ASSET has taken 

place. 

Accepted. 

 

2068906 – Documentation for SSI has been obtained and placed in the participant’s file. 

Accepted. 
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2082579 – Staff request submitted to change SSDI from “yes” to “no” because the participant was in 

the process of applying for the benefit, but did not actually receive it. 

Accepted. Staff Request QA Approved.  

 

Area of Concern 5  

(CRC/EO)  

Posting of 

required notices.  

Affected PINs: N/A 

 

 SWWDB must ensure that all 

required postings are displayed 

publicly and prominently in all 

required locations. 

None  Yes 

Response: SWWDB reviewed all WDA 11 Job Center sites for required Equal Opportunity and LEP 
related postings and made the appropriate changes in the display of postings. These postings include: 
EO is the Law, Your Right to an Interpreter and the Job Center Complaint Coordinator System. 
 
SWWDB’s Reasonable Accommodation policy is posted online (swwdb.org). WIOA vital documents 
include the required EO/LEP tagline (29 CFR part 38.38 – see below). SWWDB and WIOA Operator 
staff have received training and is aware of accommodation and language related policies. SWWDB is 
not aware of any federal regulation (29 CFR part 38) or state guidance requiring the physical posting 
of the complete Reasonable Accommodation policy within a Job Center location.  
 
In response to the Zero Tolerance policy reference – it is not applicable for WDA 11. Zero Tolerance is 
a policy connected with Job Corps’ (20 CFR part 670.540). Job Corps’ programming (enrollment) is not 
available in WDA 11.  
Accepted.  
 

Full EO/LEP Tagline:  
Southwest Wisconsin Workforce Development Board is an Equal Opportunity Employer/Service Provider. 
Auxiliary Aids and services are available upon request to individuals with disabilities. If you need this printed 
material interpreted to a language you understand or in a different format, or need assistance in using this 
service, please contact us: _____________________   Deaf, hearing or speech impaired callers may reach us by 
the Wisconsin Relay number 711. 

 

Area of Concern 6  

(CRC/EO)  

Babel Notice and 

Translation of 

Vital Information.  

Affected PINs: N/A 

 

 Ensure that the Babel Notice is 

prominently posted in all required 

languages for the WDA. 

None  No  

Response: This Area of Concern is not accurate.  
 
SWWDB has been and is currently fulfilling regulation requirements connected to 29 CFR Part 38.9 
(Discrimination prohibited based on national origin, including limited English proficiency).  

 
SWWDB informs LEP populations within WDA 11 that language assistance is available.  

 The “Your Right to an Interpreter” poster is properly displayed in all Job Center sites.  

 The nine page Babel notice (provided in CR Compliance handbook) is provided with all WIOA 
vital documents during orientations and needed mailings. 

 All internal and external communication includes the required EO/LEP tagline (see above).  
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 A Language Assistance policy and procedure has been developed and is also available online 
(English and Spanish). In addition Google translation is available on swwdb.org.  

 Vital documents that are posted within Job Center locations are also posted in Spanish.  
 

Vital documents simply need to be posted in all languages spoken by a significant number or portion 

of the population (29 CFR Part 38.9 (g) (1). For WDA 11 (Rock County only) – Spanish is the only 

language other than English spoken by a significant number or portion of the population. The nine 

page Babel notice or the “Your Right to an Interpreter” poster is not required nor would it be feasible 

to be posted alongside each vital document inside a Job Center location. 

Accepted. DWD-DET apologizes for confusion related to this Area of Concern as this report was 

authored during a time of staff transition.  

 

 


