Documents to Be Available for DET Onsite Monitoring

Program Year 2012
The following documents, as applicable, should be readily available for the onsite review.  In addition, Division of Employment and Training (DET) staff may request specific documents prior to the scheduled onsite work in order to prepare for the monitoring.

Program Policies and Procedures – Local policies or procedures related to the following which may include:

· Intake, registration, and enrollment

· Referral

· Assessment

· Individual Employment Plan/Individual Service Strategy (IEP/ISS) development

· Case Management

· Training (classroom, OJT, customized, pre-vocational)
· Supportive Services
· Relocation

· Out-of-Area Job Search

· Incentives and stipends for youth

· Partner service delivery agreements not included in MOUs (for example TAA and WIA coordination)
· Planned Gap in Service

· Long term case policy
· Exit Policy

· Follow-Up Services
WDB Monitoring of Service Providers 
WDB Service Provider Monitoring Policy

Schedule of PY12 Service Provider Monitoring

WDB Meeting Minutes Relating to Service Provider Monitoring
Subrecipient Program Monitoring Documentation including:
· PY2012 Service Provider Contracts with Program Monitoring Language 

· Monitoring Tools (Guides and File Review Sheets Used)

· Monitoring Report

· Service Provider Responses, including Corrective Action Plan, if applicable

Local Boards and Sub-Committees 

WDB and committees membership lists
WDB by-laws

Records of WDB and WDB committee meetings and actions

Participant Files - The Local Program Liaison will request a sample of participant files to be available for the review.  Files will be selected for review based on program, participant activities, Workforce Development Areas (WDA) and service provider configuration.  The complete record that pertains to each participant selected needs to be made available.  The following documents, as applicable, will be reviewed for each participant record selected:

· Local application form (or ASSET Registration with work history)

· Eligibility determination or program registration form

· Individual Employment Plan/Individual Service Strategy

· Assessment Information

· Documentation/verification of information used to determine eligibility (for programs and program activities)

· Documentation of determination of need for services including training and supportive services

· Authorization for Release of Information

· Participant’s Rights and Responsibilities

· Case notes documenting contact with the participant, progress in the program and follow up activities 

· Contracts for employer-based training (OJT, work experience, etc.)

· Credential(s) earned

· Other materials as applicable that support or document participant eligibility or activities that may include: program exit, employment and employment verification, follow-up services, job search activity records, supportive service referrals, training attendance records, applications for financial aid, etc.
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